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All the Head of the Department here by informed that Departmental Internal
Audit for the respective department is scheduled in the 2" week of June.At
12.10 pm onward.

The objective of the audit to check Departmental Documentation,for this the
Team of Internal Quality Assurance Cell members will verify the provided
information and post remarks will be given.

Schedule for the audit will be:

! --------- \
;
!_MS:NNMO. Date Timings Department
1 12:10-12:35 Botany
1:00-1:45 Chemistry
o 08-06-2022 1:50-2:35 Zoology
B 12:10-12:55 Arts & Humanities
1:00-1:45 Biochemistry
2 09-06-2022 1:50-2:35 Computer Sciences
R h 10:00-10:45 Commerce
10.50-11.35 Management
12:30-1:10 Maths
| 1:15-2:00 Physics
$3 10-06-2022 2:05-2:50 BSCUG)

dev

Dr fﬁya Gupta Dy Surbhi Chaundhry
(Coordinator, IQAC) (Dean,Academics)



DPG DEGREE COLLEGE
(Affiliated to MDU,Rohtak)
Sector-34, Near Marble Market, Gurugram 122001

Reﬂ’iqac/.@}?(ff)bc } 03 ﬁ Date 10/06/2022

Minutesof themeetingoflQAC2021-22

ThelQACmeetingforAcademicaudit2021-
22washeldinofflinemodefrom08/06/2022t010/6/2022a112:10

p.nundertheSupervisionofDrSurbhi Chaudhry,DeanAcademics, DPGCollege,Gurugram.

DAY1
DepartmentofBotany

TheDepartmentalauditDay 1 wasstartedwithBotanyDepartmentat 12, 10pmonQ8

June2(322 ThememberspresentwereDrDevkanyaGupta{Coordinator, IQAC), DrSurbhi (Dean,
Academics), DrPriya Shukla (Auditor), DrPoojaSoni {AssociateAuditor)
DrAmitaSingh(HeadofBotany Department),MsNidhi
(AssistantProfessor,BotanyDepartment)andMsGeetanjali {AssistantProfessor,

CommerceDepartment)

File No. 01: Student Database file: Following points needs be corrected in the file.
Studentaddress should be there in the database.Index or front pages includes the growth of
departmentyearwiseintheformoftableandgraph. Thedepartmentcanalsoincludenumberofadmissionsp

eryear as agrowth parameter.

File No. 02 Internal assessment of student:There is no correction required in this file except
theformatting. AlsothedatashouldbepresentableandaccordingtoMDUformatasthesplitupdataofl
internal should be provided along with the supporting documents such as sessional sheet,

ERPrecord forattendance, sessional papers andassignment copy.

File No. 03 & 04: Staff Meeting Note and circular/ Notice file: No correction required except

thecircular shouid be on college letter head. Also write the designation of the staff members of

thedepartmentand date should be as per MDuacademiccalander. |

File No. 05:Scholarship or Alumni File: Scholarship file can be prepared in 2 format
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eitherprepared the list of departmental student along with summary or highlight the student of
yourdepartment in the college scholarship database issued by the principal. Make a summary of
eachstudent along with sanction letter as a supporting document. Printing issues were also there in
thefile. All thedocuments should beapproved byprincipal and HOD.

File No 06 & 7 Equipment purchase and Fquipment Log file: Challan copy, Requirement for
theequipment, purchase slip and bills need to be attached along with file and log register. Make a list
ofequipmentpurchaseyearwiseof eachyear.

File No 08 Parents Teacher Meeting: Invitation letter for the parents and list of students needs
tobe attached. Summar){ needs to be prepared which contain the query raised by the parents along
withthe action taken report. We can also add the sessional marks signed by the parents as the
supportingdocumentsforPTM meeting,

File No 09 Alumni File: This file again have some printing and formatting issues. Summary
alsoneedto attachedyear wiseforscholarship students.

File No 10 Curriculam File: All the updated curriculum needs to be attached along with this
file.Noticeforsyllabus upgradation should also includein thefile.

File No 11, 12 & 13 Research & Extension File: Notice/circular, student attendance was
missingalongwiththesupportingdocuments(Photograph)and it isneed tobearranged

inyearwisemanner

alongwith theindex or summaryreport.

File No 14 Library File: Departmental Register needs to be prepared. E-books/ Resources
recordneeds to be prepared along with teachers notes, previous year question paper. Book Issuing
andreturnrecordshouldafsomaintaineddepartmentalwise.Newspapercopiesasperthesubjéctinformation
can also addin thelibraryrecord.
FileNo1SDepartmental TimeTable: Timetableshouldbearrangedyearwise.

File No 16 Departmental Profile and vision & Mission of Department: There is no need
ofimprovementin this file. |

‘FileNol7TeachingandNon-
'l‘eachingslaffﬁlc:Summaryoﬂhestaffachievements(pubiication,workshop, seminar attended) needs
to preparedyear wise,

File No 18 Mentor Mentee Meeting: Inviiation letter and student list also needs to attach with

theﬁle.Summaryaisoneedstobepreparedaspertheissueraisedbyparents.Departmentofartsalready have
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this record in their file. Unique point was each mentor summary was attached vear
wisealongwiththefile

FileNo19&20Departmentplacementfile& SocialinitiativetakenbytheDepartment:
Incompleicormissing

File No 21 Question Bank: Question bank should be printed on college letter head and
authorizedbyrespectiveHOD and Principal.

FileNo22 Disaster managementbythedepartment:incompleteorabsent,
¥ ileN023& 24T cedbackofthestudentandRemedialmeasuresforslowlearner&advancedlearner: Fee
dbackformneeds o beattachedalongwith thedata.
Fi!eNeZSAcademic calendarDepartmentalactivityshouldbeincludedin academiccalendar
FileNo26 &27:Filewas absentorincomplete.
F ileN028 Departmental Result: Resultwerenot properlypresented
andthereisformattingandprintingissues. Summaryor indexwas also absent.
DepartmentofChemistry

The Departmental audit Day 1 was continued with Chemistry Department at 1pm on 8 June 2022.
‘The  members  present were  Dr  Devkanya  Gupta  (Coordinator, IQAC),
DrSurbhi(Dean, Academics),DiPriyaShukla(Auditor),DrPoojaSoni(Associate Auditor)DrReena(Heado

fChemistryDeparE'ment),DrGinni(AssistantProfessor,Chemisti'yDepartment)andMsGeetanjal i( AssistantProfe

ssor,CommerceDepartment)

FileNo.01:Student Databasefile: Followingpoints shouldbecorrectedinthefile.

