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POWERS AND DUTIES OF ITS OFFICERS / EMPLOYEES AS PER CLAUSE 4(b) (2) OF THE RIGHT TO INFORMATION ACT-2005.

	SL.

No.
	DESIGNATION
	POWERS AND DUTIES OF OFFICERS / EMPLOYEES

	1
	PRINCIPALS GRADE I OR II
	1) The principal shall exercise such administrative powers as are delegated under various acts, rules, regulations, orders and instructions of the Government, Department of Collegiate Education and other competent authorities. He shall be both administrative and academic head of the college. He shall take all steps for smooth efficient functioning of the college.

2) To ensure that the scholarship applications of the concerned students are sent to sactioning departments viz Social Welfare Department, Backward classes and Minorities department and Department of Collegiate education etc.,

3) To ensure that the proposal for renewal of affiliation/accordal of permanent affiliation is sent to the concerned University well in time.

4) To ensure that the accreditation from the NAAC is obtained and to ensure if already accorded is upgraded after 5 years.

5) To take necessary action to bring the college under  2(f) and 12(b) of the UGC Act, 1956. This can be done by sending the proposal to the UGC, New Delhi. 

6) The principal shall handle 6 hours of teaching work-load in a week in in the relevant subject etc., 

	2
	SELECTION GRADE LECTURERS / SENIOR GRADE LECTURERS / LECTURERS 
	1) He conduct the classes as per the Time-table.

2) Complete the syllabus prescribed by the concerned University well in time.

3) Extend their full co-operation to the heads of the Departments in completing the syllabus before commencement of the University examinations.

4) To co-operate with the principal in smooth function of Mid-term, supplementary and annual examinations.

5) To teach the workload prescribed by the UGC and to maintain diaries and shall be available for students at least 7 hours daily and for 5 hours on Saturdays in the college.

6) To maintain the attendence of the students of the respective classes.

7) He/She shall conducted the practical classes as prescribed by the University and attend valuation work of the Unversity examination which is mandatory.

8) To conduct tutorial classes as per the UGC norms etc.   


	3
	PHYSICAL CULTURE INSTRUCTOR
	1) To coach, guide, train and supervise students in general, adopt a selective basis in major games and athletics, give training daily in the morning hours and in consultation with the Principal.

2) To assist the Principal in the maintenance of discipline and healthy atmosphere in the college etc.

	4
	First Division Assistants
	The First Division Assistants/Second Division Assistants works under the guidance of the Superintendent. He is responsible for the work entrusted to him. Each assistant will be allotted certain subjects to deal with. His duties mainly are as follows:

1) To maintain the case dairy.

2) To examine and putup notes and drafts promptly to the superintendent after recording paging index.

3) To maitain the various registers prescribed under the rules of office procedure.

4) To ensure that the notes submitted in the files are neat and tidy and as per rules. 

	5
	Second Division Assistants
	

	6
	Clerk / Typist 
	The Typist’s duties and responsibilities are as follows.

1) To type both on computer and typewriter neatly and accurately all letters marked to him.

2) To take out number of copies required.

3) Stenciling when the number of copies required are more than 10.

4) Typist shall compare fair copies before they are returned to the case worker.

5) To maintain the work diary in the prescribed performa.

6) Draft shall be typed giving wide margin for effecting necessary corrections.

	7
	Attender/Peon
	The duties of the Attender/Peon are as follows : GENERAL DUTIES :

1) Carrying a file from one section to another, or from one case worker to another etc.

2) Stitching the files/Exam bundles.

3) Carrying and distribution of stationary and making envelopes whenever necessary.

4) Arranging of furniture.

5) Keeping the office premises clean.

	8
	Sweeper
	They shall sweep or wipe with wet cloth/jute cloth, the room, verandas, steps, etc., allotted to the, well before starting of office and also during office timings if need be. They shall carry the waste/rubbish for disposal outside the department under the supervision of the superintendent.



PROCEDURE FOLLOWED IN THE DECISION MAKING PROCESS, INCLUDING CHANNELS OF SUPERVISION AND ACCOUNTABILITY AS PER CLAUSE 4 (b) (3) OF THE RIGHT TO INFORMATION ACT 2005

	SL

NO
	DESIGNATION
	POWERS AND DUTIES OF OFFICERS/ EMPLOYEES

	1
	PRINCIPALS GRADE I OR II
	1) The principal shall exercise such administrative powers as are delegated under various acts, rules, regulations, orders and instructions of the Government, Department of Collegiate Education and other competent authorities. He shall be both administrative and academic head of the college. He shall take all steps for smooth efficient functioning of the college.

