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	Sl. No.
	CLAUSE
	PARTICULARS

	1
	CLAUSE 4 (1) (b)(1) :
	Particulars of the organization. Function and Duties

	2
	CLAUSE 4 (1)(b) (2):
	Powers and Duties of its officers and employees

	3
	CLAUSE 4 (1) (b) (3):
	Procedure followed in the decision making process, including channels of supervision and accountability

	4
	CLAUSE 4 (1) (b) (4):
	Norms set by it for the discharge of its functions

	5
	CLAUSE 4 (1) (b) (5):
	Rules, Regulations, Instructions, Manuals and records, held by it or under its control or used by its employees for discharges its function.

	6
	CLAUSE 4 (1) (b) (6):
	Categories of documents that are held by its or under its control.

	7
	CLAUSE 4 (1) (b) (7):
	Particulars of any arrangement that exists for consolation with or representation by the members of the public in relation to the formulation of its policy or administration thereof.

	8
	CLAUSE 4 (1) (b) (8):
	Statement of boards, councils, committees and other bodies consisting of two or more persons constituted as its part or for the purpose of its advise, and as to whether meetings of those boards, councils.  Committees and other bodies are open to the public, or the minutes of such meetings are accessible for public.

	9
	CLAUSE 4 (1) (b) (9):
	Directory of its officers and employees

	10
	CLAUSE 4 (1) (b) (10):
	Monthly remuneration received by each of its officers and employees, including the system of compensation as provided in its regulations. 

	11
	CLAUSE 4 (1) (b) (11):
	Budget allocated to each of its agency, indicating the particulars of all plans, proposed expenditure and reports on disbursements made.

	12
	CLAUSE 4 (1) (b) (12):
	Manner of execution of subsidy programmers, including the amounts allocated and the details of beneficiaries of such programmers.

	13
	CLAUSE 4 (1) (b) (13):
	Particulars of recipients of concessions, permits or authorization granted by it.

	14
	CLAUSE 4 (1) (b) (14):
	Details in respect of the information, available to or held by it, reduced in an electronic form.

	15
	CLAUSE 4 (1) (b) (15):
	Particulars of facilities available to citizens for obtaining information, including the working hours of a library or reading room if maintained for public use.

	16
	CLAUSE 4 (1) (b) (16)
	Names, Designations and other particulars of the public information officers.

	17
	CLAUSE 4 (1) (b) (17):
	Such other information as may be prescribed.


FORMAT 1

Particulars of its Organisation, Functions and Duties as per Clause 4(b) (1) of the Right to Information Act 2005
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FORMAT -2

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

	Sl. No.
	DESIGNATION
	POWERS AND DUTIES OF OFFICERS/EMPLOYEES

	01
	PRINCIPAL
	1) The Principal shall exercise such administrative powers as are delegated under various acts, rules, regulations, orders and instructions of the government, Department of Collegiate Education and other competent authorities.  He shall be both administrative and academic head of the college.  He shall take all steps for smooth and efficient functioning of the college.

2) To ensure that the scholarship applications of the concerned students are sent to sanctioning Departments viz Social Welfare Department, Backward Classes and Minorities Department and Department of Collegiate Education etc.

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

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

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

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

	02
	SELECTION GRADE LECTURERS/SENIOR GRADE LECTURERS/ LECTURERS
	1) He conduct the classes as per the time-table.

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

3) Extend their full co-operation to the heads of the departments in completing the syllabus before e commencement of the University Examinations.

4) To Co-operate with the Principal in smooth function of mid-term, supplementary and annual examinations.

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

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

                                                                        Continued…

7) He/she shall conduct the practical classes as prescribed by the University and attend valuation work of the university examination, which is mandatory.

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

	03
	LIBRARIAN
	1) To issue books to the teaching, non-teaching staff and students and collect it back.

2) Maintain necessary records/registers in the library etc.

3) To arrange for annual stock verification of the library books and to send annual stock verification report to the concerned officers etc.