There was a printing issues in the file. Session wise record was also not there. The record was
notsignedbythedepartmentHODand principal. Address ofthe studentneedstobe addedin thedataFile
No. 02 Internal assessment of student:Data was not as per the MDU format.
Supportingdocuments were also absent like question paper of the assignment, sessional and

copies of theassignment.

File No. 03 & 04 Staff Meeting Note & Circular/ Notice file: No correction required except
thecircular should be on college letter head. Also write the designation of the staff members of
thedepartmentand date should be as per MDU academiccalendar.

Iqac 2021-22 (2 Audit)3



FileNo.05:SeholarshipFile:Scholarshipfile  can  bepreparedin2format eitherpreparedthelistof
departmental student along with summary or highlight the student of your department in
thecollege scholarship database issued by the principal. Make a summary of ecach student along
withsanction letter as a supporting document. Printing issues were also there in the file. All
thedocuments should beapproved byprincipaland HOD..

File No 06 & 7 Equipment purchase and Equipment Log file: Challan copy, Requirement for
theequipment, purchase slip and bills need to be attached along with file and log register. Make a list
ofequipmentpurchaseyearwiseofeachyear.

File No 08 Parents Teacher Meeting: Invitation letter for the parents and list of students needs
tobe attached. Summary needs to be prepared which contain the query raised by the parents along
withthe action taken report. We can also add the sessional marks signed by the parents as the
supportingdocumentsforPTM meeting.

File No 09 Alumni File: This file again have some printing and formatting issues. Summary
alsoneedto attachedyear wiseforscholarship students.

FileNo1(}CurriculumFile:Onlyprintingissue was therein thedocumehts.Itshould
coversallsemester syllabus along with the scheme and upgradation notice issued by MDU also
need toattached

File No 11 Research File, Extension File & MOU File Notice/circular, student attendance
wasmissingalongwiththesupportingdocuments(Photograph)anditisneedtobearrangedinyearwisemann
eralongwith theindexor summaryreport.

FileNoI4DepartmentalLibraryFile:DepartmentalRegisterneedsto beprepared.E-books/
Resources record needs to be prepared along with teachers notes, previous year question

paper.Book  Issuingandreturnrecordshouldalsomaintaineddepartmentalwise. Newspapercopies
asperthesuhject information can also add in thelibraryrecord.

FileNo1STimeTable: Departmentaltimetable shouldbeasperMDU
calendarandshouldbearrangeyear wise.
FileNoI6DepartmentalProfileandvision&Missionofl)epartment:Thereisnoneedoﬁmprovementin
this file.

File No 17 Teaching and Non-Teaching staff file: There is no need of improvement in this
file.File No 18 Mentor Mentee Meeting: No notice/circular, MOM and student attendance was
there inthe file along with printing issues. Semester needs to be mentioned along with the signature
ofauthorizedperson.
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FileNo19&20Departmentplacementfile&SocialinitiativetakenbytheDepartment:
Incompleteormissing
FileNo21QuestionBank:Questionbankshouldbeprintedoncollegeletterheadandauthorizedbyrespectiv
eHOD and Principal.

FileNo22 Disaster managementbythe department: incompleteorabsent.

FileNo23 &24 Feedbackof thestudentandRemedial measuresforslowlearner:

Feedbackform needstobeattached alongwith thedata.

FileNo24 Advanced learner:Followingpointsneeds tobeadded inthefile

Doubt and extra classes along with the proof like quiz, expert lecture was used as a
supportingdocuments. Department can add competitive exam notice, question paper as supporting
documents.FileNo 25Academicealendar:

Highlighttheacademiccalendaraccordingtodepartmentalactivity

FileNo 26 &27:Notavailable

FileNo28DepartmentalResult: Gazettewasmissingasaproofofsupportingdocument.
DepartmentofZoology

The Departmental audit Day 1 was continued with Zoology Department at 01.50 pm on 08June

2022, The members present were Dr Devkanya Gupta (Coordinator, IQAC),

DrSurbhi(Dean,Academics), DrAmitaSingh(Auditor), MsNidhi(Associate Auditor) Dr Rekha (Head

of Zoology Department), Mr Dinesh (Assistant Professor,ZoologyDepartment)andMsGeetanjali

{AssistantProfessor,CommerceDepartment)

File No, (01: Student Database file: Following points should be corrected in the file. There was

aprintingissuesinthefile. Sessionwiserecordwasalsonotthere. Therecordwasnotsignedbythe

departmentHODand principal. Addressof thestudent needstobeaddedinthedata

File No. 02 Internal assessment of student:Data was not as per the MDU format (split up
data).Supporting documents were also absent like question paper of the assignment, sessional and
copiesof theassignment.

FileNo.03:Staff MeetingNote:Nameofallthe staffmemberswas missing.Signatureofthestaffwasalso
not there.

File No 04: Circular/ Notice file: Notice/ Circular should be on letter head along with

theauthorized person signature (HOD & Principal). Rechecked the dates of notice/circular as per
Igac 2021-22 (2 Audif)s



theacademiccalendar ofthedepartment.

File No. 05:Scholarship File: Scholarship file can be prepared in 2 format either prepared the
listof’ departmental student along with summary or highlight the student of your department in
thecollege scholarship database issued by the principal. Make a summary of each student along
withsanctionletteras asupportingdocument.

File No 06 & 7 Equipment purchase and Equipment Log file: Challan copy, Requirement for
theequipment, purchase slip and bills need to be attached along with file and log register. Make a list
ofequipmentpurchaseyearwiseof eachyear.

IFile No 08 Parents Teacher Meeting: No notice of meeting was there. Attendance/signature
ofauthorizedpersonwas notthere. Completelist ofstudent wasnot there
alongwiththesummaryofthePTM. Circular/notice was not on letterhead ofthe college.
FileN0(}9AlumniFile:Thisﬁlehavesomeprintingandformauingissues.Summarya!soneedtoattachcdyear
wiseforscholarship students.

