FINANCE POLICY
HOOGHLY ENGINEERING & TECHNOLOGY COLLEGE

MISSION:

Finance and Accounting maintaing and supports the Institute flscal responsibliities through sccurate
Accounting & Financial compliance. We provide oversight, assistance and training In financial
management for the campus community.

VISION:

To be the most knowledgeabla, transformative, Creative Finance and Accounting Division. Qur culture
of continuows improvement will enable our trusted professionals 1o set the standard for omployee
excellence and service to all.

CORE VALUES:

e Right Results, Right Way — We uphoid the highest standards of accountability and
integrity by honouring our commitments and taking pride in our work.

« Powered by Professionalism — We wse our knowledge, technical skills and
communication for the benefit of the HETC. By valuing all backgrounds, we respect
diverse ideas through active listening and showing compassion.

s Culture of Learning - We volue the development of our employeess and are committed
to providing opportunities to learn and grow,

# G0 the Extra Mile - We commit (o collaborating with customers and paers. We nEver
settle in anything we do, and we challenge our ideas of what is possible to better serve
B customers.

INTRODUCTION:

HOOGHLY ENGINEERING B TECHNOLOGY COLLEGE (HETC) is @ Degree Engineering College. The
institute is affiliated with MAKAUT (formally known as WBUT]. It is recognised by the Government of
West Bengal, UGC, and its courses are approved by the All India Councl for Technical
Education (AICTE), it is run by Hooghly Engineering & Technology Callege Society (HETCS), a non-profit
making Organization engaged in the promotion of Technicel Education amongst the students and the
dissemination of sclentific knowledge in the Society .4 good number of eminent social workers,
educationists, public men are directly invalvad in the Management of the Society. The Managing
Committee of the Socety conslsts of eminent Professors, Doctors, Liwyers, and public representatives
looking after the different sector of activities of the Soclety. It is a registered body under the Societies
Registration Act 1956, HETC has been established in Hooghly and it has become a part of the heritage
that Hooghly represents. Hooghly Engineering & Technology College has set fram the very beginning,
as its goal, guality technical education, which endeavours to achieve high levels of academic
excellence. It is planned in such & way ﬂ-fﬂhﬂzm can get all faciiivies and help to reach his



destination. The laboratories have baen setup not anly according to the unbversity syliabus, but also
with the state-of-the-art equipment, The HETC can boast of teachers of quality. The discipline is the
backbone of any system and the collage s duty bound to produce hard-core professionals and an
effective system can only give the desired result The college consists of an academic and
administrative building, alibrary and a vast area ol open fand, which halps the growth of young talents
under healthy and natural environment.

The Institution has developed a finance policy to optimize resource use in achleving its various
obijectives, aligning with Its Vision and Mission.

The instituton s finance poicy aims 1o acnieve e following objectives:

Careful and efficient management of financlal resources,

Mairtaln honesty and transparency in all aspects of financial management and reporting.

To comply with the legal requirements of varlous laws and regulations.

Cotument Indome and expendiiure, aatb and Nabilities, Sanking raquiraments, budgeling,

internal controls, reparting, ete,

To present a report to statutory bodies.

& To execute the project in accordance with the donor's terms and conditions and to achleve
the project’s goals,

& Toancure tha institatinn malaraine high standarrds of accnuntahilitg and cradihility o tha oo
of entrusted funds.

«  Tomaximize benefits while minimizing costs.

" & & W

The Finance Committee, Purchase Committee, 2nd internal Audit Committee will collaborate under
the guidance of the college Principal in pccordance with the guideline of Hooghly Enginesring &
Technology College Society to achisve the aforementioned objectives.

The Finance Committee’s main role is to oversee the institution's finances, finalize budget proposals
from various departments, and ensure funds are used efficiently by proper utilizing of purchase policy.
It recommends the aporoval of the annual budget by the Governing Body and monitors it taking
corrective action for issues like potentisl overspending. Additionally, it advises the Governing Body on
prudent fund utilization.
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OBIECTIVES & FUNCTIONS OF THE INTERNAL AUDIT COMMITTEE

An effective internal audit mechanism is designed to enhance the Institute’s operational afficiency
and support the achisvement of itz vision and mission. Annuaily, it conducts financial audits (reviewing
annupl accounts) and comphiance audits [evaluating transactions) to ensure adherence to standards
and regulations.

