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Frequency | Retention Faculty
Sr. No. Name of file Contents of file : ’
of update period incharge Remarks
Academic
calendars at
university,
institute, and
e Academic Calendar University Level departmental
T . : level are
: e Academic Calendar Institute level Dr. Nilesh C I
D.1 Academic Calendar G e Semester 3 Year 5 maintained.
e Academic Calendar department level for Kanojiya Minor correction
UG, PG, First Year required in
terminology for
2024-25 even
semester
calendar.
Eacult fa Faculty workload
¢ Faculty workload calculations :
Faculty Work Load Y i Mrs. Seema calculations and
D.2 | D2A UG & e Faculty Requirement Semester 3 Year workload sheets
( i e Faculty Workioad sheet el are properly
aculty Workioad sheet ke
~ W) £\
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Frequency | Retention Faculty
Sr. No Name of file Contents of file 1 i
of update period incharge Remarks
e Master Time Table Maser
S ; / fi iga T blof d4d timetable,
; e Sem wise/section wise Timetable for o ion-wi
D28 Time Table KArS, Seamg | Sectenedland
(UG & PG) & even term Semester 3 Year TR individual
e Lab-wise time table for odd & even term Hmetablesare
U N hle maintained
e Individual Timetable systematically.
Student roll lists
Dr. Nilesh C are available
; e Student Roll List sem wise/section wise Kanojiya & SETREtBIISE!
D3A Student Roll List UG / Semester 3 Year Iy Maintain
for UG All Class updated lists
D.3 Incharges with
authentication.
PG roll lists are
: e Student Roll List sem wise/section wise Mrs. Seema available and
D3B Student Roll List PG Semester 3 Year S
for PG : Rewatkar maintained
properly.
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Documentation

Process documents
e related to
SR elective course
e Copy of syllabus offering is
List of Elective Offered ® 5‘5111%‘:{5“‘&?53 document Mr. Swapnll available;
D4A ; o “Blachivevice stiident st Semester 3 Year i<h however
or UG Elective wise s nt list Nishane willingness
forms for odd
Humanities
elective & Even
sem Elective Il
Process documents
D.4 e Notice
e Copy of syllabus Maintain
o Willingness document canichs
% e | approval and
; : o FElective wise student list Nike Searma acknowledgrr_\ent
D4B List of Elective offered for S " 3y Reath documentation
PG emester ear ewatkar aven for small
batches. Even
Semester 2024-
25 Willingness
Notice Missing
\ ~
raisoni
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Frequency | Retention Faculty
Sr. No. Name of file Contents of file | i Remarks
of update period Incharge
Process documents
¢ Application for formation of Group
e Application for Allotment of Guide 2024-25 G6 & G7
e Project wise student list along with group formation
" . forms missing.
) name of guide Dr. Jay Govind
D.5 | D5A | ProjectAllotment UG : R {', e e Semester 3 Year X Area of
e Project Evaluation mechanism Verma Specialization
¢ Progress seminar documents(notices faculty list not
& evaluation sheets) available
e PQAl document
e Poster
Process documents
e Application for Allotment of Guide LY
Blaltet wise studort fiek sl s Maintain
® rroject wise student list along with sttiictuicd
name of guide Mrs. Seema evaluation
BUS D58 Project Allotment PG Semester 3 Year e
‘ ® Project Evaluation mechani Rewatkar criteria and
oD raee sabin S R assessment
r IQ;_JE‘:JS ninar UOCU me H“ (NOTICES &« records.
evaluation sheets
\® Poster
I"alSOI'II o

J‘ﬁfx N
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Frequenc Retention Aty
Sr. No. Name of file Contents of file q y ’ incharge Remarks
. of update period
¥ Lot _ Content beyond
e Process of identifying curricular Gaps syllabus
e Topic of Content Beyond Syllabus activities
- : : hER . ducted &
e Summary sheet sem-wise stating faculty Mr. Swapnil i
D.6 Content Beyond Syllabus | . : e fi it ‘SL S 3 :” ; it Semester 3 Year il verified.
wise details of topics content beyond Nishane S
syllabus taken, mode and date of ATR for subject
conduction etc. RAC 2024-25
need to attached
9 Agenda Maintain ATR to
¢ Attendance Mr. Ritesh track
D.7 HoD meetin Regular 3 Year ; :
; o Minutes of Meeting B Sambare implementation
: of decisions.
¢ Action Taken Report (ATR) '
e Agenda Maintain
e Attendance systematic
D8 | D8A uoe e Minutes of Meeting hegHar i e docu_'t‘:]eg_trlﬁ"”
. wi 4
Action Taken Report (ATR)
: : ; o Minutes of Meeting Verified and
D.8.B Academic council Regular 3 Year HOD found
¢ Action Taken Report (ATR) satisfactory
r aisonl

rion Nagpur | PuMaon | Amravatl | Pandhurna | Bharidara




(F:

