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CRITERION 4- INSTITUTIONAL MANAGEMENT 

4.10.   Proper Maintenance of Official Records (Cash Books/ Stock Registers, 

Fund Registers, Leave Records, Fine Fund etc.) 

 
The institution maintains official records in a systematic, accurate, and transparent manner 

in accordance with prescribed government rules and procedures. Cash Books, Stock Registers, 

Fund Registers, Leave Records, Fine Fund records, and other statutory registers are regularly 

updated and properly maintained at the institutional level. All financial transactions are duly 

recorded, verified, and authenticated by the competent authority, ensuring correctness and 

accountability. 

Stock registers are maintained for consumable and non-consumable items, and periodic physical 

verification is carried out to ensure accuracy. Leave records of employees are properly 

documented and updated to maintain service transparency. Fine Fund and other fund registers 

are maintained with proper entries and utilization details. Regular checking, supervision, and 

audit of records ensure financial discipline, transparency, and compliance, contributing to 

efficient institutional administration and governance. 
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Cash books:- 

   

 

             



  

    

Leave Records:- 

     

 

 



  

Fine Fund:  

 

 


