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OBJECTIVE

To Improve the quality of students passing out and to create.

uniformity in operating procedure for all TEVTA institutes big or

small This mairual has been prepared to assist the Principal and staff

in administering their institute in consonance with time tested

principles of sound management and academic practices. The

manual dwells at length on the whole spectrum of institutional

activities. The operating procedures outlined therein can be easily

incorporated and are progressive in nature. Implementation of this

manual in letter and spirit is expected to raise the standard of

TEVTA Institutes at par with any renowned teaching chain in

Punjab.

o



FOREWORI)

All exemplary organizations whether striving for excellence or having already
achieved it always conduct their day-to-day business in accordance and in harmony with
a standard set of guidelines. Taking cognizance of this fact we at TEVTA Secretariat
have designed and compiled a manual, which in general covers the whole spectrum of
activities in an Institute. This manual has been the outcome of extensive labour and hard

work put in by the TEVTA ieam headed by the Chairman, TEVTA Board Members and

senior management. Long hours and extensive brain storming have resulted in this frrst
manual. For ease of convenience and instant referral the manual has been divided into

four sections. Each of the sections namely Academics, Co-Curricular, Management an.d

Accounts offers broad guidelines to assist the Principal in managing his institute par

excellence.

Techniques which will assist the Principal and senlor
staff to manage the institute par excellence.
Measures and guidelines to improve the academic image

of the institute.
Procedures which will enhance and generate a spirit of
good will among staffand students.

Guidelines to prepare monthly and quarterly reports and

Management-

Academics -

Co-curricular-

Finance
renrrns.

You may notice that many of the procedures outlined in the manual are being

practiced by you in one form or the other. This manual will assist you in systemizing

your approach and will also allow you to.cover the vital missing gaps. Procedures not

being practiced in your institute must be initiated immediately. I can assure you that if
you can inculcate the requisite zeal utd motivating spirit in your subordinates to invoke

the essence of the manual in your institute. You will find yourself the proud head of the

best institute in your city and further-more you will feel great pride in being associated

with TEVTA to be the hallmark of quality skill based training in Punjab. I wish you all

success and the best ofluck in your endeavors'

This manual is by no means the last word on the subject. The compilation of the

manual has been coordinated by the Operations Department. All readers / users of the

manual are at liberly to recommend any changes which may be communicated to the

Operations Department for due consideration and subsequent inclusion.

(SIKANDER MUSTAFA KHAN )
CHAIRMAN, TEVTA.
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MANAGEMENT SECTION

This section includes policies, procedures and various

other tools which are required for better management of

multifarious activities of an institution. The head of the

institution is responsible that Instructions and guidelines given

are thoroughly understood by him and his staff and

subsequently are implemented religiously.



I]{STITI TE OPERATI\(; MANI AL

M-l INSTITUTIONAL DATA

a) Relevant and useful data penaining to the activities of an institution is a very

useful management tool. lt is imperative that important and vital data be displayed

in the Principal's office using charts & the remaining data be kept irt a ready

recknor file.

b) Listed below are some of the topics under which data be prepared, maintained and

made available when required.
i. Organogram of the institution.

ii. Details of Instructional staff
iii. Qualification record of Instructors.

iv. Details of Administration Staff.

v. Schedule ofcourses.

vi. Students ofrunning courses

vii. Students intake record (course wise)

viii. Students intake record (Year wise)

ix. Record of Dropouts - Course wise

x. Progressive bar chafts for last five years indicating intake, pass-outs, drop

outs fbr each course and for complete institution.

xi. Restructuring Training plan details.

xii. Schedule,/Plan of extra curriculum activities'

xiii. Examinations Schedule

xiv. Details of Training equipment with critical deficiencies.

xv. Projects In-hand

xvi. AR / SR Allotment/expenditure state. -xvii. State of funds including monthly expenditures.

xviii. Staff on various types of leave.

xix. Record of vehicle.

xx. lnstitution Assets State

xxi. List of Industries for Placement.

xxii. Details of Hostel Accommodations.

xxiii. Schedule of Regular Reports and Returns.

xxiv. Regular meetings / conferences Schedule.

c) The above list will be extended or reduced keeping in view the needs and

requirements of the institution. However all data will be updated regularly and the

date of revision be invariably indicated
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d) Principal/Head of the institution to ensure the following:_
i. Data is corect in all respect.

ii. Information is updated daily/periodically keeping in view the change
arising.

iii. updation date is clearly indicated at the top of the chart/sheet.
iv. Data which requires authenticity, must have the source indicated.
v. Data/Information is all the time ready and available to be presented to any

visiting oflicer.
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N{-2

a)

PUNTUALITY OF STAFF

Punctuality is not only the presence of an individual at a particular place at the

"rrlg""a 
time but it aiso inctuaes the performance of an assigned task or duty in

time. Efforts be made to inculcate ittit ttuUit as a second nature in all staff

members.

b) A procedure will be evolved to ensure the following:-

All staff members report to the institution in the morning in time.

Attenda'ce register witi be maintained for entry time of the arrival-of each

staff membet. At u defined time, the register will be closed and put to

PrincipalAtOD. Late arrivals record will also be maintained'

procedure be evolved to ensure all classes are held in time and record is

maintained. variations with reasons for defaulters be recorded for

counseling and follow up remedial measures'

c) Principal or Head of the Institution to ensure the following:-

ll.

rr
:3..+

:

l

ii.
ii i.

procedure for monitoring the punctuality is in place and is being followed.

Remedial actions including counseling is done to habitual defaulters.

Aspects must be recorded while evaluating annual performance'



I\S1'ITTJTE OPERATING MANUAL

M-3

a)

MORNING ASSEMBLY AND PRAYER

Well begun is half done. Assembly at the beginning of the day is a sign of
collectivism and discipline. Beginning with the name of Allah sets an environmetrt
most suitable to an educational institr-rtion. Quranic verses according to the day to
day human / social requirements and needs may be selected, recited and explairted
in the assembly for the enlightenment of the students and stafi The nrorning
assembly not only ensures regularity / punctuality but the occasion also pro'"ides

an opportunity to the institution management to make important annollncentents

for the information & compliance by the student. The basic purpose of the

morning prayer is to provide impetus to the teachers and students to work for self
satisfaction and to the will of Almighty Allah for ultimate national cause.

Regular Morning Assembly will be held in the institution. The students will be

assembled either technology wise or course wise and the conduct will be on the

following lines.

i. Reciting of one "Sura" each day by a student along with its translation.

ii. Recitation of the following prayer before the start of the class by the

teacher.

iii. Weekly dress and personal care check of the students.

iv. lmportant announcements by the Principal/Senior members of the staff.

