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6.2.2 - The functioning of the institutional bodies is effective and efficient as visible from

policies, administrative setup, appointment and service rules, procedures' etc'

Response

Indore Institute of science and rechnorogy (IIST), Indore, fosters a "Student-Friendly Policy"

aimed at encouraging active student participation and contribution to the institution. This policy

functions within a well-orga nizedstructure, with authority flowing from the goveming body

through the group advisor, principal, IQAC, and down to HODs, faculty, and staff' where each

rnember has a clear role and responsibility. The institution follows comprehensive service rules

that govern all aspects of employee life, including recruitment' pay fixation' performance

appraisals, promotions, and talent development. Recruitment is initiated based on departmental

needs, and rigorous interview procedures are followed. successfur candidates are provided with

appointment letters detailing service rules, existing systems, and departmental strueture'

The promotion policy at IIST rewards experience and expertise' providing periodic

advancement to higher grades/positions,. Faculty promotions follow institute noffns and occur

annually

IIST places great importance on fostering a sense of belonging and recognition among its

employees through a dedicated recognition progfam. This includes appreciation letters' job

enrichment, additional pay increments, and promotions'

The institution's core philosophy is to create a harmonious work environment that promotes

career development for both teaching faculty and administrative It offers excellent
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working conditions, competitive salaries, continuous learning opportunities' guest lectures, and

a flexible work sYstem.

Table of Contents

1. Organogram..

a
J

2. Governing BodY....

5
3. E Governance Tools...'

8
4. Research Promotion PoticY""

J

5. Service Manual

A. Weblink.....

6. MOOC PolicY

.....10

.................10

7. Green CamPus PolicY ""'

11

12

t9

8. Disabled FriendlY PolicY"

9. NISP

10. tPR Policy

............. 1 3

..14

..........18

11. CodeofConduct

SOP on Maintenance of Computer Hardware and Networking""""
t2.

27

28
13. SOP on Feedback SYsrem

For IIST/ IIMR
1,,i I 1

WednesdaY , !5 Jatuary 2'025
of 30

Chief ArlmrnistrslprT* 0fficer



Approved

ffffi=ffi llrndilr* lnstitute uf

Ilffio,#$,* lscnenne & ?schnsln$Y
by ArcrE, New Delhi, Affiliated 

iffl!;ui.ial, 
Recognized bv UGC under section 2(f)

,..,.,....,2914. SOP of Purchase at IIST

1. Organogram

INDonpINSTITUTEoTSCIENCEANDTECHNoLoGY,IND0RE

QRCSNI&Afi ONAL ST.3UCIURE

-,r+e.,trq&AU

$ 'Er

As-l u1
'!-!ffi ! t&-*;

,*
......P',-,,,,,",,,.,.

l.,rDel xk_r'l
lllllllll:il:.::,:rrr.rf

2. Governing BodY

The Institution has a Governing Body. It is a Policy making body of the Institution and

meets frequently and discusses the agenda prepared by the Principal' It reviews the

perfomrance of the institution and decisions taken in the previous meeting and also

approves the policy decisions. The budget of the current academic year is finalized' A1l

new proposals are discussed and decisions is taken'

Governins Bodv FFnctions :
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1. To ratify the decisions of the academic advisory committee.

2. Approval of new courses recoflrmended by the academic advisory committee

3. To appoint Principal, the teaching and non teaching staffon the recommendations

of the selection committees constituted

4. Scrutinizing and approving the budgetary proposals.

5. Suggesting and approving the student development programs.

6. Promoting industry institute partnership cell for student trainingand placement

activities

7. To monitor and evaluate the teaching programs in the institute and suggest

remedial measures

8. To constitute committees, sub committees & standing committees for specific

purpose delegating appropriate powers.

9. Fix the fees and other charges payable by the students of the institute on the

recorrmendations of the Finance Committee.

l0.Approve institution of new programmes of study leading to degrees

I l.Perform such other functions and instifute committees, as may be necessary and
't 

deemed fit for the proper development, and fulfill the objectives
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3. E Governance Tools
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Indore Institute of Science and Technology (IIST) has implemented e-governance across

various operational areas to enhance efficiency and transparency' The implementation covers

Administration, Finance and Accounts, $tudent Admission and Support, and Examination' The

e-governance system is powered by Mastersoft ERP Solutions Pvt' Ltd'' with contact details

available at +9r-93566r747i,Nagpur office. Ar1 four areas have been integrated with this

system in 2[2l,streamlining processes and improving the management and accessibility of

information. This initiative supports the institution's commitment to modernizing its operations

and providing better services to students and staff'

4. Research Promotion PolicY
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ln order to motivate students and faculties for enhanced participation and
perforrnance, IQAC and incubation center team suggested they could avail 50% of
registration fee submitted for any MOOCs Certification like NPTEL, Swayam etc.

students and faculties can benefit of this with fbllowing conditions:-

l. candidates must have cleared the Exarn with more than 50% rnarks.

2. In case of NPTEL and swayarn only Elite with (iold and Elite with
Silver will be considered for financial benefits.

It is suggested to all avail this facility ancl submit the application to SpOC along
with result copy in every semester.

\
\\\ t --\ \i .'*11--!;"i." _

C.C.to:-
l. All StudenB.