2) To ensure that the scholarship applications of the concerned students are sent to sactioning departments viz Social Welfare Department, Backward classes and Minorities department and Department of Collegiate education etc.,

3) To ensure that the proposal for renewal of affiliation/accordal of permanent affiliation is sent to the concerned University well in time.

4) To ensure that the accreditation from the NAAC is obtained and to ensure if already accorded is upgraded after 5 years.

5) To take necessary action to bring the college under  2(f) and 12(b) of the UGC Act, 1956. This can be done by sending the proposal to the UGC, New Delhi. 

6) The principal shall handle 6 hours of teaching work-load in a week in in the relevant subject etc., 

	2
	SELECTION GRADE LECTURERS /

SENIOR GRADE LECTURERS/

LECTURERS
	1) He conduct the classes as per the Time-table.

2) Complete the syllabus prescribed by the concerned University well in time.

3) Extend their full co-operation to the heads of the Departments in completing the syllabus before commencement of the University examinations.

4) To co-operate with the principal in smooth function of Mid-term, supplementary and annual examinations.

5) To teach the workload prescribed by the UGC and to maintain diaries and shall be available for students at least 7 hours daily and for 5 hours on Saturdays in the college.

6) To maintain the attendence of the students of the respective classes.

7) He/She shall conducted the practical classes as prescribed by the University and attend valuation work of the Unversity examination which is mandatory.

8) To conduct tutorial classes as per the UGC norms etc.   


	3
	PHYSICAL CULTURE INSTRUCTOR
	1) To coach, guide, train and supervise students in general, adopt a selective basis in major games and athletics, give training daily in the morning hours and in consultation with the Principal.

2) To assist the Principal in the maintenance of discipline and healthy atmosphere in the college etc.

	4
	FIRST DIVISION ASSISTANTS
	          The First Division Assistants/Second Division Assistants works under the guidance of the Superintendent. He is responsible for the work entrusted to him. Each assistant will be allotted certain subjects to deal with. His duties mainly are as follows:

1) To maintain the case dairy.

2) To examine and putup notes and drafts promptly to the superintendent after recording paging index.

3) To maitain the various registers prescribed under the rules of office procedure.

4) To ensure that the notes submitted in the files are neat and tidy and as per rules. 

	5
	SECOND DIVISION ASSISTANTS
	

	6
	CLERK/TYPIST
	The Typist’s duties and responsibilities are as follows.

1) To type both on computer and typewriter neatly and accurately all letters marked to him.

2) To take out number of copies required.

3) Stenciling when the number of copies required are more than 10.

4) Typist shall compare fair copies before they are returned to the case worker.

5) To maintain the work diary in the prescribed performa.

6) Draft shall be typed giving wide margin for effecting necessary corrections.

	7
	ATTENDER/PEON
	The duties of the Attender/Peon are as follows : GENERAL DUTIES :

1) Carrying a file from one section to another, or from one case worker to another etc.

2) Stitching the files/Exam bundles.

3) Carrying and distribution of stationary and making envelopes whenever necessary.

4) Arranging of furniture.

5) Keeping the office premises clean.

	8
	SWEEPER
	They shall sweep or wipe with wet cloth/jute cloth, the room, verandas, steps, etc., allotted to the, well before starting of office and also during office timings if need be. They shall carry the waste/rubbish for disposal outside the department under the supervision of the superintendent.



NORMS SET BY IT FOR THE DISCHARGE OF ITS FUNCTIONS AS PER CLAUSE 4(b) (4) OF THE RIGHT TO INFORMATION ACT 2005

	SL

NO
	DESIGNATION
	NORMS SET BY IT FOR THE DISCHARGE OF ITS FUNCTIONS

	1
	PRINCIPALS GRADE I OR II
	TO ATTEND TO THE WORK ON PRIORITY AND IMMEDIATE BASIS 

(AS PER ACTS, RULES AND OFFICE PROCEDURE MANUAL)

	2
	SELECTION GRADE LECTURERS /SENIOR
	

	3
	PHYSICAL CULTURE INSTRUCTOR
	

	4
	FIRST DIVISION ASSISTANTS
	UP TO 5 DAYS FOR SUBMISSION OF FILES AND TAPPALS 

(AS PER ACTS, RULES AND OFFICE PROCEDURE MANUAL)

	5
	SECOND DIVISION ASSISTANTS
	

	6
	CLERK CUM TYPISTS
	CARRYING OUT THE FUNCTIONS ENTRUSTED TO HIM THE SAME DAY 

(AS PER OFFICE PROCEDURE MANUAL)