	04
	First Division Assistants/ Second Division Assistants
	The First Division Assistants/ Second Division Assistants works under the guidance of the Superintendent.  He is responsible for the work entrusted to him.  Each Assistant will be allotted certain subjects to deal with his duties mainly are as follows.

1) To maintain the case diary.

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

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

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

	05
	Typists
	The Typists duties and responsibilities are as follows:

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

2) to take out number of copies required.

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

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

5) to maintain the work diary in the prescribed porforma.

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

	06
	Attender/Peons
	The duties of the Attender/Peon are as follows: GENERAL DUTIES

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

2] Stitching the files/Exam. bundles

3] Carrying and distribution of stationery and making envelopes whenever necessary

4] Arranging the furniture

5] Keeping the office premises clean


FORMAT 3

Proceedure followed in the Decision making process, including channels of 

superivision and accountability as per clause 4(b) of the Right to Information Act 2005

	Sl.No.
	Designation
	Powers and duties of officers/employees

	01
	Principal 
	He shall exercise both Administrative and Academic Powers

	02
	Selection Grade Lecturers/Senior Scale Lecturer/ Lecturers
	He shall engage classes and conduct Examination

	03
	Librarian
	He shall issue and collect the books

	04
	First Division Assistant/Second Division Assistants
	He shall work allotted to him

	05
	Typists
	He shall do all typing work

	06
	Attender/Peons
	He shall responsible for College Campus Clean





                  FORMAT 4


Norms set by it for the discharge of its functions as per Clause 4(b) of the Right 

to information Act 2005

	Sl.No.
	Designation
	Norms set by it for the discharge of its functions

	1
	PrincipalI
	As per Norms prescribed by UGC and Govt.

	2
	Selection Grade Lecturers/Senior
	As per University Guidelines

	3
	Librarian
	As per University guidelines

	4
	First Division Assistants/Second Division Assistants
	As per Office Procedure Code

	05
	Typists
	As per Office Procedure Code

	06
	Attender/Peons
	As per Office Procedure Code






 FORMAT 5
Rules, Regulations, Instructions, Manuals and Records held by it on contro

 or used by its employees for Discharging its functions Clause 4(b) (5)

 of the Right to Information Act 2005

	Sl.No.
	Rules, Regulations, instructions, Mannuals and Records used

	01
	Karnataka Civil services Rules 1958

	02
	Karnataka Financial Code 1958

	03
	Karnataka Treasury code 1958

	04
	Budget Mannual 1958

	05
	Manual of Contingency Expenditure 1958

	06
	Karnataka Civil Service Rules (Classification, Control and Appeal) 1957

	07
	Conduct Rules 1966

	08
	Karnataka Education Act 1983 *(Karnataka Act No.1 of 1995)

	09
	Karnataka Educational Institutions (Collegiate Education) Rules 2003

	10
	Grant in Aid Code

	11
	Karnataka Civil Services (General Recruitment) Rules 1977

	12
	Karnataka Civil Services Probationary Rules 1977

	13
	Karnataka Government Servants Seniority Rules 1957

	14
	Triple Benefit Scheme Rules 1976

	15
	University Grants Commission guidelines

	16
	Karnataka State Transfereny Act 2000

	17
	Relevant Government Notificatiions and Orders

	18
	Karnataka Civil Services (Regulation of Promotion, Pay and Pension Act, 1973 and 1978 Rules General Recruitment Rules 1977.

	19
	Karnataka Civil Services (Confidential Reports) Rules 1985

	20
	Karnataka State University Act 2000

	21
	Jurisdictional, University Regulations, Bylaws and Examination Mannual

	22
	Karnataka Education Department Services (Collegiate Education Department Recruitment) Rules 1993 and other rules as amended