(Dr. Keshav Patidar)
Principal, IIST, Indore

Principal
lndorc ln*$hJtt of Sdence

and Technology, lndcre
2, Alt facu.lty and staftl
3. DeanAIOD,
4. Registrar oftice
5, Account Office,
6. DGoffice,
7. omce Record.
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k ol

jrn oU('r'l "i' r"L"_'r' Jl rq'tl J''id{6

d'. .bnrr !E!!r1J &!q.{i.s,, s. i1ftutNl,( d & 'd$rtt }l;lird'

'llk ,$nd. it* c,r*hi[al d! [M sni hub't!{ 
'dtur 

!&h (d' t& n&

ins Lwr^re(tr $d l&nturn*. Idlip oirl* leile& d ssn{ frd[

i"(n|tril)mrflr'

lf b.ubnl!$ 4,{ rm h(tr6rli4.Sup}'il

l\DoRE rl$ fnJT[ Or WErC[: IND rtrCllsol"ocYr INOOR[:

Oppodrs tlll, lddr nlbrmlur lltrd Riu hd..( tltdn!. tltd$h.
{r$ktd{ I.cP\'.ll}.F( q'turd q gi}l- rsn *hi nda'stxr. trdr t:Ur r !0)

+ Sr&nt qh) rs $e. id!&ri!i frrtdiB rth* $r!$1*rtl
ltntu'lt th&nldrin$ rtsJli{d r' r* drqi i{ilt$ ix &t.blilq(x)

rcli$s iidt duF) $nins\rn!.ttni&*x.
t, hrer .itrftsFr$ kr* {il.rd !. &F,e ri{ llB r*ni.}ti!{ {'$ ll

{rdr ,ftr$.6t! 'i !.e rhn ll$ 
'niainum 

]rldi5rfilt ,xr!{nlr$ *l

S Srdnlr {s lli,wd B ril. n B.d i i $$ft} h$d $ sd M Scn

irsqr !*..i6h rrn.d.rt$ h,,q[r.& P.]&rnhL'..il N[r
F{inki't &6 rh.$rtiri'

L. rcrrra *rtstr]tr4 &nlt ld &r{r.i b':,!r inr(uiian iit 'ttnq'!l
r*(up tt *&l.fl{ (d xhrl h i{!r&, hrki $ at s4a$ '*lr

+ rft*r.ff .t i.rknriir.* rr llt *!d$! @nrii.n{!^ *-ilan rni

{i$Fr il' nu\t}d Plid $l d N&r rhll tq 6^&t (6ird h

l.U &rn*r.! t..!lt}
i I. tuS1r I Sletr e illew.i r. u!65tst. t *d'il| {r :tu r*h$n,$l

{$rh,}d ta hsld i, $( ltl d &s in{nnad !!*idrt *idqd

+ l'r ..n.n!rr!-1'1' .a.,rqI:..uh 1...-!IJ.nhl' ^t'L"r'
i i.r.1!! n. r'r.-,, iln n rr nnt bJ'h ru , cal r Jr\

\.,d n s"iJi, q (, il,r, LA!

$ { Ik!1ry r S(ij !, !l}o$d h ittt i {.r5iedr*r Ml nx o.tr 
'.$!

,lrn,l$* sd lrtr d6tns {t dE r$i(r" ilarEl{* ({$it$d iY tu

llSL !rin'.i ir MAll l.r !t {ir *..iit ,t i $i,rs

i 1[. $u[t€'!n !rt] ! it," rl r( o]r. !\r ldi ul !h lhdv rhF

{odl 11i!,ltro,ltc l.hl 0*., trIiJNsrn r6rnm,

i {{k rf l${q- qhh kelhs fry !{ } firsr lolddr :s_tuud'r

Olt(u. pNltdtf,'d1*s:fr'nrdr":&t &n b* .a!N* l.lc l& cd. dl

F*r
.",..P.ritgl?Sat

lndore lnstitut* of Selg,tC.g

we afrEda$r,ns, fffi ffir5/ so2 5

Chtef Administrativa o{riee r

l
:

-ti

ird iil,,! 
'in$tr:rq-

Slli.-

6of
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-. l\rnrklit\srlll lr(ta\(lr.\(l r\l,lt(llNol'(rr"llmu
Hl (pF{'" urI. loJ',t rlrftrrP' lt'.J tu! l'diln'\l'dx)r Pr'6[
_ _ 

,,,m*i 
" 

r<*,s,Fl. ierr.td lt 1tdl.\$ kDlr$.'lk 'M r(x 1di

in'strlil n (3.:tn,.ii h\! , ( rrd6, !r ns n r r' & l*s$J llisrirlB

E, ! n{ Sr!il finn{ {.r .rJn n!'g ! $dnriN \dri r'B r\ffi{ }Wr 6

rfa i r.nl oei:,r{ r.. , r.un!.! tkntn con{$ tl 
'u[' 

*6 br{

{\flarnrd i.rr rt.alrl Lh:jlrdnd fnn{r1. x nr$H1 xi t*E rnd !*n
.n/n,Pil..{ir

i l.uiiqrddro l$*iih rd etlt$!'n r{ lqt *d *r4r*'it6iin rlu hr

Fd:rnri !n.r# ,tu(ltd

e l {.(.t.: ti."
leo 6:n! calkr r1t1{,[ &r4'sl iltuist ll{ itJ t'nd'td n'

,r.a rr&64t rd l.u,nlq lnkr\t$n61kr f,nt?rs{tu| rl{!'Lrtuol

+ hi*fi$ r'altdij iMlr l* &!n'brrd rtr *niid ttu e:dutF tknlq' !h'l

l! !Jft *i\,rJ&r**trnrrtul
a !mrlt{(d!4 slr(lr *!i & Ri}tal rr {M$r

old $niiqon' $4tr0nr ' ilt 6{iit 4l iee.l rtus .]ail\i'{m {ra ir kf,4'

c.-'!ll rd !o{&r *qi A*d

+ Pn.Biiil a;N'i tirl il s)S, to @e(r &di!h iNd6s Gffi$,

Brih :hnnn,,l*lf.n!rt ilkl*iq l.s!h, Rry n$hKi & uc iMr*

r.h'n e,l.dr":_r

r li.dun.*1s&tr.$ri(tunsd'ndn.rlrlni$iil il{rlrl$lSiln($i

{x .qisi.nir r vU u.&rn! r.ininu & re,qr6 3tE@v!hb rd tri

!r idui{ {!&i! i&n! [r&r$!h.