	7
	ATTENDER/PEON
	CARRYING OUT THE FUNCTIONS ENTRUSTED TO HIM THE SAME DAY 

(AS PER OFFICE PROCEDURE MANUAL)

	8
	SWEEPER
	THEY SHALL SWEEP OR WIPE OR WIPE WITH WET CLOTH, THE ROOM, VERANDA, STEPS, ETC.

(AS PER OFFICE PROCEDURE MANUAL)



RULES, REGULATION, INSTRUCTIONS, MANUALS AND RECORDS, HELD BY IT OR UNDER CONTROL OR USED BY ITS EMPLOYEES FOR DISCHARGING ITS FUNCTIONS  AS PER CLAUSE 4(b) (5) OF THE RIGHT  TO INFORMATION ACT 2005

	SL.

NO
	RULES, REGULATIONS, INSTRUCTIONS, MANUALS AND RECORDS USED

	1
	KARNATAKA CIVIL SERVICES RULES-1958

	2
	KARNATAKA FINANCIAL CODE-1958

	3
	CONDUCT RULES-1966

	4
	KARNATAKA EDUCATIONAL INSTITUTION (COLLEGIATE EDUCATION) RULES-2003

	5
	GRANT IN AID CODE

	6
	UNIVERSITY GRANTS COMMISSION GUIDELINES

	7
	RELEVANT GOVERNMENT NOTIFICATIONS AND ORDERS 

	8
	KARNATAKA CIVIL SERVICES(REGULATION OF PRAMOTION PAY AND PENSION ACT, 1973 AND RULES 1978 RULES GENERAL RECRUITMENT RULES-1977

	9
	KARNATAKA CIVIL SERVICES (CONFIDENTIAL REPORTS) RULES 1985 

	10
	KARNATAKA STATE UNIVERSITY ACT-2000

	11
	COMPANDIUM  I and II


STATEMENT OF THE CATEGORIES OF DOCUMENTS THAT ARE HELD BY IT OR UNDER CONTROL AS PER CLAUSE 4 (b) (6) OF THE RIGHT TO INFORMATION ACT 2005,

	SL.

NO
	CATAGORIES OF DOCUMENTS THAT ARE HELD BY IT OR UNDER CONTROL 

	1
	ATTENDANCE REGISTERS

	2
	CASUAL LEAVE REGISTERS

	3
	LETTERS INWARD REGISTERS

	4
	POSTAL STAMPS ACCOUNT REGISTERS

	5
	LETTERS OUTWARDS REGISTERS

	6
	MUDDAM REGISTERS

	7
	CASE WORKER PERSONAL DIARY/CASE REGISTERS

	8
	CASH BOOKS

	9
	GRANT RELEASE REGISTERS

	10
	SALARY DISBURSEMENT REGISTERS

	11
	ADVANCE SANCTION REGISTERS

	12
	STOCK REGISTERS

	13
	A.G. AUDIT OBSERVATION COMPLIANCE REPORT REGISTERS

	14
	GENERAL LEDGER



PARTICULARS OF ANY ARRANGEMENT THAT EXISTS FOR CONSULTATION WITH, OR REPRESENTATION BY, THE MEMBERS OF THE PUBLIC IN RELATION TO THE FORMULATION OF ITS POLISY OR ADMINISTRATION THERE OF AS PER CLAUSE 4(b) (7) OF THE RIGHT TO INFORMATION ACT 2005



STATEMENT OF BOARDS, COUNCILS, COMMITTEES AND OTHER BODIES CONSISTING OF TWO OR MORE PERSONS CONSTITUTED AS ITS PART OR FOR THE PURPOSE OF ITS ADVISE, AND AS TO WHETHER MEETINGS OF THOSE BOARDS, COUNCILES, COMMITTEES AND OTHER BODIES ARE OPEN TO THE PUBLIC, OR  THE MINUTES OF SUCH MEETINGS ARE ACCESSIBLE FOR PUBLIC AS PER CLAUSE 4(b) (8) OF THE RIGHT TI INFORMATION ACT 2005

	SL

.NO
	COMMITTEES
	HEADED BY

	1

2

3

4

5
	PUBLIC GRIEVANCES CELL  

COMMUNITY EDUCATION CELL

STUDENT WELFARE CELL 

 N.S.S., CELL 

STAFF, STUDENTS & PARENTS  INTERACTION CELL  
	PRINCIPAL & OTHER MEMBERS

-“-

-“-

-“-

-“-



DIRECTORY OF ITS OFFICERS AND EMPLOYEES AS PER CLAUSE 4(b) (9) OF THE RIGHT TO INFORMATION ACT 2005

	SL.