FORMAT 6

Statement of the Categories of Documents that are held by it or under

control as per Clause 4(b)(6) of the Right to information Act 2005

	Sl.No.
	Categories of Documents that are held by it or under control

	01
	Attendance Registers

	02
	Movement Registers

	03
	Casual Leave Registers

	04
	Letters inward Registers

	05
	Postal Stamps Account registers

	06
	Letters Outward Registers

	07
	Tappal Issue Acknowledgement Registers

	08
	Muddam Registers

	09
	Files Sending registers (Signal Files System)

	10
	Case worker personal diary/case register

	11
	Cash books

	12
	Day Books

	13
	Grant release Registers

	14
	Salary Disbursemnt Register

	15
	Advance Sanction Register

	16
	Stock Registers

	17
	A.G. Audit Observation Compliance Report Register

	18
	Special State Gazettes

	19
	National Loan Scholarship Recovery Register










FORMAT 7


Particulars of any Arrangement that exits for consultation with or 

representation by, the members of the Public in relation to the formulation

 of its Policy or Administration thereof as per clause 4(b) (7) of the Right 

to Information Act 2005

	NOT APPLICABLE












FORMAT 8


Statement of Boards, Councils, Committees and other Bodies consisting of

 two or more persons constituted as sits part or for the purpose of its advise, and 

as to whether meetings of those boards, councils, committees and other bodies

 are open to the public, or the minutes of such meetings are accessible for public

 as per Clause 4(b)(s) of the Right to Information Act 2005

	Sl.No.
	Committees
	Headed by

	01
	Admission Committee
	Principal

	02
	Examination Committee
	Principal

	03
	Cultural Committee
	Principal

	04
	Disciplinary Action Committee
	Principal

	05
	Sports Committee
	Principal

	06
	Students Grievance Committee
	Principal

	07
	Reading Room Committee
	Principal

	08
	NSS Committee
	Principal

	09
	N.C.C. Committee
	Principal


FORMAT 9

Directory of its Officers and employees as per Clause 4(b)(9) of the Right to Information

 Act 2005

	Sl.No.
	Name
	Designation
	Telephone No.
	Extn. No.

