Govt. Medical College,
Chhatrapati Sambhajinagar




CITIZEN CHARTER: English
Govt. Medical College,

Chhtrapati Sambhajinagar

(ENGLISH)



CITIZEN CHARTER...Govt. Medical College, Aurangabad

Sr.
No

Name of the Service

List of Documents Required

Timelines for
Providing
Service
(in Days)

Officer
Responsible

Supervisor
Officer
Responsible
(In case of
Escalation)

ANATOMY

Medico legal cases

1)Authorized letter of concerned
police station

2)Inquest(panchanama of the place)

3Packed samples(Muddemal) with
authorized seal.

4) Name of the person with buccal
no.who brought sample. Must be
mentioned in authorized letter.

5)Person who brought sample
(Muddemal) must be in police
uniform.

Time taken for
maceration

Associate
professor

Professor & Head

Body embalming and
cosmetic embalming

1)Respective police station
authorized letter.

2) Death certificate of registered
MBBS practitioner must be required.

3) If Postmortem done then
postmortem report is required.

4) Person who came for embalming
must have embalming request letter
with signature,address proof with
mobile no. or CMO letter with
signature and stamp.

Same day

Associate
professor

Professor & Head

Body donation

1) Death certificate of registered
MBBS practitioner must be required.

2)Body donation form.

Same day

Associate
Professor
Incharge

Professor & Head

PHYSIOLOGY

Pulmonary Function
Tests

1. Requisition form from Referring
doctor

2. Sputum Report For AFB

3. Fee paid receipt or Free under
scheme document

Same Day

Professor &
Head

Dean

1. Requisition form from Referring
doctor

2. Abstinence of 4 days
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
2 [Semen Analysis Same Day ' '"'ﬁ;;a" e Dean
3. Fee paid receipt or Free under
scheme document
BIOCHEMISTRY
Clinical Biochemistry
Laboratory services
LFT
KFT
Sugar & Urea,
1 -
Creatinine,
CSF, pleural fluid All A it
Ascitic fluids Requisition form with investigations Same day ssociate
— - - . Professors |Professor & Head
Lipid profile- protein & [advice & sample 3-5 Hours -
. by rotation
albumin
Calcium & Phosphorus
24 Hours emergency
Lab.
5 Blood sugar
Blood Urea
Serum creatinine
LFT- Bilirubin& SGOT
UG Teaching- 1 Year
| MBBS, 1 Year
| .BDS. 1 Year
B.Sc., Nursing, BPMT 1 Year All Associate
3 LI Professors & Professor & Head
1 Year each Assistant
P.G.Teaching Professors
M.D.Biochemistry, 3 yrs.
D.M.L.T.
1 Year
PATHOLOGY
1 hours for
1 |Hematological Tests Clinical Data routing tests, %'2 Asstt. Prof. Asso. Prof.
days for special 1/C Hematology
tests
FNAC and Fluid - Asso. Prof I/C
2 Cytology, PAP Clinical Data 4 hours Asstt. Prof. Cytology
. - Asso. Prof I/C
3 |[Biopsy Report Clinical Data 4 days Asstt. Prof. Histopath
4 |IHC, HPLC Clinical Data 8 days Asstt. Prof. Asso. Prof.
5 [Frozen Section Clinical Data 20 min. Asstt. Prof. Asso. Prof.
6 |Clinical Pathology tests |Clinical Data 2 hours Asstt. Prof. Asso. Prof.
7 |Autopsy Pathology Clinical Data 1 month Asstt. Prof. Asso. Prof.
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
Escalation)
8 [MLC Clinical Data As per urgency | Asstt. Prof. Asso. Prof.
9 |Blood Supply Requisition form, Pt. sample 30 min B.T.O. Inchaég;llflood
Asso. Prof.
1 hours for
. . routine tests, 1-2
10 |Hematological Tests Clinical Data . Asstt. Prof.
days for special I/C Hematology
tests
MICROBIOLOGY
. Assistant .
1 Bacteriology C/S Completely filled requisition form. 3 to 4 days Professor/ Associate
(except blood culture ) IR Professor
Assistant Associate
2 |Blood C/S Completely filled requisition form 7 to 8 days Professor/
Professor
JR-11I
Assistant Associate
3 |Gas gangrene - smear |Completely filled requisition form Same day Professor/
IR Professor
Assistant Associate
4 |Gas gangrene - culture [Completely filled requisition form 3 to 4 days Professor/
IR Professor
Assistant Associate
5 [Fungal - smear Completely filled requisition form Same day Professor/
Professor
JR-11I
Assistant Associate
6 [Fungal - culture Completely filled requisition form 21 to 22 days Professor/
IR Professor
Assistant Associate
7 [HIV Testing Completely filled requisition form Same day Professor/
Professor
JR-11I
Assistant Associate
8 [CD 4 count Completely filled requisition form Same day Professor/
Professor
JR-11I
Serology Assistant Associate
9 (Except ELISA) Completely filled requisition form Same day Prgfgjlslor/ Professor
Assistant Associate
10 [Serology (ELISA) Completely filled requisition form 7 to 15 days Professor/
IR Professor
Assistant Associate
11 |Gene Expert TB Completely filled requisition form Same day Professor/
IR Professor
Assistant Associate
12 |LPATB Completely filled requisition form 4 to 5 days Professor/
Professor
JR-11|
Assistant Associate
13 |Solid culture MTB Completely filled requisition form 2 to 8 weeks Professor/
Professor
JR-11|
Assistant Associate
14 |OT SWABS Completely filled requisition form 7 to 8 days Professor/
Professor
JR-11|
Parasitology stool Assistant Associate
15 Hology Completely filled requisition form Same day Professor/
examination IR Professor
PHARMACOLOGY
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
To provide teaching
facilities in the subject . . . Course wise as Head of
! of Pharmacology for Curriculum is based MUHS, Nashik per MCl & MUHS | Department Dean
UG/PG courses of:
Incharge
To Procure & Provide Medical
the various drugs for Store
patients of Prescription from OPD and Indents |24 x 7 throughout | Pharmacist
2 OPD/IPD/Urban Health |from IPD the year. & HOD & Dean
Center of GMCH, Associate
Aurangabad. Profesor
Incharge
Complete protocol, CRF in required
Institutional Ethics formats & References as per SOP
Committee approved by DCGI.. After approval Member .
3 (Meeting will be held 4 3-5 days Secretary Chairman
times in a year) IEC-GMCA Prescribed fees as
approved in SOP
FMT
. Incharge
1 Undergraduate Curriculum is based MUHS, Nashik Course wise as Associate |Professor & Head
teaching. per MCl & MUHS
Professor
Postgraduate . . . Course wise as | Professor &
2 teaching (MD/DFM) Curriculum is based MUHS, Nashik per MCI & MUHS Head Professor & Head
3 |Postmortem services
Requisition letter by investigating
officer Inquest panchnama
Referral letter by Civil
Surgeon/Medical Superintendent Inch
i Referral letter by Dy.S.P. hcharge
3a E)?%O&al referral centre e Same day Associate |Professor & Head
Requisitionletter bylnvestigating Professor(s)
officerMagistrates inquest requisition
for Videography
Sameday Incharge | Professor & Head
Requisitionletter by investigating asperNHRC Associate
Authorized centre for ?;Iﬁ;';a?:t?te inquest acquisition guidelines Professor(s)
3b National Human Rights graphy
Commission(NHRC) Requisition letter by Investigatin
Cases. q y gating

officer
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Sr.
No

Name of the Service

List of Documents Required

Timelines for
Providing
Service
(in Days)

Officer
Responsible

Supervisor
Officer
Responsible
(In case of
Escalation)

3c

Authorized centre for
Re-postmortems
/second postmortem,
exhumation,referred
complicated cases

Sameday
asperNHRC
guidelines

Incharge
Associate
Professor(s)

Professor & Head

3d

Authorized centre for
crime, scene
investigation.

As per request

Incharge
Associate
Professor(s)

Professor & Head

Antemortem Services

Requisition letter

4a

Authorized centre for
sports Authority of
India cases

By Sports Authority of India

4b

Authorized centre for:
age verification,

injury certification,
weapon examination,
Examination of victims
& accused of sexual
assault,

sample collection for
DNA Examination.

Requisition letter from investigating
officer, court order.

Clinical calls from concerned
departments

4c

Consultation in
antemortem suspected
poisoning
envenomation
etc,cases

Clinical calls from concerned
departments

Same day

Incharge
Associate
Professor(s)

Professor & Head

Expert witnesses In
various courts of law

Summons

On date specified
by Hon.courts

All staff

Professor & Head

Expert opinion to
medicolegal queries

Requisition letter from investigating
officer

1to 3 days

All Associate
Professors

Professor & Head

Demonstration of P.M.
examinations to
students ofBadnapur
Medical college
/IM.G.M.Aurangabad/F.
S.l./Homeopathic
colleges

Requisition letter from Head of
Institute

As per schedule

All staff

Professor & Head

OBGY
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
. . Immediate care
High R|§k Pregnancy in OPD& Labour
Screening And
Management room Emergency
services Offered
Vaginal and For special scheme clients: Assistant Associate .
. o 24X7 Professor or Unit
1 [Instrumental Delivery [Adhar card, Caste certificate,ld card professor & Incharae of
RJJAYcard JR3 &JR2 geor
Recurrent Pregnancy respective unit
kﬂos: Scrn?e:Lng and Planned after
anageme fitness within 7
Special Eclampsia days
Care and Management
Gynaecological Immediate care
Operation in OPD &ward 29
Conventional
Gynaecological
Operations-Major and Associate
Minor For special scheme clients: Assistant .
o Professor or Unit
2 Adhar card, Caste certificate,ld card Planned professor & incharge of
Microsurgery RJJAYcard annee JR3 &JR2 ge ot
surgeries within 8 respective unit
Laparoscopic Surgery days after fitness
Hysteroscopy
Colposcopy
Cryosurgery
. . Emergency
Obstetric Operation services 24X7
Conventional Obstetric
Operation-Major and A iat
Minor For special scheme clients: Assistant Profess?s(())(;lgreumt
3 |Emergency Obstetric  |Adhar card, Caste certificate,|d card Planned after professor &
; . - Incharge of
Operation RJJAYcard fithess within 7 JR3 &JR2 : .
davs respective unit
Female Sterilisation 4
Medical Termination of
Pregnancy
. . Emergency
(F)an;rlle)I/tiI;Inannlng services Offered
P 24X7
:;/Iedlcal Termination of For special scheme clients: Assistant Progsszcc))?gtreumt
4 |regnancy Adhar card, Caste certificate,ld card Planned after professor & Incharge of
RJJAYcard JR3 &JR2 9