“"ﬂ G H ralsom

Department of Mechanical Engineering

External Academic Audit Report (Session 2024-25)

Sr. No. Name of file Contents of file

Frequency
of update

Retention
period

Faculty
incharge

Remarks

Minutes of Meeting

D.8.C Governing bod
i Action Taken Report (ATR)

Regular

3 Year

HOD

Verified and
found
satisfactory

D.9 Asset Stock Register e Department asset stock register

Regular

Forever

Dr. Manish Gupta

Asset stock
register properly
maintained.

Purchase orders
Original bills

D.10 Purchase File

Regular

Forever

Dr. Manish Gupta

Purchase file
documentation
is maintained

properly.

&

Annual stock verification report
e ATR

s
W a0

D.11 Stock Verification Report

Yearly

Forever

Dr. Manish Gupta

Annual stock
verification for
2024-25is
currently in
process.

pidillany
g O
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Frequency

Retention

Faculty

Sr. No. Name of file Contents of file ) : Remarks
of update period incharge
e List of Books
e Logbook (Faculty & Students
separately) Departmental
e Question Papers (sessional & university) library records
: e Details of various E — resources available DiNilashe, - [inc/udine boolc,
D.12 Departmental Library : Regular Forever i loghooks, and
(e —books, NPTEL video, DTEL/PPT etc.) Kanojiya resotiread ara
e Copy of Departmental Magazine maintained
e Copy of Departmental Newsletter properly.
e Details of Technical Magazine
e Student Project reports (UG & PG)
Verified and
D13A e e e Letters from university to college HOD found
niversity / College satisfactory
D.13
Notifications Regular 3 Year Verified and
D13B e Letters from college to university HOD found
satisfactory
, o Copy of AICTE approval letter
Extension of Approval Verified and
D.14 Letters/ Affiliation el DTF approval letter Regular Forever HOD found
lotiare e Copy of University approval letter atistactony
1 py of UGC if applicable
N £\
lp>> 0 ‘
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: ) Frequen Retention Facul
Sr. No. Name of file Contents of file i : : ty Remarks
of update period incharge
e Copy of NAAC accreditation
letter/certificate ifi
NBA/NAAC / . . Verified and
D.15 i e Report of NAAC accreditation Event based Forever HOD found
Accreditation Letters B Saticato
e Copy of NBA accreditation letter Y
e Report of NBA accreditation
o V & M of Institute
e V& M of Department
o List of PEOs, POs &PSOs
e Faculty Profile Verified and
D.16 Department Profile o Thrust Area with activity details Semester 3 Year HOD found
o University Result Analysis e
e Lab wise investment
e Placement and Higher Study (All above
documents in prescribed format only)

i
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: : F i Facul
Sr. No. Name of file Contents of file A Retet.mon S ty Remarks
of update period incharge
e Roadmap
1. Short term goal Verified and
Department
D.17 Develgp:r:r:nt Plan 2. Long term goal Yearly 5 Year HOD found
e Thrust area related activities etc. Satishactay
° Copy of DPP presentation (Handout with
6 slides/page)
e Report on status of DPP at the end of
¥ : Verified and
D.18 Department Perspective Semester (Achieved/Target) SariaL 9 Vaar HOD Lo
Plan (DPP) e ATR satisfactory
e Summary of DPP status at the end of the
session and its ATR
Verified and
D.19A ¢ Internal Communications HOD found
satisfactory
Verified and
D.19 | D.19B Notices e HoD Notices Regular 3 Year HOD found
satisfactory
Verified and
D.19C e Principal Notices HOD found
/\\ \ o } satisfactory
g ()

raisoni . T
epucation  Nagpur | Pune | Jalgaon | Amravati | Pandhurna | Bharidara



SR

i\ cor

raison

Department of Mechanical Engineering

External Academic Audit Report (Session 2024-25)