File No 10 Curriculum File: Completed. It should covers all semester syllabus along with
thescheme. Old & updated scheme needs to be attached along with the syllabus upgradation notice
bythe MDU.

I'ileNol1 Research File: Therejsaneedstoattachtheyearwiselistofresearchpaperofeachfacultyof
thedepartment.

FileNol12Extension File:Notice/circular, studentattendance wasmissing,
Onlycurrentyearextensionactivitywas there. Nocaption was there inthephotograph.

FileNo 13MOU: Supportingdocuments weremissingalongwith thephotograph.

File No 14 Departmental Library File: Deparimental Register needs to be prepared. k-
‘books/Resources record needs to be prepared along with teachers notes, previous year question
paper.Book  Issuingandreturnrecordshouldalsomaintaineddepartmentalwise. Newspapercopies
asperthesubject information can also add in thelibraryrecord.

FileNo15TimeTable: Committeelncharge/HOD/Principalsignaturewasmissinganditshould
bepreparedyearwise.

File No 16 Departmental Profile and vision & Mission of Department: Complete but
supportingdocumentsneeded.

FileNo17TeachingandNon-

Teachingstafffile: Completed Noimprovementrequiredbutneedtoaddyear wiseresearcharticles
ofeachfacultyas supportingdocuments.
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File No 18 Mentor Mentee Meeting: No notice/circular, MOM and student attendance was there
inthe file along with printing issues & signature of authorized person. Need to arrange data in
semesterwisemanner.
FileNo19&20Departmentplacementfile&SocialinitiativetakenbytheDepartment:
Incompleteormissing

File No 21 Question Bank: Question bank should be printed on college letter head and
authorizedbyrespectiveHOD and Principal.

FileNo22 Disaster managementbythedepartment:incompleteorabsent.

FileNo23 &24 Feedbackof thestudentandRemedial measuresforslowlearner:
Feedbackformneeds tobeattachedalongwiththedataandsupportingdocumentsalso
needstobeattached.

FileNo24 Advancedlearner:Followingpointsneedstobeaddedinthefile

Doubt and extra classes along with the proof like quiz, expert lecture was used as a
supportingdocuments. Department can add competitive exam notice, question paper as supporting
documents.FileNo 25Academicealendar; Highlightthe academiccalendaraccording
todepartmentalactivity.

FileNo 26 &27:Notavailable

FileNo 28 Departmental Result: Gazettewasmissingasaproofofsupportingdocument.

DAY2
ArtsandHumanitiesDepartment
The Departmental audit Day 2 was started with Artsand Humanities Department at 12.10pm on
09fune 2022. The members present were Dr Devkanya Gupta (Coordinator,IQAC), DrSurbhi
(Dean, Academics), DrReena (Auditor), DrGinni
-(AssociateAuditor),DrPriyaShukia(Head,DepartmentofArtsandHumanities),D1‘Manisha(AssistantPr
ofessor,Arts&HumanitiesDepartment)andDrUzmaSayyed(AssistantProfessor,DepartmentofBotany)
File No. 01: Student Database file: Following points needs be corrected in the file. Student address

shouldbethereinthedatabase.Indexorfrontpagesincludesthegrowthofdepartmentyearwiseintheformof

tableandgraph. Thedepartmentcanalso includenumberofadmissionsper yearasagrowthparameter.

File No. 02 Internal assessment of student:There is no correction required in this file except

theformatting, AlsothedatashouldbepresentableandaccordingtoMDUformatasthesplitupdataof
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internal should be provided along with the supporting documents such as sessional sheet,

ERPrecord forattendance, sessional papers andassignment copy.

File No. 03 & 04: Staff Meeting Note and circular/ Notice file: No correction required except
thecircularshould beoncollege letterhead

File No. 05:Schelarship or Alumni File: Scholarship file can be prepared in 2 format
eitherprepared the list of departmental student along with summary or highlight the student of
yourdepartment in the college scholarship database issued by the principal. Make a summary of
eachstudent along with sanction letter as a supporting document. Printing issues were also there in
thefile.All thedocuments shold beapproved byprincipal and HOD.

File No 06 & 7 Equipment purchase and Equipment Log file: Challan copy, Réquiremen’t for
theequipment, purchase slip and bills need to be attached along with file and log register. Make a list
ofequipmentpurchaseyearwiseofeachyear.

File No 08 Parents Teacher Meeting: [nvitation letter for the parents and list of students needs
tobe attached. Summary needs to be prepared which contain the query raised by the parents along
-withthe action taken report. We can also add the sessional marks signed by the parents as the
supportingdocumentsforPTM meeting. Arts department alreadyhavethis feature.

File No 09 Alumni File: This file again have some printing and formatting issues. Summary
alsoneedto attachedyear wiseforscholarship students.

File No iO Curriculum TFile: No correction required in arts department. All the updated
curriculumneeds to be attached along with this file. Notice for syllabus up gradation should also
include in thefile.

FileNo 11,12&13 Research&ExtensionFile: Thosefilewereabsentorincomplete,

File No 14 Library File: Departmental Register needs to be prepared. B-books/ Resources
recordneeds to be prepared along with teachers notes, previous year question paper. Book Issuing
andreturnrecordshouldalsomaintaineddepartmentalwise Newspapercopiesasperthesubjectinformation
can also addin thelibraryrecord. |

FileNo15TimeTable:Noimprovementrequired inthisfile.

File No 16 Departmental Profile and vision & Mission of Department: There is no need

ofimprovementinthisfile. Uniquepointissubjectallocationalongwithfacultyspecializationalong

Annualreportof thedepartment
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'FileNo17TeachingandNon-
Teachingstafffile:Summaryofthestaffachievements(publication,workshop, seminar attended) needs
{0 preparedyear wise.