Insertion of intrauterine
Devices

Colposcopy

fitness within 7
days

respective unit
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
. . ) Planned . Associate
. For special scheme clients: . Assistant .
Endoscopy Operation o Operations after Professor or Unit
5 Endoscopic Suraer Adhar card, Caste certificate,ld card fithess within 7 professor & Incharae of
PIC SUTGETY | R33AYcard JR3 &JR2 ge ot
days respective unit
. . ) . Associate
. For special scheme clients: Assistant .
Antenatal Outpatient o Professor or Unit
6 Clinic Adhar card, Caste certificate,ld card Same day professor & incharge of
RJJAYcard JR3 &JR2 geor
respective unit
For special scheme clients: Associate
7 Infert|l|ty Outpatient Adhar card, Caste certificate,ld card Same day Same as | Professor or Unit
Clinic above Incharge of
RJJAYcard . .
respective unit
For special scheme clients: Associate
8 Po_s_tnatal Outpatient Adhar card, Caste certificate,ld card Same day Same as Professor or Unit
Clinic above Incharge of
RJJAYcard h .
respective unit
. . Associate
Family Plannin For special scheme clients: Same as | Professor or Unit
9 y. . g Adhar card, Caste certificate,ld card Same day
Outpatient Clinic above Incharge of
RJJAYcard h .
respective unit
. . Associate
For special scheme clients: Same as | Professor or Unit
10 |Menopausal Clinic Adhar card, Caste certificate,ld card Same day
above Incharge of
RJJAYcard ; ;
respective unit
. . Associate
For special scheme clients: Same as | Professor or Unit
11 |Cancer Screening Adhar card, Caste certificate,Id card Same day
above Incharge of
RJJAYcard ; ;
respective unit
. . Associate
Gynaecologic For special scheme clients: Same as Professor or Unit
13 y . 9 - Adhar card, Caste certificate,ld card Same day
Endocrine Clinic above Incharge of
RJJAYcard ; ;
respective unit
. . Associate
For special scheme clients: Same as | Professor or Unit
14 |RTI Clinic Adhar card, Caste certificate,ld card Same day
above Incharge of
RJJAYcard ; ;
respective unit
. . Associate
For special scheme clients: Same as Professor or Unit
15 |Adolescent Clinic Adhar card, Caste certificate,ld card Same day
above Incharge of
RJJAYcard ; ;
respective unit
ANESTHESIA
Investigations,Monitors Everyda Lecturer on
1 |General anaesthesia gations, - ' yaay duty and AP Prof and head
Anaesthesia machine Emergency
on call
Investigations,Monitors Everyda Lecturer on
2 |RegionalAnaesthesia gations, - ' yday duty and AP Prof and head
Anaesthesia machine Emergency on call
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr . . : Providing Officer OffICEIt
" | Name of the Service List of Documents Required . : Responsible
No Service Responsible
(in Days) (In casg of
Escalation)
L . Lecturer on
3 |MRI/CT Scan Invest|gat|qns,Mon_|tors, Everyday duty and AP Prof and head
Anaesthesia machine Emergency
on call
Investigations,Monitors Everyday Lecturer on
4 [Ophthalmology camps ! - ' duty and AP Prof and head
Anaesthesia machine Emergency on call
L . Lecturer on
5 [Pain clinic Invest|gat|qns,Mon_|tors, Everyday duty and AP Prof and head
Anaesthesia machine Emergency
on call
. . 3 beds, monitors,investigations Lecturer on
6 |Critical care unit o) ' ' Everyday duty and AP Prof and head
ventilators
on call
Lecturer on
7 |Anaesthesia OPD Room /Residents Everyday duty and AP Prof and head
on call
Lecturer on
8 |Resuscitation Equipment for resuscitation Everyday duty and AP Prof and head
on call
. Investigation,Room, Monitors Lecturer on
9 [Labour analgesia : ' . ’ Everyday duty and AP Prof and head
Equipment for resuscitation
on call
Lecturer on
10 |PG teaching Projectors Everyday duty and AP Prof and head
on call
Senior
residents,
11 |Intern’s teaching Projectors Everyday Lecturer on Prof and head
duty and AP
on call
Senior
residents,
12 |UG teaching Projectors Everyday Lecturer on Prof and head
duty and AP
on call
OPTHALMOLOGY
1 |OPD Services
a. |Fundus
b Indirect
" [Ophthalmoscopy
c. |Retinoscopy
d. |Autorefraction Assistant
. P Registration paper registered with Professpr .
e. [Slit lamp examination HMIS 2 days to 1 month| alongwith Unit incharge
Resident
f. |Sac syringing Doctors
g. |Tonometry
h |Foreign body removal
i. |Skin suture removal
2 |IPD Services
a. |Admission Assistant
b. |A-Scan 1.Admission paper from casualty One day to one Professor Unit Incharge
c. |Keratometry 2.Registration with HMIS month and Resident
d. [Cataract Surgeries Doctors
e. |Glaucoma Surgeries
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Sr.
No

Name of the Service

List of Documents Required

Timelines for
Providing
Service
(in Days)

Officer
Responsible

Supervisor
Officer
Responsible
(In case of
Escalation)

Lid Surgeries

Surgeries in Relation

g |- .
with Lacrimal Apparatus 1.Admission paper from casualty One day to one Unit Incharae Professor and
h. |Squint Surgeries 2.Registration with HMIS month 9 Head
i. |Pterygium surgeries
j- |Oculoplastic Surgeries
Specialtiy Clinic
3
Procedures
. . . . Resident
a. [Fundus Photography  |Registration paper registered with One day to one Professor and
i Doctors and
b. [Gonioscopy HMIS month . Head
- Unit Incharge
c. |Perimetry
Optical Coherence
d.
Tomography
RADIOLOGY
X-Ray Test. (Gen. & Patients registration through HMIS . Provisional 1) Technical 1) Prof. and
Ortho., Indoor, MLC) X-Ray requisition form from Report issued | responsibility HOD.
OPD/IPD/Casualty/Ward and immediately for X-ray Department of
concerned department, emergency technician Radiology, Govt.
1) For paid patients receipt of patients. Medical College,
payment. 2) Resident | Aurangabad.
2)For free patients ,respective For other patients | Asstt. Prof.,
documents to undergo free treatment | in 1 to 2 days. Asso. Prof. 2) Dean, Govt.
as per rules. Professor & | Medical College,
1 Head Aurangabad.
3) Director,
Medical
Education and
Research,
Mumbai.
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providing Officer Officer
" | Name of the Service List of Documents Required . : Responsible
No Service Responsible
(in Days) (In casg of
Escalation)
Special radiological Patients registration through HMIS. Investigationare 1) Patient 1) Prof. and
investigations : Requisition form from scheduled by care HOD.
OPD/IPD/Casualty/Ward and appointmentand | reponsibility | Department of
IVU, MCU, ASU, HSG, |concerned department, on emergency & Radiology, Govt.
basis. preparation | Medical College,
Berrium Swallow, 1) For paid patients receipt of for procedure |Aurangabad.
Berrium Meal, payment. Duration of Staff Nurse,
BMFT,Berrium Enima appointmentvaries| Technicians. | 2) Dean, Govt.
2)For free patients ,respective Medical College,
Fistulography documents to undergo free treatment Provisional 2) Resident Aurangabad.
as per govt. rules. Report issued Asstt. Prof.,
Sinography immediately for | Asso. Prof. 3) Director,
2 :
emergency Professor & Medical
patients. For H.O.D. Education and
other patients in Research,
1to 2 days. Mumbai.
Obstretic Sonography |Reffered from OBGY and alied Investigationare 1) 1) Prof. and
Department with ANC card and other | scheduled by Preparation HOD.
documents required as per PC- appointmentand for the Department of
PNDT ACT. on emergency procedure | Radiology, Govt.
basis as per responsibility | Medical College,
clinical condition | Staff Nurse [Aurangabad.
of patient. 2) Resident
Duration of Dr., Asstt.
appointmentvaries| Prof.,Asso. 2) Dean, Govt.
3 Prof. Medical College,
Provisional Professor Aurangabad.
Report issued and H.O.D.
immediately 3) Director,
Medical
Education and
Research,
Mumbai.
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providing Officer Officer
" | Name of the Service List of Documents Required . : Responsible
No Service Responsible
(in Days) (In casg of
Escalation)
Non Obstretic Patients registration through HMIS Investigations are 1) 1) Prof. and
Sonography : Duely signed Requisation Form by scheduled by Preparation HOD.
clinician from by respective appointmentand for the Department of
Neuro sonography department. on emergency procedure | Radiology, Govt.
Neck Sonography basis as per responsibility | Medical College,
Chest clinical condition | Staff Nurse |Aurangabad.
Abdomen 1) For paid patients receipt of of patient. 2) Resident
Pelvis payment. Duration of Dr., Asstt. 2) Dean, Govt.
Scrotal appointmentvaries| Prof.,Asso. | Medical College,
4 |Musculoskeletal 2)For free patients , respective Prof. Aurangabad.
Sono Mammography documents to undergo free treatment Provisional Professor
Super facial as per govt. rules.. Report issued and H.O.D. 3) Director,
Sonogrtaphy immediately Medical
Education and
USG guided Research,
intervensional Mumbai.
procedures
C.T.Scan Patients registration through HMIS X- | Investigationare | 1) Technical 1) Prof. and
Angiography [Ray requisition form from scheduled by | responsibility HOD.
(Coronary, Pheripheral, |OPD/IPD/Casualty/Ward and appointmentand CT Scan Department of
Carotid, abdominal, concerned department, on emergency |technician Radiology, Govt.
pulmonary, cerebral basis as per Medical College,
renal) 1) For paid patients receipt of clinical condition | 2) Resident |Aurangabad.
payment. of patient. Dr., Asstt.
Cardiac CT 2)For free patients ,respective Duration of Prof. Asso. 2) Dean, Govt.
CT Brain documents to undergo free treatment appointment Prof. , Prof. | Medical College,
CT Neck as per govt. rules. varies. & HOD Aurangabad.
CT Thorax
CT Abdomen Provisional 3) Director,
CT Pelvis Report issued Medical
3D CT face immediately for Education and
S |CTPNS emergency Research,
CT Orbit patients. For Mumbai.
HRCT Temperal bone other patients in
HRCT Lung 1 to 2 days.
HRCT Spine
CT Urography
3DCT
Muskuloskeletal
CT Guided
Interventionl
Procedures
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required 119 . Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
1) Prof. and
Investigationare HOD.
scheduled by Department of
Patients registration through HMIS X- | appointmentand Radiology, Govt.
Ray requisition form from on emergency 1) Resident Medical College,
. OPD/IPD/Casualty/Ward and basis as per Aurangabad.
Colour Doppler : s o Dr., Asstt.
. . concerned department, clinical condition
(Pheripheral, Carotid, ) . . ) Prof.,Asso.
6 . . 1) For paid patients receipt of of patient. 2) Dean, Govt.
abdominal, Obstretic . Prof. .
payment. Duration of Medical College,
renal) . . . Professor
2)For free patients ,respective appointment Aurangabad.
. and H.O.D.
documents to undergo free treatment |varies.
as per govt. rules. Provisional 3) Director,
Report issued Medical
immediately . Education and
Research,
SURGERY
Assistant
Trauma/ Emergenc Prof On Call Unit
1 /Casualt gency None Instantly /Residents Incharge
Y Of On Call 9
Unit
Assistant
In OPD Timings Prof
> loPD Id Proof , Ration Card (If Need On Specific Days | /Residents | Respective Unit
Concession), OPD Registration Of Respective Of Incharge
Units Respective
Unit
OPD Timings Assistant . .
. Respective Unit
3 |Minor oT Surgeons Reference , Fees Receipt S Day Or A Prof Incharae In Minor
, Accompanying Person, Consent ame Lay DOr AS | Residents 9
Per Appointment. of oT
Assistant
Prof
4 ipD OPD_ /E_mergency Reference For Same Day /Residents Respective Unit
Admission Of In charge
Respective
Unit
Surgeons Reference ,Fees Receipt , unitli
- . As Per Surgery .
5 |Endoscopy Appointment , Serological Tests Appointment  [Resideny/Ass Unit Il Incharge
Report, Consent P ESIdenuAssI
stant Prof
6 |Laparosco Surgeons Reference, After As Per Unit 1 And 3 Unit 1 And 3
P by Admission In Ward Appointment Incharge Incharge
Surgeons Reference As Per Assistant
7 lESwL 9 Appointment Prof And Unit Incharge Of
Appointment Letter ,Fees Receipt, . Residents Of | Respective Units
L Morning Hours -
All Xrays , Investigations Reports Respective
Assistant
. Prof & .
None , Admission Through . Unit Incharge Of
8 |Burns Instantly Residents Of . -
Casualty/OPD . Respective Units
Respective
Units
Community Medicine
To provide teaching MD-3 Yrs. Unit
facilities in the subjects MBBS- 4.5 Yrs In charge
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
1 of Community Medicine |Curriculum is based on as per MUHS Professor and
for UG/PG courses of |Syllabus. Head
MBBS, MD & BPMT BPMT-1 Yr
students.
Immunization Clinic Unit Professor and
2 i Case paper & Admission papers Everyda
OPP patient IPD pap pap yday In charge Head
Patient
) Unit Professor and
3 |UHTC, Shahagan Case paper Everydal
gan pap yaay In charge Head
. . Unit
4 |RHTC, Paithan Case paper & Admission papers Everyda Reader
pap pap yaay In charge
To provide teaching MD-3 Yrs. Unit
facilities in the subjects MBBS- 4.5 Yrs In charge
5 of Community Medicine |Curriculum is based on as per MUHS Professor and
for UG/PG courses of |Syllabus. Head
MBBS, MD & BPMT BPMT-1 Yr
students.
CHEST & TB
Registration Paper Registered with Assistant Unit Incharge &
1 |All O.P.D.SERVICES HMIS 2 days to 15 days Prof. HOD
. Registration Paper Registered with Assistant Unit Incharge &
a. () PTB HMIS 2 days to 15 days Prof. HOD
(i) Extra Pulmonary Registration Paper Registered with Assistant Unit Incharge &
b. =g HMIS 2daysto30days| g 0 HOD
c (ii)DOTS Registration |Registration Paper Registered with 2 davs Medical Unit Incharge &
' HMIS 4 Officer TU HOD
for TB
d (iv) Sputum AFB Registration Paper Registered with 2 davs Medical Unit Incharge &
[ Exam. HMIS Y Officer TU HOD
(v) Drug Resistance Registration Paper Registered with Assistant Unit Incharge &
Y HMIS 2 days to 15 days Prof. HOD
. Registration Paper Registered with Assistant Unit Incharge &
f |(vi) OAD HMIS 2 days to 15 days Prof. HOD
g'g ILDI’DLllJng Cancer Registration Paper Registered with 2 davs 1o 30 davs Assistant Unit Incharge &
9 are Pulmonary HMIS Y Y Prof. HOD
Diseases
2 |All I.P.D.SERVICES
1)Registration Paper Registered with
a. |(i) Admission HMIS 1 days to 30 days Assistant Unit Incharge &
. Prof. HOD
2) Admission Paper from Casualty
1)Registration Paper Registered with
b. |GyPTB HMIS 1 days to 30 days Assistant Unit Incharge &
. Prof. HOD
2) Admission Paper from Casualty
1)Registration Paper Registered with
(iliy Extra Pulmonary HMIS Assistant Unit Incharge &
C. 1 days to 30 days Prof HOD
B 2) Admission Paper from Casualty '
(iv) Drug Resistance 1)Registration Paper Registered with Medical _
HMIS . Unit Incharge &
d. 1 days to 15 days Officer HOD
B 2) Admission Paper from Casualty DOTS Plus

