
PTVA's Institute of Management

Induction poticy

l.) To f&ilitate m@r' ainilaidof w e ptqtait0otq Insdtute snd hetp rhm unddlrand
tne Inslitute s . wnole d*€lop a &ne ofbelongin& g.niog to know o.eis exdded @lla8tres!
nak thd fmili& filt all Npecls of th€ir job, ineir responsibitities, sefijog dtu dei.
dp.ctatiois, fdilidirng tnm ro the lv.it{ble @ue! md applicable poticieq p.@ed!rcn
ed Eadiii@s ofrh. lnslilute.

2.1 All nq €nploy*s ofthe i.srjturc

Lt Every etoploy€e, ir€spetive ofg.ade, shatt go tnrougn a Comprchosive Orienution lro8rm
(COP), phich wiu be mandatory for the @ploye. io altend.

3.2 The ddatior &d s@e ofCOP may vary with lne Sride oflhe dploye &d the *idl,'r d d@th
of infomador inot ,eds lo b€ she€d dunng iaduciion.

3.3 Thc COP shlll includ€tne followins
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PTVA'S Institute of Management

Enploree Orientation Ii,rm

Nane of the Employee:

Designrtion:

Did yd get a propa oidlaiion oa PTVA,S

Lslitut ofn6lageD.nt2

Hav. y@ und4t@d y@r Jo! Plofile

Did y@ bdq$dd rhe lisrjtuie,Deparrn;i

sttuclures tud tnei. tuncdo.s?

Eov. ya be. rold rlolt drc lppticable HR

were you satislied wilh rhe induction prosram?

Anylhing else you would like to know or sussesrions you woutd like to nake?
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PTVA'S Institute of Management

Leav€ Policy for Enploy€€s

1. I To cmnu.icai6 iie lae atidennls dd ptuvide guidelines fd avaiting the l€v€.

2. Eligibility & Appliobility

2. I All dployees on ii€ rclls oline l.sritlle

3. I Cdegdid of l@ve arilabl. to the employr* @r Ceal tanq Ed€d tsv€. Medjcal L.avo
Compoerory Otr Sumntr Vlc,rion, Spdial Lsvc toordoor Dury). Md Leive wilnal pav (Lwp,

3.2Forth€plrposeoflqv€, "Y€ai'shall meD the Cil€nddy.rconm cing tsl,eury &d endjng

3.3 All lav.s shall &cru€ €ffdive tst leuary ofdBy Y.r.

3.4 Erploy@s shall 6pply fu leave i, nlc pr$dbed fmat availabte i. tne admio ofrice.

3.5 Eolidays &d wee*ly{frs betwa the le.v6 sill be r.ated as a pdr of lqve only.

Etrrid.m.nt & Ptu.durc for .v.iling lirv6:

4. I All Esploy*s d6 eligibl. fq 08 days of CL iD . c.lddd y€r. wnich rhall be crcdiled b tn@
uP@ joinin& oo PGht bais.
4 2 EDployee d CL turd b. absor fm duty @dnu@stv td m@ rhd 7 days itrctuding intdming
holidry!. acepr in sepdon.l cilust&6 ;hd il may be *1odrd upto tO drys
4.3 Employa h3y avail CL fd half-day also.
4.4 CL m.y b. prefixed d su6xed to inlfldjog holid.ys d *ekddg
4.6 CL c@ot be pr6fixed q sffixed to ey .rthd qtegory of lavo
4.7Un- ail€d CL will utmalically tspe at th. sd of th. cntendd y@.

5. Medic.l lav. (ML)

5.1 AllEnployeB de €ligible for 10 days
up@ joinirs on a half-y@ly b6is.
5.2 EnployeB availing ML lor more thd

ofML in ! calodd y@, which shall be credited lo them

two days, .@d lo subtuil M€dic.l Cenificarc for the sajd

y other ateeory ofl.ave
cdied f(msd ro lhe ndl calmdd yed.

d.ol be Drefixed or sulfrxed io
ileJ Nfl q llb! aulomJr'LJ ly

Pr.par€d BVr Dr. Tejashree Derrrm!kh
R&tr.rt-q. I Appjo]ed qyi q! llqF! &r't!!s-?qr9h!! !n4$ !!!!!t4d &!as€
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PTVA'S Institute of Management

6,I Th6 Director od rhe nmracninC $.f m@b€6 &e eligible for 30 days of EL in a cddd& yee,
wnich shall be cr€ditod ro thfl uponjoioi.& on a half-y6ly bsis

7. L..ve {ithoot Pry (LWP)

U an mplor ee hai Rn&ned all ryps oflqve. e{eplionsly, s4e nry be aitowed rouLe tq\e wid@r
pay. $bjed ro the appmal of th€ Drtu
7.I LW? sh8ll nor be trqted.s breakofe ice

8. CoDpos.lory On (CO)

3 t If an dployee is c6ll.d up@ to wuk duing lhe w.ekend or i publc no[day fd mtre tnm ha]t a
day, €quivalent coftpenslory ollnay be pmin€d by tne Diftclor.

8.2 Compensbry otr shall be availed wilbitr one mondr. HNev6, dependinS on the *ork load, with
tn€ pemission by ine Dir€clor a CO @ be r.ka at a larer dola

9 I All leaching faculty ex@pl Diralor, will be etigible for Summ6 vacation.

9.2 Faculty nemb$ 6 r.ke $e sunm€. v.@tion on a @ntinuous basis fo, a ftdidum eno.t oa 30
deys or in a sugseEd prnm rn Lh. nonlhs ot May dnd Jue every Jed. HoEvtr, ihe n!;be otdayq
olsuchl€aveshall nor s.*d ln davc

9.3 D6 - Acad@ics shdll ple *. .*.- ,u"udon *O, t 
"Oudce 

based o. tne &ad€mic d otiq

9.4 Th. Veagem r r*^es de n8hr to requisirio rhe *^iB of a @chinA Lcutr). dunng fie
smnsveabon tor Epecril assgmsB.In juch 6es. lhe raching tetN requisidoned fo, spaial
.ssisnmenh durina the Mmd v@lion win be elisibte Emed Le; in lh;nd;n of 3:l in ri€u ;f tie
Mner vaca{m aoregone.

9.5 Thc Dneld shall infm all flch f@lty whos s*i@s may be ftquircd duiog the smmd

9.6 Sumns vacation mnot be prcfix.d or sufijxed wirh ey othE l@ve.

lly hembds avajling 6e mner vaqtion snal keep ihe r.stiture intm€d otrheir addres ot
lact derails duins vaalio, period for emaAencv needs.

