: College of Agriculture, Hassan
LIST OF FILES 2022-23
4(1)a details

Assistant Administrative Office

SL.No. Files Name
1. | Academic File
2. | Accounts File
3. | Accreditation File
4. | Acknowledgement File
5. | Annual Confidential Report File
6. | Annual Evaluation File
7. | AOFile
8. | AO Permission File
9. | Appointment order compassionate file
10. | Approved Hospital File
11. | Attendance Extract O/C File
12. | Award File
13. | Biodata (Non-Teaching) File
14. | Biodata (Teaching) File
15. | Biofuel File
16. | Biometric File
17. | Board of Studies File
18. | Budget File
19. | Bus facility File
20. | C&R Rules File
21. | CAS File
22. | Circular File
23. | CL/RH File
24. | Congratulations File
25. | Court File
26. | Creation of Post File
27. | Dean working arrangement & Tour File
28. | Department File
29. | Deputation of teaching & Non-Teaching File
30. | Dispatch O/C File
31. | Educational Tour
32. | Examination File
33. | General Committee File
34. | General Election File
35. | General File
36. | General Reports File
37. | Government Orders File
38. | Guest Lecturer File
39. | Head of the department (HoD) File




40.

Horticulture University File

41. | Hostel / Warden File

42. | Internal Committee File

43. | Invitation File

44. | Key Officers File

45. | KVK’s File

46. | Meeting Proceedings File

47. | Miscellaneous File

48. | Monthly Progress Report

49. | New Pension Scheme (NPS) File

50. | No dues File

51. | Non-Teaching General File

52. | Non-Teaching Job Contract File

53. | Notice Board File

54. | Notification File

55. | O/C bills File

56. | O/C General File

57. | Office Order File

58. | OOD / Permission File

59. | OOD File

60. | Opening of Bank account (Teaching & Non-Teaching) File

61. | Proformas

62. | Quarters / Estate Branch File

63. | RAWE Programme File

64. | Re-appropriation of Budget File

65. | Revised Pay scale File

66. | SC/ST Teaching & Non-Teaching File

67. | Seminar / Workshop / Conference / Selection Committee /
Academic Council training Programme File

68. | Sri Vinayaka & Anjaneya Swamy Trust

69. | Teaching General File

70. | Teaching Job Contract File

71. | To Whom So Ever It May Concern File

72. | Tour Programme File

73. | TP & TD Programme of Dean File

74. | Training Programme of Non-Teaching

75. | Transfer file

76. | UAS C & D Group employes / Laboure’s File

77. | UAS Circular / Government Order File

78. | UAS Employes Association File

79. | UAS Pension Scheme File

80. | Staff Position File

81. | RTI File

82. | Annual Stock Verification File




LIST OF REGISTER

Assistant Administrative Office

SL.No.

Register Name

Incumbency Register

Attendance Register

Inward Register

Outward Register

CL Register

Office Order Register

Stamp Register

st v Bl Uil o Lo fh i

RTI Register

College Stores Register

SLNo. Register Name
1. | Day book of Receipt (DBR)
2. | Day book of issue (DBI)
3. | Dead stock Register
4. | Furniture Stock Register
5. | Chemical Stock Register
6. | Glassware Stock Register
7. | Stationary Stock Register
8. | Fuel Stock Register
9. | Miscellaneous Register
10. | Unused Book Register
11. | Milk Coupon Register
12. | Repair and Service Register
13. | Release Parts Register
College Stores
SLNo. Files Name
1. | Stock Verification File
2. | Auction and Sale File
3. | Indent Slip File
iEstate Branch
SI. No. Files Name
E Quarters File
o3 DCB File
= Security File