The principal to ensure the following:-
i. Appoint a teacher as incharge to arrange the daily event of assembly'

ii. Monitor that the verses selected are up to the occasion and the daily activity

of recitation is rotated among the students.

iii. Recitation and explanation are followed by a short speech covering sorne

moral lesson.

iv. Keeping in view the strength of the students, provide Public Address

System for the subject Purpose.

b)

c)
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M-4 STAFF ATTENDANCE

AND MOVEMENT CONTROL

All.staff members are expected to inform their HOD/ Principal, in case of they
need to leave the premises. However such movement must have the approval of
the concerned authority and is made when not required for teaching or other
assigned tasks.

A short leave register be kept with appropriate authorities to accord sanction of
short leave. Officers exercising this authority be responsible to ensure that only
those staff members allowed by him for the period specified, leave the prerrrises.

Movement of senior staff memberslHOD will be monitored by the Principal
himself and proper record for every day will be maintained.

Principal/ H.O.D be responsible to ensure that short leave procedure is observed,

lollowed. and recorded.

a)

b)

c)
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M-5

a)

STUDENTS ATTENDANCE RECORD

To educate the young generation (students) is the main aim of establishing and
maintaining educational institutions. The ultimate goal of their grooming to the
effect of making them good human beings and disciplined citizens (members of
society), assign the students a central position in the educational institutions.
Hence it is necessary that the students are motivated to be regular in their
attendance. Various steps of motivating and punitive measures must be taken to
improve the attendance of the students. Appearance in final examination of all
courses demand minimum attendance therefore the students should be properly
briefed about the importance of attendance. The ultimate aim is to improve the

academic culture'in the institution and inculcate a sense of responsibility and

discipline in the students.

Following guidelines are listed below to ensure better attendance, thereby
improving academic culture.

i. Minimum attendance for each course is deflned by Punjab Board of
Technical Education which is a pre-requisite for appearing in annual

examination. The rules are as under:-

(a) A candidate must have completed overall 80% of attendance in
order to be eligible to appear in the examination. However for
VocationalTraining it is 60%.

(b) The principal may condone upto l0%o of shortage of attendance on

the basis of genuine reasons provided to him/her to his/her
satislaction.

(c) lf a candidate is shorl of the required percentage of attendance at

the time of submission of admission form and fees to the Board but
is likely to make up the shortage in due course of time, the Head of
institution may send up his admission form and fee provisionally to

the Board subject to confirmation when the candidate actually
makes up the shortage. ln case the candidate is unable to make up

the shortage, the principal of institution shall withdraw his

candidature. by writing to the Controller of Examination not later

than the 15tn day before the commencement of the examination.

(d) Attendance shall be counted on the basis of total number of contact

hours, theory and practical, for which the classes where actually

held during an academic session.

ii Students at the time of start of the course will be informed clearly about this

pre-requisite.

b)
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iii This be also made as one of the agenda points for discussion i information
during the routine teachers parent's meeting.

iv Every teacher before the start of the period/class must take the attendance

on a proper proforma and forward it duly signed to the HOD/lncharge
teacher every day.

v Any exceptional irregularity be brought to the notice of the Principal for
necessary follow-up actior.r.

vi Weekly or monthly record of attendance (keeping in view the length of the
course) for each student will be displayed on the Main Notice Board of the

institution for the information of the students.

vii Students having poor record of attendance will be interviewed by the
Principal for counseling. Principal may issue warning in writing to students
who fail to show improvement in attendance.

c) The principal to be responsible for the followings:-

i. Ensure that the instructions are understood by all and are duly complied
with.

ii. Visit the classes and interact with the students and create in them awareness

about importance of regularity in attendance.

iii. Establish various slabs of fine keeping in view the social se1 up of the area

to ensure maxirrruur attendance.

iv. Inform the consequences of poor attendance not only to the students but

also to their parents in scheduled nteetings.

v. Not to permit a student to appear in tl-re final examination if his altendance
does not meet the pre-requisites. 

^
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M-6.

a)

COURSE TIME TABLE.

Presence of permanent and everyday timetable is a must to run the classes

efficiently and effectively. Properly prepared and displayed tir-netable facilitates

the teachers and the students to act positively. Without timetable both the teachers

and the students u'ill remain confused.

Course time tables are designed and made to streamline the course contents and

regulate the classes as per the curriculum and help in monitoring the conduct of
classes as per schedule. These also generate a sense of responsibility and duty in

the teaching staff, which ultimately ensures the completion of the course covelirtg

all topics of the relevant subject in time.

Following aspects will be covered in this regard: -

i. Time Tables will be made for each course separately on fortnightly basis.

ii. They will be displayed on the Main Notice Board or Departmental Notice

Board.

iii. Each time table wilt invariably contain the following information: -

(a) Name of course.
(b) Running week number of the course.
(c) Dates of the week.

(d) Number of periods alongwith the tirnings.
(e) Periods defined for topic alongwith the main subject.

(0 Abbreviated name of the lnstructor for various periods. Key to
abbreviation be given at the bottom.

(g) Type and location of the class.

tf.rt Revision periods or self-study periods be included and indicated.

Same be followed for various examination periods'
(i) Record of all time tables for each course be kept in a separate file.

principals /H.O.D. during their visit to various classes must check and monitor

that the class is being run as per tin-re table including the topic of the subject'

Ilstructors concemed will be responsible to enstlre that they conduct the trainirrg

as per schedllle and complete the cttrriculum in time'

The principal through his staff be responsible for the following:-

i. The timetable has been plepared and displayed in the institution rvell before

the commsncement of the week'

ii. The timetable is displayed at more than one proper place for the

convenience of teachers and students.

iii. All classes are conducted as per the time table'

b)

c)

(d)

(e)
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M-7. CURRICULUM DISPLAY

a) Contents ofcurriculum should be at the tips ofthe teachers and the students. A
well-defined curriculum displayed at a place within the access of both tedchers and
students keeps them aware of what they have to teaclo/study. It hetps achieve the
required results.

b) The objective should be to keep the teachers and students abreast with the
curriculum.

c) The Principal to ensure the following:-

i. All the teadhers possess copies of the curriculum including manual/ books
relevant to their subjects.

ii. Copies of the curriculum are displayed in the staffroom separately for each
course being run.

iii. All the teacher cover the curriculum completely.

iv. The teachers provide details of curriculum to the students.
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M-8.

a)

AREA UPKEEP AND MAINTENANCE

Work place is another home/house of the workers. Condition of the house speaks
of the thinking and approach of the inmates. An educational institution is a house

of the students and teachers. If the building and environments are kept clean, it
will help develop good opinion about the house and inmates by the outsiders. The
ultimate aim should be to maintain and create healthy academic and physical
atmosphere in the institution.

In order to achieve the above, following guidelines are given:-

i. Area if large can be divided and assigned to staff members with support
staff.

ii. Cleaning staff to ensure that area is clean & tidy before the opening time of
the institution.

iii. Sense ofproper house keeping be generated in the students. The up keep.

tidiness & cleanliness of the classroom be made the responsibility of the

class students.

iv. Maximum plantation, seasonal & permanent be done in the institution. This
. can be done by the dedicated stafffor the purpose or stafffrom outside be

hired for specific task i duration of time. Finances be met through
institution own funds.