' m€mbe6 on sunner vacalio. nay at th€ir discrion md on apprcval Eon tne Dnecbr,
mal exdinalion relatd work/FDPysemintrVconferences Eowev€r ch acrivnies shalt

6unt lor any setsoffagainq lhe s

mffi TJ"i' ""' li?;lT."J;, f .',i?,",1"ii3T,'{*L.P#,S}tb,
PTVAs tnstitut€ ot Manao6
ch,lrakar Kerkar Ma@,

Vir6 P.'re (E), Mumbar4oo



PTVA's Institute of Management

10. gp..irl 1.,v. for DuBuing rcmrch

I0.1 rhis lqv. shall h€ siv.4 @ a @* to cM bsist lo lhN Btro have .€gisrer€d for !h.D md clared
$€ir p.6Ph, D cours worL, for a mdimun pedod of a foflnight.

I0 2 Th€ l€ave oeds to be approved by liE Mdaedenr

,0.3 lhr DiEror shall cdl fe spponirg Eom@darion I€n, from 4f@lryt !h.D guide e or
oIhs @levdt d(xmals Io greting rhe approval.

10.4 The uudlizen Sp@ial L@ve ce nei$d b€ cuied toMdd nor €ncasned.

-r8.,/. !."h;,.^-
PTVA6 hs rute ot Manaq€m€n!

sehno lt,1. L oahanui;r c.tbd.
vir6 Parte (E), Mumbai"4oo05;

Dr. Tejashree Desrimukh
Dr. Harsh Kumar S. Puroh t



PTVA'S Institute of Management

LTBRARY POLICY

To achieve uoo6, c@rdim&d tundi@ing .f libtul &d he,p studdts, fadlry ed ststlto ger
ndimm bo.6rs of tne f&ihi6 availabte in library.

To all sfuddt md staff mmbe* ofP,T Y.A's In*itute olMeag@enl

ITVA'SInslituleofMdagedsrpr.cliE!Dr S.R R emstnm's (Iarhrofl,ibBry Scioe) rive
Laws ofl,ibmry Sciqce in vis ofthe growing Infomllim md Techrological rdds! chmginS usr
qpeciationn supporrina rcs@ch and ituovatio! ihrugh quatitative @llecrjor.

I Bdks (D@meils).re forue.
2. Evaf, readd iis4er bok (dmm@ts).
3. EY€iy book (d@n€nls) i$ reader.
4. SNe the ime of the rqdd.
5. The lib.ry is a srwins dsanism.

The\e shal bc achleved by

i.l

I

make the use nore aware of the librafl ad online

spport l@hirg, lemiI& reqrcn dd ior@add

infEltrlotu. to sppon all library hNsekeepirs

Ptocur€menr po[cy .nd proc€dnr.

I ?urchas and use ofcure.r ritles

Buildine Qualirarive @U6dd ro

Building advd@d technologiql

Und€rtaling tainjns acliviti€s to

The Library undd|ak€s following he$od fd pucnasiog od ti es.

r) The Library prM€s books recmnended by the UnircBity dd s pr ATCTE

b) Tn€ UbEry prmres the b@ks wnioh re duly l!.mnended by ieacn6 &d sruden$
drough the proces oliilling up Requisilion I@'

c) The Library procm books on Approval b6is frm vriols b@t vdd6 mmidsi,g
@es available i, oa INdtnte. The t@ch4 e invired to .pprove 0E b6ks by
ffllin8 up the tuquisidon Im.

d) th€ Lib'ary iovt6 quot ti@s f'o4 v.rdo{s) r€srdins @sr dd dis@utrr av'jt.ble

Document No : 2.5.2.4.s Prepared By: Mr. Pankal Godse
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PTVA's Institute of Management

e) An B€ivins S&c1ion fron Tne Dir6ror sir, 6pprd.d b@ks e pr@red.

2. E ,oDmab / Ooline Dalabaes
O.line jomals ed daiahrs* e subsoib€d ro m@r grosing requiremds ot
students for prcj@t wo q asigmeris re*eh work s BElt.s aorthe urd€rtaken
by @r facdiy memb6 includins those pDBinE d@toral d€c.€es

L Softw&er The library $fiwd€ i a SLIMzI keeps rack of ih€ d@oen|s fie librflr
staff nakes use ol so&Mre to eswr quqi$ by studdts reg dinS l@alioo of book
snelv6! isuuce and number ofcopies availabl€

3.3 Di*ourt orLrcd or lDolB/ pc odic.ls

Every reAislv€d b@k suppli6 need to otrd dieMt o. the boots purched fo tne libhry.

rhe !.gjslerd b6k vado,Vpublishd ofd 2CPlo djscMr o. b6ks th@d E cood O6e
Comnitlee (rcfd to GOC by laws) !ugB6t5 I O% dismrs on b@ts. Itoydd, w. g4 .fud 2OZ.
dd les the in fq ces.
As pd aj@mds e. con@med, by cOC rulq we do not get &y di!@nt @ pqiodicats Eowetr,
thm @ 6one subsdiprion aSents who oIIer us di@unr &d thdc dc ,o .ffxed dilc@t ares .

Atu.ru.: GOC R€gulatids

3.t IDld libt i,lo.tr policy

An intqlibdry l@ h ! E@lctioD i, phich a tibnry matEial, d a copy ofthe Dsrsiat,
is mad. aBilable by de libtuy b eoiler Ubr.ry otrh. cotl.ge,jnsiiuevo4lnianid

The purpose ofinte ibrary loo services is lo obt.in lib.ary mareiiats fo. ou patrons that
&e .ot avlilable in our Ub.ary dd ro l€.d marnals fron N cotiection ro atl €ligible

fr. Inlc.libr,rrBorowing
A. The @dd rceds to requ6t for rhe tid€ 

'. 
witng. lte participati.g tibrary needs lo

sbmil $e ,tqu.sl in witing dd @ll*t the book, il it is availabl€ in Nr Library.
B. Loan Marerials

L The lollowing oateials &e usally available fo imatibrsry loe:

b, ?hotMpi€s oap€riodic.l dd newsp.pr anicles (fr@ h&d @py, microtln

2 Mosl libr&i€s eiu not o.dirdily ldd lh. folowir8 types of nateri.l:
a Rde d rdu.ble material, including m usripts

II,

Document No ' 2.5.2.4.5
iffff.,?;, k ?iH Pff!. 