The Internal Audlt Committee must collabarate with the office accountant te enhanca the skills of the
audit and accounts personnal of the Institute, guiding them towards achieving their objectives and
targets more efficiantly.

Major duties and responsibilities of internal audit functionaries are summarized as befow:

a  Study of accounting procedurss, including maintenance of records in the institute with a view
to ensuring that they are correet, adequate and free from any defects.

=« Reports risk management issues and internal controls deficiencles identified directly to the
Finance Commilles through the Director and provides recommendations for improving the
organizetion’s operations, in terms of both efficient and effective performance.

= Provides support [o the Institute’s anti-fraud programs.
Watch over the implementation of the preseribed procedures and the instructions) orders
Issund from time to time.

& Scrutiny and chack of payments =nd accounting work of the accounting units,

= |nvestigation of important arrears in accounting and other connected records.
Periodical review of all accounts including cash book, bank reconciliation statement and store
records as well as physical verification of stores.

BUDGET CONTROL

BRIEF ABOUT BUDGET

A budget is an accounting plan. It is a formal plan of action expressed in monetary terms. [t could be
soen as o statement of expectod income and expenses under certain anticipated operating conditions.
It is a quantified plan for future activities — quantitative blue print for action.

Every ofganization achieves its purposes by coordinating different activities, For the execution of goals
efficient planning of these activities s very important and that Is why the management has a crucial
role to play in drawing out the plans for Hs business, Various activitie: within a company should be
synchronized by the preparation of plans of actions for future periods, Thesa comprehensive plans are
usurally referred to as budgets. Budgeting |s a management device used for short-term planning and
control. It is not fust accounting exercise. Budget represents the Statement showing the estimates of
recaipts and expenditure in respect of a financial year. Financial year commences on 1st day of April
every year and ends on 31st March of following every year.

The Budget spacifies the objects for and the fimits up to which expenditure may be legally &
authentically incurred during the course of a financial year. its objective is to exercise financiat control
over approved items of Income and expenditure, In other words, It ks an instrument of financial
control. The Budget shall contain the following: '
» Estimations of all Income expected to be raised during the financial year to which the
budget relates.
s Estimations of ail expenditures for pach head-wise expenditure.




OBJECTIVES & FUNCTIONS OF THE INTERNAL AUDIT COMMITTEE

An effective internal audil mechanism is designed to enhance the Institute's operational efficiency
and fupmart the schissamant of iy yizion snd miesion, Annustly, toonducts Snancisl sudite {reviesring
annual accounts) and compliance audits [evaluating transactions) to ensure adherence to standards
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The Intarnal Audit Committee must collaborate with the office accountant to enhance the skills of the
audit and accounts personnel of the Institute, guiding them towards achieving their cbjactives and
targets more efficiently.

Major duties and responsibifities of internal audit functionaries are summarized as befow:

& Study of accounting procedures, including maintenance of records in the institute with a view
to ensuring that they are correct, adequate and free from any defects.
» Reports risk management issues and internal controls deficiencies identified directly to the
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BUDGET CONTROL
BRIEF ABOUT BUDGET

A budget Is an accounting plan. It is a formal plan of action expressed in monetary terms. |t could be
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conditions. It Is a quantified plan for future activities — quantitative blue print for action.
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authenticatly incurred during the course of a financial vear, Its objective is to exercise financial
control over approved items of income and expenditure. In other words, it 1= an instrument of
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» Estimations of all Income expected to be raiséd during the financial year to which the
budget relates,
& Estimations of all expenditures for each head-wise expenditure.




BUDGET ESTIMATE

A budget 1s a financial plan for defined period of time, usually a year. It s an instrument of financial
control. institute considered estimates for expanditure under these broad calegories:

Revenue Recelpts / Income relates to:

A} Tuition Fee |from Students) 8} Other Fee (from Students] Cf Miscellaneous Receipis

Revenus Expenditure / Payments relates to recurring and non-recurring expensas / payments,

RECURRING EXPENDITURE

Library Expenses including books, periodicals, e-resource, print journals,
VTU Cansortium mombership

Laboratory Consumabies of all the departments.