File No 18 Mentor Mentee Meeting: Invitation letter and student list also needs to attach with
theﬁle.SummaryalsoneedstObepreparedaspertheissueraisedbyparents.Departmentofartsaiready have
this record in their file. Unique point was each mentor summary was attached  year
wisealongwiththefile
FileNo19&20Departmentplacementfile&SocialinitiativetakenbytheDepartment:
Incompleteormissing

File No 21 Question Bank: Question bank should be printed on college letter head and
authorizedbyrespectiveHOD and Principal.

FileNo22 Disaster managementbythedepartment:incompleteorabsent.
File No 23 & 24 Feedback of the student and Remedial measures for slow learner
&Advancedlearner: Feedbackformneeds to beattachedalongwith thedata.

FileNo25 Academic calendar
FileNo26 &27:Filewas absentorincomplete.

FileNo28DepartmentalResult: Result werenot properlypresented.

DepartmentofBiochemistry

"The Departmental audit Day 2 was continued with Biochemistry Department at 01.00 pm on0%June
2022. The members present were Dr Devkanya Gupta (Coordinator, IQAC), DrDrSurbhi(Dean,
Academics). DrShalini (Auditor), DrAarti(Associate Auditor),DriNeha (Head, Department of
Biochemistry), andDrUzmaSayyed(AssistantProfessor,Departmentol Zoology)

FileNo.01: StudentDatabasefile: Followingpointsshould becorrectedinthefile.

There was a printing issues in the file. Session wise record was also not there. The record was
notsigned by the department HOD and principal. Address of the student needs to be added in the
dataFile No. 02 Internal assessment of student:Data was missing (2"sem) and not as per the
MDUformat.Supportingdocumentswerealsoabsentlike
questionpaperoftheassignment,sessionalandcopiesofth_e assignment.

FileNo. 03:StaffMeetingNote: Numberingproblemin theMOM. Name of all thestaffmembers
lqac 2021-22 (2 Audit)9



wasalsomissing. Signatureofthestaffwasalsonotthere.

File No 04: Circular/ Notice file: Notice/ Circular should be on letter head along with
theauthorized person signature. Rechecked the dates of notice/circular as per the academic
calendar ofthedepartment.

FileNo.05:Scholarship File: Absent,needtoprepare.

File No 06 & 7 Equipment purchase and Equipment Log file: Incomplete. No requisition
orrequirementcopywas therein thefileas supportingdocument.

File No 08 Parents Teacher Meeting: No notice of meeting was there. Attendance/signature
ofauthorizedperson  was  noithere. Complete  listof student wasnot therealongwith
thesummaryofthe PTM. Session, class, semester was missing in the documents. Circular/notice
was not on letterheadof the college.

FileNo09Alumni File: NA

.Fi]e No 10 Curriculum File: Completed. Only printing issue was there in the documents. It
shouldcoversal} semester syllabus alongwith thescheme.

FileNol1Research¥ile: Absentorincomplete.

FileNol12Extension File: Notice/circular,studentattendance
wasmissingalongwiththesupportingdocuments (Photograph)

FileNo13 MOU: Incomplete.Needto
attachedsummaryalongwithsupportingdocuments(photograph)

FileNo14LibraryFile:Notavailable.

FileNoi5 TimeTable:Hardcopywasabsent.

File No 16 Departmental Profile and vision & Mission of Department: Vision needs to
‘becorrected.

File No 17 Teaching and Non-Teaching staff file: Supporting documents was missing
(staffacheivements,workshop,and research paper details)

File No 18 Mentor Mentee Meeting: No notice/circular, MOM and student attendance was there
inthe file along with printing issues. Semester needs to be mentioned along with the signature
ofauthorizedperson.
FileNo19&20Departmentplacementfile&SocialinitiativetakenbytheDepartment:
Incompleteormissing
FileNoZlQuestionBank:QuestionbankshouldbeprintedoncolIegeletterheadandauthorizedbyrespectiv

eHOD and Principal.
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FileNo22 Disaster managementbythedepartment:incompleteorabsent.

FFileNo23 &24 Feedbackof thestudentandRemedialmeasuresforsiowlearner:
Notavailable.

FileNo24 Advancediearner:Followingpointsneedstobeaddedinthefile

Doubt and extra classes along with the proof like quiz, expert lecture was used as a
supportingdocuments. Department can add competitive exam notice, question paper as supporting
documents.FileNo 25Academiccalendar: Highlightthe academiccalendaraccording
todepartimentalactivity Noactivitywastherein thefile,

FileNo 26 &27:Notavailable

FileNo28DepartmentalResult: Gazettewasmissingasa proofofsupportingdocument.

ComputerScienceDepartment

The Departmental audit Day 2 was continued with Computer Science Department at 01.50 pmon
09June 2022, The members present were Dr Devkanya Gupta (Coordinator,
[QAC),DrDrSurbhi{Dean,Academics),DrGeeta{ Auditor),MsMeenu(Associate Auditor), DrYashpal
(Head, Department of Computer Science) and DrUzmaSayyed (Assistant Professor, Department
ofZoology)

File No. 01: Student Database file: Following points should be corrected in the file. There was
aprinting issues in the file. Session wise record was also not there. The record was not signed by
thedepartmentHOD and principal. Addressof thestudent needsto beadded inthe data

File No. 02 Internal assessment of student:Data was not as per the MDU format (split up
data).Supportingdocumentswerealsoabsentlikequestionpaperofthe

assignment,sessionalandcopiesof theassignment.

FileNo0.03:Staff MeetingNote:Nameofallthe staffmemberswas missing.Signatureofthestaffwasalso
not there.Onlysoft copywas there.

File No 04: Circular/ Notice file: Notice/ Circular should be on letter head along with
theauthorized person signature (HOD & Principal). Rechecked the dates of notice/circular as per
theacademiccalendar ofthedepartment. ‘
FileNo.05:ScholarshipFile:Incomplete.Nodataavailable.

File No 06 & 7 Equipment purchase and Equipment Log file: Incomplete. No requisition
orrequirementcopywas therein thefileas supportingdocument.

File No 08 Parents Teacher Meeting: No notice of meeting was there. Attendance/signature
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ofauthorizedpersonwas notthere. Completelist ofstudent wasnot there
alongwiththesummaryofthePTM, Circular/notice was not on letterhead ofthe college.