o fil,s.8 r*ii!Mi! *i@ 6. t(ffie, tk k$& trM tbll b(l*

:{u .l ru idnndi i :l'd' ldq dN, orert3

!l*,nlrr (r(ar:idi : r,il6 r!-

{ r\tx,Rtst\\rrl'l.lt:()rs(:lnN(r'A\DIt(lt\(ll.{rcl,l\D(n{}
ll ., orpoirv Ilu, ladtr,r llrhr',P{r tt,id laJtr todilr. Il.dIF Pr!dtilt

lllthcr, re [.I,1, t[d4.\n].ir.ir b] .\rTr.3s rbLl R(.8t6, ik L(& , (O)

rMri.,r(d b| lrirAdr llcrd }rd i. r(*nldnnu silh rr. ls&lnrh lnnolinal
aoi.rii,trLlr'Ih. inriq,( $i,t.r{nlituir!&n!!n d!a(trr,ri.r. ilnrlwa

t li,$.t.l'i*\{n*i*rililrtirr'i&tr h}cilh(ahrh!nrsn{1Ssr'. rN*i

3 Lnlkidnll.brlr.tk{*il6n*dq{nIi!r!,}rr{n.d}..rU...$*re
rnlbls' rD rrr'ik {cr&rr i"n i{.&rc $nnth.

I hlrirlkt!F{nh*!ar 1uilt d'tis.rB)e

{ litr'rFe xuer pinlipr!6n i! !rr.il*r. rtsrq- ,n{n,Prn{: h ht*ir1!

nr& *r@ninj *d rSr.E({ihFni.ni ts$lxt[M-

+ nri{n ,silr rla, er*ng .{(+,!tr!a!i![, iddrrid L]fei,,F k [r.i nrr

lnn*r,Mrlril iid!+r*mdkf liiiLUr nill$r' I.itrr

t Knu{kng.,\fMB t^l*t". J.pdn:.,il' nu kl**, & lnqi$..8i rh*

.\iina4 rtr{'urre{Sdr,.x({dt dk ltulrBr ialistrt (f,uur4d. }ldi*..

$e ir!!llix.$r il i&t16,{rt tl.Gry Rid* id fnudbl {rddl,lsrulr &

i*drJ.r !.i*D rra btr )y 1* INtt!.lra(*il,*l.erd

+ rYh., rnrrirr( l!'Jnb. tunr d. v*n $t*&nll!, !( rlvn lln i{ Ar$vft! }
r @ oi.*rl{ilri!' e.rds'i{ idniq. IPR s k' k hnnit *,ndd xy ,'rsnrni

I ll d^) !r. oi inr $tr'r rnit, b !i1 r rulq, [0'il $ {hr r.rtrDnkt] drlrr.F1l 
"r

.h\a +er n (nr t nclod ro i,r.nrd sin ie, in}hlj wld t! d. Jt sle

F.. r!. r,.qn!k tiidt*. i,il lX llr p,e iqltllN relrrr rl i h na$ ir n',

$*nox\ rbier !i:1.*.o k ri {dle.lEhlrhn\s Srtvt

F.*nrU ruilrld tr {dn:ry. *ii' n,n rd!tutr I t!. qll kt h dl.n ho$ {tr

? lh. trinft ,$dil cna$4t iim{iry 6d deldd@i nl Loiry ild $e1

inlel*i ,n inqorni&i n*l F1i$,er!ry &rdqnxd &'ni8 n' $r

!1 lin .nl! ;ol i.Pnrrrli d dr ,r1ndd hu ,, *ii r 
'drrdrst 

ril dn),'

d{,M'rsril l'fin$i 4}uk k stq&tn $roq}h.{drd l*!nl qn$l*!!!

rlihz,J,.csrh B !rl$ lc *rir rnrnri$ diidirt *iintd'ul r$'i\

n r..,8'iJl! q,rdprfnril {}i{n 6r&i$Jt$ sno {!H [dr#r.!6!l*$

{cild t{ .r6sn rOr 5.!1ttic i'i{ M! biwnr d !rU! nbd ne r{

lirlr,ror\ irttii( ,Nlq (ni h *$! sit! b, [! (Rm.l P[.!&6 o' if lroiue id

r.l Dl!{r{ &!{{,$il tild Rttols$i

!. n*t hl.nLrl l,!N!i ni! rtj{i Ir hi tnsryc*l{nr ol at tsllt*$tr'J l'

h,o,![t ;;f! rr lu ln,]rbri* (lnt( ,utktn]- trll] o*nltuntr ' 1l'

(16{!ir&ide! [du'-
+ li dr J'lntc jtrt1nr i( /{inYd lrNh is\' ndd,i, iRt n &rf ! t(tft n t'

ir tu,rirrl .r rI irfirt ilr{xtl {N lt*nd. Idtc[irt ftu$il id

n I* &iE:tu ir{6 {r. F{$ b i:l !, i *$r*' roMrl:!{ {il *Urdt it

rf,ti^r iililnli liqlrr r+ ronn1. (s Fdilr'tr {1 l*: r$'idton idf

C!*lui{ A& lsa s$dd tu l lh lkch. :c:l Ie kisil !rrJ' ri

dd Adi, n r llqit lili rl li'd{'g N [,&]

ir l\lloRt l\! I[L I t: llt \l ]]:\( t: if D I[(]l\()t'OCl Ifluf
l! -- ri'Dodhllrl.lnd.ftltrt'rPu'RordRnultrdor'x'db-\rPrt&f,

tlfildnttcrt frold, ArF.*nl+Al(tEJd06l&$!ienud(ICC:ti)

:i jinrlrc( nfi,t{ 0k. {ql bcl i, I!tr!

i\,,ilrhlr D.tmn:l!