Estate Branch

Farm section

4. Stock Verification File
3 Vehicle documents File
6. Quarters and HASC meeting File
o Campus HT Electrical Bill File
8. Canara Bank File
9. Canteen File
10 Shop File
11. Office File
12 Works File
SI. No. Register
3 Stock Ledger
2 Rent Register
3 Electricity Bill Register
4. Estimate Register
< Bill Register
6. Land Register
;- ‘Security Deposit Register
8. M B Register
9. Tax Register
10 Work Contract Register
11. Building Register
12. Quarters Meeting Register
13 Borewell Register
SL No Particulars
01 DBR Vol 03&04
02 DBI Vol 01& 02
03 Seed And Manures Stock Vol 03& 02
04 Furniture stock Vol -01
05 Equipment Stock Vol-01 & 02
06 Miscellaneous Reg Vol 02
07 Varmi Compost and Worms Vol 01
08 Repair / Service Vol 01
09 Animal Medicine Vol 01
10 Farm Produce Vol 1&2
11 Diesel Petrol
12 Splender Reg
13 NSP Out Put Reg
14 Irrigation Equipt Vol 01




15 Farm Recipet book vol 01 & 02

16 Cattle Feed Reg

17 Chiks

18 Stock Verification File 01
19 Indent Book

20 Delivery Book

21 Ragi Straw

22 Contract Reg

23 Log Book Of weed cutter
24 Desel eng

25 Millking Log book

26 Coconut yield reg

27 Bike Log Book Vol 2&3
28 Tractor Log Book

29 DMS Reg

30 Milk Yield Reg

31 Milk Coupon Reg

32 Cow reg

33 Sheep Reg

34 Pig Reg

35 Buffalos

36 Bullock

37 Millk reg (Boys and Girls)

38 Insurance Files

39 Seed Production File

Scientific Office

SI. No.

Files Name

TP of VC

VC Correspondence

Approved TP & TD of Dean (Agri.)

O/cs TP & TD of Dean (Agri.)

Personal File of Dean (Agri.)

Dean (Agri) letter

Convocation

AC Meeting

Board Meeting

Board Members (address)

U (N
o =~ V=T - SRS TR S BV B S O

BOS Meeting (UG)

—
[\9]

IV Deans Committee

[y
W

Orientation Programme

Yk
-9

Notification

(A
W

BOS meeting (PG studies)

e
(o)}

Advisory Committee/Admission committee for PG students
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Dean (PGS)

18 Score card of Officers/

19 Course offering of

20 ICAR/Scholarships

21 External Examination

22 CAS & NET

23 Awards

24 Norms for State Agricultural Universities
.5 Horticultural University/Letters (other Univ./college)
26 ERNET/ARIS/Broadband