Teaching & Non-Teaching Salary consists of Salary, EPF B ESIC employer
contribution
Mainteriance & Spares includes, Building & Campus maintenance, Vehicle
maintenance, Deparimental maintenance, equipment maintenance like AC,
CCTV, Computers, DG-Set, Furniture, Lifts, Office equipment, UPS, Solftware &
Water purifiers ete.

Research & Development expenses of all the departments,
Training B Trovelling cxpenses includes of all the departments and
administration, placement, studont expensas
Miscellaneous expenses consists of Advertisements, Affiflation, Audit Fes, Bank
Charges, Dispensary Expenses, Licenses, Insurance, Flight Charges, Fuel Chargas,
Cifice axpenses, Printing & stationery elc.
Waorkshop, Seminars & Conferences

NON-RECURRING EXPENDITURE

Infrastructure Bullt up

Lshoratory equipment's of all departments
Softwars for all the departments

Amy othier capital expenditure of non-recurring nature

FUNCTIONS ABOUT BUDGET

]

To forecast the revenue and expenditure based on the previous years’ budget
utilizatian and audit balance sheet

To help in preparation of budgets as per the requisition from the HOD's
To scrutinize the budget

To suggest any revision in the submitted budget

To approve the final budget

To eommunlcate the budget allocations to the respective departments
Ta submit the final budget to the finance commirtes for the approval
Te evaluate the budget utilization after the financlal year,




RESPONSIBILITIES

# Chairman - Ta approve the budget and recommend any changes based on income and
EAMET e

# Co-ordinator — To review the previous year biodget and audited balance sheet and
accordingly prepare the dralt budget. Based on the income, the revised budget Is drafted

for approval, To prepare the budget v/s expenditure statement after the financial year to
evaluate the utilization.

# Members = To submit the budget requisition of their departments
# Principal - To table the budget in the Governing Council for the final zpproval.

BUDGET CALENDAR

Budget calendar Indicating the dates by which the various steps leaning to the finalization of the
budast sctimater of the Inciitute are to be comploted. Budget = propased in the month of Apr|
every year. The following are the stages to be followed before the budget estimates are approved by
the Governing Body.

Budget Circular is sent to the HOD's requesting them to forward their budget propasals of the
subequent year by the set date.

!

Frincipal receives Budget propossls from lii'l?fémm' oepartments as submitied by RS,

F i
Principal forwards the Budget proposal which has received from the departmaentat heads and
foresrds e same to Budeet Committes for dhscuxsion and forwarnds 1o finants e,

ll
d
The Finance Committee approves the Budget Proposals recsived from the Budget Committee to be
plarad hafnrs the Goassening Rndy / Snelaty far Final annrmaal

1

&

Governing Body aporoves the Budeet as received from the Finance Committes and communicate the
approval to the Principal for furthar action.

l

&

Principal re-communicates departmental budget allocations as approved in the Governing Body to
the reapective Departments / HOD's,




AMEMDMENT TO FINANCE & ACCOUNTS MANUAL

HETCS reserves the right to add on, delete, alter or amend any of the polices and procedures
contained |n this manual without any notice. Such additions, delstions, alterations andfor
amendments will be approved by the B0ARD MEMBERS, HETCS refated to Finance and accounts and
notified to all centres by SECRETARY HETCS |, through the Finance officer (F&AC).

This documant s proprietary and exclusive to HETCS and &5 to be used ONLY by and for the purposes
of HETES and its branches.

Note: No part should be reproduced even for internal (HETCS — HETC, HETCS-5DC AND FURTHER IF
ANY) purposes without the written approval Signature of Secretary of HETCS.

The Prasident HETCS, Secretary HETCS, Principal HETC and Finance Officer shall ba the custodians of
the present manual. However College Registrar and Deputy Registrar can also have the copy of the
manual if needed for without any approval.

JURISDICTIONS

in case of any dispute or any matter arising out of or relating to the policies and procedures contained
in this document or otherwise, Hooghly will be conslderad 3t the place whore the course of acticn
has arisen and the appropriate court at Hooghly and Koliata will have jurisdiction over such mattess.

CONCLUSION

The finance policy of an AICTE approved MAKAUT accredited degree enginesring coflege would
typicolly cover varions sspests refetesd o finanein! menagement, budgsting, funding sourm=s, and
financial regulations specific to educational institutions in Indla. Overall, the finance policy aims to
ensure financial sustamatulity, transparency, and complance while supporling the msmmunon’s
educational mission and goals.