1)Registration Paper Registered with
HMIS
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
. Aoolotarit OUTTt |||L,||a.|gc oL
e |(v) Pleural Tapping 2) Admission Paper from Casualty 1 days to 30 days Prof. HOD
1)Registration Paper Registered with
f |(vi) ICD Inseration HMIS 1 days to 30 days Assistant Unit Incharge &
o Prof. HOD
2) Admission Paper from Casualty
1)Registration Paper Registered with
g |wii) Bronchoscopy HMIS 1 days to 15 days Assistant Unit Incharge &
o Prof. HOD
2) Admission Paper from Casualty
PSYCHIATRY
O.P.D.
Assistant
. Registration Paper Registerd with . Prof. with
I [All Mental illnesses HMIS Immidiately Resident HOD
Doctor
I.P.D. Including
1) Registration Paper Registerd with Assistant
I) |In Case of emergency HMIS 1 days to 7 days me'. with HOD
o Resident
2) Admission Paper from Casualty D
octor
3 |Certification Service
1) Registration Paper Registerd with
HMIS Assistant
Mental Retardation 2) 1.Q.Assesment with Clinical Prof. with
" (Intellectual disability) |psychologist 15 days Resident HOD
3) Aadhar Card Doctor
4) SOS Photos
1) Regi i i i .
) Registration Paper Registerd with Assistant
HMIS Prof. with
II) [Mental illness 2) Psychiatric evaluation 15 days Res.ident HOD
3) Aadhar Card Doctor
4) SOS Photos
1) Registration Paper Registerd with .
H)MlggISt ation Paper Registerd wit Assistant
yy |Certificate of - 2) Psychiatric evaluation 15days | Crofwith HOD
Psychological Fitness 3) Aadhar Card Resident
) Aadhar Car Doctor
4) SOS Photos
1) Registration Paper Registerd with Assistant
Order of Chief Judicial [HMIS Prof. with
V) Magistrate 2) Psychiatric evaluation 15 days Resident HOD
Doctor
1 |SKIN & VD
Assistant
. . . . . . Prof. along
| In_fectlon — Bacterial, Registration Paper Registered with 7 days to 28 days with Head of Dept.
Viral & Fungal HMIS :
Resident
Doctor
Assistant
Vesiculobullous Registration Paper Registered with 30 days to 90 Prof. _along
I, with Head of Dept.
disorders HMIS days .
Resident
Doctor
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Sr.
No

Name of the Service

List of Documents Required

Timelines for
Providing
Service
(in Days)

Officer
Responsible

Supervisor
Officer
Responsible
(In case of
Escalation)

Connective tissue
disorders

Registration Paper Registered with
HMIS

30 days to 90
days

Assistant
Prof. along
with
Resident
Doctor

Head of Dept.

Hair disorders

Registration Paper Registered with
HMIS

30 days to 90
days

Assistant
Prof. along
with
Resident
Doctor

Head of Dept.

Nail disorders

Registration Paper Registered with
HMIS

30 days to 90
days

Assistant
Prof. along
with
Resident
Doctor

Head of Dept.

\

Hansen diseases &
reactions

Registration Paper Registered with
HMIS

360 days

Assistant
Prof. along
with
Resident
Doctor

Head of Dept.

VIl

Sexually transmitted
diseases

Registration Paper Registered with
HMIS

7 days to 30 days

Assistant
Prof. along
with
Resident
Doctor

Head of Dept.

Skin & VD OPD Minor
OT Including

Electrocautery

Registration Paper Registered with
HMIS

1 day to 7 days

Assistant
Prof. along
with
Resident
Doctor

Head of Dept.

Radiofrequency

Registration Paper Registered with
HMIS

1 day to 7 days

Assistant
Prof. along
with
Resident
Doctor

Head of Dept.

Needling

Registration Paper Registered with
HMIS

1 day to 7 days

Assistant
Prof. along
with
Resident
Doctor

Head of Dept.

TCA Application

Registration Paper Registered with
HMIS

1 day to 7 days

Assistant
Prof. along
with
Resident
Doctor

Head of Dept.

Phototherapy-
UVA,UVB

Registration Paper Registered with
HMIS

1 day to 7 days

Assistant
Prof. along
with
Resident
Doctor

Head of Dept.

All I.P.D. Services

Admission

1) Registration Paper Registered
with HMIS

2) Admission Paper from Casualty

7 days to 30 days

Assistant
Prof. along
with
Resident

Head of Dept.
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
1) Registration Paper Registered Assistant
I V_esmulobullous with HMIS 7 days to 30 days Prof. _along Head of Dept.
disorders 2) Admission Paper from Casualt with
) sion Faperiro aty Resident
1) Registration Paper Registered Assistant
" C_onnectlve tissue with HMIS 7 days to 30 days Prof. _along Head of Dept.
disorders 2) Admission Paper from Casualt with
) sion Faperiro aty Resident
1) Registration Paper Registered Assistant
WV Hans_en diseases & with HMIS 7 days to 30 days Prof. _along Head of Dept.
reactions 2) Admission Paper from Casualt with
) sion Faperiro aty Resident
Assistant
. . . . . Prof. along
v S_exually transmitted Registration Paper Registered with 7 days to 30 days with Head of Dept.
diseases HMIS .
Resident
Doctor
ENT
Assistant
For special scheme card,adhar professor Professor,
1 |ENT outpatient clinic card caste certificate, id card Same day JR-2, JR-3 Associate
professor
Assistant
Address proof, id proof,documents rofessor Professor,
2 |Handicap certificate > Proot, 1d proot,c Same day P Associate
supporting handicap claim JR-2, JR-3
professor
Immediate care
ENT emergengy in OPD 134, Assistant
services(tracheostom casualt rofessor Professor,
3 Y, RGY card,BPL card,address proof atty P Associate
bronchoscopy,esophag services, JR-2, JR-3
. professor
oscopy) Services offered
24 x 7
ENT routine operation
(planned surgery like
tonsillectomy,
submucosal resection
of septum, Planned Assistant
tympanoplasty operation after professor Professor,
4 mastoidectomy RGJY card,BPL card,address proof fitness within 7 JR-2, JR-3 Aiz;)ecslzger
FESS,thyroidectomy, days P
submandibular gland
excision,
parotidectomy,tongue
tie,etc
LIBRARY
1 UG, PG & Staff. Library Card & College ID One Day Copcerned Librarian
Reference Service Junior Clerk
2 UG, F.)G & St"’?ﬁ Library Card & College ID 24 Hours Cohcerned Librarian
Reading Service Junior Clerk
3 UG, PG & Staff' Library Card & College ID One Day Copcerned Librarian
Photocopy Service Junior Clerk
4 UG, PG & Staff Books Library Card & College ID One Day Copcerned Librarian
Issues Junior Clerk
UG, Concerned

Lilhvran:s Mard CAllanAa IN TnAaAammAa
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Timelines for Supe.rVIsor
Sr. . . : Providing Officer OffICEIt
Name of the Service List of Documents Required . : Responsible
No Service Responsible
(in Days) (In casg of
Escalation)
|_|U|a|_y wdiud, \JU"CUC T, TTTCUTTIT » .