". 
*F#ml+e*

PIVAT hstluio of Manalsr

6!l!{a>
-s7"*")"."

v"-v,",



b. Bull.y or fragile ir.ns that &e dimc r or .xpdsiv€ lo ship
c. Material in high dded at the lending libnry (i.e be$ settds" rccatly

published n€ms! .&.)
d. Audio visnal ,abiak

C. DorddlResposibilid€s
l. E&h paron is rBponsible fd cn€cking &e noldings of @r Libr.ry for fie ilm

before requesti.g it @ interlibrary l@.
2. L@ Period:

a Mdinum 30 D.ys dd fuflhd rendal o. reqDd for qrension of 30

l. 3 b@kvloumals are issed agajnst library e.d to wery srudst fd t5 days. Afi6t5days
ofthe issuece, thebdowtrofbook study naledal hosro r€nh q risue (oily I r€hsue
is allowEd) booh for lunhr lsdays otnmis tu.5 per day fine yill be cheged.

2. To help shideols b6k Ejs$e facility available on phme only once.
3. r iNed B@ks or ldmals re lost, studdts &. .€quired 10 infom librdy @unter

idnediat€ly ro avoid lelying furlh ffns and follow the guidelin€s rclat€d to rcpl@onr
@sr along the 6ne m piorata basis.

4. If Library @rd is l,sq Duplicate libftly crd en b€ Sivo o. paynerr oI dupliqte lib.ary

1. Ub.u, will remain open rrcm 8 30 a.m. to 9.00 p.m. (Mo.day to Sanrday).
From 10 a.m. 1o 6 an (Sunday)

2. Library sjll be closed o. Prblic holidays
3. Ba8/C€U pnonerlptop 

"ot 
sllowd in Ubra.,

4. consumina f@d or drinks (qepr Mrd) is not atlowed in libtuy.
5. ?in drcp silene d IibE y de@tum is qpai€d.
6. Damaae 10 Librry Propcny Bill have disciplinary acdon.

We beliw€ that N*spapdr e€ rh€ Sl.ppirS s1@e ro in@tcare reading nabit @onB fi6 sod€ols ar
tne sme dne provide infomation whjch will be very b€lpful in $eir @dmic ed profesio,al life.
NeBp.per e playing vilal role in updaling cm t infmatio lo studdts d stafr. Ou LibEry
hs been $beribing lading Nspap.6.

thc Libnry udal.les following nelnod fo pu.hasing ofNwspdpm

PTVA's Institute of Management

library Subsribed Newspap€s snich ae duly re@mnoded by r€chers through email

DocuhentNo.: 2.5,2,4,5

Receiving Newspaper Requisirion, dquny is nad€ by library !o loot neMpapar as€nt
d ing cost oa recoftmendcd . ewspap er
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PTVA'S Institute of Management

3. And g€ni.g approvd f.m Dne.tor Sir, N*spaper will be $b$rib€d oi mo.thty biu basis.

Stdds de available in library for dtplay of.dspape.s

3.7.1 DiscDd policy - OId nwspapd de distuded on halfy€rly basis. B@k! e nor
dis@d€d nI now as the insdtule wss set up io 2OO9 ed tne sue has b be ret.ined fo,
nininun l5 y@s whicn de in e@d md legible @idilion.

3.8 6Bdk! / cJounal, id.t.bsc
Inslitui€ shall subscribe eB@ks / eJoumalv €-d.t.base frm tihe to lioe s requked by AICIE
dd on 1e.che6. Als Libftry in<h&ge shallnainlain usage repoft ofall e-darabes Dd dis@s
lith relemt te&hes a1 de line 6f Bnew,l

@?;dl'-."1,L

PryAs hstitute or Mamg€mont

Behind M L. OahanuklrCo[eq.,
vire Pade (E), 
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PTVA'S Institute of Management

Miitri Sarghr

lE-st blisbment ofcomia* fd sc/ sT (& p.r tho s.hdur.d canes {r th. s.neduled Tn6€s (p€vdrio.
ofAtlonics) Acq I C39, No. 33 of 1939, datcd I L09.1939)l

Th. pdm.ry focur of Mlitri S.nqb. tu ro.

Enpowq stude.ts belon8ing 10 rh. backwdd s{tio.s of $cieri.s including Scheduled
C6tes @d Sch.duled Tribes.
Implmentation of vei@s schfles m6nr fd educario.rl puQo* $roueh Sch€duted C4&
ed Schedules Tdbes Sub,Pld *hemes, Res€ryatio. ?olicy c@rdi.aion er in order lo
ensurc lleir .npowement thrdgn S@iat lustice, Econoiic Wetfse, dd Social Defose

EIsrc Equal Opportuni, ed Social ,unice Io Ue Schedul.d c!$6 &d SchedulB T.ib6
studmrs by providing rhm €qu.l opponuides in th. fieldr of.de,rio\ @ronic ed rccial

Enore the emtrmic w€llbeing ofsMmrs b€l@8ing to lhe Sch€duled Cdns ed Sciedules
Tdbs classs orsci€ry thr@dr eEdive e.@ic welfe m@sB.

runctioN ol SC/SI Srudenrs, Coordin.rion Cett:

l. Monilor tne scdodna of scholdships ed lheir distribution lo lh€ boenciaries on tim.

2 Act s the liais. ofijcf berw€eb sociat wetfue depaflned & fie tnsitule including hatina
.fiegemnts for se.dine sladsticrl infomstim rcquir€d by rhe Univdsit/covemmq;i

Document No.: 2.5.2.3.7

3 Cound lne SOST stude.rs lor improvine anitude & ro build up .ec*sary confidflce ib fiem
in order to Iace fie corpmr. world su@$fulty.

4. A,) i$ues Ela rS ro dMnmimuon experimced b, fi. qtudenB rn the lrsrture
Studo$. BpeciallJ belonerng lo SCrS, OBc. it firy hdve dv isues ol lhe abo\ e. may ee, sre

teircomplaint wrh the C€ll

Theab@eCellvill Deet@ceinayryd trd @iving any cmptainis Md takdsggBr,me.tial
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PTVA's Institute of Management

I I Eff@tivoes of M inslitution dep@ds oo rhe cmpeto@ dd qu.liry of its humd resor*. Tn
objective of this policy is lo dture s st emlined recruitrrdl pr@s in id.ntifyirg &d hirin8 bst
qualifi€d @didrl6 f6 all giva poriii@s.