The Principal may achieve the objective in the following manner:-

i. Daily or weekly round / visit of the.area / classrooms /lavatories / hostel etc

to inspect and monitor the performance of the staff assigned this task'

ii. Arrange weekly / monthly collective cleaning exercise involving students

and staff.

iii. Facilitating incentives to class declared as the best of the month.

iv. Form students' " Houses" like "Qasim House",, "Tariq House" etc' In

addition to other inter-house competition of sports etc, also alrange area up

keep competition.

v. Any other activity, which helps in creating clean & hygienic environments

inside the institution buitding and its open and green area.

b)

c)
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b)

M-9.

a)

STUDENTS UNIFORM

A well-dressed man's appearance is of great advantage. Apart from other things,
dress also helps to project the personality. As educational institution is a workshop
where character and personality are built, the lessons and inculcations on the use

of uniform and other relevant things are integ.al part of the training here. This is
the best way to eliminate the difference of social status and to create and maintain
equality among the students. For this purpose the prescription of uniform dress is

the best technique. lt also suggests the spirit of collectivism among the students.

Uniforms for students of TEVTA institutions have been standardized as under:-

Boys
i. Blue Shirt
ii. Grey Trousers
iii. Black Shoes
iv. Blue Pull-overlBlazer during winter.
Girls
i. White Kameez
ii. White Shalwar
iii. Black Shoes
iv. Dopatta f,or l'' Year- Blue
v. Dopatta fior 2nd Year Maroon
vi. Pull-over according to the colour of Dopatta during winter.

All students will put on TEVTA Badge on their shirts (Boys) or Dopatta (Girls)

Following guidelines are given on the subject:-

One sample uniform will be displayed in a glass cabinet for guidance &
reference for the students and standardization.

ii. Use of blue coverall be made mandatory & enforced strictly while working
in the workshops.

iii. Condition and cleanliness of the uniform be checked in the nroming
assembly.

e) The Principal to ensure that:-

i. The significance of uniform is notifred to the students.
ii. Frame and implement various progranrmes to motivate the student to put on

proper uniform without taking it as a pressure.

c)

d)
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M-10. INSTITUTION- SECURITY ARRANGEMETS

a) Presently it has become necessary to save the institution from any possible

subversive activity and theft of its assets. A proper security arrangement is nrust

for protecting high cost equipment of the institution which is procured/ provided
through great efforts and costs.

b) Following guidelines are given to achieve the safe environments in the

insl il ution s: -

i. Properly trained & experienced security guards / chowkidar be recruited
who are well versant with the security duties.

ii. They must not be used for other purposes except the security duties.

iii. A11 security guards to wear defined uniform i.e. shalwar, kameez malaitia

colour cloth with beret.
iv. Entry gate be manned by security guard who must ensure that visitors are

allowed in only if duly authorized.
v. Visitor record will be maintained at the entry point & put up to the

Principal on regular basis.

vi. Security guard to ensure that students leaving the institutions before closing

time have authority for the purpose.

vii. Area night guards be employed'
viii. Security lights at various critical points be installed and switched on during

night.
ix. Computer labs, workshop, offices, classrooms have proper locking

arrangements & their keys are kept safely under the responsibility of a

designated staff member.
x. Motorcycle & cycle stands are properly manned against theft or pilferage.

c) The principal will ensure:-

i. Use of the uniform by the security personnel.

ii. A full time chowkidar / security guard is posted at the entrance gate to

watch the incoming and outgoing persons'

iii. A proper register will be maintained for keeping the record of visitors.

ir,. A cycle stan.d / shed will be constructed or the area for cycle stand will be

earmarked and no one should be allow'ed to park his cycle / motorcycle at

any other place. This will help tninirnize the risk of theft'

v. Serviceability of security lights through his staff'

vi. Supervise and check the security arrangements during day & night

beriodicallY.
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M-tr. LEAVE PROCEDURE STUDENTS

a) Regularity in studies and attendance of classes by the students is in the benefit of
the students. lt alsb reflects the attitude of a student towards achieving his goal i.e
training. However leave becomes essential some times which a student neads to
avail. In principle, student should be discouraged to avail leave on frivolous
grounds as this also affects their attendance requirement of the course.

b) Principal to ensure the following j
i. Leave procedure for various duration ofcourses is defined and all students

are fully aware of it.

.ii.ProperrecordofleaveismaintainedforeachcourSeandisregular|yputup
to him.

iii. Leave sanctioning authority with maximum number of leaves at one time is
defined and followed.

iv. In case ofexcessive leave obtained by a student, his parent are properly
informed alongwith the consequences of long absence.
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b)

M-12.

a)

LEAVE POLICY . STAFF

Staff, specially the Instructors are the back bone of a training institution and the
most important tool of imparting knowledge. A11 staff members are expected to
realize the fact & obtain leave only when the circumstances are un-avoidable.
Leave should be considered as'a privilege and not the right.

Types and amount of leave for the staff member and the policy regulating it is
already notified in various rules. The staff is expected to follow these regulations.

c) Following aspects must be kept in mind by the Principal and other sanctioning
authorities before considering leave.

i. Affect on the training schedule.

ii. Alternate arrangements
iii. Frequency and amount of leave already taken.
iv. Maintenance of proper leave record for all staff members. Scmtinization of

this record by the principal daily & ensure no class is affected by the
absence ofa teacher.

v. Long absence from duty on any type ofleave must not be encouraged.
Principal to ensure that individual proceeds on leave when in dire need and
not as a habit.

vi. Leave may not be given if it affects the training of the students.

vii. Individual does not proceed on leave unless and until his request for leave
is sanctioned.

viii. Attendance record be reflected in the A.C.R.

!
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M-I3. HOSTEL MANAGEMENT

a) Hostel where available becomes a pafi and parcel of the educational institution and

is used to accommodate the students from the area far from the institution. Hostel

Management is a real difficult job. Young students are away frorn their homes at

the disposal of hostel authorities for food, accommodation and study. Therefore it

becomes imperative that the affairs of the.hostel are properly and efficiently
managed.

b) Following points i aspects n-rust be adhered for better running of the hostel affairs

thereby making the facility more conducive for academic environments:-

i. A proper Hostel Warden/Superintendent be appointed who is required to

stay in the hostel. Preferably a non-family faculty member be assigned this -
task.

ii. A Hostel Management Committee be constituted to run the affairs of the

hostel. Senior student be included in this committee.
iii. No political activity be allowed in the hostel.

iv. Night stay of visitors in the hostel will not be allowed in any circtrmstances.