27 E-mail ID of UAS Officers

28 RAWEP

29 Hands on Training (HOT/ EL)

30 BCM letters

31 Proceedings of Association

32 College Development/Land details

33 Inauguration of College

34 Press/Announcements/Advts.

L Science Clubs

36 College Magazine/College/Hostel Day Celebrations
37 Degrees specified by the UGC

38 NSS

39 Deans of SAUs

40 Editorial Committee

41 Crisis Management Committee

42 Campus Management Committee

43 Farm Development Committee

ek Animal Purchase Committee

45 Price Fixation Committee

46 Local Purchase Committee

47 Disciplinary Committee

48 Anti-Ragging Committee

49 Time Table Committee

50 Library Sub-committee

51 Selection Committee (Teaching)

52 Selection Committee (Non-Teaching)
53 Sports and Cultural Committee

54 House Allotment Sub-committee

35 Works committee

56 Disciplinary Committee (Staff)

57 O/c of Dean’s TP/TD and I/c

58 Quarterly Report

59 Additional Duty of Teaching & Non Teaching
60 | Local/Casual committees

61 Students counselling meeting/reports




62 Annual Inspection of Offices/Depts.

63 Annual Technical Meetings (ATM)

64 Staff Meeting (VC’s Office)

65 Staff Meeting (Non-teaching)

66 Staff Meeting — College (Proceedings)

67 Other Meetings

68 Monthly Report

69 Quarterly Report

70 Annual Report

71 Other Reports (Republic Day)

12 UAS Circulars

73 Local/College Circulars

74 Awards

o SC/ST Cell

76 Olcs of Notice Board

7 Winter School

78 International Students Hostel

79 Hostel

80 SPO letters

81 Comptroller/ ICAR grants

82 DE/KVK/ARS/Biofuel

83 AO letters

84 Registrar letters

85 DSW letters

86 Dean (Agri.), GKVK

87 DR

88 EO

89 NCC Ltd

90 PWD

91 DC

92 Agril./ State Department letters

93 Outside the University letters (Bank, etc.)

94 Krishimela/ Field Day

95 NSP/Seed production

96 PHC

97 SSNM/ Veterinary college letters/others

98 Farm Superintendent/Auction etc.

99 Workshops/Projects/CSB/seminars/conferences/ Training
programme

100 | KEB

101 Budget — Govt.

102 | UAS Employees Association

103 | Marriage/Send of parties to staff

104 | KSISMCFL letters

105 | Karnataka Pollution Control Board




106

Post Office/Telephone/Wi-Fi/Internet/Calendar etc.,

107 | Intercom/Audit Report
108 | Security
109 | KSRTC/Bus facility
110 | RSK/ATIC
111 | Borewell/ Mining
112 | PPMC
113 | Fact Finding Committee (Dr. ASK)/ Enquiry
114 | Krishi Abhiyaan / Master Plan for crops
115 | Right to Information(RTI)
116 | Original Invitations
117 | UAS Youth Festival/Agri.Unifest
118 Quotations
119 | UAS Sports Meet 2009-10
120 | Newspaper cuttings
121 Research Council / Extension education council
122 | X & XIICAR Plan
123 | Annual Report of Agricultural Universities
124 Shopping Complex
125 | Half Yearly Reports (ICAR Grants)
126 | Foundation Day — UAS (B)
127 | Office Orders
128 | General
129 | Charge List (CTC) & I/c of T O
130 | Environment & Pollution
131 Confidential Letters
132 | ATR & Minutes (Action Taken Report)
133 | Fact Finding Committee (Students)
134 | IFS Project
135 | Diploma in Agriculture DAESI
136 | LPG
137 | Submission from students to Board Members/VC
138 | High Power Committee
139 | Best Teacher Award (College)
140 | VIP Invitation Protocols
141 Brief achievements & infom. of College
142 | Comprehensive Report (ICAR)
143 NAARM Questionnaire
144 | Inauguration of College/CM Visit
- 145 | B.Sc. (Agri.)/B.Sc.(Ag. Biotech.)
146 | B.Tech.(Food Sci. & Tech.)
147 | UG Admission (NRI seats)
148 | Udyoga Mela (UASB)
149 | Placement Cell
150 State Budget




151

Environment, Forest and Animal Welfare (GOI)

152 | Lectures/Workshop to Staff/Resource Person
153 Accreditation Report / SSR report

154 | Stock Verification

155 | Job Contract Guidelines

156 | Youth Red Cross

157 | Duty report of Officers

158 Starting of PG Programmes at Hassan
159 | Visitors

160 | JRF Results

161 | All India Survey on Higher

162 | FVCK & CVCs of Karnataka State Universities
163 | NISAGANET

164 | Solar Systems/ panels / Fencing

165 | Millet Mela

166 | Disabled Students Information

167 | Progressive Farmers Day

168 | Progress Report of Hassan College

169 | Vision 2030

170 | Practical Test for UG Students

171 DOE Letters

172 | National Foundation for communal Harmony
173 | ADSW

174 | Campus News letter

175 | Technical Officer to Dean (Agri.)