° Book Bank Certificate, Cast Certificate 2 Days Junior Clerk Librarian
PG & Staff . . Concerned . .

6 Internet NKN Library Card & College 1D Daily Junior Clerk Librarian

. . Concerned . .

7 |News Paper Clipping Library Card & College ID One Day Junior Clerk Librarian
UG, PG & Staff . Concerned . .

8 Referral Service ID Proof Daily Senior Clerk Librarian
UG, PG & Staff Concerned

9 |E- Library / Online Library Card & College ID Daily . Librarian
Journals):& E-Books Senior Clerk

10 onall_Ii)é:/;/rc))/rk & Services Daily Librarian A.O./ Dean
ADMINSTRATION
DEAN OFFICE

Received Letter on Personal Dean

1 dean address. After Application Urgently or 3to 7 Secretary of Govt.Medical
marking these letter days dean college,Aurangab
are send to related ad
Acceptance of letter Personal Dean.

2 |and opther personals Application Urgently or 3to 7 Secretary of Govt.Medical
letter resend to dean days dean coIIege,aA;rangab
Take Decision on Personal Dean

5 board of visitor visit Application Urgently or 3to 7 Secretary of Govt.Medical
with dean sir & other days dean college,Aurangab
related works with Visit ad
send email & fax ,also Personal Dean

3 received email & fax is Application Urgently or 3to 7 Secretary of Govt.Medical
send to the related days dean college,Aurangab
departments for further ad
Received & Connect Personal Dean

4 Calls & Urgent Calls is Application Urgently or 3to 7 Secretary of Govt.Medical
given to dean sir. days dean college,Aurangab
Information is given on ad
ADMINISTRATIVE
OFFICER
1) Work as D.D.O.

(Drawing &
Disbursment Officer)
2) According to rules
action taken on
files/letter/reference
from esblishment
department, Account

1 sectionlAcadamiC Urgently or3to7 Admln Dean

days Offcier

Section,Cash
Section,Library &
Legarl Cell.same to be
produced infront of
dean govt.medical
college aurangabad

3) work as Public
Information Officer
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Estabiliment 1,2
Governmental &
DMER Level Work
. Office
1 Akrgtlbandh (post Govt. Decided Different Profarm's Head office Date Incharge superitendent
Review) Clerk .
est. Section
After preparing
proposal of Extension Incharge Office
2 |of temporary post.it Govt. Decided Different Profarm's Head office Date 9 superitendent
. Clerk .
should submitted to est. Section
DMER.
Asembly LAQ's/Non
LAQ'S Apswers tp Govermental & DMER Received Incharge O_fflce
3 |prepare information letters Urgent Clerk superitendent
Required by Govt. & est. Section
DMER
Submlt information Govermental & DMER Received Incharge O_fflce
4 |which asked by letters Urgent Clerk superitendent
government & DMER est. Section
To produce
Divisional level
information
Regular Meeting's held
wth coIIe_ctor office & Collector office order & their Meetlngs_ date or Incharge O_fflce
1 |Information orderd by \ at the time of superitendent
: . proform's . Clerk .
collector in meetings meetings est. Section
should be Ready
for.electlon vvprk 1) collector office letter, office releve | Collectors order Incharge O.fflce
2 |officers appointed by superitendent
. order date Clerk .
collcetor office est. Section
prepare information for [proforma received from statistic date fixed by Incharge O.fflce
3 - - superitendent
statistic department department static department Clerk .
est. Section
Newly Appointed
officer's Retirement
pay & new DCPS
Scheme & NPS form to Sef\illﬁ: dﬁys”?;‘ter Incharge Office
4 |be fild & should be Treasury office letter Ing up 9 superitendent
. specimen from of Clerk .
submitted to the the office est. Section
treasury office & should
be present for the
meeting/
AG Office
kl/li?r?g;/i%)?\;ggaya Incharge Office
5 . . |To give Available Record to the audit Emergency g superitendent
Mumbai/Treasury office Clerk .
. est. Section
Aurangabad to provide
record to the Audit
To provide information One month Incharge Office
6 |[to the candidate Received RTI Application before the date of Clergk superitendent
According to RTI 2005 candidates est. Section
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
To provide information
time to time - Office
7 |Bonded/Nonbonded DMER Order Date Dicided by Incharge superitendent
. DMER Clerk .
Assistant professor est. Section
Vacant Post
c Information
Regarding of Officers
Estabiliment 1,2
Sanctioned 233 post Muster Roll,Casual leave Incharge Office
1 (since their Appointment [Ragister,Document should be kept Emergency g superitendent
. . . Clerk .
till Retirement Record  [files est. Section
should be update
1) Government appointed order copy,
Government Appointed |2)Educational qualification certificate | After producing
Candidates 3)reserve candidates cast certificate the above Incharge Office
2 |Appointment order & cast validity certificate documents Clergk superitendent
should be on the acant [4)Small family certificate candidates joined est. Section
post on same date
Incharge
Clerk
after filling of the
form by the
candidate all the
information
should be fild in
Candidate should , maharasevqrth &
1)specimen form to be submitted
specified form of b to the treasury Office
2) Aadhar Card ) Incharge .
3 |DCPS/NPS scheme office same superitendent
. 3) Pan Card, Clerk )
should be filled day.DCPS/NPS est. Section
4) Bank pass Book fornt page xerox
copy produce Account no
received from
treasury office
should be
submitted to the
account office
urgently
Regarding newly '
) ; . N Office
4 appointed candidate office order since joining Incharge superitendent
should be send to before 2 months Clerk P .
est. Section

medical examination
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
from Date of
newly appointed 1) Govt's prescribed filled candidates | appointment of
candidate's signed signed form should be in duplicate the candidate .
o ) Office
5 format (character 2)charcter certificate of candidate before 3 months Incharge superitendent
certificate )send to should be scrutinized by the office & candidates Clerk b .
0 . . o est. Section
related district office of [incharge date of submition
the police of priscriscribed
form after 7 days
1) compitent authority's caste
certificate
2) School Nirgam Utara
) 3) School leaving certificate after submitting Office
to send Officers caste i \ Incharge .
6 L 4) father's & grandfather's caste related document superitendent
validity's o Clerk .
certificate 3 days before est. Section
5) heiriditary affidavit
6) near relatives caste validyty
certificate
- Copy of Appointment order & Office
to prepare officer's . e Incharge .
7 . educational qualification & other urgent superitendent
document file Clerk .
documents est. Section
1) Appointment govt.order
2) Joining Order
3) educational qualification
documents
4) character certificate
5) Medical fithess certificate
6) Nomination certificate from date of
. 7 ) caste certificate & caste validity appointment six .
To prepare service e Office
8 |book of newly certificate month before all Incharge superitendent
aonointed officer 8 G.P.F/ D.C.P.S. documents, after Clerk est. Section
pp 9) G.1.S.Scheme submittion 7 days ’
10) Small Family certificate before
11)Relaxation from State board of
Marathi/Hindi langauge
12) Computer examination passed
certificate
13) PRAN Kit
14) Native place
cases of the court Incharae Office
9 |should be immediately |related judiciary documents urgent 9 superitendent
: Clerk .
confirmed to legal cell est. Section
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
1) Govt. Appointment order
2) Caste certificate & caste validity
certificat
3) preciribed format perposal
4) No divisional enquiry certificate
4) Matta & Dayeetwa certificate
5 Small family certificate
6 ) Physically fitness certificate '
. . : Office
10 permenant job 7) govt. order of probation period 7 davs before Incharge superitendent
certificate to be issued |8 )State board of Marathi/Hindi 4 Clerk b .
L est. Section
langauge examination passed
certificate
9) computer exam. passed certificate
10) first appointed post 3 years
service
11) officer's service record
(confidential report, presenty report,
work efficiency , etc., goodness )
Incharge Office
11 [Deputation office order urgent g superitendent
Clerk .
est. Section
- . Office
Request/Administrative Incharge .
12 government order urgent superitendent
changes Clerk .
est. Section
mahasevarth online
work
1) appointment of
candidate on the
vacant post
2) candidate should be |1)DMER order
. . related no 1 to 3 '
releave for transfer 2) other office realeving letter Office
o uregnt & no.4 Incharge .
13 [3) upgrade temporary |3) last pay certificate superitendent
. . . . before 6 months Clerk .
post according to govt |4) Retired candidates required . est. Section
after retirement
orders documents
4) yearly increments
5) to prepare pension
papers
6) rerired candidates to
end service
1) Once in a four year as per candidate haven't '
. L Office
14 Sanction Leave government decision took L.T.C. Incharge superitendent
1) L.T.C. benefit 2) candidate should give application benefit, 7 days Clerk P .
est. Section
before one month before
1) Once in a Two year as per candidate haven't .
. . . . Office
Native place travelling [government decision took Native place | Incharge .
15 : . . L : superitendent
benefit 2) candidate should give application benefit, 7 days Clerk .
est. Section
before one month before
1) specified format should be filled by
Itgzvzandldate before goving on the ncharge Office
16 |Maternity leave 2) after completing the leave period before 7 days Clerk SZmeseenC?g:

candidate should produce medical
fitness certificate is must
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
1) specified format should be filled by
. the candidate before goving on the Within 7 days Office
T.B. leave/Paralysis leave . Incharge .
17 . . medical board superitendent
leave 2) candidate should produce medical . Clerk .
; " . recommendation est. Section
board recommendation certificate is
must
Candidate should be recommended Office
) o . As per Rule Incharge :
18 |Earn leave by his authority in prescribed format superitendent
before 7 days Clerk .
before one month est. Section
before goving on leave Doctor's Within 7 days
. advice medical certificate & medical |after Completion Office
Medical leave/ Half pay S Incharge .
19 leave application should be of related superitendent
leave . Clerk .
submitted documents est. Section
2) while joining on dutyes mentioned.
. . L Office
Sumbmied Prescribed application As per Rule Incharge .
20 [Half pay leave superitendent
before 1 month before 7 days Clerk .
est. Section
Within 7 days
letter from Vipassana office after Completion Incharge Office
21 Employees Who applied for of related 9 superitendent
. . o Clerk .
vipasanna.with appplication form documents est. Section
mentioned.
1) Issued Notice 1) Documents of employees
regarding retirement regarding Retirements
before 6 Month 2) Santioned order copy of pension
2) Employee should from Account gerneral office,Nagpur
produced documents  [3) Leave In Cashment of employee
regarding retirement in Precribed format which fill up by
benefits employee.
3) Service book of 4) NoC from related departments.
employee should send
to treasury for Submit d Off
verification u .mlt ocqment Incharge mice
22 o which mentioned superitendent
4) objection should o Clerk .
within 7 days. est. Section

resolved which take by
treasury office.