FileNoG9 Alumni File: NA

FileNo10 CurriculumFite;Completed.ltshouldcoversallsemestersyllabusalongwiththe
scheme.Old&updated schemeneeds tobeattachedalongwiththesyllabusupgradation noticebythe

MDU.

FileNo11 Research File:Incomplete.Needstoattachtheycarwiselistofresearchpaperofeachfacultyof

thedepartment.

FileNol12Extension File:Notice/circular,studentattendance wasmissing.

Onlycurrentyearextensionactivitywas there. Nocaption was there inthephotograph, |

FileNo13MOU:Notavailable

FileNol4LibraryFile:Notavailable.

File No 15 Time Table: Hard copy was absent. Committee In charge/ HOD/Principal signature

wasmissing.

File No 16 Departmental Profile and vision & Mission of Department: Complete but in

softcopy.

FileNo17TeachingandNon-Teachingstafffile:Completed. Noimprovementrequired.

File No 18 Mentor Mentee Meeting: No notice/circular, MOM and student attendance was there

inthe file élong with printing issues & signature of authorized person. College logo was also not

there.File No 19 & 20 Department placement file & Social initiative taken by the

Department:ncompleteormissing

File No 21 Question Bank: Question bank should be printed on college letter head and

authorizedbyrespective HOD and Principal.

FileNo22 Disastermanagementbythedepartment: incompletcorabsent.

FileNo23 &24 Feedbackof thestudentandRemedial measuresforslewlearner:

Feedbackformofstudentsneedstoattachwithfile,

FiieNo24 Advancedlearner:Followingpointsneedstobeaddedinthefile

Doubt and extra classes along with the proof like quiz, expert lecture was used as a

supportingdocuments. Department can add competitive exam notice, question paper as supporting

documents.FileNo 25Academiccalendar:
Highlighttheacademiccaiendaraccordingtodeparﬁnentalactivity

Noactivitywastherein thefile.
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FileNo 26 &27:Notavailable

FileNo28DepartmentalResult: Gazettewasmissingasaproofofsupportingdocument.

DAY3

CommerceDepartment
‘The Departmental audit Day 3 was started with Department of Commerce at 10.00 am on 10June

2022. The members present were Dr Devkanya Gupta (Coordinator, IQAC), DrDrSurbhi(Dean,
Academics), DrPriya (Auditor), MsNidhi (Associate Auditor),
DrPrivankaKumari(Head, DepartmentofCommerce),DrShalini(AssistantProfessor,Department  of

commetce) and DrUzmaSayyed (Assistant Professor, Department of Zoology)

File No. 01: Student Database file:Student address should be there in every year’s data. Index
orfront pages includes the growth of department year wise in the form of table and graph.

Thedepartmentcan alsoincludeno ofadmissions peryear asagrowth parameter.

File No. 02 Internal assessment of student:Data should be presentable and according to
MDUformat (split up data of internal) along with the supporting documents such as sessional sheet,

ERPrecord forattendance, sessional papers andassignment copy.

File No. 03 & 04: Staff Meeting Note and circular/ Notice file: Designation needs to be added
infront of staff name. No correction required except the circular should be on college letter head
anddulysi gﬁed bythe authorized person.

File No. 05:Scholarship or Alumni File: Scholarship policy should be on first page
(index)Scholarship file can be prepared in 2 format either prepared the list of departmental student
alongwith summary or highlight the student of your department in the college scholarship database
issuedby theprincipal.Makeasummary ofeachstudentalongwithsanctionletterasasupportingdocument.
Printing issues were also there in the file. All the documents should be approved byprincipaland
HOD.

FileNo06 & 7EguipmentpurchaseandEquipmentLogfile:Notapplicable

File No 08 Parents Teacher Meeting: Invitation letter for the parents and list of students needs
tobe attached. Summary needs to be prepared which contain the query raised by the parents along
withthe action taken report. We can also add the sessional marks signed by the parents as the
supportingdocumentsforPTM meeting.Indexingshould also bethere.

FileNo09 Alumni¥ile: Summaryalsoneedtoattachedyearwise forscholarshipstudents. -
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File No 10 Curricalum File: No improvement required except all the updated curriculum needs
tobeattachedalongwiththesyllabusof openandfoundation electivesubjectofconcern department.

File No 11 & 12 Research & Extension File: Sequence should be latest to old. Research
paper,seminar,workshop,FDPeertificate requiredas supportingdocuments,

FileNo13 MOU:Notavailable.

FileNo14LibraryFile:Incomplete. Elibrarywasavailable.
File No 15 Time Table: No improvement required except indexing. Unigue point was data

oﬁ'emedialc]as-ses and advanced learner.

File No 16 Departmental Profile and vision & Mission of Department: There is no need
ofimprovementin thisfile. No CV/resume required for this file

FileNol7TeachingandNon-

Teachingstafffile: Summaryofthestaffachievements(publication,workshop, seminar aftended) needs
{0 preparedyear wise.

File No 18 Mentor Mentee Meeting: Invitation letter and student list also needs to attach with
thefile. Summary also needs to prepare as per the issue raised by parents. Department of arts
alreadyhavethis record in theirfile.

File No 19 & 20 Department placement file: More details need to be added along with offer
letterissued bytheconcern authority

FileNo20Socialinitiativetaken bytheDepartment:Notavailable

File No 21 Question Bank: Question bank should be printed on college letter head and
authorizedbyrespectiveHOD and Principal. Subject wisetaggingwasalso required.

FileNo22 Disastermanagementbythedepartment:Notavailable

FileNo23 FeedbackofthestudentandRemedialmeasuresforslowlearner&learner:

Feedback form needs tobeattached alongwith thedata. Onlysoft copywas available.

File No 24 Advanced Learner: Supporting documents of those learner required who is
goingoutsidethe collegeforparticipationas advanced learner.

FileNo25, 26 &27: Notavailable

FileNo28 Departmental Result: Onlyteachersnameneedsto be addedin thefile.