Common room only be declared for visitors / guests. All rooms & otlrer

areas of the accommodation be declared as "Out of Bor-rnd" for the visitors.

v. No fire-arm will be allowed to bq kept in the hostel. To monitor this regular

physical checks be made.

vi. A separate Mess Management Committee be formed to monitor the

expenses of the mess and running of the kitchen. Expenses be kept at the

minimum within the financial range of the students.

vii. Al1 types of hostel funds be defined. Their collection & expenditure should

be properly monitored and recorded by the Hostel Comn.rittee under tlre

supervision of Hostel Warden.

viii. Television with a vcR and a couple of Newspapers / Magazines be

provided irt the Hostel Common room.

ix. Bringing of VCR from outside in the hostel and students rooms rvill be

prohibited.
x. Healthy recreational facilities like table tennis, caronr boarcls. clress etc be

provided in the common room.

xi. Bring in and use of liquor and other intoxicating materials rvill nol bc

allowed in the hostel.

xii. Hostel be kept clean and tidy through regular inspections by the Wartlen.

xiii. Hostel Warden mgst ensure tlrat r.ro such activity is held in the hoste l, whiclr

is against the academic requirements. anti-social and distr"rrb the peace of
in mates.

rir,. Women visitors even if they are related u ill not be allorved in male hostels.

x\'. I'lostel war{en after checking thc creclcr.rtials of the visitor rrray perrtril

rneeting in the cor.lnon room or allorv the stLtdent to lear.'e the hostel with
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. the guest for defined time. However visitors record must be maintained bv
the warden.

xvi. Warden to ensure "light out" time is strictly followed.
Principal being the overall incharge of the institution is also responsible that t6e
hostel activities function according to the defined policies. General responsibilities
include:

i. Monitor the functioning of the hostel - the food for the students and their
study schedule.

ii. Get daily report from the Superintendent / Warden of the hostel on various
maners.

iii. Ensure that hygienic and cleanliness is maintained in the hostel.
iv. Expel the student from the hostel and if required frorn the institution who

violates the rules and policies of the hostel.

t7

c)
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M-14.

a)

ESTABLISHMENT OF ANTEEN / C TERIA

Facility ofa canteen / cafeteria depending upon the strength ofstudents i size of
the institution is a place where students can refresh themselves during the break

time. This helps the student for getting together and acts as a place where they can

relax, breaking the monotony of classroom. Institution must establish such facility
which be improved gradually.

Following guidelines are listed for the institution management:-

i. Simple bu|clean and hygienic canteen such facility be established and if
possible provided with some sitting place.

ii. prices of commodities available be kept at a competitive rate and price list

is displayed. All prices to be controlled by the Principal'

iii. Canteen management Committee from the staff and students be made.

iv. Canteen contractor must be checked for cleanliness, provision of fresh &
hygienic eatables with minimum price. The aim should be to provide the

'facility 
at affordable rates and not to make funds for the Institution or

facilitate exorbitant projects for the canteen contractor.

b)



INSl'I1'I :1'I] OPI.]RATING MANLIAI-
19

M-15.

a) The cause of majority of diseases is the use of polluted drinking water. There aresome cureless diseases caused by polluted waier. It is a majoi issue of today,s
society. The students should be provided clean and hygienic irirrt ing water at theinstitution premises.

b) The Principal be responsible for:-
i. Ensuring that the source of drinking water isii. Make efforts to install electric water cooler

install water filters.

not polluted.
at the premises and if possible

iii' ln summer, ensure that cold water is available in water coolers if electric
water coolers are not available.

iv. water purification analysis be ensured on regular basis from outside
agencies where available. In case the standards are not met' remedial
actions are taken.
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M-I6

a)

b)

Every major Institute functioning in a Government building and maintaining

official residences for staff will invariably nominate an estate management officer

and one or two staff to assist in record keeping a{rd maintenance of Govt' property'

Smaller Institutes may detail clerical staff for record keeping purposes'

Responsibilities of estate management officer will be as under:-

i. UpkeeP of lawns/PlaY ground'

ii.Upkeepandmaintenanceofrecordofrepair/maintenancetoacadenic
block, hostels and staff residences.

In-rplement standardized rules for allotment of staff residences in

consultation with Institute Principal/Committee'

iv. Establish code ofconduct for staffoccupying residences.

v. Establish rules for billing for utilities where separate billing arrangements

for Institute and residences have not been provided'

vi. Estate management officer will be responsible for plantation in the Institutes

& will check all unauthorized cutting of trees'

vii. Maintain record of AR/SR for its efficient utilization as per prioritization

consultation with the PrinciPal'

ii i.

in
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M-l7

a) 'Institutes should dedicate some time during routine institute activity for house
keeping/general cleanliness activities under supervision of institute staff.

b) Teachers & students should jointly form groups to carry out the follcwing tasks:-

i. Upkeep of lawns/play grounds.

ii. Upkeep of library.

. iii. Plantation during season & care of plants.

iv. Cleanliness of class rooms and hostel areas.

v. Maintenance of laboratory equipment.
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M-I8

a) Principals of lnstitutes should be deeply involved in improving upon the quality of
educaiion being imparted. The cardinal issue in imparting quality education is the

competence ofthe lnstructor. Principals during routine visits to class rooms will

note any shortfall in subject contentidelivery by the lnstructor. Necessary advice

rendered to the Instructor regarding his weakness which should be recorded by the

Principal and a periodic check be kept to see if improvement takes place.

The Principals may recommend training of certain Instructors on priority for

corrective training by academic branch.

ii. Monthlyiquarterly results should be critically examined by Principals to

identify teaching weaknesses and increased monitoring of weak lnstructors

be carried out to improve their perforrnance.
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M-I9 IMAGE BUILDING ACTIONS & ACTIVITIES

a) To a visitor the following indicators would shape an impressive image about the
Institute:-

i. A properly located reception office manned by pleasant & helping staff
ii. The Principals office - Its d6cor.
iii. General out look of the Institute

(a) Well kept lawns/play ground.

(b) Clean & well laid out class rooms.

(c) Well laid out labs with clean, painted equipment, and major
machinery marked by display cards etc.

(d) Rostrums for Instructors.

(e) Well.maintained library with proper record.

(0 Well fr.unished stdff rooms.

(g) Notice boards placed prominently & photographs of major
activity/special occasions displayed.

(h) Proper Cycle/Motor Cycle Stand/Car Park.

(i) Proper caf'eteria clean & presentable.

0) Clean latrines.

(k) Honour Rolls displayed at appropriate location.

(l) Well maintained auditorium if held.

vi. institute activity to be highlighted in local press e.g.

Board position by any student in exams.

Speech contest/debate activity.

Games activity/competition.