AL
Principal-in

Hooghly Engineering & Technology College




INFRASTRUCTURE AUGMENTATION POLICY
HOOGHLY ENGINEERING & TECHNOLOGY COLLEGE

INTRODUCTION:

An “Infrastructure and Augmentation policy” typically refers 1o a strategic framework or set of
guidelines aimed at developing and enhancing physical infrastructure and capabilities within an
oTEardation, as per the guidalines-and regulations set forth by tha All india Councll for Tochnical
Education (AICTE] and specific accreditation standards from Maulana Abul Kalam Azad University of
Technology (MAKALUT).

STRUCTURE:

The Goveming Body, the Principal, along with the lollowing Committees [comprising teachers and
nan-teaching staff), ensure optimal allocation and utilization of the available Financial Resources for
infrastructural changes, maintenance and upkesp of different facilities by holkding regular mestings
of various committess constituted for this purpose and using the funds aliotted by the HETCS as per
the requiroments, in tha interest of the students,

* internal Quality Assurance Cell (IQAC)

* Devirlopment Fund Committes [HETCS)
* Building Maintenance Committes

* Lbrary Committes

* ICT Committee

* Hostol Committes ot

Far the purposes of development/augmentation of a facility, the functions of these committees include:

« To identify the gaps and areas for updating/ repairsfreplacement required in a particular
facility/resaunce.
# Tocompare alternatives and giving recommendations for facility to be procured

tn addition to the above mentioned committees, the firefighting systom, Waste Managementand
Rain water harvesting system are installed following proper recommendations  regarding
infrastructure requirements for promoting groen practices of thi campus. The Departments also
subimit their additional infrastructural requirements as and when they arise,

# For infrastroctural changes needs are communicated to the Principal by the Committoes or
during regular faculty meetings or by & staff member in case the matter requlres immaediate
attention, The nues, procedures and guidelines of MAKAUT and AICTE are followed with
regard to procurement of new Tacilithes,

» [For renovation and repair if any need (s brought to notice, the same is examined or discussed
by the concerned personnel, As per thelr recommendations, necessary steps are taken, Minor
repairs are done directly through regular contractors. For malor repair or augmentation more
than Rs. 25,000, tenders are prepared and uploaded on HETC portal a5 per rules, The tenders
receivied and examined by the concemied authoritles. Comparative statement ls preparad and
the job is aflotted to the lowest bidder after approval of the competent authority. The wark is
eaamined {rom tme to time by the Engineer and the supervising staff.




SCOPE & APPLICABILITY:

The following policies are followed for major and minor argumentation for various
Infrastructure facilities to various stakeholders:

FACILITIES PROCUREMENT POLICIES

Classrooms A Room Chart is prepared for each semester by the Time
Table Committee of the college through which rooms are
allocated for various classes, Each department has been
given dedicoted classrooms that can be used for

Iecturestutoriaks and it

Sports Ground and Other  Faculty incharge of the Sports Department and

Sports equipment’s Caretakers allocate. the use of ground for wvarious
activities, The college appolnts coaches for training of the
students

Ubrary Ubrary cards are lssued to the students on admission and

teachers on appointméent. This Includes E-access to
library mesources. The recommendation of books are
Irvited  Frem faculty by Library Commitiee and
procurement s done by library according o the funds
avallable. Library has different

Hostels Applications invited from the students are processed on
mierit basis. Access to hostel s restricted for safety and
SECLAty FEsSONs.

Parking and Parking facility i avallable for teachers, stall student and

Transportation wisitors. Pick up facilities for faculties are provided by the
calloge.

Seminar Room Booking Rogister (s kept in the office. Faculty members

make the entry to book the Seminar Room slong with the
date and duration for which it is needed.

Auditarium Booking Register Is kept in the office. Faculty book the
Seminar Room along with the dote and duration for
which It is needed, it is necessary to cancel the booking if
the facility is not needed due to any reason so that the
facility can be used by others

Computer Labs Allocated by the Time Table Committes of the college for
purposes of conduct of classes. If the lab is needed for
any event/ workshop, prior permission s to be taken

from the Principal.