5) After verification of
service book, office
staff should fill up
information of
employee regarding
retirement on
mahasevarth Website.
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Timelines for Superwsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
6) Hard copy of 1) Documents of employees
information of employee [regarding Retirements
which fill up on 2) Santioned order copy of pension
mahasevarth Website & |ffom Account gerneral office,Nagpur
Service book should 3) Leave In Cashment of employee
send to Account General |in Precribed format which fill up by
office,nagpur for employee.
. . 4) NoC from related departments.
sanctioned of retirement
benefits.
7) Taking note regarding
retirement of employee
in service book.
8)order of Leave in Submit document Office
- - Incharge .
cashment of earn leave. which mentioned superitendent
. o Clerk .
8) After received within 7 days. est. Section
Sanctioned of pension
benefit from A.G. office
order should send to
account section.
9) NOC would issued
after receive NOC from
related departments.
Establsihment -3
Government & Director level work
. . Date Declared by | Incharge o.S.
1 |Sanctioned Post Various Format of Government Head Office Clerk-Est-3 | (Administration)
5 Countinuation for Various Format of Government Date Declared by | Incharge 0.s.
Tempory Class-3 Post Head Office Clerk-Est-3 | (Administration)
Giving answer to
3 Legistative Session Letter received from Government in Urgent Incharge o.s.
Question Issued by case of legistative Question 9 Clerk-Est-3 | (Administration)
Lestistative Members
Information about
. . . . Date Declared in Incharge o.S.
4 [Santioned,Fiilup & Letter from DMER,Mumbai or Mail DMER Letter Clerk-Est-3 | (Administration)
Vaccant post
Divisional Level Information
Promotion
Nomination R r .
&Nomi é_ltIO oste Promotion&Nominaton categeory Incharge O.S.
1 [Complation from - . Per 2 Years e
o ) wise complite roster Clerk-Est-3 | (Administration)
Divisional Office
(Backword class)
Information About 1) Collector office order
. 2) Collector office format Organize at the Incharge o.S.
2 |Compossinate Ground - . . o .
- 3) Senarity list of compoosinate day of meeting Clerk-Est-3 | (Administration)
Meeting . .
Ground of this Office
3 sr%pcl)énzg?}to?fElection 1) collector office order As per Collector Incharge o.s.
ploy 2) Officer Relieving Order officer order date | Clerk-Est-3 | (Administration)

Duties
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
1) Received fillup proposal from
Proposal of Candidate 7 days
4 Coupntinuation Ground 2) Candidate Qualification certificate (if candi)(/jate Incharge o.s.
) 3) Other Blood Reletive NOC . Clerk-Est-3 | (Administration)
send to collector office - o . provided all
4) Succession certificate by court if
. - doucument )
not given Nomination
5 Information About Received Information Letter from Date Declared by | Incharge o.s.
Statical Department Statical Office concern Office Clerk-Est-3 | (Administration)
Fillup DCPS & NPS
flormIV\./h|.ch Emplqyee 7 days
6 first join in this office & Treasury office Letter and Declair Date Incharge O.S.
Attend the meeting & y . Clerk-Est-3 | (Administration)
; of meeting
Traning at Treasury
office
7 |Present at collector Collector officer order As per Collector Incharge 0.S.
Audit for A.G. Nagur,
Mantralya Mumbai, .
s |pirector office Demand by All concern Audit Dept. Urgent Incharge o.s.
. ' provided for office Availabe Record Clerk-Est-3 | (Administration)
Mumbai, Head
Treasury office, A,bad
RTI ACT. § 2005. Received Application from RTI Revglved Incharge O.S.
9 |Information provid to Aoolicant application from Clerk-Est-3 | (Administration)
RTI Applicant P 1 month
Service about office Employee
Sanction post 175 All 1) Attendence Register
N T A e
record from Joining to  |4) Retirement Register Time to time Clerk-Est-3 | (Administration)
Retirement 5) Employee file record Register
1) Director office joining order
Selected candidate 2) Quialification certificate
. S . S Incharge o.S.
2 |from Director office join |3) cast certificate & cast validity if same day e .
. . Clerk-Est-3 | (Administration)
to this Institute backword catgory
1) Given proposal from concern If Provided
Prepaid Senarity List Applicant concem
- . L s doucument by Incharge o.s.
3 [for Compossinate 2) Required Qualification Certificate applicat after Clerk-Est-3 | (Administration)
Ground 3) Other Blood Reletive NOC _app .
- o inculded Name in
4) Succession certificate -
senarity list
Appointment of 1) Minimum lenth of service of 10
employees on vaccant
ost of class-3 & years
ipssued order accordin 2) Qualification Certificate 7 davs
. N9 3) Cast Certificate & Cast Validity if Y Incharge o.S.
4 |to Organising meetings Employee belongs to backword and Declair Date Clerk-Est-3 | (Administration)
of Lab Asst. to Lab. ploy g of meeting

Tech. Committee &
rules and regulation of
government resolution.

Category
4) Committee Recommendation
5) Sanction office Tippani
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Information of
employe should
be submitted in 7
. days to treasury
5 E)”rlrr';”[f)o[r)f\:lz\f/ %i’r\:izs Issued form should be Updated & office & Received | Incharge o.s.
emolovees J 9 submiteed to this office DCPS No. & Clerk-Est-3 | (Administration)
ploy NPS No. should
inform to account
section for further
action.
Regarding issued -
6 |Medical Certificate of |Office Order Copy Within 2 mpnth Incharge .OiS' .
. after Joining. Clerk-Est-3 | (Administration)
New Join employee.
Regarding sendin within 3 month
Attgstatio% 9 1) fill up form prescribed form by after date of
government from employees in 2 Joining. Within 7
7 Form(Character copies davs after Incharge o.S.
Certificate of PIES. I Y Clerk-Est-3 | (Administration)
- 2) Letter from head institute for employees
employee to district o ;
: Character Certificate. submitted
police headquarters. .
Prescribed form
1)Caste Certificate duly signed by
Sending Proposal of Responsible officer Within 7 days
s |caste \?aliditp 2) School leaving certificate After submiting Incharge 0.S.
- Y 3) father,grandfather & blood relation documents Clerk-Est-3 | (Administration)
certificate of employees " - .
caste certificate & caste Validity. mentioned
4) Trees of Family Certificate
1) Appointment order
Prepared files of 2) Qual_|f|cat|on_Qertlflcate Time to time Incharge o.S.
9 employees 3) Medical Certificate update Clerk-Est-3 | (Administration)
pioy 4) Police Character P
5) Letter regarding related employees
1) Appointment order
2) Qualification Certificate
3) Meghcal Certificate Within 6 months
10 |Preparing Service Book 4) Police Character After date of Incharge OS.
paring 5) Nomination form - oinin Clerk-Est-3 | (Administration)
6) Caste Certificate if employee J g
belongs to backward Class
7) Small Family Certificate
' . Every year month | Incharge o.S.
11 |cofidential Report 1) Gvot. Format of April Clerk-Est-3 | (Administration)
12 rseugrp;ﬁngc'gzor;rzgggrt‘o information produced Regarding writ Urgent Incharge o.S.
Iegal cellg petition from available records. 9 Clerk-Est-3 | (Administration)
Prepare Temporay & Received information prescribed Temporary &
P P . y_ format from GMCH,A.bad,GMC Permanent
13 Permanent Senirority A bad.GMCH dental Seniority list Incharge O.S.
List of Employee for ) ' y Clerk-Est-3 | (Administration)

post of Lab Tech.

A.bad,Govt.Cancer Hospital & health
rural,paithan

disclosed upto
May end of year
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Timelines for Supe.rVIsor

Sr Providin Officer Officer

" | Name of the Service List of Documents Required . 9 : Responsible

No Service Responsible

(in Days) (In case of
y Escalation)
1)Apply Within 1 year after death of
employee.
2) Death Certificate of employee.
3) Candidates qualification
Sending Propgsgl of Certificate. Within 7 days
Common Seniority list  |4) If employee son want . Incharge o.S.

14 . After Completing o .
Compensate appointment then son should thinas Mentioned Clerk-Est-3 | (Administration)
employees (Anukampa) [produced NOC of Employees Wife. 9 '

5) NOC of blood relative of employee
6) If employees is not Nominated
then employees should produced
court succesation Certificate.
1) Promotion Qualification
Benfit 12 & 24 year 2) cast validity if Backword category 7 days
! . e g Incharge o.S.
15 [(Aswasit Pragati 3) confiditial Report and Declair Date e .
. . : . Clerk-Est-3 | (Administration)
Yojena) 4) Medical fitness of meeting
5) recommendation of committee
Appointmet letter
Minimum three years of permenant
ccontinue service
Permemanacy Benefit No gapin the continue three years . Incharge 0.S.
16 o services Min:3 to 7 days o .
Certificate . Clerk-Est-3 | (Administration)
No departmental enquiry/Legal
matters
confidatial Report
Medical Fitness
Appointment order
Relevent Sevaarth Joining order Incharge 0.S
17 |Information Committee Recommendation Min:3 to 7 days CIerk-Egst-3 (Administ.ration)
(Lad-Page/Anukampa) |If applicable caste Ceretificate &
ValiditySmall Falimy Certificate
. Incharge
Leave Benefits Clerk-Est-3
1 |LTC/Maharashtra Application minmun 1 month before Min:3 to 7 days Incharge 0.S.
Application minmun 1 month before Incharge 0.S
2 |Native Place Visit Applicable only once in 2 year Min:3 to 7 days Clerk-Est-3 | (Administration)
Application
. ANC Card Xeroxes/papers . Incharge O.S.
3 |Maternity Leave Medical certificate at the time of Min:3 to 7 days Clerk-Est-3 | (Administration)
joining
Application
4 Conditon :TB & Medical Board recommendation Min:3 to 7 davs Incharge O.S.
Paralysis affected Medical certificate at the time of ' y Clerk-Est-3 | (Administration)
joining
Application minmun 1 month before
through Proper channel and
. - Incharge o.S.