; Faculty
Sr. No. Name of file Contents of file Flequency Reter?tlon incharge Remarks
of update period
Note Sheet regarding approval for
e Guest lecture
e Industrial visit/Industrial training
e Forum installation HOD and Verified and
D.20 Note sheet e Technical activity student/faculty Regular 3 Year Dr. Manish found
e Departmental requirement Gupta eHistciony
e DAA
e Any other note sheet other than file
no. D32 and D47
s e 1ssessment format : Verified and
D21 Departmental Academic L Yearly 3 Year Dr. Manish g
Assessment (DAA) i Gupta satisfactory
B \
8);" @

bl
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Frequenc Retention Muduity
Sr. No. Name of file Contents of file anney ] incharge Remarks
of update period
e Agenda
o Attendance
Parents Teachers eed Back from pa ; ¥enneaang
D.22 y i i e AN Regular 3 Year Al dcema found
Meeting (PTM) ana|y5|s Rewatkar satisfactory
e Reporton PTM
e ATR
Exit poll analysis
e Exit poll forms for 2024-25 is
; : T R Dr. Ritesh awaited and
D.23 Exit Poll Analysis e Exit poll Analysis Yearly 3 Year b e
e ATR analysis requires
completion.,
e Copy of MoUs i
Industry Institute ivities with i ' ‘ Dr. Jay Govind Veritied o
D.24 y ' » ACtIVItIeS-WIth n?dustlry like J-omt- ; S & Vanp y s
Interaction (I11) paper, Joint Project, industrial visit, Verma satisfactory
training programs, guest lecture etc.
@V o

raisoni

CATION

Nagpur | Pun | Jalgaon | Amravati | Pandhurna | Bhandara




SR

)

G Hraisoni

(I

Department of Mechanical Engineering

External Academic Audit Report (Session 2024-25)

: 3 Frequenc Retention Facul
Sr. No. Name of file Contents of file q Y 5 3 ty Remarks
of update period incharge
e Student Feedback forms
® Detailed feedback Analysis
e Faculty wise point wise feedback
Student Feedback Dr. Ritesh Verified and
D.25 . . Semester 3 Year =IIEE dh
Analysis and ATR Sambare found
e satisfactory
¢ Copy of Note sheet & its approval dGUESt 'e‘t:tufe
AR t
® Invitation letter to Guest/Expert Dcsg;z,; o
(if outsource) available;
Guest Lectures / ® Acceptance letter/Thanks letter invitat.ion emzils,
. & Dl‘. Manlsh notices, an
D.26 Workshops/Events * Notice regarding event : Regular 3 Year feedback
organized for Students | ® Attendance sheet(manually signed) Gupta analysis need to
e Report be attached for
Feadback i ; Value added
e Feadback, its analysis & ATR il Tnclustas!
/{}%/a Design”
\ @/
raisoni .
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. . Frequency | Retention Faculty
. No. me of fil ontents of fil ; : Remarks
Sr. No Name of file Conten e ofpdaite Herion incharge mar
List of Student Successful oy g Bb Ritiih Verified and
D.27 in Competitive i Regular 3 Year i found
Fxaminations i satisfactory
R G f certificates of student
Student Participation in p\( .0 f S !
: participation, student achievements, M lntaihear
Extra / Co-Curricular . Y
e Award, Rank, Prizes etc. All Class wise summary
D28A activities - Sliphss Regular 5 Year ith .
; e Summary of student participation, Incharges witnisipporine
Achievements, X evidence.
; student achievements, Award, Rank,
Award, Rank, Prizes (UG) ; {
Prizes etc. year wise
D.28
e Copy of certificates of student
Student Participation in participation, student achievements, I
Extra / Co-Curricular Award, Rank, Prizes etc. Mrs. Seema Vieritiesh e
oSTH L i . el By i
activities - Achievements, | e Summary of student partici pation, Rewatkar satisfactory
Award, Rank, Prizes (PG) student achievements, Award, Rank,
Prizes etc. year wise

raisont
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. . Frequenc Retention Facul
Sr. No. Name of file Contents of file o :p dat: Sariod ek arge Remarks
Industrial Visit
® Copy of Note sheet & its approval
® Request letter, permission letter &
thanks letter
* Notice, attendance sheet, Report, Jggsx‘:g{zz
Feedback, analysis & ATR Dr. Ritesh K cartially
D.29 Industrial Visits / Industrial Training REEUl 5 Vet Sambare available;
' Industrial Trainings * Copy of Note sheet & its approval (if Mr. Pratik request letter &
applicable) Dhage Di;iﬁg::f zoariry
® Request letter, permission letter & required.
thanks letter
® Industrial Training Report and
completion Certificate
* Feedback, analysis & ATR
A '
ra'sﬂoni Nagpur | Pune Ka/fgg;n | Amravati | Pandhurna | Bhandara
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; Faculty
; : Frequency | Retention
Sr. No. Name of file Contents of file ofubdate deriod incharge Remarks
e Details of Top Alumni / Entrepreneur
year wise Dr. Manich Verified and
D.30 Alumni / Entrepreneur | e List of activities conducted/organized for Regular Forever ) found
) Gupta satisfactory
students by Alumni / Entrepreneur such
as guest lecture, training etc.
Collected forms of
Various Indirect '
assessment Tools : : Dr. Manish e
D3l e All forms and their analysis yearly 5 Year found
(Alumni Survey, Gupta satisfactory
Employer Survey)
e Copy of Note sheet & its approval
SHirdant Filareial e Copy of certificate o par.t|c1pat|o.n oA Verifiedand
D.32 St e Document from A/C section stating Regular 5 Year T found
payment details and 208 sTactany
acknowledgment of receipt
-

