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6.3.1  The institution has effective welfare measures and Performance Appraisal 

System for teaching and non-teaching staff 

Staff Welfare 
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Annexure: 
 

1. Policy for Purchase : The purpose of this policy is to give the authority to Purchase as per procedure. 

Sr. No. Position Maximum limit of purchase 

1 Director General 1,00,000/- 

2 Director 25,000/- 

3 Principal 10,000/- 

4 Admin Manager 5,000/- 

5 Admin Officer 1000/- 

6 Purchase Officer 1000/- 
 

 The purchasing is to be done as per the Purchase Policy.  

 The material should be purchased which is included in the Budget and for non - budgeted item prior 
approval is mandatory from the Director General 

2. Policy For Marriage Gift:  

 Employee who has completed probation period will be entitled for marriage gift (Once in the 

duration of service). 

 For getting marriage gift invitation card to be produced to HR Department. 

 Marriage gift is given to employee or his close blood relative (siblings or children) 
 

Sr. 

No. 

Grade Entitlement (Rs.) 

Self Blood relatives 

1 F 501/- 151/- 

2 E 1001/- 251/- 

3 D 1501/- 501/- 

4 C 2001/- 751/- 

5 B 2500/- 1000/- 

6 A 3000/- 1500/- 

 
3. Policy for Circular:  

 All circulars shall be issued from HR & Admin Department only. 

 A copy of all other circulars of Academics though not related to HR Department shall be kept with HR 
Dept for record purpose. 

 For the celebrations at office it will be the responsibility of PR Officer to give the invitation of the 
same over the phone for Director General, Directors and other dignitaries. 

 Festivals celebrated at office (especially Important 6 annual events), the circular shall be sent to Board 
of Director along with their family by the Principal. 
 

7 Annual events- 
 Founder’s Day 
 Independence day 
 Educator’s day 
 Children’s Day 
 Excellence Day 
 Sport  
 Republic day 
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