DepartmentofManagement
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The Departmental audit Day 3 was continued with Department ofManagementat 10.50 am
onl0June2022. ThememberspresentwereDrDevkanyaGupta{Coordinator, IQAC),DrDrSurbhi(Dean,
Academics), DrLalit (Auditor), MsPreetiRathi (AssociateAuditor), MS Meenu (Head, Department
of Management), MsTaruna (Assistant Professor,Management Department), MsSarika (Assistant
Professor, Management Department) andDrUzmaSayyed(Assistant Professor, Department
ofZoology)

File No. 01: Student Database file: Session wise record was also not there. The record was

notsignedbythedepartmentHODand principal. Addressof thestudent needstobe addedin thedata

File No. 02 Internal assessment of student:Split up data needs to be attached as per the
MDUformatalongwith  supportingdocuments  likequestion  paperofthe  assignment,sessional
andcopiesof theassignment.

F_ile_ No. 03: Staff Meeting Note: Name of all the staff members along with the
designationrequired.Signaturcofthestaffwas alsonotthere.Circular/Noticeand
actiontakenreporineedstobeattached.

File No 04: Circular/ Notiece file: Notice/ Circular should be on letter head of DPG degree
collegealong with the authorized person signature (Principal instead of director). Rechecked the
dates ofnotice/circularas per theacademiccalendar ofthedepartment.

FileNo.05:Scholarship File:Summaryneeds tobeattached
alongwiththeguidelines.Supportingdocumentsrequired if availabie

File No 06 & 7 Equipment purchase and Equipment Log file: Incomplete. No requisition
orrequirementcopy,purchasing,billscopy,receivingwas thereinthe
fileassupportingdocument.Completelist of purchaseneeds tobeaddedyearwise,

File No 08 Parents Teacher Meeting: Attendance/signature of authorized person was also
absent.CompletelistofstudentwasnottherealongwiththesummaryofthePTM.Circular/noticewasnoton
fetter head of the DPG degree college. Sessional exam marks for parents can add as
supportingdocuments.Invitation letter needs to beprepared for parents.

FileNo09 Alamni File: NA

File No 10 Curriculum File: Completed. Subject/yearwisetaaging required.lt should covers
allsemestersyllabusalongwiththescheme. Oldand updatedsyllabusneedsto beattachedinthefile.File
No 11 Research File: Summary of faculties needs to be prepared along with the
supportingdocumentssuch as research paper,workshop seminar attended bythefaculty
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FileNo12ExtensionFile:

Notpresentable. Photographneedstobecaptioned. Notice/circular,studentattendance, eventreport,
summarywas nissing |
FileNo13 MOU:Notavailable

FileNol4LibraryFile:Notavailable.

File No 15 Time Table: Use DPG Degree College instead of DPG STM. HOD/principal needs to
beadded alongwith thestamp.

File No 16 Departmental Profile and vision & Mission of Department: Align the mission of
thedepartmentwithDPG degreecollegemission.Indexorfront pageneeds tobeattached.
FileNol7TeachingandNon-Teachingstafffile: Listofteachersneeds
tobeattachedyearwise.Documents,CV needs tobeself-attestedbythe facultyalongwith thepassport
sizephotograph.

FileNo18 Mentor MenteeMeeting: Teacher replaced withwordmentoralongwithnameand
signature.Notice/circularneedstobeprepared

alongwithcounsellingsession.Studentattendancewasalso missing.
FileNo19Departmentplacementfile:Notapplicable

FileNo20Socialinitiativetaken bytheDepartment:Notavailable

FileNo21QuestionBank: Availableinsoftcopy.Questionbankshouldbeprintedoncollegeletterheadand
authorized byrespective HOD andPrincipal.

TileNo22Disaster managementbythedepartment:notavailable

File No 23 & 24 Feedback of the student and Remedial measures for slow
fearner:Feedbackformneedsto beattached.Feedbackanalysiswas
absentexceptsubjectwiseanalysis.Slowlearner data wasalso incomplete. Onlylist of student was
there.

File No 24 Advanced learner; Doubt and extra classes along with the proof like quiz, expert
lecturewasused asasupporting documents. Department can addcompetitive exam notice, question
paperas supporting documents. If student participate in any activity outside the college then must
attachedthephotograph ofevent as supportingdocuments.
FileNo25Academiccalendar: Absentorincomplete. Deparimentalactivitycalendarneedstobepreparedan
deonduct anactivityas per the calendardate.
FileNo26Innovativeteachingmethod.Datashouldnotbeplagiarizedandphotographofeachactivity/meth
odneeds tobeattached as supporting documents.
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FileNo 27:Notavailable
FileNo28 DepartmentalResult:Makeasummaryofresultyearwise  orsemesterwise.Gazetteneedsto

beattached assupportingdocument.
DepartmentofMathematics

The Departmental audit Day 3 was continued with Department of Mathematics at 12.30 pmonl10
June2022. ThememberspresentwereDrDevkanyaGupta(Coordinator JQAC),DrDrSurbhi(Dean, Acad
emics),DrNehaShakhawat( Auditor),MsJatinder (Associate Auditor), DrGeeta (Head, Department
of Mathematics), MS Pooja(Assistant Professor, Department of Mathematics) and Ms Geetanjali

(Assistant Professor,Commerce Department)

File No. 01: Student Database file:Student address should be there in every year’s data. Index
orfront pages includes the growth of department year wise in the form of table and graph.
Thedepartmentcan alsoincludeno ofadmissions peryear asagrowth parameter.

File No. 02 Internal assessment of student:Data should be presentable and -according to
MDUtormat (split up data of internal) along with the supporting documents such as sessional sheet,

ERPrecord forattendance, sessional papers andassignment copy.

File No. 03 & 04: Staff Meeting Note and circular/ Notice file: Designation needs to be added
infront of staff name. No correction required except the circular should be on college letter head
'anddulysigned bythe authorized person.

File No. 05:Scholarship or Alumni File: Scholarship policy should be on first page
(index)Scholarship file can be prepared in 2 format either prepared the list of departmental student
alongwith summary or highlight the student of your department in the college scholarship database
issuedby theprincipal.Makeasummary ofeachstudentalongwithsanctionletterasasupportingdocument.
Pi’inting issues were also there in the file. All the documents should be approved byprincipaland
HOD.

File No 06 & 7 Equipment purchase and Equipment Log file: Challan copy, Requirement for
theequipment, purchase slip and bills need to be attached along with file and log register. Make a list
ofequipmentpurchaseyearwiseofeachyear.