raison
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Frequency | Retention Faculty
Sr. No. Name of file Contents of file ; i
of update period incharge Remarks
e Copy of Note sheet & its approval
e Notice
e Exam Time table
e Seating plan
e |nvigilation duty chart
Internal Theory e Invigilation duty reporting Mr. Swapnil
(i : : Verified and
Examination Nishane and
D.33 | D33A CAE/Sessional : Semester S-Yedr i<h found
(CAE/Sessional 1/ ° ce shee Dr. Manis satisfactory
Sessional 2 / PUT) o  exam mark sheets Gupta
L] er exam V‘f%_‘:ﬁ\
° ‘:‘s;'aa?ors documents
list of moderators,
py
e
O ——
/4 .
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" : Frequenc Retention Facul
Sr. No. Name of file Contents of file s er.‘ . ty Remarks
of update period incharge
Internal Practical Mr. Swapnil =
Examination Nishane and Yenfldano
D33 | D33B ; Semester 5Year o : found
(IMSPE/IESPE/Sessional Dr. Manish satisfactory
1/ Sessional 2) e Internal practical exam mark sheets Gupta
Internal Examination e internal marks of theory and I[\\i/ilsrhz\r:vsz:lcli Verified and
D34 Marks (Theory & practical sent to RTMNU year wise Semester 5 Year B hAhTen found
Practical) (odd & even sem) -Gupta Siibfacton:
Mr. Swapnil
R : . Verified and
D35A Examination Papers o O,ue.f.tlon Papers of Gl S Vear Nishane :-md P
(Internal Exams) Sessionall,Sessional2, PUT etc Dr. Manish satisfactory
Gupta
D.35
Mr. Swapnil 2
Examination Papers : Nishane and Verfied and
D35B IR P e University Question papers Semester 5 Year : found
(University) Dr. Manish satisfactory
Gupta
Mr. Swapnil i
Nishan d Verified and
D.36 TR - UG Student e TR - All semester year wise Semester 5 Year 4 gn found
Dr. Manish satisfactory
A . 2\ Gupta

raisoni
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] : Frequency | Retention Faculty
Sr. No. Name of file Contents of file : i
of update period incharge Remarks
Mrs. Seema Verified and
D.37 TR - PG Student e TR - All semester year wise Semester 5 Year Rewatkar found
satisfactory
Mr. Swapnil
; Result analysis of al ish Verified and
D.38 Result Analysis h_ Aihandlins ol gl SemEEls jony Semester 5 Year NISIADg ?nd found
wise Dr. Manish satisfactory
Gupta
. HOD & Verified and
: Tr'x'\ To gl 1 f ” e :
D.39 Teaching Plan ehving Plan of gl sublects Semester 3 Year Dr. Nilesh C found
semester wise Kanojlya satisfactory
Summary sheet of Innovative
practices adopted by faculty HOD & Verified and
D.40 Innovative Practices Activity Details with all supporting Regular 3 Year Mrs. Seema found
documents Rewatkar satisfactory
Feedback, its analysis and ATR
i Copy of Appreciation Letters/ VerEadidnd
Appreciation Letters :
D.41 W;)fnin Ietters/Mem/o Warning letters/Memo issued to Regular 5 Year HOD found
& faculty other than D25 satlsfactory

