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UNIVERSITY
PROCEEDINGS OF THE REGISTRAR

F. No.VU/Re gl A1 I 81 12013 Date: 31.07.2013.

Sub: Vignan University - presenting clothes on the occasion of birthdays of employees of
Vignan University as a token of courtesy for their valuable contribution to the University -
Regarding.

Read: Approved Note orders of the vice-chancellor dated 30.07.20.13

ORDER

All the HoDs, Directors, Deans and Section Heads are hereby informed that the proposal of
the Chairman, VFSTR for presenting a Greeting Card, a sweet packet and clothes to the employees
of Vignan University and their spouses on the occasion of the Birth Days of the employee for their
contribution to the University as a token of courtesy has been approved by the Vice-Chancellor and
the following orders are issued in this regard.

The Registrar's Office shall maintain the list of employees who have completed one year
servtce month wise along with the particulars of monthly gross salaries and send a copy to the
stationery in-charge - A2 section one month in advance for procuring and presenting the ciothes,
Birthday Greeting Cards and 'l kg sweet pacKet ouly extending copies to the HoDs / Section Heads of
ihe concerned departments and Finance Officer.

On receipt of the list from the Registra/s Office the A2 section shall procure Greettng cards,
sweet packets and the clothes subject to the limit of Rs. 2500/- each to the employees whose gross
salary is upto Rs. 25,000/- per month and Rs. 3,500/- each for the employees of whose gross salary
is above Rs.25,000/- per.,month. He shall maintain a Register showing the details of the purchases,
incients of the concet,ped HoDs / Section Heads and acknowleogements / signatures rn token of
receipt of the clothes'etc., Tne register along with update entries shal be put up to the Registrar
monthly and tak'e his.signature. The clothes and Greeting cards should be purchased in bulk for every
ti'vo months andshdll be kept in safe custody so that there would not be any shortage of clothes etc.,
Fle should ensure that at least some 25 pairs of clothes are always on stock. He should tollow usuar
procedure whjle making the purchases.

The concerned HoDs in-turn, shall requisition and collect the clothes etc., from the stationery
section iwc / three days in advance and shall personally, present the same to the employee(s) of their
departments on their dates of birth accompanied by one or two senior faculty members. lf the date of
btrth happens to be on a public holiday/ Sunday the HoDs / Section Heads may present the gift of
clothes etc., to the employee concerned on the day before the holiday. A2 section shall obtain
administrative sanction once in two months. The purchase order shall be signed by the Asst
Regisirar.

The Finance Officer is requested to release the amount as per the bill furnished by the A2
section after satisfying with details. The bills need not be routed through the Registrar. The Finance
Officer is requested to take necessary steps for allocation of funds under budget for this purpgp

These orders of the scheme shail come into the effect from 0'1.0g.2013. r',.i--_-.:. 
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To
Tne HoDs and Sectron Heads
Finance Officer
A2 Sectron
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Copy to : Chancellor's Desk / PA to the Vice-Chancellor / PA to the Director, DET / Asst. Registrar
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The scheme shall come into effect from 13.03.2015

To
The HoDs and Section Heads
r tnance ufircer
A2 Sectron

copy to : chanceilor's Desk / pA to the vice-chanceilor / pA to the Director DET /Asst ReErstrar

Date: 18.03.2015.
Sub: VFSTR University - Greeting the stati on the occasion of their birthdays - Regardrng.
Read: 1 proceedings VU/Reg/A1lB1t2O13 dated 31 07.20132 Approved Note ordeis of the Vice-chairman-datuo tz.oa.zot s

OR.DER

ln continuation of the earlter orders issued in the reference l.tread above, Deans, HoDs,and section Heads are hereby informed that the Management has approved to present 1 kg ofSweet packet along vuith a Greeting card to all the employees of Vignan,s, University on theoccasion of their Birth Days.

The Registrar's office shall maintain the list of employees whose brithdays fall in aparticular month and send a copy to Mr. B. Peraiah, stationery in-charge one month in advanceior procuring the gift, duly marking copies to the HoDs / section Heads of the concerneddepar-tments and Finance Officer

on receipt of the lrst from the Registrar's offrce the section shall procure the gift itemssub;ect to a ceiling of Rs. 500/_

The concerned HoDs inturn, collect the items from the stationery section and shallpersonally' present the same to the employee(s) of thelr departments on their dates of birthaccompanied by one or two senior faculty members. lf the date of birth happens to be on a publicnoliday/ sunday the HoDs / section Heads may present the gift to the emproyee concerned onthe day before the holiday

Mr B Peraiah is permitted to take an advance amount as per requirement every monthto procure the sweets / cards

The Finance officer ls requested to release the amount as requested by the section afterdije process and satisfying the details of expenditure. The bills need not be routed through theReglstrar The Finance offrcer is requested to take necessary steps for allocation of funds undera su;table head of the budget for this purpose.
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PROCEEDINGS OF THE REGISTRAR

F. No.VFSTR/Reg/A 1 181 12018 . Date: 26.03.2018

Sub: VFSTR - Greeting the staff on the occasion of their birthdays - Regarding.

Read: Proceedings VFSTR/Reg/A1 lB112015 dated 18.03 2015

ORDER

BIRTHDAY GIFT TO ALL EMPLOYEES OF VFSTR

ln cont.inuation of the earlier orders issued in the reference read above, Deans

ar':d HoDs are hereby informed that the Management has approved to present a gift
,wcnh Rs.750/- or equivalent gift vouchers on the occasion of birthdays of

employees

The scheme shall come into effect from 01 .04.2018.

To
All the HoDs & Deans
Finance Officer
Workshop Superintendent
t,L---'.^.- LrDi al lan

Physicai Director
Facuity
Copy to :

FA tc the Vice-Chancellor
Asst. Registrar
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