
ESTD 1988 

SWAYAM SIDDHI MITRA SANGH's 
DEGREE COLLEGE. 

(Affiliated to University of Mumbai, Recognised by Govt. of 
Maharashtra) 

(An ISO 9001-2000 Certified Institute) 
Sonadevi Compund, Near Octroi Naka, Kalyan Road, Bhiwandi,Dist-Thane 421302. 

Tel. : (02522)249191/8805249191.E-Mail: ssmsdegreecollege@gmail.com Website: www.swayarmsiddhi.info 

GREETING ALUMNI Standard Operating Procedure (SOP) for Greeting Alumnus 

1. Sets up the process through which an alumnus visiting an Institution shall be 
welcomed and entertained. 

2. Invitation shall be sent to the alumnus. " Details of the visiting alumnus shall be 
circulated to all institutions. 

3. The Public Relations (PR) team shall get in touch with the alumnus to arrange travel well in advance. 
4. The head of the institution shall ensure that the preparation for welcoming of alumnus is complete at least one week before the scheduled date of the visit. 
5. Arrangements for snacks/meals shall be made. 
6. Alumnus shall be welcomed with a gift bearing the name of the organization. 7. Alumnus shall be taken for a visit around the institution to showcase recent 

developments. 
8. In the event the alumnus is to deliver a lecture or oonduct a session, arrangements shall be made well in advance by informing the target audience. 
9. Feedback shall be taken from the alumnus regarding their experience. 
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SWAYAM SIDDHI MITRA SANGH'S 
DEGREE COLLEGE. 

(Affiliated to University of Mumbai, Recognised by Govt. of 
Maharashtra) (An ISO 9001-2000 Certified Institute) 

Sonadevi Comnpund, Near Octroi Naka, Kalyan Road, Bhiwaandi,Dist-Thane 421302. Tel. : (02522)249191/8805249191.E-Mait : ssmsdegreecollege@gmail.com Website: www.swayamsiddhi.info 

MEETING Standard Operatiag Procedure (SOP) for Meeting lays down the procedure for conducting meetings in a Smooth and organized nanner wherein every member participates actively. 

1. Cleanliness shall be maintained for the meeting room and equipment to reduce the risk of infection and pest infestation. 
2. Meeting agenda shall be circulated well in advance with the attendees. 3. Uniformity shall be maintained for the meeting procedure and the format of minutes and resolutions 
4. Provision for light refreshments should be made before or after the duration of the 

meeting, not during meetings. 
5. Use of mobile phones should be prohibited during meetings. 6. Arival and departure of members shall be recorded in the minutes of the meeting. 7. Action lists shall be distributed within 2 working days of the meeting. 
8. Members are expected to prepare themselves thoroughly for the meeting by reading all related documents. 

9. Members are expected to participate actively in the deliberations of the committee. 
10. No one should be allowed to enter the meeting room without prior permission of the 

chairman of the session. 
11. Eachmeeting should concude with confirmation of the date of the subsequent 

meeting in order to provide reasonable notice period for the members. 
12. Meeting shoukd be concluded at the scheduled time. 
13. Minutes of the meeting shall be communicated to all members including those who 

were absent. 

14. Action Taken Report (ATR) of a meeting shall be discussed in the next meeting and 
documented in the minutes of the latter. 
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SWAYAM SIDDHI MITRA SANGH'S 
DEGREE COLLEGE. 

Sodevi Compund, Nonr Octrol Naka, Kalyan Road, Bhiwandi, Dist-Thae-421302. Tel. : (02522)249191/8805249191.E-Mail : ssmsdegreecollege@gmail.com Website: www.swayamsiddhi.info 

Library: Shoukd provide � 

2. 

(Allated to Unlversity of Mumbai, Recognised by Govt. of 
Maharashtra) (An ISO 9001-2000 Certified Institute) 

I. Provide books, ~books, Journals and e-Journals; 

6. 
7 

Standard Operating Procedure 

3. Operate for eight hours from 7.00 a.m. to 3.00 p.m.; 
Have a standard separate well-furnished reading room for students and staff 

4. Operate from 6.00 a.m. to 11.00 p.m. during examinations for students' convenience; Wi-Fi and standard internet facility with multimedia computer; Be fully automated and provide user services through computer; and 
Have separate resource center for students to access desired information. 
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pro
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Sta

ff 

sho
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int
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pro
per

 

rec
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s of
 

the
ir 

res
pe

cti
ve
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o. 

I1.
Sta

ff 
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ll 
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the
ir 

ser
vic

es for the 
we

lfa
re of

 
the 

co
mm

un
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 &
 

soc
iety

 at
 

larg
e. 
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cti
ty of

 
aca

dem
ic 

en
vir

on
me

nt.
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sho
ukd

 

str
ict

ly 
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 to
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uir

em
en

ts of
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tio

n and 

ma
int

ain
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ive
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taf

f 
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tru
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ntr

ibu
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de
ve

lop
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nt of
 

the 
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8.S
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sho
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s and 
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s 
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pro
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 of

 
the 

co
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pro
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. 2.S

taf
f 

sho
uld

 

wor
k in

 
acc

ord
an

ce with
 

ins
titu

tio
na

l 

po
lic

ies
 and 

pra
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il 
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gu
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ly 
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pra
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nd
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t 
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e 
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nts

; 
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d 
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t 
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e 
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rly
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gu
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t the 
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upd
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pr
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en

tat
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e 
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io 

-
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sho
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we
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pal
. 

11. 
M

ait
ain

 a 
tea

ch
ing

 

rec
ord

 and get it 
reg

ula
rly

 

ve
rifi

ed
 

from
 the HoD 

sub
mi

t it to
 

the hea
d of

 
de

pa
rtm

en
t 

(H
oD

); and 

10. 
Pre

par
e 

tea
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the
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bik

e. 

S.
 

Kee
p cell

 

pho
ne on

 
sile

nt 

mod
e 

wh
ile on

 
cam

pu
s; and 

4.
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e than

 one 

fac
ult

y 

me
mb

er 

ha
nd

lin
g the 

sam
e 

su
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Objective: To claborate the procedure for Sponsoring our faculty members for attending the 
programs. 

Responsibility: 

SOP FOR SPONSORING FACULTY FOR PROGRAMMES 

All the tcaching staff members 

(An ISO 9001-2000 Certified Institute) 

Procedure: 

" Heads of the respective Departments 

" Office staff members 

" Principal of the institution 

I. Releasing the academic schedule to all teaching Principal & HoDs 

2. Grouping the faculty members based on their specialization 

3. Conducting department meeting to group the faculty based on their specialization 
4. Sharing the Program option sheet to all faculty members 

5. Finalization of number of programs can be attend by an individual faculty 
6. Finding out the relevant programs organized in an reputed institution 

7. Completing the registration process and claiming the acknowledgement slip 

8. Preparation of claim form containíng the proofof acknowledgment slip 
9. Approval by the HoD & Principal for attending the program 

10. Submission of Fee Receipt and Certificate copy to Office for Claim Verification 
II. Verification of One page write-up or Presentation related to the Program 

12. Remuneration of the claimn amount 
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