{. ltutdilor o}'Pol.l( l'

t\Dolttl}sfl'nITE 0rsclIN(:t AND IE(II_\O1_0CY, INmIE
Op[6i(! lliI, hdorc Pltb!rutur Rul nan l.doit \l{dtyr Prldsh-

d,s,rL{ieXCh', lbrsr,-S&!rd hrrr("1(, Sr$ &riihwud r.d}.ltCC r tD)

* hrr8rrhn nf.rri* sl rid murd il*.iurtnr dknu b d{{ tu {he

eilWeLed{ *dk dM h sd\. ! t)turq $i'r*llrh(illr $d !ryfn{.ir
*l[ {rh.rl.rLur,"xd!.

{ h *! bigiiiin, .r 68-, i.d,Dn- i'*[d. t6rs& ddi cfrlNr ni in&d$n

r,{!m,hod ril nnt/bn ( !l [l $ tur trsih rM*td *d$r !,{ j,!d{

rcnis *rul rhr: {serBNinl ryid ri lh !}rnnu ed dlihbk $sPn

t lulHq ilegr! inmla ls lrd$d rU $d6h! r*mh rd.$rr sa

aFJ. $ rc.hnnl,+'. rh:,ar. nturnH rr.u,((. rkiLFtr.r \1.1 \rili,
rr'1 il$1-u$ rhl rlu k nt.., ir rtu.rt,rr. lhauiI,,rN.d,

i S.nrniaftw ot d,kl.nu $$,J & &ng rn, $dr u,turdhg er d,eki

4 (lBiriid 
'ilro ${r*:nlirsrrd6B,$rdi, lhuld * ivribbl. (n, U( 1r{ru'ri

I ll n& $ .,*d drt {* ( .lqsil .r. h*w !i drasr$$r Itu soq$$r
n r L.'Js. qtr, rlud (,rars in iinurqr( r!..s{iil, inril r rr.&.r. sim
$iy .i.li lb rr!&r sRl e$'l tn d* ftr,T I ie iaBniff $ unigAkd rti:
rdBrrrirlrsli, a!.u* n* rnkrrf 0,. tri;rr .r.Jrlh $deb {tuirr }
$,tu( i!.aSle dJ $i:li:r 0 isin nll-

4 fdrsBuJl riw*er lnrrr r. {:8i!,i{: t).funf (r! frsildo nd(r 3i
(utri tni$rJ sI n!&silror rft hsN !*isl r., irl lhllqs Lcrlor
iill{o$tu$ de(lq.{ b, ttc lnitnrlc tu irixr\:.inic dprr rdLrl {u:l*s
Niull h $,Elxrlly rrri.*adxd nldr1d

i,6 lf "'+r(r.,d!l I'np!.1 r\sUn.tr'
O lnTiiltb*!i)!nl dj *rsrBtrr.iirl innilil!! nrixri F$,il!!b.dor *.rl$rir4.

loh@r(rhP dqeli$ A.rt b. FlyturtrEdqdul,!,
+ 1\'{ll Jcliiln 6![Dri.r rff*ri I il) F,lhrsft ,rdiiirdB tBll t

JrLl.Nr tr! 
' 
rtk'r.${.*r

Chlef A rlminiclrari"' ^t'; ^ar

tJ lllr$!..ith lllstur r$t iitlnoq*r Oorilota,

-.#b. n\r

, i-jW-.ryttWrse
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10. IPR Policy

,.

IIffiw

^& 
d ll.r.d ll!fuk @codtr Dsffy tqq Fj.dr d

sct hthlB d tu ftt& of tun rP Rhh dib *Itr befi d d. bh
lM, l&E t 6 .t4 b @ ffi(. of Mdle !!id *ffi bb tu rffiv b
d* h rr* l,.116 ft Maddd d bdi6 !& of hldc, h isE
1d bE rb hbdSh b Fs& Mk ty tu q llffi tu&t tu ft sl

) 1o @E.trWdy tul,,@ dehfilil.d c-oM.hlhb.

brctunld.l
. tudhtudktuMoflB
. &hlbdhstAlmytun$6&Mffi rydtyelil&,
. a@rmdasftu*B@
. tuIr@le5aM
. thlotu&hkbbffibrurydM,
. bddirofblrcfrflbMbyercMtu6lbbrh
. fttudlp&.dqd..#dffil&E

M d ll.!.d[ ldnltbr s .octu vid n.{qtully m{{k NH d
E,*h btdic rd tu Fbtu oal&t lP tM! *i.n rilr befr dl uk hkr.
llsl !l& ion. rfr,4 rbtsbnr ilnd. i!.ffItn& rn6 h& tu.hiltyro B$luh
& t* M€rM cilg1md.d h@ri!. d& of ,nnlu.. trsI,rl& brd bB &

pb ri*xt ro rdar tu WsnIbn! by dE k{hl.t d Fury isrctud 6.ftt tuerowl

,., IBa trdr pevl&,!r !.hir.. ldh!