2.1 All n* re@i$ in all grades

3.1 Sraffing pard s Fsiibed by rhe At rndir c@icil for T€chni.d Edu@tioi (ArCrE), sd
Univr8ity of Munb.i und6 Uniymiry G@r Cmnisior (UGC) is follo*td ror ih. ,!@iilndr cd re
tqchila srafl of the Iudn)te. Io @e of ihe non,teaching lhfi ihe guidelin.s oI Univsity of Mmbai
e followed by the lrsliffie. Shdard Code Rd6 of c@emtur of M.n@ht6 fd rhe rul.s rcgeding
nm-le&hing staf nmbqs E u*d s a eftu@

3.2 Rlles regddine sel€cli@ @nnineq lelecti@ pro..durc ud eligibithy djr.ri./qu.tifi@iio.s md
.qdval.n@ ftr $. tmhi.g p6ts cding edd rhe pwi* olAll Indja CMcil fff T6hnical &tuodd
(AICTD which e adQr.d by th€ Univality ofMMbri fq rh. I.stitures in Minag@qt vidc Circute
No. (CirculrNo. coNCOl,{CC/04/ of20l2) e fotlord ed afi6 jdddryiry ihe poitiois a p€r the
rules, tne Apli@rion is sl to the Uni@ity of Mumbai ed Backwd C.sre CeI of tne c@mren1 of
Mahershlra fd iheir lppry.l.

3.3 Upm reeivilg the .pprovsh B pd lh. Udv@iry of Mmbd Cir.uld No. CONCOI j dated
3.1. 1988, the ldv.nimnls se r.leaed in rh€ ndspap4 s pd $e guid.lines issed by rhc UDjv6i,
of MMbli vid. rh. sm. .imrr

r 4 Lhl of applic.tions ftceived is given

8e!l5Lq1!!q L appoved By: Dr, H;rish Kumars. Puohir oi.eclor

to lhe s@tiny cohnilt€e Tne @omittee an€. *tuti.inng lhe
for tne purpose ol s€leclim

pTvA5lnir]ilao ot MM-ot Ma@m.
ChitEk.r K6,kar Mae,

r.ons, sends the reconrmendarions

on Pr@ess as oenlio.ed in $e Cir@lar No CONCOL4CC/o4/of20l2 is ditisendy ,olowed
ilmenrollne reachrng poes Md Lbrdian

3.5 Tbe Institote sh.ll be d €qual{ppotuiiy mployer. wiih a6murive adio, bwards edo@nmi..Iy

Doc-nent No.: ',1.5.) l.r orepareo By. Dr. 'l.Ja.-.ee De+mut,h
@ul^
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Parle Tilak Vidyalaya Association's
PTVA's lnstitute of Management

R€sponsibilities of tle Director

Subject to the supervision, getreml control and direcrion ofthe coveming Body,
the Director of &e Institute as an admidstsative and acadenic Head of the
lnstitute shal b€ responsible for -
a. Academic g.o*th ofthe Insritute.

b. Padiciparion in the teaching worlq research and rraining p.osmmmes of

l

u

l

Planning and assisting in plaming ard
programmes, such as orientatior courses,
tmining lrogrammes, orgaized by tle
Departmetrt/Institute for the academic

iDplementation of academio
seminars, in service and otner
University and/or University
competenc€ of the Faculty

Adrrission ofstudenb and maintenance of discipline ofthe Insrirute.

Receipts, expendihue and maintenance of accounts ofthe Institute and fo,
causing otler bodies, association, socielies, conmittees etc. to ma;ntain,
fiDalise ard peseDt their accounts.

Management oflhe lnstitute Library, Computer Cenhe and Gymkhma.

Correspondence relrting to the adminishalion of the Institure.

Adninistra.ion d supe ,ision of curricutar, co,curicutar, extra-
curricular or extra-mural activities of $e Institute and maintenarce of

Observance ofthe Act, Statutes, Ordinances, Regulations, Rules dd othq
directions or orders issued thereunder from tine to time by ttte Universib/
ofMumbai ,nd the orders issued by the C€ntral Dd Stare covernment.

Supervision and cooducr ol lnstirure ad Lnrversiry exaDinalions
includins irtemal assessrnent and such other work pertainins to ite
exaninations as assiened.

6cul^"}l^r
PIVAS lnstiiule of Managom€nl

B€hi.d M. L, oahanukar colles€,
u. P.n€ (E), Mumbai4oo os7.



k Assessins repons ofteachers andnoaiDteD ce ofservice books ofteachers
and olher employees of the college in the forms prescribed by the
University ofMumbai.

Place before th6 Local Managing Committee (a) the hdsetary sratement
for the following financial year and (b) the stalenent of audired accounts
for the previous financial year for considenrion and approval.

I

Any other work relating ro the Iistitute dd rle Uriversity of Murrbar as
nay be assigned to him,4rer by the Universiry ofMumbai nom time to rirne.

di66;-
PTVAs hstitute ol Nt.nagemont

Bohind M L Dah.nuk.r CothsE.
vil. Pade tEl, Muhb.i.4m o5i
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Duties and R€sponsibiliti$ ol Examipltiotr In-charse

L Shall Hd rmounicadon to i\e con@ed f@lty D€bbd rcg&ding $bmining ridnun
2 leB ofque i@ papeB dd lhe inr.mal se$d€nt reks.

2. Shall be .*rDnsible fd printing ofque$ion pape6

3. Shall be r.sponsible fd ln. due @stody ofrh. re@rds peri.ini.S b niyher wdL
4. Shall h.v€ adm'.isbaive @ rol over rle hnb6 wdking uder him^€r
5 Shall conduct ihe Exmirarios (col,ese md ujrercjty) aid tn@r6e nale all ndessary

dagemols md be .esponsible fo the dre *ecution of all pr(Bes co.n{ted thdewith.
6. Shall ensure that fiml yee nat sh@ls !rc issued only ro qualiiied studdt.

?. Shall b€ r€spo.sible ad nnsunry {r dares ol€@s, pr€pari.g 6e Time-Table a.d soding
a @py oltne sme lo lh. Ex@ Depaflmal fo. dirpl.y.under the guid&ce ot lhe Director
& D@ - Acad€mic.