5 |Earn Leave recommendations of concerned Min:3 to 7 days o .

. Clerk-Est-3 | (Administration)
department head/Section
Medical Leave Application with recommendation of Min:3 to 7 days Incharge 0.S.
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Application minmun 1 month before
through Proper channel and
3 - Incharge o.S.
1 |Half pay Leave recommendations of concerned Min:3 to 7 days o .
. Clerk-Est-3 | (Administration)
department head/Section
Absent employee: Only after
. recommendations of concerned . Incharge o.S.
2 |Without Pay department head/Section Min:3 days Clerk-Est-3 | (Administration)
Application with Approval of
Meditation office/class to be
. submitted
Special . Incharge o.s.
3 Leave/Meditation through Prope_r channel and Min:3 to 7 days Clerk-Est-3 | (Administration)
recommendations of concerned
department head/Section
RETIREMENT
BENEFITS
Notice 6 months in Incharge 0.S
1 adyance before As per Service Book records As per situation Clerk-Est-3 | (Administration)
retirment
Pensioner person and Husband and Wife Joined Photo
5> la documeﬁts required Husband and Wife Joined ID Proof Min: 3 -7 days Incharge o.s.
for benefits q Address Proof after Notice Clerk-Est-3 | (Administration)
Children details and birth certificates
Venf!catlon of . Updated Serevice Book
Pentioner service book . Incharge
3 L Forwarding letter of head of the
only after receiving - Clerk-Est-3
institute
above documents
Service book related querries of
4 Treasury Office pentioner..he/she will have to comply Min: 3 -7 davs Incharge o.s.
Querries all the requirements as needed ' 4 Clerk-Est-3 | (Administration)
within working 7 days
online inforamtion will be filled and
. . the same will be forwarded to AG
Online pention
. . Nagpur - Incharge o.S.
5 |informations once o . Min: 3 -7 days o .
: Hard copy of online inforamation Clerk-Est-3 | (Administration)
above all is cleared ; .
along with service book to be
forwarded to AG Nagpur
6 |official Retirement Office Orders Min: 3 -7 days Incharge 0.S.
Application
S . . Incharge o.S.
7 |Leave encashment Verification in the service Book Min: 3 -7 days Clerk-Est-3 | (Administration)
Approved P_ensmn sanctioned Pention paper approved . Incharge o.s.
8 |papers received from by AG nagpur Min: 3 -7 days Clerk-Est-3 | (Administration)
AG Nagpur y 9P
o Institute level concerned . Incharge o.s.
9 |NOC certificate departments/sections NOC Min: 3 -7 days Clerk-Est-3 | (Administration)
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Appointment of 1) Minimum lenth of service of 10
employees on vaccant
ost of class-3 & years
iF;sued order accordin 2) Qualification Certificate 7 davs
. N9 3) Cast Certificate & Cast Validity if y Incharge o.S.
10 |to Organising meetings and Declair Date e .
Employee belongs to backword . Clerk-Est-4 | (Administration)
of Lab Asst. to Lab. of meeting
. Category
Tech. Committee & . .
. 4) Committee Recommendation
rules and regulation of : ! . .
. 5) Sanction office Tippani
government resolution.
Information of
employe should
be submitted in 7
. days to treasury
11 E)”rlrxpf)o?f\:l:vsv %i’r\ulizs Issued form should be Updated & office & Received | Incharge o.s.
emolovees J 9 submiteed to this office DCPS No. & Clerk-Est-4 | (Administration)
ploy NPS No. should
inform to account
section for further
action.
Regarding issued -
12 [Medical Certificate of  |Office Order Copy Within 2 T“.O”th Incharge .O?S' .
) after Joining. Clerk-Est-4 | (Administration)
New Join employee.
Regarding sendin within 3 month
Attgstatio% 9 1) fill up form prescribed form by after date of
government from employees in 2 Joining. Within 7
13 Form(Character copies davs after Incharge o.S.
Certificate of PIES. . Y Clerk-Est-4 | (Administration)
- 2) Letter from head institute for employees
employee to district o ;
; Character Certificate. submitted
police headquarters. .
Prescribed form
1)Caste Certificate duly signed by
Sending Proposal of Responsible officer Within 7 days
14 |caste \E/]aliditp 2) School leaving certificate After submiting Incharge O.s.
- y 3) father,grandfather & blood relation documents Clerk-Est-4 | (Administration)
certificate of employees ” - .
caste certificate & caste Validity. mentioned
4) Trees of Family Certificate
1) Appointment order
Prepared files of 2) Qual_|f|cat|on_Qertlflcate Time to time Incharge o.S.
15 employees 3) Medical Certificate update Clerk-Est-4 | (Administration)
pioy 4) Police Character P
5) Letter regarding related employees
1) Appointment order
2) Qualification Certificate
3) Me(_jlcal Certificate Within 6 months
16 |Preparing Service Book 4) Police Character After date of Incharge O-S.
paring 5) Nomination form - oinin Clerk-Est-4 | (Administration)
6) Caste Certificate if employee J g
belongs to backward Class
7) Small Family Certificate
' . Every year month | Incharge O.S.
17 |cofidential Report 1) Gvot. Format of April Clerk-Est-4 | (Administration)
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Timelines for Supe.rVIsor

Sr Providin Officer Officer

" | Name of the Service List of Documents Required . 9 : Responsible

No Service Responsible

(in Days) (In case of
y Escalation)
18 rseuzrpc;mngc'gﬁirzggeoqo information produced Regarding writ Urgent Incharge 0o.s.
g 9 petition from available records. 9 Clerk-Est-4 | (Administration)
legal cell.
Prepare Temporay & Received information prescribed Temporary &
P P . y. format from GMCH,A.bad,GMC Permanent
Permanent Senirority T Incharge O.S.
19 |, . A.bad,GMCH dental Seniority list . .
List of Employee for . . Clerk-Est-4 | (Administration)
A.bad,Govt.Cancer Hospital & health | disclosed upto
post of Lab Tech. .
rural,paithan May end of year
1)Apply Within 1 year after death of
employee.
2) Death Certificate of employee.
3) Candidates qualification
Sending Propgsgl of Certificate. Within 7 days
Common Seniority list  |4) If employee son want . Incharge o.s.

20 . After Completing o .
Compensate appointment then son should thinas Mentioned Clerk-Est-4 | (Administration)
employees (Anukampa) [produced NOC of Employees Wife. 9 '

5) NOC of blood relative of employee
6) If employees is not Nominated
then employees should produced
court succesation Certificate.
1) Promotion Qualification
Benfit 12 & 24 year 2) cast validity if Backword category 7 days
! . e g Incharge o.S.
21 [(Aswasit Pragati 3) confiditial Report and Declair Date e .
. . : . Clerk-Est-4 | (Administration)
Yojena) 4) Medical fitness of meeting
5) recommendation of committee
Appointmet letter
Minimum three years of permenant
ccontinue service
Permemanacy Benefit No gap in the continue three years . Incharge 0.S.
22 o services Min:3 to 7 days o .
Certificate . Clerk-Est-4 | (Administration)
No departmental enquiry/Legal
matters
confidatial Report
Medical Fithess
Appointment order
Relevent Sevaarth Joining order Incharge 0.S
23 |Information Committee Recommendation Min:3 to 7 days CIerk-Egst-4 (Administ'ration)
(Lad-Page/Anukampa) |If applicable caste Ceretificate &
ValiditySmall Falimy Certificate
Leave Benefits
| |romanassia epieston o Lo b0t | | e | o5
Darshan PP y y ' 4 Clerk-Est-4 | (Administration)
Application minmun 1 month before Incharge 0.S
2 |Native Place Visit Applicable only once in 2 year Min:3 to 7 days Clerk-Est-4 | (Administration)
Application
. ANC Card Xeroxes/papers . Incharge o.S.
3 Maternity Leave Medical certificate at the time of Min:3 to 7 days Clerk-Est-4 | (Administration)

joining

Page 29 of 52
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Application
4 Conditon :TB & Medical Board recommendation Min:3 to 7 davs Incharge 0o.s.
Paralysis affected Medical certificate at the time of ' 4 Clerk-Est-4 | (Administration)
joining
Application minmun 1 month before
through Proper channel and
3 - Incharge o.S.
5 |Earn Leave recommendations of concerned Min:3 to 7 days o .
. Clerk-Est-4 | (Administration)
department head/Section
Application with recommendation of
concerned incharge
. Medical certificate at the time of . Incharge o.S.
6 |Medical Leave Application mentioning reason Min:3 to 7 days Clerk-Est-4 | (Administration)
Medical fitness certificate at the time
of joining
Application minmun 1 month before
through Proper channel and
- - Incharge o.S.
7 |Half pay Leave recommendations of concerned Min:3 to 7 days o .
. Clerk-Est-4 | (Administration)
department head/Section
Absent employee: Only after
. recommendations of concerned - Incharge o.S.
8 |Without Pay department head/Section Min:3 days Clerk-Est-4 | (Administration)
Application with Approval of
Meditation office/class to be
. submitted
Special . Incharge 0.s.
9 Leave/Meditation through Propgr channel and Min:3 to 7 days Clerk-Est-4 | (Administration)
recommendations of concerned
department head/Section
RETIREMENT
BENEFITS
Notice 6 months in Incharge 0.S
1 adyance before As per Service Book records As per situation Clerk-Est-4 | (Administration)
retirment
Pensioner person and Husband and Wife Joined Photo
5> la documeﬁts required Husband and Wife Joined ID Proof Min: 3 -7 days Incharge o.s.
for benefits q Address Proof after Notice Clerk-Est-4 | (Administration)
Children details and birth certificates
Venf!catlon of . Updated Serevice Book
Pentioner service book .
3 . Forwarding letter of head of the
only after receiving -
institute
above documents
Service book related querries of
4 Treasury Office pentioner..he/she will have to comply Min: 3 -7 davs Incharge O.S.
Querries all the requirements as needed ' y Clerk-Est-4 | (Administration)