&ldE -&JrUb6nryM 6rrtuErdtufuilb *dtddr b'wtd
rydkry6 M dc !ylbl!@q.l& t6* i&b'
ftskoh hioht @, -tu d*d&ll bds hrbjoil meror* ldi@d
&FsD!!|@& tuib&vqatuBh
Ey&B of EsUffiil "ft ry.s h @bn tth tu rylrilh of Bs
&llbhtrly&M.tq
tufig orpfr4rylNfl *Ei{ tunbpdfflh rNqallbs6
tu htu.rdeF;ffi sFdb tubMd&q.
B4be*M of tsHr. .ft Fmr t!rybb tr ft lffi ot dlffiry Ml
* tuG ,* b tb ldd. ln M tfr tbrybhh. oltu Fd tu
rm @'H&Flfr Byb oM &rqffi ff b M dlrtY tb

S H, hk l.obllad k
. l@d.El,&@bhffisbffiEctet{
. &dnf llMbB@s c@nffi rh{rweffi awth
r P,lqry,skdlit& n@r{yb&u tsd6&Ill&d hts@Y

. l,1furo.@G@lld6rdMbt-.ILdoftlgcL

ldEtbrul Pbf, FahB sll in.h& hM{ Id.m.la 6Dd8h! lr& sdt .d
dbor r$b d$ s co,Dlk etw4 s Finld tutdbl .ny ,w .d Bfd Fs&

'wii.., sry$rbn of outci Uo fon diE of .Edtu(e, ronw., .!rr,8[ld @
*etr $!tg ( rce or hp@d &*cr .tui{ 6bh&d .oryd. tug, &Elk.lly
wh.dd bbbsiol dsei.m. &6 sa Diwuq nud @64& d uiqs rd
tuwrive 8s lfeiiina bvo.bnr. Fqftlry*rof th*tuh.,tg hend{dh@
dy m tuy d * prbm.6lL orq{rFrE blq

iltur.ElpdltM?ry.4
. f ill too*dd broc te fM s. s* of l,fulM t 6a.adby

lffieofMetd&ffw
. Ii. cl.E rh oflh ry ehM+ tu tu PebFdtu u of

ffiffi
. $cM@tulrf dffi rrySffi tulr'ldoSUbFddM.Rilt

ryiSNrpd.ld tueud FtsdL

&Lmn 'ffiDy &ld& tu crM.seEk or *f d pi@

. h&tSdrwr

. n@lqfi*h8dryUinh.tutM,

t6LM$il

. tubftMh.tumqi@.

. Mal.m,hqhr tuFildr&d tryryrlrd. FdG

All hn&MI,lfu( ,wb M iftd dier q ilhr .h ry Fdy hdd h tu
offiildpblcbnoflNr{tfl6'Ir,&[ebftlldbddiFk ofrkulwcrd
.xrd of tu tuh drd o h dnuE. lf & hsds(r) d E& frdy ttdB bva r*(
h.fi.e6@y.htuy eryd 6dbkHd& b &odFryd lb*
se.sbMole.iShk.f to.Fd b tu liere -@ryry h d.Mr
,Ul b aDjd b h Wv.l prtu Pt ct[

f.ilqc b @h ffi kd h & ooml*bl c4blrh ol lb lfilulot P d ror b
d .F.d tom tu lEr!tt4, il! .ub.id sh F${l !.bL b &ltbry d tu orb

\\

0hief A dministrative 0fficer

=__._%,i|a tnstftuteof&rence

*.o"illftpese:nao?F

$l.l&rJflwruIbueh.

. Hltuldrril.fr&.
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lNd by lKfS, W Hhi & AfilM b Rtrv' llryl

CODE O'T CONDUCT

i!K

rc sr Mcs(

dqtutd*l(b.&)

u'rfu k?j (tr$' ilt. trMR)

.!dbl.ry6y'kd.rMi4

Indore lnititute of Scl€nce sd Tehnolos/
Arsd bv Atcs. Nfl hlhi * AtrlM E RGry' ah'?3l

capl-aEcpJUsCt

?{. M.
0,
10

72

25

i!*;

IND&X

Indore Inidtute of Sclencc sd TEhnology

A*sd by ALTC, k fulhi { {r[4.db rG'V, m$l

cotlE oF coNpucT

lSfil6&drdrdd
&wlo@ttuFlnbio'Ntuie
6d t@h 6eqi Md scll

wUH NY 'dh d r#tq

^r 
llsT- c .tum osbHiry of d

,!&! brLilaiq&Hbd dq
d &d Ve & @Uq Hbht d
cr6hme@bMrilfuhrd'
!tus sti eivh* i. .d 6e h.l,
i@d{ lfu, tu M& of F&
brdd llfuh Flll el, Fih *

MtrrEe frod ?.loclprl

il*t

hle/&wlil&od&&r_dri&-i
frrS&it

uiNhl&ffiSnts,rsr
&b.hw5r.MlD{@
tuil&e&ffiw*.,dry
r&&;v.tillb&e!&a
!!fusddl*lk ht&i

c h ief Ad minlstrative 0ffieer

L

m doid.d b..dbl Gilrt {ot rMd' &kq f'lrf }dt' 
'Dd

tii|lri irii!}ir
1s!i!* 1ll

lidse li$td? ot

l{i#atd TEd|elcqt
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IIMR
F

0ffieer

i!$"
lndore lnrdtute ofSclence snd T€chnolo$l
Appscd lry Alclg Nd elhl &Anilidci b RCfv, Blu?.I

CODEOACONDUCT

@Dtof cpmuqrcnroDm
I I lM WMt b& lt& C'*ltdNdhlaM ffi ld&
d.d6slh{*ldtu.L&ryduftBlmN4&.@d@tut tu
@.emryNN ot.d@t&c& b ill*d d &.to4.ru6rddstu
reg tu h qdbd$ o*kl@ dd d @ hdr! d E FU. ryndn 6d
|i@.el iMturl&&l d 4cdwrydurhrs M e ryd$
hwS.M*hSL@&u*dolMdtuotudr&ibdf&hdek

t. prg[lxI
tul6dWl.!hddm
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. bt&ffi6h&-ffi&.FblM.dH.fb
Dw.'MhSldtule

. MdtdMrtubB 6!!i&6!&tuadd@

. lxq! ts ffi'.rwry d. b r*ltm6u of dMkB dh d
.ffiFdddwetub*d

. g& *rlt dr s tu w Ui tu dlsh! w& 6.db h tuMb{
|ddotub & h 6bs.ry h fmll&d tu [rE

. se hbF*tuL1&hFrbms9, &Y{eMMia
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. s!fu@dE ynffid bHsdFr futuklashlb@d
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d WMltu&l*ilredd&wdftntry.
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s1fuesFdbEtusd d dudradt . ltrydld
&ry ffintu &M&t tu b bh& n b d d n
ilot . h sr rqd tu &k hdu qe Utb& d ry&ddB o

I N4MCINC
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MfudfufffudIhN
. sd*(ffidDkftgdsubdrM.

l:WOa@XDU6rclNflm
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. l@h'd &*s&i$lrlflb{& btu@&+ srq
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) & tu d rytriq d@ DStul e ffih 6 *to or.