176 | Insurance Claim File

177 | MoU File

178 | Decennial Celebrations

179 | Bio data file

180 | Student Insurance file

181 Agricultural Science Congress — 17 (XIII)
182 | International Conference file

183 Vouchers of Guests

184 | Issue of Magazines

185 | National Function

186 | Annual Functional Planning

187 | Jio connection

188 Student welfare fund

189 | DSW

190 | Placement cell

191 Educational Tour

192 | NAHEP Project

193 | NAIN Project

194 | Personality Development / Skill Development
195 Smart Village register




196

Student Compliance report

197 | Online UG Entrance Examination
198 | PG Recognitions
199 | Farm Field Visits / Complaints
200 | National Highway Authority (NHA)
201 Canteen Supervisory Committee
202 | Kissan Swaraj Sammelan
203 Zero Budget natural farming
204 | Natural Farming (PPT)
205 Lecture Schedule
206 | Vehicle
207 | Dakshina pinakini river rejuvenation project profile
208 Committee under DG, ICAR
209 | Daily weather report (TWS-10181)
210 | Women grievance cell committee
211 | Guidelines for physically challenged students
212 | BOS - Dharwad
213 Student Related letter
214 | Registration certificate
215 | FIST programme
216 | Indian Science congress
217 | VC office meeting
218 | General letters
219 | Department letter
220 | Consumable bills o/c Dean office & To office
221 Foreign students file :
222 | VC Bio data
223 | NAHEP
224 | In-charge letter file
225 | Disability & elderly person file ACH
226 | Project file
227 | Agril. Educational Day /Constitution day File
228 | RKVY- RAFTAAR FILE
229 | Winter school training programme
230 | ELP project
231 Quarters & Guest House file
232 | COVID-19
233 AISHE / AKMU File
234 | IIMR file
235 Radio talk
236 | Online meet file
237 SC-SP/TSP-SCT project file
238 | DATC/ATMA
239 | Research proposal
240 Questionnaires - [ICAR

S e



241 Agri. Innovation centre

242 | University Ranking Files

243 PMFME Scheme (CIC) given to Ramkumar
244 | Agriculture Policy team

245 | LMS/AMS file

246 Taskforce file for COVID-19

247 EDP File

248 | Bi-Monthly/ZREP workshop

249 Dean Monthly Dairy

250 Farmers Field visit

251 Development grants proposal

252 | Jaggery park KAPPEC (Mandya) (CIC)
253 Bhoomi PGSC Award

254 | National Education Police (NEP)
255 Solar Panel to CoA

256 Forest dept. letter

257 | CLP/FSP/ Best outgoing student file
258 VI Deans committee

259 | Website of CoAH

260 | I'YoM (Millets file)

261 Inter. Seed Day

262 Student Induction programme (SIP)

Scientific Office

SI. No. Register Name
1 Meeting Register
- Certificate/Miscellaneous Register
3 Phone/Fax Register
-+ Xerox Entry Register
5 Guest lecture/ Personal development Register
6 Movement Register
7 Visitors Register

Accounts Section

Sl.no.

English

1

Budget Files

ICAR Budget Files

Scheme Budget Files

PDC Bills O/c. Files

PDC Bills passed copy Files

DC Bills O/c. Files

DC Bills passed copy Files

NDC Bills O/c. Files

O[N] W|DN

NDC Bills passed copy Files

—_\\ —



AC Bills O/C. Files

10

11 Office order Files

12 Circular Files

13 Re - appropriation Files

14 Electricity Bills file

15 SAD Audit report files

16 Internal Audit Report Files

17 AG Audit report Files

18 Fees structure details file

19 GOI (SC/ST) scholarship file

20 UAS(B) General & merit Scholarship file
55 NTS (ICAR) scholarship File

22 BCM Scholarship files

23 Budget Estimation Files

24 Budget Meeting Files

25 Accreditation Report file

26 Stock Verification File

27 RAWE File

28 Imprest File

29 Cheque Acknowledgement File

30 Sports Fees details file

31 RTI File

32 Teaching Correspondence File

33 Non-Teaching Correspondence File
34 Quarters Allotment File

35 SPO Purchase File

36 GHIC Files

37 Bank Correspondence File

38 Projects Files

39 Non-Teaching Pay Bill File

40 Teaching File

41 Job Contract Salary Pay bill file (Non-Teaching)
42 Job Contract Salary Pay bill file (Teaching)
43 Job Contract Salary Pay bill file (Doctor)
44 NRI Students File