Any social work undeftaken by Institute.

v. Institute functions should be planned well and local dignitaries invited for
prize distribution ceremonies"

23
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M-20 BOM_INSTITUTE MONITORING GUIDELINES

a) Regular monitoring of academic & non-academic activity of Institutes by District

Boards is an essential part of the TEVTA vision. To make this activity effective.

the President of a District Board may like to cover all district Institutes in his

jurisdiction by nominating different members of the board to nrtltritot' a ccrlititt

uumber of Institutes. Constant check of day to day working and renrsclial action irr

consr-rltali0on with the lnstitute heads will go a long way in improvir.rg the overall

performance of the Institutes. Apart from other routine activity the following may

be given special attention:-

i. Adherence to timings by both staff & students.

ii. Availability of teaching staff during working hours' I
iii. Running of classes as per time table.

iv. General cleanliness.

v. Tutorial groups where formed may be encouraged by attendance'

vi. Sports/extra curricular activity be encouraged and monitored.

vii. Particular attention be given to the out-look of the Institute and concrete

steps to improve upon this aspect may be recon.rr.nended'

viii. Review results of the institutes.

ix. Monitor placement of pass outs.

b) The above activity should bdin the knowledge of District Managqr for follow up &
corective action as pointed out by BOM.
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DistrictManagers&InstitutePrincipalsshorildalwaysinvolvedistrictboard
members for this all important activity which will go a long way in absorptioh of

TEVTA Pass-outs in industry'

i. Specific field of OJT defined by Academic Department be kept in mind

'while selecting induStry for trainees'

ii. District BoM and RD&A Section be approached for maximum assistance

in this regard

a)

CTI wI
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M-22

a) Every course in an Institute has been designed for a certain number of studentsbased on the best possibre use of the i sourcer p-"iJ"a e.g. the trainingequipment, the teaching aids the space avail.rble and definitery on the number ofInstructors authorized.

i' Each colrrse being run in the Institute should be advertised effectiv.elymaking use of hand bills, posters and the local press.
ii' Major components of a course be listed and job prospects indicated.
iii' Institute prospectus should be impressive and should list past achievements.
iv' The best publicity for increasing intake would however always be previous

results.
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This segment includes

required for uPlifting of

The head of institution is

various tools and methods which are

academic activities of an institution'

responsible that instructions given are

thoroughly understood by him and his staff and subsequently

are implemented in true sPirit'
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A-l

a)

Lesson Plan

It is a tool for the teacher to transmit his instructional objectives to his pupils in a plannedmanner with the view to develop the knowledge, abilities and skill of the students.
i' Every teacher wiil deverop his lesson pran r n a specified format).
ii' He may consurt his seniors and coileigues in developing the lesson pran.
iii. He will ensure that he is teaching the class strictry in accordance w,ith

lesson plan.

iv. He will keep lesson plans in a file or folder when going in class.
v. The Principal &. District Manager wilr frequently / periodicaily check thepreparation, maintenance & apprication of resson pran for teaching the

c lass.

vi. The TEVTA Managemenr / BoMs wiil arso inspect the imprementation of
lesson plan from the current academic session.

vii. The Academic Audit Section, while carrying out audit shourd evaruate a
teacher on the enclosed proforma.



29
INSTITT'TE OPERATTNC MANUAL

A-2

a) Practice makes a man perfect. Assignments and class presentation by students

promote retention and perfection in knowledge and skill. Attitude of hardworking

and self confidence is developed in the students with these activities.

i. At the end of each major topic the teacher will give the job practice or

assignment work to the students'

ii. The teacher will also check the assignment and provide guidance ou weak

points to the student.

iii. The teacher will also have a ready record with him about class assignments'

iv. The teacher will involve the class in delivering the presentations on givetr

. curriculum toPics.

v. Spot testing/quiz be encouraged.

vi. The report of students lacking interestin class activity, be given to their

parents for remedidl measures' counselling etc'

The Principal, HOI, DM , ZM will carry out inspection to observe this activity and

motivate all concerned
b)
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MONTHLY TE ANALYSIS AND ACTIONA-3

a) Tests are the methods adopted to evahrate the comprehension of instnctiop
imparted to the students. It helps the teacher / institute management to achieve the
desired results.

It is envisaged that each teacher should : -

i. Conduct monthly tests of his subject / class.
ii. Keep the record of test result with him for monitoring students performance

regularly.
iii. Submit a copy of result to the HOD for record / analysis purpose.
iv. Hold a meeting / discussion with principal regarding his subject results.
v. Initiate the counseling for selected students for their acadernic

improvement.

The Principal will hold a meeting with parents of those students who are weak in
their studies on report ofrespective teacher.

b)
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A-4 MID TERM TEST (MTT)

a) In order to check the standard of instruction imparted, all the teachers and students
should be involved in the test and measurement activity for a specific duration.
After cornpleting approximately half the academic session (at least) 50ozi, syllabi is
evaluated in Mid Term Test, putting the all stlldents and teachers in an
examination environment.

i. MTT will be conducted when approximately 50 %o course is covered
according to curriculum spread of institution.

ii. The results / test record will be maintained bv institute / colleue controller
of examination.

iii. The progress report MTT will be sent to the parents of the str"rdents by the
HOI.

iv. The counseling, with the parents of academically weak students, will be
managed by HOI/HOD.

b) Continuous efforts will be exercised by the institutions for the improvement of
identified week students, special fines will be imposed on the defaulter students
not taking part in MTT.

3t

^,

^
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A-5

a) It is a tool to evaluate the students and teacher performances regarding coverage of
syllabi, and ascertaining the students eligibility for Board / University
Exanlination.

i. The SUT will be conducted / finished by the institutions at least 3 weeks

before the last date of entertainment of admission forms by the University /
PBTE.

ii. The Controller of Examination will maintain the result and record of SUT.

iii. The result of SUT will be displayed on the notice board for the information
of students.

The detention of students from appearing in Board / University Examination will
depend on the performance of students in SUT, as per Board / University rules.

{_-\
b)
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4-6 EFFECTIVE SBSSIONAL ASSESSMENT

FOR PRACTICALS

a) Practice make a man perfect. In technical training, proficiency in carrying out any
job on ground depends upon the practical knowledge gained in the course.
Keeping this in view max emphasis has to be laid on practicals and their conduct.

b) To achieve the desired goals all instructors to ensure the following:-

i. Conduct thE practicals ofhis subject /class.

ii. Keep the record of practicals for monitoring students regularly.

- iii. Submit a copy of the record of practicals to HOIiHOD for proper
record/analysis.

iv. Hold a meeting with HOI and HOD for inadequacies faced in carrying out
practicals.

c) The Principal or Head of Institute to ensure the effective sessional assessment of
practicals according to curriculum.