8. Shall amge ro gel perlmdce of 1h. cmdidates ar tlre qdinations prop,ly asessd,
dd press the resulb

9 Shall eMge for the timely publiedo. of resulb of qminatios and othtr r6t5
I0. Shall @eive the repon of the unfair hms @6 reporr€d by the exe superui$rs
I l. Snall fwdd th. rcpons of th€ ares found guitty of unfair ntus eSardiig qminadons

lo the Dir6b. ld funn€r adion.

12 Sh.ll @i* the .€sdB of uiivaity ed of intmal *miiation.
i 3. Shall gd tne esw€r book .$6sed by lh. qaoio€rynodsalo4.

14. Shdl perfoms such olhq dulies as nay be pr*nbed by the Lslitute as pd the guidelins

of tn6 Unive6ny ofMuobai.

%*
fl Jff6:?*H:#' Mana,omont

i#'g#r!',;tflr*it?Js:,

Pr€parcd Byr M6. shatini xakkar
Approved Br 0r. Harish tomars. pur6hit
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Roles and Responsibiliti€s of f,Ilninltion Deoartpent Membels
L Shall propde exm tjne talle befee the qd dd asE inai it is pui up o, the nodcc b@d

tweity ore d.ys b.fore tne sd @mmeoes.
2 Shalldsm m oles for llle students e disphy€d.
3. Shall pr.p@ supnision duty chan al l€asl @e week in advd@ ed cohnui@le n to r\.

Dnedor, @med feliy mmbdn Registr& and ihe adnin departaot.
4. Shdl pEpae $e block e&gemdt f the qm ar 16r two days pri@ to exminalions
5. Shall @sur fid adequate smindion rclated $adonery is nade available al lhe dne of

6 Shall ensure lhal lh€ qu€stion papm rMived fm lhe r.sp{tive aacutty nenbe$ re s
pd lhe euidelinG presoibed by th. Ex@ination D.partDmt.

7 Snall prep@ ffl€s for follosirg d@ume.ls:
a Atte.dmce sheers

b. Answer sheeb hdded over to faculty
c. Tine tables of*am
d. Univssiry @ftspond€nce.

8 Shall put up noti@ iofomi.g studenrs appaing tor the re*ami.ation to have rte *an
fom couected dd retumed in due dne Studenrs shalt mak€ rhe payment of rquired
Unive6ity ielated qeination f6s to lh€ Acc@.t depannenr d colled lne aee receiprs

9. Shrll ensure rhal daluation ed 6odmlio. proce$ is @npter€d i. lime
l0 ShaU ensure fiat aU rhe results re displayed on the notice b@rd lalesr,ithin 30 days fron

rhe lasl dale ofdmi.iiions

@uh^.tt
D'i*F- -
PTVAS lnshlure ot [4anaoem6nl
Ch{6[.- \elkrr Mih -
eunno v. r. o,n"n,iurcorr*"
vl6 Pado lE), ruud[El.a0o .5i

Dr, Harish kumars. Prrohit

a)
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Rol€s & Responsibilities ofNornmching Sl,ffipctudiru pmn

L To enter the nail, Ietters and inter-departneDtat correspondence/ files erc.

2. To acknowledge letters received.
3. To submit dak ro ile R%ishar/ Dnecto( daity, dispatch and watch every entry

in the resister bearing lhe initials ofth€ recipients ofthe tefler/ documents eic_
4. To prepne lisl of letters issued during Ihe for[ishr to which repties have not

been r€ceiv€d a for which reninders are required lo be sent.
5. To maintaiD ditrercnt r€eisters. forms etc.
6. To keep a note-book to walch timely disposal ofurgent papers.
7. To prepare routine letters/ replies for approl"l where noring is not required, to

8. To maintain daily worksheet.
9. Any ofier work assigned from time io rime wirh the approvat of fie Institute

Registrar.

Duries of peonsr

10. To open windows etc. in moming and switch on faDs ad lishts and ar closing
to close tle same, when not required.

1 I . Do dusting of of6ce tumiture, Dachines, files, table equipment etc.
12. Do the work of openins, pasting, sortins and arongins papers and circulan in

accordance wift instructions ofdle seniors and atso do the work of stitching
aSenda aDd minures ofmeeritrg accordinglo insrrucrions.

13. To do the work of afiixing stanps, sricking and sealing €nvelopes, packing up
ofparcels.

14. CaEy messages, papers, files, and registers, circulars fiom one place to anorher
inside offic€ or outsid€ offioe as cas€ may be.

15. Carry wilhin building rnd olher sucl porrable items (office equipmeor) from
one place to another.

!!. Serve drn dng water to employees md to

ispatch letters iDcluding letter by hand

ues etc ro barls as per insfuclrons.

visitors, when.equired.
deliv€ry ad also shall take cash/

@uL-.'LL
PTVAS lnstitute ot Mana!6mo
Chi,6tir kel.ar [r.ro, _
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18. Any other work may be assigned to him bv dle concemed Sedors ftom time to

Notwiftstanding anllllins oontained above, the Director slatl direct the RegisEar to
assign duties to the €mployees in respect of conduct of University exani"ation /
adnissioDs eto. during the tine of exiseDcies and the wo* relaled to SemiDars,
Conferences etc. udeiaken at the Universily level.

PTVA5 lnstMo oi Manag€m€nt

gehind M. r. DahanukarCclleso,
\lle Pad€ (E), Mumbrl4oo 057.

Prepared By: M' 9unita shrinearpure
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STAN'DARD OPTRATING PROGDI'R.E

BUILDING MAINTENANCf, & RXPAIRS

AIM: 'rne BuildinS Mainterdce ed Repai6 Conmiiee (BMRC)r k dedicarcd b providing ad
maintairins a safe. sddly ed resp*fut lem,ns vi,onnflr $hich wil @nEibure;o stude.i ad

I. MAINTENANCE / REPAIR OF DUILDING AND EOTIPEMENTS:

Even l( days rnsp4lion lMds d. uLen by Buitdin8 ManteM-e md Repari commifie ddaolloqng praedurcis adopred il qse or m\ obs*aEon which requn6 mainbd@ &d repair

l.l.The Obwaions / Cmplaints @iv.d verbally are Min@ in the building nainlda.ce md repaiA

t.!. Th€ Ob$tuations / Complainr, re lool€d into innediarely ed sme is atso reviqed during rhe
w€ekly meeling schedded by 6€mb6 ofBMRc. The m@dngs ee scheduled oice ii . wek Gn;ay)ed ureenr me.tias @ b€ qued ifthe nesd ries. All discussions dd obsePaioN e leded in 6;
fom ofni.ut6 ofmedings

1,3 Concemed pason / ffm is irfomen witnin next rwo working days about rhe *ork lo be recined /

1.4. Quorario.G) e tak€n fron conmed pdson / fim wirh a week

1.s. QuotarioG) de disu$ed in fte nqt nedesl m.edng of buirdins, nainrenance & repaiB

1,6. If fie quoratio.G) -e below ts.5OOO /- ihe connitre an linalize ed ger $e work done r the
quolalion is above Rs. 5000 l rhen Dn€ct6 Sii s approval is requir.d.