45 Students Requisition File

46 Caution Money Deposit File

47 CTC File

48 All India Education Tour File

49 Firm VAT/Cot Certificate File

50 Education loan File

51 Receipts Files

52 Students File

53 Fee structure File

54 PG Fees File

—\



55 | ICAR File

56 NRI File

37 Admission File

58 Fees circular File

59 Cancelation File

60 No dues File

61 Student list File

62 UGAM File

63 PG Registrar

64 Revolving correspondence File

65 Cashbook monthly abstract File

66 Annual Report File

67 Budget Files

68 Comptroller File

69 General File

70 GST concession certificate File

71 ICAR budget File

72 Pan card xerox File

73 Re-approation File

74 Revolving Fund on IFS

12 Revolving Fund on plant tissue culture
76 Revolving Fund on soil health cleaning
T Revolving Fund on ATIC

78 SC/ST student File

79 VAAT/ COT certificate File

80 Security & house keeping File

81 Disability Students (PH)

82 Refund amount for students

83 Scholarship Notifications

84 M.H.R.D & National scholarship portal
85 BCM Fees concession

86 NSP-National Scholarship Portal

87 Non GOI SC/ST Students

88 ICAR DBT Portal

89 Minority

90 General Papers (Scholarship)

91 Alumni Association Scholarship

92 LDC Scholarship

93 College Web Materials, CoA, Hassan
94 State Scholarship Portal (SSP) DBT Portal
95 Passed out-IV SC/ST Students-NO DUES
96 Prathiba Puraskar

97 Kittur Rani Chennamma Puraskar

98 Karnataka Labour welfare board

99 Raitha Makkal Scholarship

-3



100

Course Dropped Students Details

101

SCP/TSP

102

Contingency SC/ST (Revolving Fund)

103

ALL Year Schedule

104

Private Scholarship

105

PG Students (SSP, Scholarship, Notifications & etc files)

106

PG-NTS Scholarship

107

Circulars (Scholarship)

Academic Section

Sl No. Files Name
1 Academic council File
2 Accrediation file
3 Acknowledgement File
4 Admission CET File
5 Admission NRI File
6 Admission Intake cum File
7 Admission PG File
8 Aadhar No & SB AC Email Address
9 Affidavit File
10 Anti Ragging Committee
11 Assistant Registrar
12 Attendance File
13 Audit File
14 BCM (Master) Scholarship File
15 BCM (pending) Scholarship File
16 BCM (Taluk Panchayat Scholarship File
17 Biometric File
Board of Studies File, (B.Sc Hons), (B.Tech Biotech ), ( Food
18 Tech),
19 BSNL (Telephone Correspondence File )
20 Cancellation File
21 circular File
22 Comptroller File
23 Convocation File, (B.Sc. Honrs), (B.tech Biotec ), ( Food Tech),
24 Course Offer File, (B.Sc. Honrs), (B.tech Biotec ), ( Food Tech),
25 Court file ¢ :

e



26 Counsellor File

27 DA Orders File

28 Deputation File

29 Diploma File

30 Director of Education File

31 Director of Student Welfare File
32 Emails File

33 Endowlopment Scholarship File
34 Exam Notification File

35 Fee Structure File

36 General Scholarship File

37 GOI (Master) Scholarship File
38 GOI (Pending) Scholarship File
39 Gold Medal File

40 Government Orders

41 Group Health Insurance Coverage File
42 Hostel File

43 ICAR Students File

44 ID Nos File, (BSc Honrs), (B.tech Biotech ), ( Food Tech),
45 Inward File

46 JRF Students File

47 Marks Card verification File

48 Marks Card OC Bills File

49 Meeting Proceeding File

50 Merit (Master) Scholarship File
51 Midterm & Practical Examination File
52 [ Notice Board File

53 Notification File

54 Notification & Registration File
55 NTS (Master) Scholarship File
56 OC Bills File

57 OC File

58 Office Order File

59 Orientation & Registration File
60 Other Scholarship File

61 Personality Development File
62 police Report File




63

Practical Exam File

64 Proceedings File

65 RAWE & HOT (BSc Honrs) File

66 RAWE HOT & WORK Experience (B Tech Biotech) File
67 RAWE HOT & WORK Experience (B Tech Food Tech ) File
68 Registration Office Correspondence File
69 Result Notification File

70 RTI File

71 SC & ST 2 lakh Above File

72 Scrutiny File

73 Semester Schedule File

74 Shortage Attendance File

35 Stock Verification File

76 Students Category File

77 Students Dress Code File

78 Students AID Found Scholarship |File
79 Student Signature File

80 Students Documents & Verification

81 Supplementary File

82 Swarnabha scholarship File

83 Time Table File

84 Ugam Software File

85 Walk interview File

—\b ~
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