&@l
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tu Ftflbthls du oM b, el x addry. d o ry h, b
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t I&-&t.tld
. e dShF d ffi f,lM & ffi d il h h F*. d&

lrMwffi* .MS s lrd !r & @e&d hb

. l.ryW *tuL d[. &y6 lEdvNd (bbd*be{.5Fe d
kl.d b . (@d tuul Aotury b & {@ lM . diM r
ffilM&*d i'ldbl, bi. & lry.d Ml u e drFdil

rffilb d s 6rbs tll {. $t h E d & M *

. & tM uhd.tb s !ryi@ (tutr$ eddido@ h d
edbrD;&i@hl bdrkbhqh&h.IlWhtul F
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tt-ll**
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rlk&**ilSM
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rM4-rkerdrFtG {rrt re dI&U$MBB

^r 
tu hB kl Bt dt lr rh@ d!&ddl4 tu tu

@d@ n dFd btuhLn- 0 ryS*rdert dirdb k/
hi, d& ilb { FdL.tu h qh. I hbd h.d&!

toHd[ toda.! 6. i'6B d 3tsw& dtbp M d ds& tu,
orFidi@ 6 dd4 ftr 6dt F l|d r4h eryi& t, rtdB
ffit d d &tt -r!tN h drb 6 & qi& Ud .d
Fllikft&dFi&tr&tuwdFtib.

tu*ffiffics *dehboffiorab@ k"tu
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'-@ 

ffi 6 diH b dE
ekmdditurhr&rtu d Seidd.cift,

. fl ql@ r pimip& G # h qlqs dSWS d dry G
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l!-*_
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dl4 rAd&q, dM, alfun riM Fbtu FtlM d
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. S BqklF@ bs *y Flvs &Id d's d tu s.er/ frn /

*(Btu dqlt'.d *qubd{S dk/e* e4
&@

. &.trvbF il drulr ry'tu-6/ @ il 6IE h b rU
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br@&rl@r$ dtuib tr Undsddd d,

. ed@M@dq&3ilst&-vk-Sldudh
uNl4eryddrted0Mdrl#h.(4&
niddubd tedF|*&.Btu6qdrhF&k
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doiilq dsi,litu, dl dd6 d Hrh, rd .didd E tu
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r H,tuddturybMe$d&@rdh&
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t@blEtu@d..rd&l$d &&b6!
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ffi@ftwn.#fledetoF
. Mdffi6UbLrl&Md/a*n&k!

dir4@bsl,hl&&&@r@a
dHuffi@Mtu

. DrM($ryo.rxMdlffiryffi hrydFmfrkd
aMr-NL&ts {@hW & d@ @ Mu

. sd4n tuFde ore @MdB a9e* ryfu 6&fu

r ffiB.tudL*&dyetulvild@@
| tulnlg{ l&r h d.drhdM Lr 6dmltql&.

'r6Ed!ads*). Wtuffihr#Mr,
. lfu q k6 r rdh8 S! o &t tda d*d6d

ktdddbrF&.ddqtoregetoediffi
. l#btfuffith@.
. t&bdEffielusttu
t krfu & W& ffi, .r@hr5 iNy6[ L mdrs

eteBhe@dScl
| @$brrt|Mhs!l&si*,M&Mb@,

D@.d.M *drdffi.d4Bd hrdtuon IPf,d$r

lli;t"
Indorc IDrtltute ofS.lane rnd T€chrolog/

^Fd 
by Alfrt, Nw &fti I lrdM 6 ltrV, &ry1

COT'E OF CONDUtr

. fitrdDi*a.rMk*.ie

. sryi6sMry@FrEd.i)

. lMb&l,oacdn*

. Sqlqrffi6rdMd@herFddrt*S

. wn*!(tuMrkk&dy&ldb.@

d)Nekr*tDl*[rryk&.
tur dl&iliqe&at 4dd b @ t ffid*A e 4@L
Frh@ lM..tu.eb$bd6hWla*n
h&@dtryhds4tr6dq!6M

ad+!t.rG &Wdt tud&*ae.tffidtrC{tu e
b * CaM d$e d tut& d 6df r *Fhr.
Fdi&{.u* *(+t* drbe}ea$&yd Fd n

e anr$p rkd e ry& |jn r ry& Alke r * d ildr

isrbdxilM.l@,

rqu,&.arE luil&. & @ {& *ry 6!'ld} $r
p: {iS& phlrd n&.