33
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A-7 Competition / Recosnition & Incentives

a) [n order to generate a spirit of healthy competition among the students in their

leaming activity and ultimately improve the attitude and image of students

community various competitions should be arranged. There should a system of

competition, recognition and incentives in the institutions'

i. The Head of Institution (HOI), will promote this activity for academic and

extra-cunicular activities in the institution.

ii. The students securing 1" & 2nd position in monthly tests in a class may be

awarded colour badges, sashes' or caps & college insignia'

iii. HOI may arrange tea party with position holders, once in a six months

discussing their style of study at home and appreciating their hard work.

iv. The names of position holders be displayed on notice boards and they may

be praised and appreciated in the morning assembly'

b) Words of appreciation by the teacher for performing well in assignmen1s I

oresentation will be a source of inspiration for the students'
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A-8 GUIDANCE FOR TEACHERS TRAINING

a) Teacher has a plvotal role to play in the modeln educational system. Teaclrinu is a
skill and it is a well acclaimed maxim that teachers are born ntt made. Here i"c
can add one thing to it that a teachers training refines the abilities ofa teacher ap4
can make the teacher more and more focused and goal oriented. Moreover, a
teacher can be familiarized with the use of educational technology. which cal
further improve the communication skills of a teacher.

b) Teaching is a very vast field and cornplete teachers training cannot be irnpartcci lrr
any organization to all the teachers because it implies heavy costs ald is rerv
lengthy.

i. Target oriented short courses can be arranged, where existing teachers cal
join a co'rse for one or two weeks and go back and serve at their ,

institutions.

ii. Teachers Training Progran',nres should be designed for a category of
teachers, keeping in view their area of teaching. Unifomr or conrnron
training progrants do not yield good results as the taxonomical levcls are
different for the teaching of cognitive. psychomotor and effectir,e skills.

iii. Training should be comprehensive and should cover the:
,/ General and specific objectives to be achieved by teaching oi'a

specific topic.
,/ Preparation of lesson plans.
,/ Use of Audio visual Aids.

'/ Taking feedback of actual leaming of the studerrts by conducting
class test. 

'--- --"------D

iv. Master trainers should be properly trained in the specific area of knowledge
and they should have a command over their field.

v. Teachers training shor.rld be a continuous practice and teachers once trained
should be called back for further training. By this we can appraise the
change in their attitude and can further strengthen their teaching skills.

vi. Inspection should be arranged to judge the performance of those teachers
u,ho have been trained. Their deficiencies and shortcomings will help us as

a feed forward in arranging the further training programmes.

35
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A-9 TEACHERS PERFORMANCE MONITORING

a) In the whole educational arena, the teacher is the center ofattraction. Ifteachers

perforrn well, an average educational set up can yield best results.

Keeping in view the pivotal role of teachers in the educational process. we should

be very careful and objective in monitoring the performance of a teacher.

b) The Principal or Head of Institute should ensure:

i. The teacher has carefully prepared the break up oftopics ofthe syllabi

before the start of academic session.

ii. The teachers have set specific objectives ofeach topic and he has

determined the taxonomical level of each topic.

iii. The lesson plan has been prepared by the teacher well ahead of time.

iv. Teaching aids are available in the institution have been properly utilized

by the teachers or not.

v. Teacher is regularly taking the classes and covering the syllabi well as per

schedule or not.

vi. Class tests are being conducted and evaluated by the teacher regularly or

not.

vii. The teachers are counseling the students lagging behind in class or

otherwise.

viii. The teacher is updating his knowledge and skill with latest developments'

ix. To arrange informal session with the teachers in which currently applied l
teaching modalities may be reviewed and upgraded'

x. professionals from the concemed freld are invited in institutions from time

to time as guest speakers to provide an inspiration to students and teachers

to grow according to needs of the job market'
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A-IO ANALYSIS OF FINAL RESULTS,

a) Analysis of institute final result reflects the performance of teacher for his subjects

and helps the management in taking appropriate decision for improvement.

i. lmmediately after the declaration of result by the University/Board a

statement will be prepared by the HOI showing technology/trade wise

results on Proforma given below.

ii. Another statement showing the subject-wise result will also be prepared of
each trade/technology.

iii. On the basis of these results, targets will be fixed for achievement of better

results by the HOI for the trade/technology and subjects in consultation

with concemed HOD's and teachers.

iv. In monthly meeting of HOI & teachers, it will be emphasized upon the

teachers to work hard for achieving the targets.

v. The blue print of the above result statements will also be provided to the

DM & ZM concerned for monitoring.

b) NAME OF INSTITUTE

Sr.

No
Trade / Tech Capacify Enrollment

Pass Percentages

lt'
year

2"d

year

., t.d

Year

lnstt.

Board
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A-ll

a)

PRE-EXA REVIS ON PROGRAMME ERP

PERP is an activity to be carried out in the institute after completion of courses by
the teachers. It will help the students in preparing them for annual examination to
be conducted by the University/Board.

i. The teacher will design a comprehensive PERP of his subjects in
consultation with HOL/HOD as the case may be.

ii. This activity will have to be completed one week before the start of annual
examination.

iii. In PERP, the teacher will also prepare a bank of important qugstions on the
basis of4 years question papers ofhis respective subjects. This question
bank will be discussed/solved in the class.

iv. A file for all such questions bank of respective subjects will be maintained
and kept in the office of HOI/HOD.

The District Managers I Zonal Managers TEVTA, Secretariat officers may
inspect the question bank document during PERP period

During PERP the emphasis will be given both on theory as well as practical
component of the course.

vii. The PERP will be carried out only for l" Annual Examination, for the
benefit ofall the students.

The HOIiHOD will rigorously involve themselves in this activity through c-lass

inspection and daily counseling with teachers.

vl.

b)
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A-12

a\ Student Teacher relationship is quite diverse. It does not end up with the end olthc

lecture. In fact, teacher is a guide, mentor and above all a role model for the

students.

i. In the teaching of psychomotor skill, the student teacher interaction is very

close.AteveryStageteacheristoactaSmentorandheistoprovideStepto
steP guidance to the student.

ii. In teaching ofa cognitive skills the student teacher interaction is usually in

groups.

. building value system in the students'

iv. Tutorial sessions play a very important role in building confidence in the

student.Studentshavegreaterinteractionwiththeirtutorinamoreopell
and informal atmosPhere.

v.Classassignmentsandindividualprojectstothestudentsalsoprovidean
opportuniiy to the students to interact with the teacher'

vi. Remedial assistance session to weak students be arranged.

b) Semrnars, symposiums, exhibitions arranged with in the educational institutions

canhe|pinstrengtheningthestudentteacherinteraction.
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A-13 UTILIZATION OF TEACHERS

TIME AFTER CLASSES.

a) Time is more than gold. A teacher is custodian of time treasure. Time
management by teacher will bring a remarkable change in image, attitude and
system of the institutions and as a whole in the TEVTA system.

b) The time of a teachers after classes will be utilized by involving them in institute
curricular, extra-curricular and management activities as follows: -
i. To sit in library regularly and interact with teacher/student on academic and

current affairs.

ii. To assign certain duties to the teacher e.g. admission, fee concession, I
students affairs, examination, counselling with students, sports, debates etc.

iii. To provide feed back to HOI/HOD regarding students academic problem,
irritants and law and order.

iv. To declare the competent and senior teacher as College Council Members,
Senior Tutor, Day Master, Chairman Sports Board, Hostel Warden,
Superintendent, Security Officer, Chief Proctor etc.