NO
	NAME
	DESIGNATION
	TELEPHONE
	EXTN. NO

	1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21
	DR.M.G.Eswarappa

Sri.K.B.Papaiah

Sri.P.R.Lokeshareddy

Sri.B.Esyanaik

Sri. A. Maregowda 

Sri. G. S. Basavaraj 

Sri. K. Hanumanthappa 

Dr. Khaleel Ahamed

Sri. K.Sampige Narayana Rao
Sri. S.M. Shanmukha

Sri. K.P. Kotibagar

Sri. K.J. Channappa

Sri. H.B. Mallikarjuna

Sri. Vinod. S. Devaraj

Sri. M.C. Siddeshwara

Sri. P. Mahesh

Sri. K.M. Halaswamy 

Sri. K.S. Manjunatha 

Sri. S. Mallikarjuna

Sri. M.V. Lingaraju

Sri. A.K. Durugappa
	PRINCIPAL

SGL in Kannada

SGL in Commerce

SGL in History

SSL in Pol.Science

SSL.in Sociology

SSL in Economics

SSl in Urdu

Lecturer in Commerce
Physical Director

F.D.A.,

F.D.A.,

S.D.A.,

S.D.A.,

Clerk cum Typist

Attender

Attender

Attender

Peon

Peon

Sweeper
	Office PH.No

250403


	-

-





MONTHLY REMUNERATION RECEIVED BY EACH OF ITS OFFICERS AND EMPLOYEES, INCLUDING THE SYSTEM OF COMPENSATION AS PROVIDED IN IT REGULATION AS PER CLAUSE 4(b) (10) OF THE RIGHT TO INFORMATION ACT 2005

	SL.

NO
	NAME
	DESIGNATION
	GROSS SALARY

	1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21
	DR.M.G.Eswarappa

Sri.K.B.Papaiah

Sri.P.R.Lokeshareddy

Sri.B.Esyanaik

Sri. A. Maregowda 

Sri. G. S. Basavaraj 

Sri. K. Hanumanthappa 

Dr. Khaleel Ahamed

Sri. K.Sampige Narayana Rao
Sri. S.M. Shanmukha

Sri. K.P. Kotibagar

Sri. K.J. Channappa

Sri. H.B. Mallikarjuna

Sri. Vinod. S. Devaraj

Sri. M.C. Siddeshwara

Sri. P. Mahesh

Sri. K.M. Halaswamy 

Sri. K.S. Manjunatha 

Sri. S. Mallikarjuna

Sri. M.V. Lingaraju

Sri. A.K. Durugappa
	PRINCIPAL

SGL in Kannada

SGL in Commerce

SGL in History

SSL in Pol.Science

SSL.in Sociology

SSL in Economics

SSl in Urdu

Lecturer in Commerce
Physical Director

F.D.A.,

F.D.A.,

S.D.A.,

S.D.A.,

Clerk cum Typist

Attender

Attender

Attender

Peon

Peon

Sweeper
	37,524
37,424
35,267
32,271
29,090
29,090
25,103
25,767
18,047
29,090
19,332
19,432
16,210

12,452
12,175
12,225
9,842
9,767
12,083
12,083
9,532




BUDGET ALLOCATED TO EACH OF ITS AGENCY, INDICATING THE PARTICULAR OF ALL PLANS, PROPOSED EXPENDITURES AND REPORTS ON DISBURSMENTS MADE AS PER CLAUSES 4(b) (11) OF THE RIGHT TO INFORMATION ACT-2005

	SL.

NO
	HEAD OF ACCOUNT
	PARTICULARS OF  BUDGET ALLOCATED     (PLAN & NON PLAN) 2007-08
	EXPENDITURE


	BALANCE

(JOINT A/C)

	1
	SALARY

GRANTS 

(RJDC, Shimoga

Joint A/c)
	                                                    Rs.

LAST YEAR BALANCE   8,88,803.70

SALARY GRANTS

 RECEIVED UP TO         40,32,872.00

31ST  DECEMBER 2008
TUITION FEE                    3,84,167.00 


TOTAL Rs.                       53,05,837.70
	43,90,948.00
	9,15,389.70




   
MANNER OF EXECUTION OF SUBSIDY PROGRAMMES, INCLUDING THE AMOUNTS ALLOCATED AND THE DETAILS OF BENEFICIARIES OF SUCH PROGREMMES AS PER CLAUSE 4(b) (12) OF THE RIGHT TO INFORMATION ACT 2005

	National Merit Scholar Ship
	-

	Hindi Scholar Ship
	-

	Language Scholar Ship
	-

	Sir C.V. Raman  Scholar Ship
	-

	Sanchi Honnamma Scholar Ship
	Sindhu .K.M.  Rs. 2,000.00 Disbursed.
Shashikala .E       2,000.00  -"-

Vanishree .A.M   2,000.00  -"-

Asha .K.B.           2,000.00  -"-

Latha .B               2,000.00  -"-

Asha .R               2,000.00  -"-

Shilpa .G.R         2,000.00  -"-

Sheela .N.B        2,000.00  -"-

Shailashree         2,000.00  -"-

Rekha .N            2,000.00  -"-

Sheela .N            2,000.00  -"-

Total Rs           22,000.00. Disbursed.