1.7. AIlo finalizalion of the quot.tio4 purhap Drder is rel€ased si$in 2,3 wo*ing days lo the
mncemed pemD / ffm by rhe a@.ts depdtndt.

1.3. The building, majnteoa.ce & repaiis @nnine tat€s fo ow Dp ot purchse ord6 i$uert and work
ro be done in weekly n*ting.
1.9. On complerio. of wo.t against purche ordd issued, the buitdi.& mainten&@ & r€pai6
comoiil@ or dy mmber r€pEHtaljve of de omnittee rcviff lhe sori befm $e veodor le;v€s

I.10. On saiisf.clo.y coDpletio. ol wortq intinadon about cl€de@ of payme.t ro vendor is aivd by
buildinS, haint€D@@ & repans conmiftes in lhe nqt oede r€etins

@czAn-4,.-

3m;""1l'Jll,i""],M-,s",*'
i,iiE:"[ ti:;t**sfl :e".

Preoar€d Bv Mr. Anand H ndd a
. Jppr9y!! EyiDLtlarish Kumalsr purohit
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2. NXNEWAL OT ANNUAL MAINTENANCT CONTRACTS FOR EOI'IPMENTS /
SERVTCES:

A.ll the equipnent(o ed sicqo fron exhal agercies in rryA,! tnstinr€ of Maagen€.r e d@e
drough Arnual Mainioece Conrcrs. R€newd p.oce$ of Annuat Mainrenm@ Coorads is as giv.n

2.1. The BMRC rwiews lhe &.ud hglnlen c. @ntracls calerdd in m€eting held w@kly

2.2. Befde r 5-30 days of *piri.g of &nuEl maintaMce co.ra.! fte Bp€cliv. vmdor e iifomed
to subnit the r ewal quotations.

2,3. On receipt ofquoratioiG), lhe Building Mainrd ce ud Repans connine rwiews th€ quorations
ed appropriate .ctior is takd.

2.4. r th€ quotaiors ar€ below tu.t000 /- the 6mnin@ c& Iinalia a.d get rhe work done r fie
quotaion is above R5. 5000 /, lhen Directns Sir's .pprcval is requind.

2.5. Aftd rralizalio. oflhe quolalion, purchse o.d6 is released vithin 2 worki.g days lo the co.@med
pecon / fim by $e M@nts depandat.

2.6. Thebuildiog, mainlenmce& repairs cmmitt€e lales lollow up ofpurchase ord6 issued and work

2-7. On @npletion of vdk against Pmhase ords is.d, rhe building bai tuce & rcpais
@mitee shdl Bi€w d &y mdber @lr€ffitative of lh. BMRC rwi€ws $6 mrk tri.d out by

2.8. On saijsfa.lory cmpletion ofwo ., i inati@ abo[.leMe of paynot to veodor is giva by
m.nb@ oIBMRC ir the n xr n€ar6r nadtrg

Prepared By: Mr. Aiand Hrndo a
Approved By, Dr. Harsh Kumar S. Puroh t

@c4F.r{-
PTVAS tnslitu!€ ol Manao€m€nt
Chir6kar Kelkar MaE -
sehhd M L Dahan;;r core
vr6 Padc tE), Mumbai-4oo oii
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COMPIIIER CENIEI STANDAXD OPENATING PROCEDI'IIE

. The conpllq mte is d allpurpGe ficility dBigned lo Deet {E requiMans of the a@ddic
md adniDiso_eive s6red thc surdqls of the inniulll

. The lystens in ti6 cdt e @ equipp€d sih rhe tatest s.nw&€ *iic6 de in tue *ith fi€ indusnf

. Th6 f&ulry m update their r€cnnical skith by usins vdi@r pekasa av.jl.ble io th€ sysrems ed
@ she€ Uen klowl€dg€ with rhe sruddrs.

l. Em.il raouni c@lion.

1.1 rne ac@oB departrdr is arrusted wifi the tark of creadng nw ac.@ts for new hiro wbich
g4.ral8s th. n €mail M@.r All uselr@B e hacked so ss to svoid dlplietio.

1.2 TIe mail acctur Io. n* hiB b crat€d pirhir @e n@r. The aeonls depardn€ol inmedistely
infms the ns nircs by nailing the usd n@e ud tmporary pa$wo.d io ireir peisonrl oail
a@out. h. rry nirc is p.ompred to chaoSe th. t@por.ry psswdd on the fi6l login.

i.3 Th€ nomoclatur. followed f* uchi.g stafi isj
firsbrpbabedfirsL.met lasrnsmeadonainrame @n

1.4 Tle insritlle ha . st&d.rd m.il r@@or id for fie Dnedor of rhe instituie wirh the emsil id
director@donainnme con d No.-Te&hing sl.lf wnich @npnFs of tne @Mts sdmin, ,!d
libory s@lid ,ith thei. mil ids as aaounkAdonai".me @m , adnii@domdinmecd Dd
Iibmn@ptvaim on resp€cnvdy.

,. Em.il.ccou d.l.ti6n-

2.1 wne. a facuhy n@ber lqv€s dE in$itute by
revert lo lne insritute l. Mse of rmin,ii.n
depaflmenl siliin 30 ninutes ofteminalio..

2.2 if the eoployee resigs the enail id vill Even lo$e insriture after conpleting lhe sn fomalitis
on Lhe la$ d or theop'o)*'n lhe orSaniz on I hea.-ounG deo,nnft l ch SB rhepas"ord
oC Lhe oaila,@unr and keepr rhe emaiia(tunr rd.!e tor.lO days befoeddni

rsignation or Erninalion, 6e enail account will
lhe email accou.r sets blocked by $e accounls

Prepared ay: i4r. allhrshek DstFa4 
^. 