c) To constitute various Committees for institute management which will involve the
teacher in solving institute problem. It witl create sense of participation and

. ownership in teachers.
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A-14 PRINCIPAL TEACHER MEETINGS.

a) Such meetings provide an opportunity for inter action among the Principal and
teachers regarding academic, extra curricular and managerhent activities of the
institute. It helps in problem specification and problem solving with the view to
achieve desired objectives.

i. Monthly staff meetings to be arranged in institute by the HOI declaring
one of competent teacher as meeting secretary to coordinate between
principal and teachers.

ii. All academic, extra curricular and management matters should be discussed

in the meeting and rninutes be recorded in the minute register.

iii. Progress of all decision taken and action proposed in the monthly meeting

on problem solving must be reviewed in the next meeting.

iv. The attendance register, statement of drop outs and struck off names of
habitual absent students prepared by respective teacher will be checked and

verified by the HOI/HOD as the case may be in accordance with the rules
mentioned in prospecttts.

v. A course covering register be maintained and discussed in the staff meeting

to review and assess, whether the teaching is in conformity with the

curriculum spread provided by the Academic Depaftment of TEVTA,
Secretariat.

b) The implementation of the Institute operating manual should also be reviewed in

the monthly staff meeting to promote uniform academic and extra curricular
activities.
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A-I5 LAB EOUIPMENT BVALUATIONS SYSTEM

a) List of laboratory equipment required for a course is given in every curriculum
and course incharge/instirute incharge should ensure that before start of collrse the

requisite laboratory equipment is complete anr in proper working order. l'his
equipment should be taken on proper ledger charge and assigned to an incharge

for safe keeping and upkeep.

b) Following checks may be carried out to keep job equipment in best possible

condition:-

i. Daily Check At the time of issue to students or beforeiafter use by a class. r-,
ii. Monthly Check - By maintenance/repair personnel for ensuring timely

repair & carrying out routine maintenance.

iii. Six Monthly Check - By charge holder & maintenance personnel.

iv. Yearly Check Complete stock takingicondition as to service ability &
recommendation for replacement/repair.

c) Calibration of all equipment be carried out where recommended as per

manufacturers manual.
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A-16 LIBRARY UTILIZATION (SELF STUDY)

a) Library is a place where companion of students are shelved as we have heard that
book is the best companion. It is essential to promote the habit of library
utilization in the students of an institute.

i. The Librarian/lncharge Library shall deliver a lecture in each class

emphasizing the imporlance of library utilization and method to use library
in the start of academic session.

ii. Each class once in the start of lesson will be brought into the library
hail/room by the concemed teacher. He will help them with the

coordination of Librarian to apply the method of use of library.

iii. The students will be directed to bring their library issue cards in tutorial
group meeting and the incharge of group will carry out continuous phased

checking ofthese cards to observe their interest in library utilization and

then take remedial action as required to promote this activity.

iv. The HOI, DM & ZM while inspecting the classes should take care of this
activity too.

v. The HOI will highlight the inadequacies and short coming of library
regarding books furniture to District Manager.



44 INS I-l'1-lll'E ()PERAI l N(; MANt,AL

A-17 BUILDING TEACHER PRIDE AND SELF STEEM.

a) The faculty reflects the image of an institute for the students and society to build
the teachers pride and self esteem, it becomes essential to have a system for this
out come with in the institute.

i. The teachers should be smartly dressed.

ii. Graduate teacher to wear gown as per entitlement.

iii. As a man is recognized by his deed so the teacher will be recognized on
the basis of his performance i.e. results, involvement in institute
management affairs etc.

iv. Appreciation letters for teachers showing best results through BOM & :
DMs.

v. Special introduction for outstanding teacher during visit of dignitaries be
arranged.

vi. Counselling be arranged by BOM & DM with the help of Principal for the
teacher who need it.

vii. Maximum number of teacher be involved in extra- curricular and institute
management affairs and assigning them various portfolios with rotation.

b) The teacher with outstanding performance will be given preference while
recommending for foreign/local training.
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CO-CURRICULAR ACTIVITY

Co-curricular activities form an essential part of

grooming for students at all levels and should be given due

importance by all staff.

This sections essentially gives guidelines which if

followed by Principals/Heads of Institutes will go a long way irr

promoting a healthy work environment in our Institutes.
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c-l

a)

b)

Involvement of students in co-curricular activity will be encouraged by formation of
tutorial groups' These groups will help out in solution to individual/collective
problems and assist in development of a healthy work environment in 1-rstitutes.

The following activities will be conducted in the tutorial groups:-
i. Every tutorial group will have a monthly meeting wherein attendance will

be mandatory

ii. [n the monthly meetings, individual/collective problenrs ol' the students
will be discussed & solutions recommended.

iii. Activities like debates/speech contests may stem from this group activity
leading on to inter group competitions.

iv. Involvement of a district board member in a tutorial group once in a while
may be arranged.

v. Monthly activity of all tutorials willbe recorded in a register which will be
put up to the Principal along with recommendations for remedial action.
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C-2 SPORTS ACTIVITIES IN INSTITUTIONS.

a) All TEVTA Institutes will encourage students to participate in extra curricular

activities. Major Institutes having own play grounds should conduct regular games

under respective D.P.Es. or designated sports officers for the purpose.

i. Each major Institute should decide on the number of teams they will
prepare for entry in the annual competition by PBTE'

ii. Timings for the board competition should be declared in advance so that

Institutions/districts can complete their local competitions & select the best

possible team in time for the board annual competition'

A iii. GTTIs and GVIs should be included in the competitions being conducted

bY the PBTE.

iv. Smaller Institutes not having own play grounds will conduct games

requiring less space & less cost intensive e.g. Volley ball, Badminton etc.

v. All Institutes should be encouraged to hold some sports activity at the scalc

possible keeping in mind their resources & prizes be awarded to students

performing u'ell in sports activities.
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c-3 DEBATES/SPEECH CONTESTS

a) A very important paft of co-curricular activity which needs to be promoted in
TEVTA Institutions is the holding of debates & speech contesrs. This activity
provides a chance to the students to express themselves; it acts as a confidence
building activity and if properly conducted forms an essential part of the character
building process for students.

b) The activity can stem from tutorial groups, leading on to district level activity and
terminating in TEVTA level competitionS. Local dignitaries & literary figures n-ray
be invited in these competitions to give out motivation lectures and the activity to
culminate in a certificate award ceremony for encouragement to the participating
StudentS.occasionsofnationa|importancebeusedforsuchactivityandiopic.s
relevant to important national/international events/occurrences be picked up in
advance and inter lnstitute competition encouraged on a regular basis.
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C-4 ANNUAL PRIZE AWARD POLICY.

a) Every lnstitute should ensure that by the end of the academic year they take stock

of their activity for the past year and as a mark of appreciation for their
outstanding students in academics, co-curricular & extra curricular activity they

should invariably hold simple bul impressive annual prize distribution cerenronies.
The occasion should be planned in a befitting manner and be graced by the

PresidenVmembers of the District Boards and local dignitaries.

b) This appreciation of the high achievers goes a long way in motivating other
students to compete for recognition.