' hgzs

Chief Administrative Officer

td frriqof Vikdtu. Mitul|d dl doldr& d&

Mw@eeury.
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tndbre lnstltute of Sclence

i!K lndorc Insdtute of ScieDe trd Tmhnolollr
Apld by Am. Ms MI r Aml@ b RO8V, Bhryl

coDa of coNDUcr

4ltur**at lFtu
tutMfsrybd.r &t*oar@sbtubd
lild&b Mi@ Mor&@*nBtu&rn
*&iffid.d M*ry,ei 3 trd'rdchsdqNEd6
b &@q !bi ltu ddl ft @F@ erS e
b!r@E.!d@'

tup&ilr pld dw@ to 6M t, & W b 3

d[1&d ellld dMtdu.s. M.,d&ddry&

MreFdrh Fid tumebw..b Mt,e & f,nnm
d&(4& tddMlllfwqtuSFdNb&3du
rlq hlhCtu rGn*yM tmM be&tuhtuot

hc vkn ddry #d b dirrondbi 9[& q
db.6d5dt&,rrbrk-si l@ r d&
s&Mdt tuq fr* ffi ofi*Mnll@r d

DJdrySry{tuTBrWryu

ea#kdtubJMrrk@
. lffijl&rhhU@d&rI&Ldd&Udr
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Indore Irstltute ofScletrcc rnd Tshrolog/
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. (ffikt&imd&

. *@inq ej@t, rdw, ew tu ril *k &tr fr & d
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. bhgdddd.l,rl&ooidt&ffibE {St

d& rb tu M, uttur Ehi

. lo|,@dhkt.NwFqso*dYtfuMB.@dl

. Ayfr &uidb'hPriddtubEb6,
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. Mkd.r[&ubdiliiE.

. llDd6MFeBa(6&EI

. lfu$6@,d.1n.nq,

. Mdlffiffirh*brlddhrH.

. hkb&! H h*ndoMttupbx ..&irr.

. ldiFrbhdpffildffi@Mryo

. sul Mrsffikof {kft *turtd.fulhh{ltubs4l

. tu@htudtuitunffiaffi(Gd&ffi

. A*trhffidMrLMdiitu.
wb dphiq b c'dbf smit d sqddq ryGb d e
.Mr4,lS.tudt.Moftqdld.ei

. (,&oaffitutuMht4ge

. Uradiird{dl]&.

. ffi&rdwe}il{@ti

. lryeddbdrdbreM.tr@l ilhdrdtubbh

i!$;L
IDdore lrstltute ofScletrcc rnd TehBolo$r
AmM lry ACrq xw kilJ &. Afilidcd h rcdr', BLopr,

caD&grcaNuEr

COOf, OP CONDUff rcR nO.--lAACm N( WP@EE8

Jd i.sdbllq 016. i6 .fdna Arrlw

JA ll.st$lrkd&-d Omd.

. ldrbtffiqfu. *il idfkrdryrcdtd fr krl.wil,

. Oryilir uR Notulfid &rMir$bryreru

. qPiz Fir&Ndrl..@lBttM0@bdidll!&qdfu l&l.Pl.

. lb@hffiqItFtuotfld.l&(Nrcd
.) do6i@'ffiler/!sn*d.1dffi

r tudttur@tu tultffi3brryL!*dMteF.
. @Itud{oMrynfus.mrl!.eefi*l@re

oa&B*edl.Mb

hiUEWwi&ryiitdvlk
. ToFrryefi bM&ShcbBfr AMllMnr

frddE dsuiffi dlnhhFr * !#rednff0d,
. AlyeleetdutuPdldFltudmbtG

,d rry-tbu& o,st&. &ildMrr

. T.dM.brindrMroru@dsfi
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i!ffi.
Itrdorc lldalt8 of Srletr@ ud TehEolog/
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Mlw&ra d*e. d &M* tl@I.ri ffi h h
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Sb. Ftu ldeii hed hffi6rhh or&tudrdnDi
t'd[y d& *dileiil d6 (&rtr, Ei& dd -$d6 a
dd*I t.a(&!erM1! Mde ilnui@diid6ol
.!&d: F (..*! & rtu & lei wdtu e e@+ n4+8il

@!iq r.turo Fer drh d .tuii & ldd t d !Ld{$}

&k l&rh d F.ftA (@l& d &.ft.6 & d sL@
Bldlq rd .& d eildw1M l.&dtul dt.all'llffil &

@r!iMs&(E@lis dcGh d*&th d @Lffid
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*r&dsd6tu
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li Bi4 ulki. (dW ld ll& idpwr d rrfu W Edq & rbjd or
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oril ho.di! rq&rtu
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' @ adul (l)er urrile lhtdu&siy) d d & Mrk r
M itJ,1&4 or& kis !. rd. d &b & &d* d b &

rh&etuMr@de *t&lffi($jd*s
hN n, d @a&6& l, to4rd i& l, @ir l.e

' (:@r Btuh Eqfu odv. mrd & & M s *ll a
uD ir & l+ffi 5 & s olk & Flqdl@ div a rk
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12. SOP on Maintenance of Computer Hardware and Networking

lndore lnstitute of Science & Technology, lndore

d) coi&l&sl*rtuu*6:
. ror ldliarh ofco@s, th Eu loe h flt. u cnt) in ft. log Elins.

i lb &r b nd ,tlo$Ld to flw in ki crtnxl diB srh tsior ryid'i.
. Th ndFln! *r $U h hld rspsiu€ fe a.y b{e q mdtuli[ of lb

. turc sill EDcun ld lo$of tuHvdoo&hF

. lkwrrbuu nor&lctr/Dhdlsr&orenlle.

. hly eelsry &Nlent !r allowd b Pdd on nmhl dq. b&.

rlndsre ilnstitute sf
Smlemee & Technology

e) tudlbbMinddr

il
1

lndwa lnstitub s{
kisnes & ?Ectmology

llMr

\,
,",*r****

\,.r.
,";'-"-

PriGipal
ffi[!|MolgN
.dtdmbgy, M@

\

TI
-pl*dffirtpat U,Y... tnstitute of Sctenc
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lndore lnstitute of Science & Technology, lndore

SO?. }tl.h.uE of CoEFbB (hdvN & $tu rr) rrd:{6odtr!