within working 7 days
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
online inforamtion will be filled and
. . the same will be forwarded to AG
Online pention
) ) Nagpur . Incharge o.S.
5 |informations once Lo . Min: 3 -7 days . .
: Hard copy of online inforamation Clerk-Est-4 | (Administration)
above all is cleared ; .
along with service book to be
forwarded to AG Nagpur
official Retirement
6 {XF;E(/)I\D/(SaSti?uation Office Orders Min: 3 -7 days Incharge OS.
. . Death Certificate ' y Clerk-Est-4 | (Administration)
Enteries to be done in
service book
Application
PR . . Incharge O.S.
7 |Leave encashment Verification in the service Book Min: 3 -7 days Clerk-Est-4 | (Administration)
Approved Pgnsmn sanctioned Pention paper approved . Incharge o.s.
8 |papers received from by AG nagpur Min: 3 -7 days Clerk-Est-4 | (Administration)
AG Nagpur y 9p
. Institute level concerned . Incharge 0.S.
9 |NOC certificate departments/sections NOC Min: 3 -7 days Clerk-Est-4 | (Administration)
LEGAL & RTI
1 |Right to Information R.T.I. Application 30 days Incharge OS.
9 11 AP Y Clerk R.T.l. | (Administration)
Writ Petition - Orginal Incharge o.S.
2 |Legal Cases Application Contempt Petition 7 Days Clerk R.T.l. | (Administration)
. - . L Incharge O.S.
3 |Vehicles Providing Required Application Urgent Clerk RT.I. | (Administration)
ESTABLISHMENT-4
Government &
Director level work
. . Date Declared by | Incharge 0.S.
1 |Sanctioned Post Various Format of Government Head Office Clerk-Est-4 | (Administration)
5 Countinuation for Various Format of Government Date Declared by | Incharge 0.S.
Tempory Class-4 Post Head Office Clerk-Est-4 | (Administration)
Giving answer to
3 Legislative Session Letter received from Government in Uraent Incharge o.S.
Question Issued by case of legislative Question 9 Clerk-Est-4 | (Administration)
Legislative Members
Information about .
. . . . Date Declared in Incharge O.S.
4 [Santioned,Fiilup & Letter from DMER,Mumbai or Mail DMER Letter Clerk-Est-4 | (Administration)
Vacant post
Divisional Level
Information
Promotion
Nomination R . .
& om_lnqtlon oster Promotion &Nominaton category Incharge O.S.
1 [Compilation from - Per 2 Years e .
o ! wise complete roster Clerk-Est-4 | (Administration)
Divisional Office
(Backward class)
. 1) Collector office order
Information About - ;
2 |Compassionate 2) Collector office format Organize at Fhe Incharge Q:S. _
Ground Meeting for 3) S(_anlon?y list of composite Ground day of meeting Clerk-Est-4 | (Administration)
of this Office
1) Received fillup proposal from
Candidate
Proposal of 2) Candidate Qualification certificate 7 days S e

Page 31 of 52




CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
3 |Continuation Ground (If candidate el o
) . lerk-Est-4 Administration
send to collector office |3) Other Blood Relative NOC provided all Cle (Administration)
document )
4) Succession certificate by court if
not given Nomination
4 Information About Received Information Letter from Date Declared by | Incharge O.S.
Statistical Department |Statistical Office concern Office Clerk-Est-4 | (Administration)
5 Elrlnﬁsvﬁﬁﬁérﬁ Topie Treasury office Letter d D7 d|ays Dat Incharge O-S.
orm which Empoy y and eclare Dale | cjerk-Est-4 (Administration)
first join in this office & of meeting
Audit for A.G. Nagpur,
6 I\D/Iiilgézzlr)/sf;\i/(l:l;mbal, Demand by All concern Audit Dept. Urgent Incharge O.S.
. ' provided for office Available Record 9 Clerk-Est-4 | (Administration)
Mumbai, Head
Treasury office, A,bad
7 :?'fl’l ACT. - 2005 q Received Application from RTI a Flisgt?(l)\;e?rom Incharge O.S.
n ormau_on provide to Applicant PP Clerk-Est-4 | (Administration)
RTI Applicant 1 month
Service for office
Employee
Sanction post 124 All  |1) Attendance Register update
cadre of class-4 2) Casual Leave Register Time to time
1 [employees maintain 3) post Register Incharge O.S.
- - - Clerk-Est-4 | (Administration)
record from Joining to  |4) Retirement Register
Retirement 5) Employee file record Register
1) Given proposal from concern If Provided
Prepaid Seniority List Applicant concern
. . L s document by Incharge o.s.
2 [for Compassionate 2) Required Qualification Certificate . o .
Ground applicant after Clerk-Est-4 | (Administration)
3) Other Blood Relative NOC included Name in
4) Succession certificate seniority list
1) Given proposal from concern
Applicant If Provided
Co . L - concern
; E)rrelf):(rj'e_: iergonty List |2) Required Qualification Certificate document by Incharge 0s.
-page 3) Other Blood Relative NOC applicant after Clerk-Est-4 | (Administration)
committee Applicant - — . .
4) Succession certificate included Name in
5) Required cast cert & cast validity seniority list
for SC category
Appointment of 1) Off|c_e.JO|_n|ng ord.e_r
employees on vacant 2) Qualification Certificate
post of class-4 & 3) Cast Certificate & Cast Validity if Join same day
issued order according (Employee belongs to SC Category after submitting
4 to Organizing meetings documents which Incharge O.S.
of Lad-page & mentioned list of | Clerk-Est-4 | (Administration)

Component Committee
& rules and regulation
of government
resolution.

4) Small Family Certificate in
Performa Of Government

documents
required.

Page 32 of 52




CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Information of
employe should
be submitted in 7
. days to treasury
5 E)”rlrr';”[f)o[r)f\:lz\f/ %i’r\:iis Issued form should be Updated & office & Received | Incharge o.s.
emolovees J 9 submitted to this office DCPS No. & Clerk-Est-4 | (Administration)
ploy! NPS No. should
inform to account
section for further
action.
Regarding issued -
6 |Medical Certificate of |Office Order Copy Within 2 mpnth Incharge .OiS' .
. after Joining. Clerk-Est-4 | (Administration)
New Join employee.
Regarding sending 1) fill up form prescribed form by within 3 month
Attestation Form government from employees in 2 after date of
o . - o Incharge 0O.S.
7 |(Character Certificate |copies. Joining. Within 7 Clerk-Est-4 | (Administration)
of employee to district |2) Letter from head institute for days after
police headquarters. Character Certificate. employees
1)Caste Certificate duly signed by
_ Responsible oﬁlcer _ Within 7 days
Sending Proposal of 2) School leaving certificate L
8 |caste Validity 3) father, grandfather & blood After submitting Incharge o.S.
. . - documents Clerk-Est-4 | (Administration)
certificate of employees |relation caste certificate & caste .
- mentioned
Validity.
4) Trees of Family Certificate
1) Appointment order
2) Qualification Certificate
9 Prepared files of 3) Medical Certificate Time to time Incharge O.S.
employees 4) Police Character update Clerk-Est-4 | (Administration)
5) Letter regarding related employees
1) Appointment order
2) Qualification Certificate
3) Medical Crtifcate winnemonts | |
10 |Preparing Service role ) Po |c_e - aracter After date of 9 N
5) Nomination form joining Clerk-Est-4 | (Administration)
6) Caste Certificate if employee
belongs to backward Class
7) Small Family Certificate
11 iugTétgngéQLc;:rzgggqo Information produced Regarding writ Urgent Incharge 0.s.
9 9 petition from available records. 9 Clerk-Est-4 | (Administration)
legal cell.
Prepare Temporary & [Received information prescribed Temporary &
12 Permanent Seniority format from GMCH,A.bad, Permanent Incharge O.S.
List of class 4 GMCH dental A.bad,Govt.Cancer Seniority list Clerk-Est-4 | (Administration)
Employee for post of Hospital & health rural,paithan disclosed upto
Prepare Temporary & Temporary &
Permanent Seniority Received information prescribed Permanent Incharae 0.S
13 |List of class 4 format from GMC A.bad & health Seniority list 9 S
. . Clerk-Est-4 | (Administration)
Employee for post of rural,paithan disclosed upto
Lab.Assistant May end of year
Prepare Temporary & [1) According to Government rules Temporary &
Permanent Seniority  |2) Completed Service for 3 years porary
List of class 4 lificati ifi Permanent Incharge 0.S
14 7 : 3) Quialification Certificate Qeniarity lict g .
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Timelines for Supe.rVIsor

Sr. . . : Providing Officer OffICEIt

Name of the Service List of Documents Required . : Responsible

No Service Responsible

(in Days) (In casg of
Escalation)

=" |Employee for post of N o RSN Clerk-Est-4 | (Administration)
Upper Class 4 post 4) Caste Certificate & Cast Validity if | disclosed upto
(naik, daptari, & lif Employee belongs to backward Class | May end of year

1) All Cadres permanent Seniority list
2) Qualification for promotion post
Orgam;ed meeting for 3)Caste Certificate & Cast Validity if -
Promotion of class 4 to Within 7 days
L Employee belongs to backward Class . Incharge o.s.

15 |junior clerk, Class 4 to After Completing Clerk-Est-4 | (Administration)
lab.assistant,Class 4 to |4) Enquiry of court case & Police things Mentioned.
Class 4 Upper Post should not be against employees.

5) Meeting of Committee & Proposal
of Committee.
6) Approved Tipanni of office
1)Apply Within 1 year after death of
employee.
2) Death Certificate of employee.
3) Candidates qualification

. Certificate.

Sending Proposal of - -

1 [Common senry s |0 e | st Compiong | b |08
Compensate X ) . Clerk-Est-4 | (Administration)
employees (Anukampa) Employees Wife. things Mentioned.

5) NOC of blood relative of employee
6) If employees are not Nominated
then employees should produce
court succession Certificate.
Appointment letter
Minimum three years of permanent
continue service
Permanency Benefit No gap in the continue three years : Incharge 0.S.
1 Certificate g ser\%cgs g Min:3 to 7 days CIerk-Egst-4 (Administration)
No departmental enquiry/Legal
matters
Medical Fitness
RelevanF Sevaarth Appointment order
Information
18 (Lad-Page/Anukampa) [Joining order Min:3 to 7 days Incharge _O:S. _
- - Clerk-Est-4 | (Administration)
Committee Recommendation
If applicable caste Certificate &
Validity Small Family Certificate
Leave Benefits

1 LTC/Maharashtra Application minimum 1 month before Min:3 to 7 days Incharge _O:S. _

Darshan - - Clerk-Est-4 | (Administration)
Applicable only once in 4 year
2 |Native Place Visit Application minimum 1 month before Min:3 to 7 days Incharge _O:S. _
- - Clerk-Est-4 | (Administration)
Applicable only once in 2 year
Application
: ANC Card Xeroxes/papers - Incharge 0.S.
3 Maternity Leave Medical certificate at the time of Min:3t0 7.days | clerk-Est-4 (Administration)
joining
Application

4 |Condition :TB & Medical Board recommendation Min:3 to 7 days Incharge 0.S.