A Following awards may be given by the college:-

i. First position each class.

ii. First position in QiratAiaat, debateiquiz contest.

iii. First position in any sports event of the lnstitute.

iv. Position holders of any of the above in district/inter district/zonal and

provincial competitions.

v. Best overall performance in a course.

vi. Best all rodnd student ofthe year.

vii. Best teacher of the year.
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c-s

a)

b)

c)

d)

e)

STUDY/INDUSTRIAL TOI.JRS

FOR STUDENTS.

Study tours for students should be planned by Institute incharges the assistance of
the District Board of Management at the start of the academic year.

Lscal industry to be selected to economize on effort and cost.

Tour should be undertaken in industries relevant to the field of study.

Study tours to be mandatory for all courses of l-year and above.

Where possible study tours may also be arranged for short courses at the discrelion
of the Principal.

o
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-

Finance Section

This section give information about the working of
Finance and Accounts Department of TEVTA, job

responsibilities of the concerned officials and procedures to be

adopted to prepare books of accounts on double entry system. It

also contains guideline fbr institute accountant to send

accounting infomation to his district accountant with

prescribed frequency. It also gives guideline to institute's

accountant about what sort of information, he is supposed to

maintain in his institution.
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F-l

a)

Worki of the Finance & ccounts Dep artUenl-of TEVTA

b)

ln the organizational setup of Finance Department of TEVTA a district has

been assui-red as a business unit. In districts there are various institutions' In every

institution there will be an accountant cum cashier who will maintain cash imprest

and inventory of fixed assets situated in the institute. The accountant of the

institute would functionally be reportable to the District Accountant of the

concerned District.

To prepare books of accounts on double entry system of each institute' the

u..ouniunt of the institute would fill the proformas as per annuxure "F-2""'F-3"'-
,.F-4", "F-5", "F-6" & *F-1- and send it to the District Accountant of District^

office on monthly basis. The District Accountant would be responsible for the -

preparation of books of accounts on double entry system of the each institute

under his district. The method of entering the data into the accounting software has

been defined in the accounting manual, which would be only available to him at

the district level. If he feels a-ny problem relating to data entry he would consult

his Zonal Accountant.

After finalization of data entry, the District Accountant would prepare the

consolidated accounts of his district and forward it to his Zonal Accountant'

District Accountant of each district will be responsible for getting_ the books of

accounts of the institutes of his district audited from the external auditors' He

would liaison with the external auditor in the matters relating to audit'

District Accountant will also be responsible for getting the books of accounts of

his institutes audited from Government Auditors (Auditor General Co.mmercial-

iudit) and Internal Auditors of TEVTA. However Internal Auditors ant

Government Auditors can directly go to the instifi'rtes'

The Zonal Accountant would guide the District Accountants of his zone' After

getting consolidated Accounts Trom the districts, Zonal Accountant would enter

the data into the accounting software and then prepare consolidated accounts at the

zone level and fbrward it to the Deputy Manager Accounts at Head office' The

AccountingManualwilIalsobeavailabletotheZonalAccountants'

Deputy Manager Accounts at Head office after getting consolidated accounts

from ihe zonei and final accounts of Tevta Secretariat would enter the data into

the accounting software and then prepare the consolidated accounts of the whole

TEVTA.oeputyManagerAccountswou|dforwardtheconso|idatedaccountsto
General Manager Finan-ce & Admin for review. After reviewing the consolidated

final accounts, General Manager Finance & Admin would present the final

accounts to the TEVTA Board for its approval'

c)

d)

e)

o\D.'
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r)

h) Deputy Manager Accounts would also be responsible for updating and
improvements in the accounting manual after getting approval of change fiom

r)

General Manager Finance & Admin.

Presently there is only one professionally qualified Assistant Manager Internal
Audit in the Intemal Audit Department of TEVTA. As per proposed organization
structure of Internal Audit Department Manager Internal Audit would head the
Internal Audit Department of TEVTA. The main responsibility of the inrernal
audit depanment, would be to conduct the detailed internal audit of each
institute/office of the TEVTA once in a year. Besides, conducting audit of the
institutes/offices audit department would also make recommendation fbr the
improvements in the accounting system and to further strengthen the internal
contro ls.

Every institute and District would prepare daily Cash & Bank position on daily
basis. Proforma of daily cash & bank position is given as annexure "F-8".

Every institute and District office will be reQuired to maintain Fixed Assets
Register on prescribed format. Proforma of Fixed Assets Register is given as

Annexure "F-9".

Every Accountant at institute, District, Zone and Head Office will be required to
maintain budget position proforma at quarterly basis. Budget position proforma is
given as Annexure "F-I0", "F-II", uF-72" and "F-I3".

District Accountants will provide guidance to institution accountants for managing
these Proformas.

k)

m)
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Proforma'F-2' ReceiPts

Name Of Institute:-

Year

Accountant Drawing & Disbursing Officer

o

Salary Non Salary

July

August

September

Oclober

November

December

January

February

March

April

May

June

Total
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Name Of lnslitute:-

Payments

Year

Co-Siqnatoryi ODO
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Proforma "F-8"

Institute/Office

DAILY BANK & CASH STATEMENT

DATE :

CASH IN HAND :

ADVANCE AGSINST EXPENSES
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Detail of Fixed AssetsProtorma"F-9"

Name ot the Institute

Sr# Oate of

Purchase

Item

Code

Description otv Unit Price
Rs

Cost
Rs

Principle / Head of Instilute
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Proforma "F-10"

INSTITUTE

BUDGET POSITION

RS

BUDGET DEMANDED BY THE INSTITUTE:

BUDGET RECEIVED BY THE INSTITUTE:

BUDGET UTILIZED BY THE INSTITUTE:

BUDGET IN HAND AS AT
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Proforma "F-1 1"

INSTITUTE

BUDGET POSITION

RS

BUDGET DEMANDED BY THE INSTITUTE:

BUDGET RECEIVED BY THE INSTITUTE:

BUDGET UTILIZED BY THE INSTITUTE:

BUDGET IN HAND AS AT

o



Proforma "F-12'

INSTITUTE

BUOGET POSITION

BUDGET DETTIANDED BY THE INSTITUTE:

BUDGET RECEIVED BY THE INSTI;UTE:

BUDGET UTILIZED BY THE INSTITUTE:

BUDGET IN HAND AS AT

RS
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BUDGET POSITK)ilProforma "F-13"

INSTITUTE

BUDGET DEIIANOED BY THE IHSTITUTE:

BT'DGET RECEIVED BYTH€ INSTITUTE:

BUDGET UTILIZED BY THE INSTITUTE:

BUEGET IN HATTID AS AT--

RS

o
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TABLE OF AMENDMENT

S/No. Nomenclature Date
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