IT-Enabled Rooms/Smart  Allocated by the Time Table Committee of the college for

Cassrooms purpases of conduct of classes, If the room i neaded for
any event/ workshop, prior permission is to be taken
from the Principal

Wi-Fi facllities The entine College campus B Wi-Fi enabled, Access to the

Wi- Fl is controlled by the Senior Technical Assistant.
Different Wi- Fi lds are provided to the students, faculty
members and ather staff mambers for better usage



MAINTENANCE & SUPERVISION:

Following measures are taken to ensure timely and proper maintenance of bullding and
resOlrces:

» Regular rounds are taken by members of Bullding and Maintenance Commitiee

& Electricians and plumbers are assigned to fix the electrical or plumbing faults. After
attending to the fault, the electrician/plumber reports to the Caretaker whether the fault
has been fived or if they need some materials to get the Infrastructure in working order.
The required material is purchase by the Purchase Commitiee used to repair the
damaged part.

« EPABX Systemn, CCTV, R.O. Water purifiers, Air Conditioners, Water Cooler and Electricity
Generators are under AMC for their maintenance and service.

= Any lault in computers, projectors, audio systems is examined by technical experts and
necessary repairs are done as per rules according to the cost involved.

s  Sports and Library facilities are properly maintainged and their repair and renovation is
done as per rules

» The facilities may be used for varlous purposes- academic, co-curricular, extracurricular,
extension etc. with prior permission of the Principal and following the communication
protocols

» Before the commencement of academic session class rooms and the facilities are readied.
Some staff are engaged to look into aesthetics of the campus like the Rower garden ete.
Everyday monitoring of the overall upkeep of the fadlities |s done with the help of staff
assigned Tor this. Conservancy staff for maintenance of infrastructure includes permanent
electrician, cleaners, gardener and bearers In some departments. There exists a hostel
commities along with support stafl to look after the upkeep looks after the requirement
of infrastructure. Laboratory bearers are assigned with maintenance of equipment.
Computers in the institution are looked after by a local firm assigned for the purpose.

# The entire campus s under CC TV survelllance to ensure proper security, Two Security
Guards are employed for keeping wvigil at nighl. Gatekeeper keeps at bay any
unauthorized entry and keeps records for every visitor.

« Maintenance ol lbrary infrastructure lies with the librarian who ensures a proper
ambience within the library. Along with it, weeding of book is carried out when it is
required. Library committee provides necessary suggestions for improvement in library
service 1o the students,

= There is a complaint box in the administrative block for redressing the grievances of the
students.

* A hygienic and well-furnished canteen caters to the need of students and staif. The
canteen committes looks after the quality of foods or any need for betterment.




CONCLUSION

In essence, an Infrastructure and Augmentation policy is @ comprehensive strategy aimed at
fostering sustainable development, enhancing quality of life, and supporting economic growth
through strategic investments in infrastructure and technological innovation. It serves as a
roadmap for efficlent resource allocation, regulatory compliance, and Inclusive development.

J&/A
Principal-in
Hooghly Engineering & Technology College

Principal in Charge
Haoghly Enginasring & Tochiology Codege
Vivaikarinda Rwd, Ploudpatl, Hooghly.



LIBRARY POLICY
HOOGHLY ENGINEERING & TECHNOLOGY COLLEGE

Hooghly Engineering & Technology College is AICTE approved MAKAUT (Maulana Abul Kalam
Arad University of Technology) affiliated B.Tech degree engineering college. The library policy

typically aligns with the guidelines set by AICTE [All India Council for Technical Education) and
the affiliating university.

MANAGEMENT, MAINTENANCE & COLLECTION OF BOOKS AND JOURNALS

This collection management and maintenance policy sets out the principies according to
which the Library scquires, maintains, stores and makes accessible the collections it holds.

= It applies to reading material in all formats: printed, electronic, audio-visual and
other.

= The library buys books and other learning materials which are related to syllabi.
library alsa acquires reading materials which are useful for competitive
examinations,

*  Library will buy textbooks, reference books and handbooks on relevant subjects.

«  Library will also buy printed periodicals and online database for accessing scholarly
content.

* Faculty members can recommend the books and periodicals, which have to be
approved by the Heads of the Department. This will further be approved by the
Principal,

* The library will avoid, for the most part, duplication of titles.