,, 
^

Aop@ed Bv: pi Hadsh Kumar S. FrEI!tt==- p.,!e I or !

! holds is elpecled ro cler the acount otpeMnal coftspondence before tealins

Antrurl Mrirtenr .e Conrr..i3.
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Ans t]le qpiry of wmnly, mnpulers should be under enual daintomce contBct. Such
nainlenance should ioclude OS re-insr.llaion ed cnecki.g vitus Elated probl@s ale.

The cmpulos sh@ld be penodically ch{ked ddy 3 ionths for ey op@ring syst€m related
updales, new vdsions ol sftede and gendal bddwe .elai€d i$u6.

,1. M.i @rtrc. ofcoDput r Sysr.nr pDvid.d b, ah. trrtir .
4.1 In ce ol cmplaints rclated ro 6y n.intc,6e i$u.s of tne comluter hsdwm q detunct

turc1ioning of ary $ftMe the dploree sn@k najl /cal rh. IT B@re p.Mn.

4.2 Th. rcsporsible pEonnn ddge/AMC p.tIdEl of lh. Compurd Cerr. *ill attend rhe
@mplairts relat€d to ey Dajnlddce Elor€d issu6 &d m* to*ar& ft$lving lh. sm. within
2-3 mdd,8 days de?editra on the iarr of problen.

5.1 Ihe irodtule has €xteoal hlrd distr drive of dat. stdage capaciiy ol5o0 ciga Byrc to 2 T@ Byte
InporI.It data rel.ring to vdious tunctiom viz. &ad@ic, deiradons, a@ouni! ;d
adninist alion h stored i. fiese h&d disks drive th€ stuage ir placed on rh. cmpus ed ouhide
lne p@is6 in 6. irust ollie fd tulDrc Eridal.

5.2 Data is backed up pdiodi€nlly dry t 5 d.ys iD &€ port ble dnv. (dt@al hdd disk) whjch is in
l]r.imritut dd atPerh. Sd..ty t ck6s (t) Lrd. 'Ihe cr.te of dala backup is rwie b.rw@n l2th 10
15th & 28tt to 30rh of wery Donth.

5.3 Data k b.ck€d np ro p@ide distcr l@very &d for tunr6 retri*at.

PTVA's Institute of Managem€nt

3 r Conpure6 purchased by $ e i n sli rur€ should be on a €ob p.ehe, sive wamnty ot I -y er on,sile

6. Websil. Updrtion ud Mrinr.n,nce

6. I Any updale ro be made on ih€ instituE s yebsne nas
lhe w€hsile @d lhe Dir€ctor olile insritute

62 A requesl hail @ntai.ing the naturc of$e Updalio.
rne faculty in charg€ at leasr 24 houB in dvdce

t faolly in charge sends tne details oflhe @nre.t ro rle vddor in chdge offte websii€ updation

,vendor updar$ the conlenr on ihe website pilhin 3-6 nours of sendi,g hin Oe conre ifthe
uest is nade on working days b€tsee. Monday lo Friday dependins o; ge,auie ofupdation

Do@mem No.: 2.5,2,4,4 PEpared Byr Mr AbhEnek oekure @a4r^rra
Reyle!g!:!q : Appoved Bv: Dr, Harrsh Kumar S, Puohttr.Ebl.:A?of 3

10 be rdr€d |n'ad ihe facdry in ch.rse of

.lona wilh the 6ntdt n@d! 10 be D.iled ro

PWAS lnstilule of Ma.ag€me

6enrnoM L lahlnukar 001096.
Vil6 Pade (E). r0umba 4oo os7
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ud urg€ncy ofthe l.sk lfrequen b nisd post workjng hoB after 6100 pm on triday, ilE content
would gel upd.t€d @ the nqt wd&ing day i.e on Mdday

7.1 TheComput€r C6Ec!!sEspasomcl willssisr re€hi,s ed n@-te.chins slaffwith ary dio
ei$al n€eds To €.$re a sccsstul @.fdeoce or p6an$on, the following musr 6curj

7 2 A requesl is to be Bisd Nittr the conpul- @ntrc resr.e al 161 24 hdro in sdvu@ to €om
die requd is met diliSendy.

7.3 Tn. r6@rce pe6on wiU rtterd to dE rcqu.sl raiFd to osuE the delails of rhe prcject ed pld

8. Di$osrl of El€crronic Equipndr

3 I IE Computer Cmre dispoes of Ndat€d elecr.onic equipment In oder to dispose of equipnd!
lie usd nust subnil & @ail lo the ompDtq cotre res@icd in charge mukjng a cdbon epy b
the ve.dor od th. dir@1or, fatuhy in cha.ge dd acounts d€parrnol

8 2 fu IT resur@ will keep outdaled eqdpmmt in sro.aae for at l6t 60 dayq aft€r which, th€
equipnmt will be disposed of ar d ervirmenhlty ariodly elect onics recycle lostion or the
v@dor phee the hdd drives pill be dBtrcy.d 6d a @nifi@te of d*loction will folloq.

@czln"&r-
PTVAS lnstituia of Managom6nt

E hind M, L. D.hmkar Coll6g6,
Mre PadR (E), Mumbgr4oo 057.
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COEI SIAIDARD OTERATING PROCEDURE

. To cr@re a simple ed full proof system tnat hetps COEI to futrl lhe objarives

II COEI SOI for qtension aclivilies

To hclp COEI to monittr th. &tiviti6 cd&d.d.

L COEI SOP ofEand-nolding .cliviliB fdbusinBs!
1. E..h studdt/ strdat! wno apptulcl COBI wnh ! busines id6 ,*d ro lill €.rreFeid6hip

as*$nerl fm lhat is scMirizcd by ihe h@d of6. COEI &d ftuibiliry of tne busjn*s h
waluat€d d rh. b.sis of predeffn d Dms

2. The i.led lh.t r. f@!d to be lqsible by $€ had ol COEI e put in-fi@r of ov€ftll n6ld
ed wi& joi ,@mnodadons of nead md me.tor tnc busin.s h Meprd d a mmb€r by
COEI,

3. COEI furtuat .l.uss &. disosFd wift th. busines t M dd aEr€nat is sign€d by bolh
coEI d the sludo/studdts ofrh. @pd, in fmdi@.