	01
	Doma Chandrashekhar
	SGL in Commerce & Principal
	08254-232053
	

	02
	S.Narayana Rao
	SGL in Economics
	08254-233769
	

	03
	K. Shantharam
	SGL in Commerce
	0820-2564288
	

	04
	Dr. M.V.N. Swamy
	SGL in Commerce
	08254-230494
	

	05
	Vasantha Shetty. B
	SGL in Commerce
	08254 –235369
	

	06
	G. S. Hegde
	SGL in Commerce
	08254 – 231714
	

	07
	M. Arunachala
	SGL in Commerce
	0820 – 564788
	

	08
	K.R. Shanker
	SGL in Commerce
	0820-232508
	

	09
	Parvathi Amma. B
	SGL in English
	08254-232102
	

	10
	V.A. Kulkarni
	SGL in English
	08254 –233108
	

	11
	Mothi Bai K.S.
	Lecturer in English
	0820 – 582932
	

	12
	N.S. Meenakshi
	Lecturer in English
	9880236064
	

	13
	G. Rekha
	SGL in Kannada
	08254 –230743
	

	14
	P. Ganapathi Bhat
	SSL in Kannada
	08254 –234907
	

	15
	R. Govindappa
	SGL in Kannada
	08254-238740
	

	16
	Dr. G.B. Maiya
	SGL in Hindi
	0820 –2564259
	

	17
	G.M.Udaya Kumar
	SGL in History
	08254 –232056
	

	18
	K. Gopal
	Lecturer in History
	08254 –232273
	

	19
	Shubhakerachari
	Lecturer in Pol. Science
	9741637549
	

	20
	D. Ramananda
	SGL in Physics
	9886285860
	

	21
	B. Lalitha Devi
	SGL in Physics
	08254 –231976
	

	22
	Shashikanth Hathwar
	Lecturer in Physics
	08254 –233120
	

	23
	Dr. R.M.Chimbalkar
	SGL in Chemistry
	0820 – 549214
	

	24
	Nisha. M.
	SSL in Chemistry
	9480402142
	

	25
	Sathyanarayana
	Lecturer in  Chemistry
	9449620530
	

	26
	Narayana Tantry
	SSL in Statistics
	0820 – 544627
	

	27
	Aravinda Hebbar
	SGL in Botany
	 99801679938
	

	28
	P. Umesh Nayak
	SGL in Maths
	08254 - 233679
	

	29
	Yashavanthi
	Lecturer in Sanskrit
	0820 - 2533428
	

	30
	Vijaya Kumar K.M.
	Lecturer in Zoology
	9902172977
	

	31
	Sandhya G.K.
	Lecturer in Maths
	0820 - 2528564
	

	32
	Praveen. K.
	Lecturer in Pol. Science
	0824 –2416620
	

	33
	Jyothi M. Alphonsa
	Lecturer in Chemistry
	0820-2591446
	

	34
	Saraswathi
	Lecrturer in Kannada
	9481916324
	

	35
	Ananda
	SSL Librarian
	08254 232381
	

	36
	T.K. Mohan
	SGL in Economics
	9845368636
	

	37
	M.B. Nataraj
	Lecturer in Zoology
	9741816146
	

	38
	Shobha
	First Div. Asst.
	08254 –233820
	

	39
	Prabhaker Shettigar
	Second Div. Clerk
	0820 - 2529159
	

	40
	H. Bhagyavathi
	Second. Div. Asst.
	08254 –232074
	

	41
	M. Gopal Naik
	Second Div. Asst
	08254 –231343
	

	42
	Poornima Bai.U.
	Clerk-cum-Typist
	08254 –234103
	

	43
	K. Shivarama
	Attender
	08254 –230506
	

	44
	Rajeevi. V
	Attender
	08254 –234586
	

	45
	Mahabala
	Attender
	08254 –233988
	

	46
	Keshava Devadiga
	Attender
	0820 - 2535641
	

	47
	B. Rathnaker
	Peon
	08254 –234787
	

	48
	Ashoka
	Peon
	08254 –261128
	

	49
	Heriya
	Peon
	08254 233405
	

	50
	K. Mahabala
	Peon
	08254 267679
	

	51
	Subbanna
	Peon
	08254 –252103
	

	52
	Manjunatha A
	Peon
	08254 –230369
	













FORMAT 10

Monthly Remuneration received by each of its officers and employees including the 