P..po*r Th pW$ of thit Sbldrd OFdi4 koedw (SOP) l, lo tmr Pidh hd

Wdu.. io b $rrd lbr il!il.M ol'co6Nrffi (lldws & $bil$e) d n6s#n8

l) $q:ftt @dE i! +dloik6rtrl*.srGof onpt6h.{ ft Dstl@

$dhmdc@!&&oE,
t) Rslordbililla qM.diltull@.
c) PdiciB {d tucdrE!:

. \l,lfts k br Nblmffi rye ffi trdts&turcrydwhE
h ahadlS Sbtr / lnitultud hc b 6I tu ryt rcq*t b dE S)"ffi

dninitM.
. Aisdvldqw rym rdnlo.d$ @ls&ff fld LbldvLlli. pls

dd.i.rk otc [.o$l@ if!&ttlg6lr mll l* tr * htrdhdy edw k rd ffiy
e ddlil h dE ryie sd ifritit!tr It lltl" ffi!&! dca ordtht stlt tx

&drdldo rye lddltr oft{a
. h SIM *trills@r olfi& dry sintritt ![ rd@ rd ilFy dry dE dddls

*Iilr&m.!ddF&hfif&f tt !m.
. AF|$lr&$rlEo.idhewi[rydm.drilrxl*blvc{FFobl*rndfi0cdlhc

. ft @dr ibm B es8dt t ckE, oE dE !?dl6 itsl$l dh sysh jein

rian dndcdedgillt fffi
. Arlsq&llllddryln4;*&dmshircdlbesodbBrdfwlb
. Itr ds.ow of rcpb, lfli. nsd fd Fffi * olw pt !(L6 tt! FqE tu

ryh&ldrt@L|M d &@ irM&d bEiilildsthdFwof

. lf turqulGdediih3$e n lmldetdwGfr &(&n.w
pmlsr.!d lf &c rqdM k m6 ltE 4Lidon L ftMdd b }!tlB
Mnir$BpgS@.

$\)-
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13. SOP on Feedback SYsrem

Fo i.'
of Sclence

: n,"l Technology, 
f ndcre

Wednesday, 15 January 2025

agffi_ Indore Institute of and Technology
Appowd by AlcIE,

Ac.d€mh Yoan 202+25 Dat6i 16/07/24

Feedback Svstem-soP

Tha following points and guidetines have bes flmmarized for @nduclion

of leedback ln oming smters. lt ls expoc-tGd lhat all HODS please

mintain pDper rffirds of fsdbek analysis and adlon lsken'

C& sonned with oKEN a*.nnd

s.
N9,

Foodback Catogory Toh
tak n

Timoline An.ly.ir Acllon
Taken

Faqry N* sf. To h Eh6n ?

MsTr (nly by
ebie

by HOD9
ffioG*

?
xak sar Om'n,

hy nak *'!
by HOtu

Ed
Nak EPt

sd ol tMl by nak !li3
la,Gn

by HOD!

st6v

T6hlr!t

ERP
tuinhgs (uplo 7
days), allM
€M ol [ainhg.
f{hg

dldng UG
tlhing,

F6dba* Xnk

Frerahd by
HO& ol fre

deDl

ld€

frd ERP

hl€n.

TechnologY
b RCPV, BhOP8I

\Iz-
(Or. R@tu Gupta)

Feedback l/C

FoilardEd BY:

(erinclnat)

q
l6

$ sorrud *ith oxEI sonna
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14. SOP of Purchase at IIST

\

i ;'i ,-j,-;11., of Scienee

,trndnrm ilrrgtitute of
$mieniss'& ?erhmologXp

sT/ MR

Flow Chart for SOP of Purchase

Trko cornments rtlechf,iBl
tetoulce get.,on tt caie lJ.,er

not techn,callY equiP/r, aLa,t
required item.

HiSt Power Psrrhalo
Commlttlc:

' Dr, Kaihav Patidar

' Mr.RaJ€sh Bhandad

'MLPuneetSingh
Duggal

'DnNeeraJSonl

' Mr-Anklt Jaln

For purchatca iPcciliclllY fa'

llP and llMR iespe.liYe
principal! will be . t!€cial

tor$ird to Ac€ounlJ

lor bor'lin6

Gffi
g65y31tor .
Ebffiz"ffi-W

of Srlt'ncc

hd0i'g

GA approval for bill
l:cr.rrard

Airnirr

ln 6se of Adwnce 3s Per

terms ol PO, PaY to vendot

aft3r GA approval. Audltor

ch.ck 2 for advan€e

paYment not tequlred.

and QuantitY

User/ Technical Person (lf
applicablel aPProve

lf Yes, Prepare GRN and issue goods to

User and intimate to Purchase Officer

Tak GAApproval lssue POto

selected vendor

Ch ief A dministrative Oflice r

nnrf fechnoiogl lrrr$ore
Wednesday, I 5 J anuary 2025

ProcessinB

/ Servlces

and make Gate Entry

Cf ic..r in

GA APProval

bi GA
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lnitirdor ot P*Ymett Ad*co bY Appto'ilt'h OlBcer

QnlhrJo{lin0 favmeativ}tsmjdsshfiI*m

Note 1: lf goodr return by after prepantlon ol G-oodr Received Note [6RHi'

then store3 to prcpate Maierial Return Note IMRNI ln 4 copies' One copy to be

kept wltlr Storar. Second *0, ,o be ssnt to Vendor alongwith Goodl Third

coPy to rent to Purchrsc ofni., fourth copy to be rent to Accountr Otpt'

,"r#t &pt, to lmmtdlrtaly cntsr debit note in bookr ol r{countt tllccting

vcndorhd3rr, 
, ,,,,t,, r,

n't'ls llr'lilvtJ ')l 
!r' Ir"

$n{l Li{hl1i]!]{i' l6d*ld

lndore lnstitute of Science

0

Chlef Administrative 0fficer

anC Technn!1'gY' Inrl*re

Wednesday, 15 January 2025