File No 08 Parents Teacher Meeting: Invitation letter for the parents and list of students needs
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tobe attached. Summary needs to be prepared which contain the query raised by the parents along
withthe action taken report. We can also add the sessional marks signed by the parents as the
supportingdocumentsforPTM meeting.Indexingshould also bethere.
FileNo09AlumniFile:Summaryalsoneedtoattachedyearwise forscholarshipstudents.

File No 10 Curriculum File: No improvement required except all the updated curriculum needs
tobeattachedalongwiththesyllabus ofopenandfoundationelectivesubjectof concerndepartment.

File No 11 & 12 Research & Extension File: Sequence should be latest to old. Research
paper,seminar,workshop,FDPcertificate requiredas supportingdocuments.

FileNo13MOU:Notavailable,

File No 14 Library File: Departmental Register needs to be prepared. E-books/ Resources
recordneeds to be prepared along with teachers notes, previous year question paper. Book Issuing
andreturn record should also maintained departmental wise. Newspaper copies as per the

subjectinformationcan also addin thelibraryrecord.

FileNol3TimeTable:Noimprovementrequiredexceptindexing. Timetableshouldbearrangeyearwise

FileNol6DepartmentalProfileandvision&MissionofDepartment: Thereisnoneedof

Improvementinthis file. No CV/resumerequiredfor thisfile

FileNo17TeachingandNon-

Teachingstafffile: Summaryofthestaffachievements(publication,workshop, seminar attended) needs
to preparedyearwise.

File No 18 Mentor Mentee Meeting: Invitation letter and student list also needs to aftach with
thefile. Summary also needs to prepare as per the issue raised by parents. Department of arts
alreadyhavethis record in theirfile.

FileNo19&20Department placementfile:incompleteormissing

FiteNo20Socialinitiativetaken bytheDepartment:Notavailable

File No 21 Question Bank: Question bank should be printed on college letter head and
authorizedbyrespectiveHOD and Principal.Subject wisetaggingwasalso required.

FileNo022 Disastermanagementbythedepartment:Notavailable
FileNo23 FeedbackofthestudentandRemedialmeasuresforslowlearner&learner:
Feedbackformneeds tobeattachedalongwiththedata.

FileNo24 AdvancedLearner: Supportingdocumentsofthoselearnerrequiredwhoisgoingoutsidethe
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collepeforparticipationas advanced learner.
FileNo25, 26 &27: Notavailable
File No 28 Departmentai Result: Only teachers name needs to be added in the file. Gazette

needstobeadded as supporting documents.

DepartmentofPhysics

The Departmental audit Day 3 was continued with Department of Physics at 1.15 pm on 10June
2022, The members present were Dr Devkanya Gupta (Coordinator, IQAC), DiDrSurbhi (Dean,
Academics), DrNeha(Auditor), DrShefali (Associate Auditor),DrNalinee(Head, Department of
Physics), DrShama (Assistant Professor, Department ofPhysics),andMsGeetanjali (Assistant

Professor,CommerceDepartment)

FileNo.01:StudentDatabasefile:Sessionwiserecordwasalsonotthere. Therecordwasnotsigned by the
department HOD and principal. Address of the student needs to be added in the data¥ile No. 02
Internal assessment of student:Split up data needs to be attached as per the MDUformatalongwith
supportingdocuments likequestion paperofthe assignment,sessional andcopiesof theassignment.

File No. 03: Staff Meeting Note: Name of all the staff members along with the
designationrequired.Signatureofthestaffwas alsonotthere.Circular/Noticeand
actiontakenreportneedstobeattached.

File No 04: Circular/ Notice file: Notice/ Circular should be on letter head of DPG degree
collegealong with the authorized person signature (Principal instead of director). Rechecked the
dates ofnotice/circularas per theacademiccalendar ofthedepartment.

FileNo.05:Scholarship File:Summaryneeds tobeattached
alongwiththeguidelines.Supportingdocumentsrequired if available

File No 06 & 7 Equipment purchase and Equipment Log file: Incomplete. No requisition
01'requirem.entcopy,purchasing,biﬂscopy,receivingwas thereinthe
lileassupportingdocument.Completelist of purchaseneeds tobeaddedyearwise.

File No 08 Parents Teacher Meeting: Attendance/signature of authorized person was also
absent.Cé1np[eteliStofstudemwasnoitherealongwiththesummaryofthePTM.Circular/noticewasnoton

letter head of the DPG degree college. Sessional exam marks for parents can add as
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supportingdocuments.Invitation letternceds to beprepared for parents.

FileNo09Alumni File: NA

File No 10 Curriculum File: Completed. Subject/yearwisctaaging required.lt should covers
allsemestersyllabusalongwith thescheme.Old and updatedsyllabus needstobeattached inthefile.File
No 11 Research File: Summary of faculties needs to be prepared along with the
supportingdocumentssuch as research paper,workshop seminar attended bythefaculty
FileNol12Extension File:Notpresentable.Photographneedstobecaptioned.
Notice/circular,s‘{udentattendaﬁce,evenn‘eport, summarywas missing

FileNo13 MOU:Notavailable

FileNo14Library File:Notavailable.

File No 15 Time Table: Use DPG Degree College instead of DPG STM. HOD/principal needs to
beadded alongwith thestamp.

File No 16 Departmental Profile and vision & Mission of Department: Align the mission of
thedepartmentwithDPG degreecollegemission. Indexorfront pageneeds tobeattached.
FileNo17TeachingandNon-Teachingstafffile: Listofteachersneeds
tobeattachedyearwise.Documents,CV needs tobeself-attestedbythe facultyalongwith thepassport
sizephotograph.

File No 18 Mentor Mentee Meeting: Teacher replaced with word mentor along with name
andsignature.Notice/circularneedstobeprepared

alongwithcounsellin gsession.Studentattendancewasalso missing.

FileNo19Departmentplacementfile:Notapplicable
FileNo20Socialinitiativetaken bytheDepartment:Notavailable

FileNoZlQuestionBank:Availableinsoftcopy.QuestionbaukshouldbeprimedoncolEegeletterheadand
authorized byrespectiveHOD andPrincipal.