system of Compensation as provided in the Regulations as per Clause 4(b) (10) of

the Right to information Act 2005

	Sl.No.
	Name
	Designation
	Gross Salary

	01
	Doma Chandrashekhar
	SGL in Commerce & Principal
	41907

	02
	S.Narayana Rao
	SGL in Economics
	41907

	03
	K. Shantharam
	SGL in Commerce
	41907

	04
	Dr. M.V.N. Swamy
	SGL in Commerce
	42032

	05
	Vasantha Shetty. B
	SGL in Commerce
	41907

	06
	G. S. Hegde
	SGL in Commerce
	38480

	07
	M. Arunachala
	SGL in Commerce
	37098

	08
	K.R. Shanker
	SGL in Commerce
	37098

	09
	Parvathi Amma. B
	SGL in English
	37098

	10
	V.A. Kulkarni
	SGL in English
	36136

	11
	Mothi Bai K.S.
	Lecturer in English
	25248

	12
	N.S. Meenakshi
	Lecturer in English
	25248

	13
	G. Rekha
	SGL in Kannada
	36471

	14
	P. Ganapathi Bhat
	SSL in Kannada
	27366

	15
	R. Govindappa
	SGL in Kannada
	37198

	16
	Dr. G.B. Maiya
	SGL in Hindi
	41997

	17
	G.M.Udaya Kumar
	SGL in History
	37098

	18
	K. Gopal
	Lecturer in History
	25248

	19
	Shubhakerachari
	Lect. in Pol. Science
	20839

	20
	D. Ramananda
	SGL in Physics
	38060

	21
	B. Lalitha Devi
	SGL in Physics
	35450

	22
	Shashikanth Hathwar
	Lecturer in Physics
	18216

	23
	Dr. R.M.Chimbalkar
	SGL in Chemistry
	39021

	24
	Nisha. M.
	SSL in Chemistry
	27366

	25
	Sathyanarayana
	Lecturer in  Chemistry
	25248

	26
	Narayana Tantry
	SSL in Statistics
	34064

	27
	Aravinda Hebbar
	SGL in Botany
	41982

	28
	P. Umesh Nayak
	SGL in Maths
	37198

	29
	Yashavanthi
	Lecturer in Sanskrit
	Salary heldup

	30
	Vijaya Kumar K.M.
	Lecturer in Zoology
	17712

	31
	Sandhya G.K.
	Lecturer in Maths
	17280

	32
	Praveen. K.
	Lect in Pol. Science
	17280

	33
	Jyothi M. Alphonsa
	Lecturer in Chemistry
	16848

	34
	Saraswathi
	Lecrturer in Kannada
	16416

	35
	Ananda
	Librarian
	30343

	36
	T.K. Mohan
	SGL in Economics
	41982

	37
	M.B. Nataraj
	Lecturer in Zoology
	25248

	38
	Shobha
	First Div. Asst.
	17712

	39
	Prabhaker Shettigar
	Second Div. Clerk
	18144

	40
	H. Bhagyavathi
	Second. Div. Asst.
	17712

	41
	M. Gopal Naik
	Second Div. Asst
	9435

	42
	Poornima Bai.U.
	Clerk-cum-Typist
	15220

	43
	K. Shivarama
	Attender
	15120

	44
	Rajeevi. V
	Attender
	11520

	45
	Mahabala
	Attender
	10803

	46
	Keshava Devadiga
	Attender
	10728

	47
	B. Rathnaker
	Peon
	12960

	48
	Ashoka
	Peon
	12960

	49
	Heriya
	Peon
	12960

	50
	K. Mahabala
	Peon
	11520

	51
	Subbanna
	Peon
	11031

	52
	Manjunatha A
	Peon
	7776












FORMAT 11 A

Budget Allocated to each of its agency indicating the particulars of all plans,

 proposed expenditure and reports on disbursement made as per Clause 4(b) (11) 

of the Right to Information Act 2005


As per Karnataka Educational Institutions (Collegiate Education) Rules 2003

 Chapter IV Rule 7 to 18, 63 & 64

	Sl.No.
	Head of Account
	Particulars of Budget Allocated

Plans & Non Plan
	Expenditure
	Balance

	1
	UGC Grants XI Plan
	Rs.677744
	Rs.677744
	 Nil











FORMAT 12

Manner of execution of subsidy programmes, including the amounts allocated and 

the details of beneficiaries of such programmes as per Clause 4(b) (12) of the Right to Information Act 2005

	           Name of the Scholarship                                          Amount received

	Sir C.V. Raman Scholarship                                                   Rs. …

Sanchi Honnamma Scholarship                                              Rs.34000













FORMAT 13

Particulars of recipients of concessions, permits or authorizations granted by it as per Clause 4(b) (13) of the Right to Information Act 2005

	NIL








FORMAT 14


Details in respect of the information, available to or held by it, reduced in an Electronic Form as per Clause 4(b) (14) of the Right to information Act 2005

	E-mail: basck_1962@rediffmail.com

Fax     : 08254-253043












FORMAT 15

Particulars of facilities available to citizens for obtaining information, including then

 working hours of a Library or Reading Room, if maintained, for public use as per 

Clause 4(b) (15K) of the Right to information Act 2005
	The publics can also use the library during the working hours of the College















FORMAT 16


Names, Designations and other particulars of the Public Information Officer as per Clause 4(b) (16) of the Right to Information Act 2005

	Sl.No.
	Name of the Public Authority
	Name and Designation of the Public Information Officer
	Name and Designation of the Asst. Information officer
	Appellate Authority

	01
	Bhandarkars’ Arts & Science College, Kundapura 576 201 Karnataka, Udupi 
	Chandrashekhar Doma

Principal
	Smt. Shobha

F.D.A.
	Regional 

Joint Director of Collegiate Education, Mangalore













FORMAT 17

Such other information as made be prescribed as per Clause 4(b) (17) of the Right to Information Act 2005

	The College was accredited by NAAC as B++ Level

Career Guidance Cell is available in the college
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     This is to certify that the Information Act 2005  hand book has been notified both in Kannada and English Version on the College Notice Board ON 14.12.2009
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