v
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: . Frequency | Retention Faculty
Sr. No. Name of file Contents of file ; . Remarks
of update period incharge
e Summary Sheet of APR e Verfiﬁed ;nd
rs.
Annual Progress Report | e Evaluated APR of Faculties .Ofun
D.42 : e Yearly 5 Year Seema satisfactory
(APR) e Action taken based on it with all
: Rewatkar
supporting documents
e Filled format of AWL of all facult HOD & ifi
Annual Work Load A Y Verified and
D.43 (AWL) member Yearly 5 Year Mrs. Seema found
e Monthly status report Rewatkar satisfactory
Faculty training
Workshop/STTP e Summary Sheet Year wise Dr. Jay Govind | 93ta for 2024-25
D.44 L7 Fioprpe Regular 5 Year in process;
Attended by Faculty | e Copy of Certificates of participation Verma smmary shests
required.
Publication
o v ; records available
e Summary Sheet Year wise i
Journal/Conference g Tk ! A Dr. Jay Govind but summary
D.45 e e Copy of Certificates of participation Regular 5 Year sheet and
Publication by Faculty Verma
e Copy of paper research paper
copies need to
Xk be attached.
a3 Y

b
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Frequenc Retention Dueniby
Sr. No. Name of file Contents of file q Y ; incharge Remarks
of update period
e Copy of Note sheet & its approval
e Invitation letter to Guest/Expert (if
outsource)
Acceptance letter/Thanks letter ifi
Workshop/STTP i : P : / Dr. Jay Govind Verified and
D.46 MERIT e Notice regarding event Regular 5 Year T found
& i Poster/ three fold/broacher satisfactory
e Attendance sheet(manually signed)
e Report
e Feedback, its analysis & ATR
e Copy of Note sheet & its approval
: ' e Copy of certificate of par.t|C|pattc?n Dr. Jay Govind Verified and
D.47 Faculty Financial Support | ¢ Document from A/C section stating Regular 5 Year found
: Verma satisfactory
payment details and
. | acknowledgment of receipt
P

g Y

sl
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: ; Frequency | Retention Faculty
. No. ; . R
Sr. No Name of file Contents of file o pdate serlod incharge emarks
e All Copyright Documents
(Filled / Granted) Maintain
: - : . lete
; e Detail of Filled / Granted Dr. Jay Govind SR
D.48 ht Regula 5 Year documentation
Capyrie (ACKNOWLEDGE) Ehikel Verma il
e Document related to payment mode financial records.
if any
e All Patent Documents
(Filled / Granted) Prepare
: : : ind consolidated
D.49 g e Detail of Filled / Granted Rebila & Vit Dr. Jay Govin AT
(ACKNOWLEDGE) Verma patent filings
e Document related to payment mode and grants.
if any
[

2y 7
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Nagpur | Pune | Jalgaon | Amravati | Pandhurna | Bhandara



g G HIraisSoni
¢ C g COL E °

Department of Mechanical Engineering
External Academic Audit Report (Session 2024-25)

i R Frequency | Retention Faculty
. No. ; - R k
Sr. No Name of file Contents of file St update Seilod incharge emarks
e Copy of funding proposals
submitted to various funding
: Agencies - Verified and
F I Dr. Jay Govind
D.50 unghnfr:iizsgsa ? ¢ Detail of Submission Regular 5 Year Vc\e/rma found
(ACKNOWLEDGEMENT) satistactony
e Document related to payment mode
if any.
Process Documents
e Election process documents
% et oo M. Pratik | verfiedan
D.51 Student Forum Py : ; PP Regular 3 Year Dhage found
e Forum installation documents satisfactory
e Summary of various activity
conducted under forum
\. @)
@// - - S — e

raisont
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Frequency

. Retention

Faculty

Sr. No. Name of file Contents of file ofudate o incharge Remarks
Process Documents
e Selection process documents
B Magazine and e Final editorial board members Sl Dr. Manish Verfigsgda”d
Newsletter e Copy of note sheet & its approval Gupta satisfactory
e Magazine year wise
e Newsletter year wise
e Copy of Note sheet & its approval
e |nvitation letter to Guest/Expert
(if outsource) Mrs Seema
Traihing/Workshop ® Aca.eptance Ie.tter/Thanks letter Rewatkar G
: e Notice regarding event and Mrs.
e Organacdadenied by e Poster/ three fold/broacher if an Regular e Shubhangi s
Technical staff Y gl satisfactory
e Attendance sheet(manually signed) Gowande

e Copy of certificate of participation
e Report
e Feedback, its analysis & ATR

(Non- Teaching)

Overall Observations

gl L

Most departmental academic records are systematically maintained.
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« Examination and student academic documentation is well organized.
« Department shows active participation in academic and co-curricular activities.

Suggestions / Recommendations

« Several files require summary sheets, ATR (Action Taken Reports), and supporting documents.
« Some documentation is in process or pending for 2024-25.
« File arrangement and document sequencing should be improved in certain sections.
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