4. Work-$adoEd e allotred to the 1an ed n.@ssary docunor lik id@dty card e isueit to

5. The coDpdy me€ts ovdall ndtd ed a€@rding to ndror,! @onnqdaioo srarr wo*ing
t$ar& well-strudured busircss a.riviri.s.

6. COEI documdrs dl the neings r.ko by nenlor dd othd corsult or od r@nEenddioos

7. COEI trl<€s regule progBs ,epdl fr@ ach @npuy.
8. A3 p{ pr€p&ado. ud rcquirdat ol&e mp.ry itrv.lroas fair is org&ized where comDdi.g

afach€d firh coEI pilch in fr@t ofvcs tud pEs,

I In lh€ nrst nonlh of eve.y aadedic year,
is @lculaled and presqrd to the dnector

2. IX. qlodd with Mship

bnual COEI acrivities @lendar is nade, re.tative budgel
and ans obai.irg the approval rhe,ork is alleal€d to

of ech activities is shar€d wi6 enire sraff *troush staff meeing a.d

appovq,_Bv: pr. ransh xumal!.!q!6iffi- paqe 1 or 2
PTVAS tnstitute of Managemsnt
Chilakar Kerkaj MaO,

COEI tem of se@.d yar MMS studenls is fomed, rhe c.lfldd h shred with $o, and wo.t is
all@ted mong ti€n In the sme neei.g COEI student hqd is s€lected.
Dehils ofCOEI student group, work allocatio, ed studenl head re snded wilh en&e srafthr@gh

COEI aclivinB oristaio, h givd to $e new MMS batcn ed COEI group ofsenener one stud€nts
is fomed &d msged eilh qGti.g Croup lo fom one rem ot studenk yolkjng for COEL

ar proaress updates of aclivities undenakcn as deided in catendr is raten fron rim€ to limeinsl porary WhaisApp groups of concemed stude.ts ed fadlg nembe6.

No.: 2.5.2.3.10 -B Prcpared ay: ME. sucheta paw r,@ulgr"LrL-

Vll. Pade (E). Munba-lcon"7.
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7 Posr ach acivit recod filB re nade by concemed taonty meob6 as wellas approed updals
de uploaded n vebsite ud s@ial nedia ercups.

@c4r".rN.-
PryAb lnsututo of Maraoom i
Chilrakar Kett.r Mars, -
Behlnd M L. oahanlkarcol&..
Vil. Pad€ (Er, Mrmbd4ooOsi_

2.s 21 10 B Prepared By: M s Su.heta Pawar
Approved By: Dr.llarsh KumarS Purorit
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COEI STINI}AIID OPERATTNG PROCEDURX

. To @te a sinple and tull pr@f sy$m thar helps COEi ro fulfil fie obj€div*

To help COEI to nonito. the rcdvili€s co.duo&d.

L COEI SOP of Hand-holdinS acliviti* for busin€ss
l. E&h sludot/ sluddls who app@cn COEI Bilh ! busin.ss idea ned to fitl €ntrepra€usnip

asesmot lom [El is sorinized by te head of tne COEr dd fedibility of lhe busine$ is
.vEluated o the basis ol predefired noms

2 Th. idea that e fond io be fqsible by lhe nead ol COEI are put in-Eonl of overall me.ror
&d ,ilh joinr r@oftnodario.s of h@d and me.ror rhe bEi.e$ h a@epted s a n€mber by

3. the win.ing teds of COEI'S Toinine based busi.ess pld @nlEtition Winss2visio. s well
as fiDalisrs ofthe compeitio. prNni their ides b lhe head of COEI &d l]re oy€rol mato. od
are eivd euideli.€s on hw to ch.lk our their busiies tuflhs

4. COEI Age ol cl&ss e diuss€d with the business tem ed .gr@ment is siened by both
COEI dd the studenr/$udenh of lhe conpey in fomation.

5. Woik{t tio.s &d loclers @ allott€d to fie lan &d nec*ery docunents like iddlity erd ee
issu€d io $e @mpany.

6. The comprny neets overdl nmtor dd acoording to ndtols reonnendation $an working
tow{ds well-smctu'td business aclivilies

7. COEI d@eeols aU ihe meetings talcn by nalor ad other consulldls &d rcconme.daions

8. COEI lat6 regular progres rcpoft fron € h @pey.
9 COEI mducts kai.ing sBsions d orgeias woikshops for incubal*! on rcgind basis lo help

lnem hone ed dedte their busitr€s ide. beno
l0 COEI foms a pml olinvestors. The incubalees eet to pirh rheir idas to rlE invest@ dd anhcl

.equired tundinA COEi ale g€nerat€s access to orher iovesbrs sch as b&ks sho rle iicubaks

OEI aho helps in.lbaEes b find interns
ial media na.aeenent, content creation

COEI SOP lor cxtensio. rctivilics

fo their busin€s or provide COEI inlems for their
dd g6phic desisnina needs.
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I. lh€ nsi montn ofw€ry acedenic y@r, dnual COEI aclivitio calfldd is dadg roradve budeet
is cdcdaled ed presoled to rhe diredor ed afis obhlnirg the spprcvat Ihe worL is all@akd to

COEI l@ of sond y@ MMS stud€nts is lomed, $e etendd is sheed with rhen, dd work is
allocated dong rnm. In rhe Me neetng COEI student h€ad is elected.
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l DehilsofCOEIst ol group, s(t allcaio. ed $ud€Dl head de shded with mdE $dtrthm8lr

COEI aclivitis ori€nlation is Cjven ro lh€ n* MMS batc6 dd COEI soup of sm€std one studots
h fomerl d n€ry€d with qi$ing group lo fom one tem of stldflts worhng fe COEi
R€gulr proare$ updaB of ocriviries @den t., as d4ided in calade is taten from ime lo tin€
by foming tenpoEry WlatsApp g.oups ol corcemed studar, md laolty nmb6.
Post each acdvity Bord nles ue made by ucded COEI led hehbers as w.U as approved
upda!6 e uploaded at website dd sid media grcups
COEI absdbs sludot intems trom PTVA sister @nems as ed wno rcquned Job d6cnpdons
ed nade @d ci.cula&d with rlaled @ntad ptu.s in each sisttr con@m and inrems ae *leted

IIL COEI SOP for Tieups

I COEI males visirs to fellow indbation centres! vari@s collabomrors &d innovarion orienled
oraaniations and invnes rheir Epresotatives aor visn to COEI

2 Afl6 a ftuitrul visi! a conracl p@n is assig.ed Iron *cn side.
l. A tie up is done ben eeo fie two afla sisnins a nutrally aereeable MoU
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