	Other Scholar Ship (If Any)
	1) Rs. 2,000/- has been disbursed to Ashwini as Physically handicapped Scholarship.  

2) Rs. 610/- disbursed to Pramod Kumar .M.D as scholarship to the ward of military retired person.  
3)Total Rs. 9,000/- has been disbursed to the    wards of Beedi workers as detailed below, 

    Akbar, Irfan basha and Abdul sadiq.
4)Total .Rs. 52,000/- has been disbursed to the  backward class students which has been sanctioned by the department of backward classes and minorities as detailed below.
Haseena banu     Rs. 4,000.00 Disbursed    

Saleem ahmed          4,000.00  -"-

Parveen .M              4,000.00  -"-

Shwetha paul           4,000.00  -"-

Ameer Hamza          4,000.00  -"-

Nageena Banu          4,000.00  -"-

Sabreen                    4,000.00  -"-

Shabeena taj             4,000.00  -"-

Mehar taj                 4,000.00  -"-

Zakeer Hussain        4,000.00  -"-

Saziya banu             4,000.00  -"-

Sabreen taj               4,000.00  -"-

Firdose Banu           4,000.00  -"-

Total           Rs.      52,000.00 Disbursed 



PARTICULARS OF RECIPIENTS  OF CONCESSIONS, PERMITS OR AUTHORISATIONS  GRANTED BY IT AS PER  CLAUSE 4 (b)(13) OF THE RIGHT TO INFORMATION ACT 2005
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DETAILS IN RESPECT OF THE INFORMATION, AVAILABLE TO OR HELD BY IT, REDUCED IN AN ELECTRONIC FORM AS PER CLAUSE 4(b) OF THE RIGHT TO INFORMATION ACT 2005.


NOT APPLICABLE


FORMAT-15

PARTICULARS OF FACILITIES AVAILABLE TO CITIZENS FOR OBTAINING INFORMATION, INCLUDING THE WORKING OF A LIBRARY OR READING ROOM, IF MAINTAINED FOR PUBLIC USE AS PER CLAUSE 4(b) (15) OF THE RIGHT TO INFORMATION ACT 2005.


NOT APPLICABLE

FORMAT-16

NAMES, DESIGNATIONS AND OTHER PARTICULARS OF THE PUBLIC INFORMATION OFFICERS AS PER  CLAUSE 4 (b) OF THE RIGHT TO INFORMATION ACT 2005.
	Sl.

No.
	Name of the Public Authority
	Name and designation of the Public Information Officer
	Name and designation of the Assistant Information Officer
	Appellate Authority

	1
	Office of the Principal, 

M.S.B. Arts & Commerce College, Davangere.
	Dr. M.G. Eswarappa
	Sri  K.P. Kotibagar,

F.D.A
	Regional Deputy Director of Collegiate Education, Shimoga.
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SUCH OTHER INFORMATION AS MADE BE PRESCRIBED AS PER CLAUSE 4(b)(17) OF THE RIGHT TO INFORMATION ACT 2005.


College Prospectus





         Copy Enclosed

for the year 2008-09
PRINCIPAL

M.S.B. ARTS & COMMERCE COLLEGE

                       DAVANGERE
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NON-TEACHING STAFF
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FDA





SDA





CLERK CUM TYPIST





ATTENDERS





PEONS





SWEEPER











M.S.B. ARTS & COMMERCE COLLEGE,


Akkamahadevi Road, P.J. Extension,


DAVANGERE – 577 002.


Ph.No. 250403
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Fee concession for the year 2007-08 has not been released 


GOI Scholarship of Rupees 3,63,805.00 has been disbursed to total 78 SC, ST students 


			              Rs. 6,000.00 disbursed to BCM 20 Renewal  students 


Other Backward classes	  Rs. 1,400.00 disbursed to Cat-I students as EBL charges


And Minorities scholarships	  Rs. 3,498.00 disbursed to Cat-I 22 students which has  


                                                  been sanctioned by  Govt. other than tuition fees
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AIDED COLLEGES
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FORMAT-9
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1) PUBLIC RELATION OFFICER 	