* | dermand is heavy, a duplicate copy will be purchased if necessary

PURCHASING / SUBSCRIPTION

The faculty members/ Technical Assistants recommend books and periodicals for purchase to
the Library, They recommend the books through the ‘Library Book Requisition Form'. After
receiving the list of recommended books, the library would check for duplication. After
duplicate checking, a Note Sheet is prepared for due approval to purchase of books. After
Approval, the finance department invites Quotations for purchase of new books. Sealed
Guotation must be opened in front of the purchase committee as per purchase rules, The
Library then prepares a comparative statement to identify » suitable vendor and obtains
financial sanction from the authorities for acquisition of the books, Finally purchase order is
lssued to the identified vendor, If there is an urgent requirement of some books, as forwarded
by the HOD's/DIC’s/faculty members of respective departments, these may be purchased
with the approval of the Librarian or Principal.




DUPLICATION REPLACEMENT AND WEEDING

Library materials that are having low or no usage, do not cover the Syllabus, physical condition
so badly deteriorated or damaged that it is beyond reasonable preservation efforts will be
weeded. Weeding Materlals are stored in separate place.

All materials withdrawn from the collection should be stamped as “discarded” or
“withdrown'. The Librarian in consultation with the library advisory committes makes the final
decision regarding the disposition of materials withdrawn from the collection. If disposition
is recommended the list of discarded materials/Weeding books is finally approved by the
Principal.

ISSUE OF BOOKS FOR THE TEACHERS AND STUDENTS

Only Registered Members can borrow books from circulation counter within stipulated period
as notified through notice board. Number of books borrowed and check-out period may be
changed if required. Number of Borrowed coples and time is given bellow:

Mumber o books

Crar rawegl

Faculty 10 Copies: a0 days

Technical Assistant 6 Copies 90 days

Student & Coples 30 days

Other Staff 1 book 7 days
FINE AND LOST BOON

# A borrowed book should be returned within the due date; otherwise one rupee per
day per book fine will be imposed. The fine will be paid by the user as overdue charge.
All the overdue charges must be paid by the end of semester; otherwise ssue facility
and Library Card will be automatically blocked for the next semester,

« If any book is lost or damaged/ pages torn by the users, hefshe has to submit an
application immediately to the Librarian to get relief from paying the delay fine from
the date of application and has to replace the lost book by a new book or pay the
current price of the lost book within one month,




MENDING AND REBINDING

Mending and rebinding for keeping library materials in good, useable condition is essential.
A decision is made on each womn book - whether to mend it, rebind it, replace it, or
withdraw it. The following criteria are used in making such decisions -

i Condition of the book il. Validity of the book's contents
iil. Demand iv. Cost.

Any book with broken sewing or broken sewing supports may be a candidate for rebinding.

PROVIDING REPROGRAPHIC FACILITY

Presently reprography facility is not available in our library. We are trying to give this facility
to the users as soon as possible, The polides are:

* Charges for photocopying is Re 1/- per page. Payment is made directly to library
staff when the copying Is complete.

® The Ubrary accepts cash for photocophes,

* The Library Is not responsible for bad phatocopies.

= For machine errors, such as lines and toner defects, the Library will provide a
replacement page.

= Library staff operates the photocopying machine.

USAGE ON DIGITAL LIBRARY

Policies regarding access to and usage of digital resources, including guidelines for accessing
anline databases, e-journals, and e-books.

s |nternet/ Digital facility is for all students for their academic purposes,

»  Students must register their name, 1D number & timing, before using the facility,
Playing games, chatting, downloading any picture/song/ videos & other misuses is
nat allowed.

s Do not save any material on PC.

* Printing/ downloading is allowed with prior permission of Librarian.

LIBRARY TIMINGS

The Library remains open from 05:45 AM to 05:45 PM on all the working days except Sunday,
Monday and other holidays of the College.

CONCLUSION

This policy are designed to support the academic and ressarch needs of students, faculties,
and non-teaching staff members within the framework set by HETC in accordance with AICTE

and the affiliating university, MAKALUT,
Principa -éu-rg&

Hooghly Engineering & Technology College
Principal in Charge
Haoghly Engineering & Tuchnology Guhge