FileNo22Disaster managementbythedepartment:notavailable

File No 23 & 24 Feedback of the student and Remedial measures for slow
learner: Feedbackformneedsto beattached. Feedbackanalysiswasabsentexcept
subjectwiseanalysis.Slowlearner data wasalso incomplete. Onlylist of student was there.

File No 24 Advanced learner: Doubt and extra classes along with the proof like quiz, expert
Jecturewas used asasupporting documents. Department can addcompetitive examnotice, question
paperas supporting documents. If student participate in any activity outside the college then must
allachedthephotograph ofevent as supportingdocuments.
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FileNo25A cademiccalendar: Absentorincomplete. Departmentalactivitycalendarneedstobepreparedan
deonduct anactivityas per the calendardate.
FileNo261nnovativeteachingmethod.Datashouldnotbeplagiarizedandphotographofeachactivity/meth
odneeds tobeattached as supporting documents.

TileNo 27:Notavailable

FileNo28 DepartmentalResult:Makeasummaryofresultyearwise  orsemesterwise.Gazetteneedsto

beattached assupportingdocument.

UndergraduateDepartment{BSC})

The Departmental audit Day 3 was continued with Undergraduate Department (BSC) at 2.05pm on
10June 2022. The members present were Dr Devkanya Gupta
(Coordinator, IQAC),DrDrSurbhi(Dean,Academics),DrPriyanka(Auditor),DrMadhvi(AssociateAud
itor),DrlLalit(Coordinator,UG-BSC) MsPreeti(AssistantProfessor,Department ~ of  Chemistry),
MsPriya (Assistant Professor, Department of Geology), and MsGeetanjali{ AssistantProfessor,

CommerceDepartment)

File No. 01: Student Database file: Session wise record was also not there. The record was
notsigned by the department HOD and principal. Address of the student needs to be added in the
data.All fileavailable in soft copyso should bemaintained in hard copy

File No. 02 Internal assessment of student:Split up data needs to be attached as per the
MDUformatalongwith  supportingdocuments  likequestion  paperofthe  assignment,sessional
andcopiesof theassignment.

FileNo.03:Staff MectingNote: Nameofallthe staffmembersalongwiththedesignation
required.Signatureofthestaffwas alsonotthere.Circular/Noticeand

actiontakenreporineedstobeattached.

File No 04: Circular/ Notice file: Notice/ Circular should be on letter head of DPG degree
collegealong with the authorized person signature (Principal instead of director). Rechecked the
dates ofnotice/circularas per theacademiccalendar ofthedepartment.

FileNo.05:Scholarship File:Summaryneeds tobeattached
alongwiththeguidelines.Supportingdocumentsrequi1'ed if availablein theform of policydocuments.
File No 06 & 7 Equipment purchase and Equipment Log file: Incomplete. No requisition
orrequirementcopy,purchasing,billscopy,receivingwas thereinthe
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fileassupportingdocument.Completelist of purchaseneeds tobeaddedyearwise.

File No 08 Parents Teacher Meeting: Attendance/signature of authorized person was also
absent.CompletelistofstudentwasnottherealongwiththesummaryofthePTM.Circular/noticewasnoton
letter head of the DPG degree college. Sessional exam marks for parents can add as
supportingdocuments.Invitation letterneeds to beprepared for parents.

FileNo09% Alamni File: Needtoupdatethealimnirecordyearwise.
FiteNo10CurriculumFile:Completed.Subject/yearwisetaggingrequired.Itshouldcoversallsemester
syllabus along with the scheme. Old and updated syllabus needs to be attached in the file.File No
11 Research File: Summary of faculties needs to be prepared along with the
supportingdocumentssuch as research paper,workshop seminar attended bythefaculty
FileNo12Extension File:Notpresentable Photographneedstobecaptioned.
Notice/circular studentattendance,eventreport, summarywas missing

FileNo13 MOU:Notavailable
FileNol4LibraryFile:Needtomaintaintherecordofdepartmentallibraryalngwiththeregister.File No
15 Time Table: Need to print on college letter head along with the counter sign
bycommitteemembers,

File No 16 Departmental Profile and vision & Mission of Department: Align the mission of
thedepartmentwithDPG degreecollegemission.Indexorfront pageneeds tobeattached.
FiteNol7TeachingandNon-Teachingstafffile: Listofteachersneeds
tobeattachedyearwise.Documents,CV needs tobeself-attestedbythe facultyalongwith thepassport
sizephotograph.

File No 18 Mentor Mentee Meeting: Teacher replaced with word mentor along.with name
andsignature.Notice/circularneedstobeprepared
alongwithcounsellingsession.Studentattendancewasalso missing.
FileNo19Departmentplacementfile:Notapplicable

FileNo20Socialinitiativetaken bytheDepartment:Notavailable
FileNo21QuestionBank: Availableinsoftcopy.Questionbankshouldbeprintedoncollegeletterheadand

authorized byrespectiveHOD andPrincipal.

FileNo22 Disastermanagementbythedepartment:notavailable

File No 23 & 24 Feedback of the stundent and Remedial measures for slow
learner: Feedback formneedsto beattached.Feedbackanalysiswasabsentexcept
suhgectwiseanaiysiS.Slowlearner data wasalso incomplete.
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File No 24 Advanced learner: Doubt and extra classes along with the proof like quiz, expert
lecturewas used asasupporting documents. Department can addcompetitive examnotice, questioh
paperas supporting documents. If

student participate in any activity outside the college then must attachedthephotograph ofevent as
supportingdocuments.
FileNo25Academiccalendar:Departmentalactivitycalendarneedstobepreparedandconductanactivityas
per thecalendar date.
FileNo26Innovativeteachingmethod.Datashouldnotbeplagiarizedandphotographoleachactivity/meth
odneeds tobeattached as supporting documents.

FileNo 27:Notavailable

FileNo28 DepartmentalResult:Makeasummaryofresultyearwise  orsemesterwise. Gazetteneedsto

beattached assupportingdocument.

) U
Dr D¢ anya Gupta DrSurbhi Chaudhry

(Coordinator,IQAC) (Dean,Academics)
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