Paralysis affected Medical certificate at the time of ' Clerk-Est-4 | (Administration)

joining
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Application minimum 1 month before
. Incharge O.S.
5 |Earn Leave through Propgr channel and Min:3 to 7 days Clerk-Est-4 | (Administration)
recommendations of concerned
department head/Section
Application with recommendation of
concerned incharge
. Medical certificate at the time of - Incharge O.S.
6 |Medical Leave Application mentioning reason Min:3 to 7 days Clerk-Est-4 | (Administration)
Medical fitness certificate at the time
of joining
Application minimum 1 month before
. Incharge O.S.
7 |Half pay Leave through Propgr channel and Min:3 to 7 days Clerk-Est-4 | (Administration)
recommendations of concerned
department head/Section
_ Absent employee: Only after - Incharge 0s.
8 |Without Pay recommendations of concerned Min:3 days o .
. Clerk-Est-4 | (Administration)
department head/Section
Application with Approval of
Meditation office/class to be
Special submitted . Incharge 0.S.
o Leave/Meditation through Proper channel and Min:3 to 7 days Clerk-Est-4 | (Administration)
recommendations of concerned
department head/Section
RETIREMENT
BENEFITS
Notice 6 months in Incharge 0.S
1 adyance before As per Service Book records As per situation Clerk-Est-4 | (Administration)
retirement
Husband and Wife Joined Photo
, ;(TS?SSEqreﬁgizgirn:d Husband and Wife Joined ID Proof Min: 3 -7 days Incharge os.
for benefits Address Proof after Notice Clerk-Est-4 | (Administration)
Children details and birth certificates
Verification of Updated Service Book
3 |Pensioner service book |Forwarding letter of head of the Incharge ©:3.
. o 9 Clerk-Est-4 | (Administration)
only after receiving institute
Service book related queries of
) . |pensioner. He/she will have to . Incharge o.s.
4 [Treasury Office Queries comply all the requirements as Min: 3 -7 days Clerk-Est-4 | (Administration)
needed within working 7 days
online information will be filled and
. . the same will be forwarded to AG
Online pension Nagpur Incharge 0.S
5 [information once above 9b — - Min: 3 -7 days 9 N
. Hard copy of online information along Clerk-Est-4 | (Administration)
all is cleared . ;
with service book to be forwarded to
AG Nagpur
official Retirement .
NVRS/Death Office Orders
6 |[In above situation Min: 3 -7 days Incharge 0.S.
Entries to be done in  |Death Certificate Clerk-Est-4 | (Administration)
service book
Application . Incharge o.s.
7 |Leave encashment Min: 3 -7 days o .
Verification in the service Book Y Clerk-Est-4 | (Administration)
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Approved Pgnsmn sanctioned Pension paper approved . Incharge o.S.
8 |papers received from by AG Nagpur Min: 3 -7 days Clerk-Est-4 | (Administration)
AG Nagpur y 9p
o Institute level concerned . Incharge O.S.
9 |NOC certificate departments/sections NOC Min: 3 -7 days Clerk-Est-4 | (Administration)
33 |CONSTRUCTION
As Requirement from this institute & Incharde
Approved Estimate from Public Work |Minimum 15 days Clerkg office
1 |Major Work Department, Map of land, & Maximum 20 ” Superintendent
o e Construction . .
Justification of Dean, Certification of days Department (Administration)
Dean and Format A & B. P
As Requirement from this institute &
Approved Estimate from Public Work
Department, Map of land,
Justification of Dean, Certification of - Incharge .
Minimum 60 days office
. Dean and Format A & B. . Clerk, .
2 |Minor Work . . & Maximum 90 . superintendent
Administrative Approval upto 20 lakh Construction . -
. o days (Administration)
has been given by institute level. Department
Repairing works of employee
Quarters & student Hostel & college
building
_ Quotatlo_n order issued for thls work Minimum 15 days Incharge office
Cleanliness of Water & less bidder get order of this work . Clerk, .
3 s o . . & Maximum 20 . superintendent
Tank Of this institute invoice which produce by bidder get Construction . -
days (Administration)
passed after work Department
Regarding Water bill Invoice of
Municipal corporation, Aurangabad
certified by DDO: Administrative
Payment of Water bill  [officer then its send to account - Incharge .
- . . Minimum 4 days office
& Property duties of section of this department. . Clerk, .

4 S . . . . & Maximum 6 . superintendent
Municipal Corporation |Regarding Property duties Invoice of davs Construction (Administration)
of Aurangabad Municipal corporation, Aurangabad 4 Department

certified by DDO (Administrative
officer) then its send to account
section of this department.
Advertisement has been issued in
local Newspaper & tender has called.
Then less bidder gets order for tender process Incharge
Canteen Tender canteen management. Rent payment | required 30 days 9 office
. - . Clerk, .

5 |process & received & light bill & water charges has & Payment has Construction superintendent

rent payment received monthly from canteen received per (Administration)

. Department

ownercommittee member has monthly
checked quality & quantity of foods &
meal Monthly.

Rent payment received

. Incharge .

from various Govt.& . office
Monthly Rent payment received Clerk, .

6 [Non Govt. Department Monthly . superintendent
. ! from Govt.& Non-Govt- department Construction - .
which had rented office (Administration)

Department

in this institute campus
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
According to problems facing during
- . . Incharge )
Providing service of access of internet & Clerk office
7 linternet & telecommunication. This department Monthly ” superintendent
o . . . Construction . .
telecommunication share brief problem with BSNL office (Administration)
. - Department
& give grievance of problem
Auditorium hall give as Incharge )
. office
rented for programs & |Issued order for rent & received Clerk, .
8 - Monthly . superintendent
Exam Hall rented for payment from beneficiary. Construction . -
. (Administration)
Examination Process Department
Organized Program of
. Incharge )
Death Anniversary & . office
. . Issued Circular to Programs to Clerk, .
9 |Birth Anniversary Of . . . Monthly . superintendent
) various department of this Institute Construction o .
freedom fighters & (Administration)
o Department
Socialist Person
STORE 102 & 103
Issue Quatation Order
for Purchase of Quatation Should be Enclosed in Dean Dean
1 |Various Equipment & |Sealed Envelope with specification 7 days Govt.Medical | Govt.Medical
Machinaries in Various |from provider College College
Heads
Order will be issue on basis of lowest
Issue Orders for . . ;
bidder who give quatation for
Purchase of urchase of equipment & Dean Dean
2 |Equipments & P of equipment 10 days Govt.Medical | Govt.Medical
L . Machanaries.Specification Should be
Machinaries in Various - College College
matched with user department
Head e
specification.
Required Tax Voice which Certified
by Head of User Department & also
Required Letter from department for
certification of invoice.According to
G.R.of Industry,Energy & Labour
Department Maharashtra 5 davs for below
Governmetn HTEH 2014/9.56.82/4T141- Rs)\/f;OOO & 15 Dean Dean
3 |Certification Of Invoice |3/3e31T-4/ 7&.30/10/2015 If invoice ' Govt.Medical | Govt.Medical
S days for above
amount is more than Rs 5000 then College College
S o . .. | Rs.5000 amount
invoice get certified from office then it
will be send to Account Section of
this institute for payment.but if
invoice amount is less than Rs.5000
then invoice will passed in office only
& payment will issue.
Letter Requirement from user
department & also required bond
papers from Provider.Year & date
AMC/CMC Of should be mentioned in bond paper. Dean Dean
4 |Machanaries & Invoice should be given.Then invoice 10 days Govt.Medical | Govt.Medical
Equipments will certified from user deparment & College College

then bill will passed from office &
then invoice will send to treasury for
payment.
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
INWARD SECTION
Letter received by
Registrar A.D. , Speed
post, S'”?p'e post are Letter received from Incharge O.S.(Administrati
1 |opened infront O.S. . . 2 to 3 days
. Government,DMER & private Office Clerk on)
And duly signed by
O.S. then letter Note
on inward register
Letter received from all
department,Governmen
t & DMER & other
Govt. office are
5 remarks by O.S. then [Letter received from 210 3 davs Incharge O.S.
take note on Government,DMER & private Office 4 Clerk (Administration)
register.then its
distrubuted to all
related departments for
further action
Confidential letter are
3 tear up infront of O.S. |Letter received from 210 3 davs Incharge O.S.
then take note on Government,DMER & private Office 4 Clerk (Administration)
inward register.
Note of letter which
received from DMER
on special register for . Incharge O.S.
4 sophisticated Letter received from DMER 210 3 days Clerk (Administration)
action.then get
remarks from O.S.
Note of letter which
received from
MUHS,Nashik on Incharge os
5 |special register for Letter received from MUHS,Nashik |2 to 3 days 9 L .
L Clerk (Administration)
sophisticated
action.then get
remarks from O.S.
OUTWARD
Givining outward no.to Incharge
. clerk O.S.
1) [files & also note down [letter from Departments Urgent e .
outward (Administration)
number on outward
department
Givining outward no.to
. . Incharge
Confidential clerk 0.s
2) |letter.Enclosed letter letter from Departments Urgent S
outward (Administration)
should send to related
department
person
letter which send to out
of station by sticking
. Incharge
tickets to pockets &
clerk O.S.
3) |urgent letter send by letter from Departments Urgent g .
. outward (Administration)
speed post & register
department

A.D. & also put note on
register

QUARTERS
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Application Of Employee for demand Accordin Incharge
Distributation Of of quarter,Xerox Copy of 9 Clerk, O.S.
1 - . Strength of . .
Quarters to employees |Appointment , Passport Size photo of Quarter (Administration)
Quarters .
Employee Section
Owning Quarter after employee
vaccant quarter.Checking items in Incharge
Owning Quarters after |Quarter.Checking whether employee According 9
. . T . Clerk, O.S.
2 |employees relieved paid Electrictiy bill or not, taking Strength of . .
o . Quarter (Administration)
from Quarter. certificate from employee for pending Quarters .
R - Section
electric bill.issued certificate after No
pending electric bill payment.
ACCOUNTS
Prescribed form, 7/12 form, Structure Submission to
. S - DMER after In charge
House Building of House, permission of Municipal . Account
1 ; Sanction from Clerk of .
Advance Corporation Department, Salary Superintendent
o . DMER, Advance
Certificate, Estimate of House .
Minimum3-7 days
Submission to
. Driving License, Quotation Of DME.R after In charge Account
2 |Vehicles Advance Vehicle and Salary Certificate Sanction from Clerk of Superintendent
y DMER, Advance P
Minimum3-7 days
Submission to
Certificate of MSCIT, Quotation of DME.R after In charge Account
3 |Computer Advance Computer and Salary Certificate Sanction from Clerk of Superintendent
P y DMER, Min:3-7 | Advance P
days
In charge Account
4 |Festival Advance Application of Employees Minimum3-7 days| Clerk of )
Superintendent
Advance
To supervise on budget
& contingency bills - .
submitted from budget Administrative
section,
Leave trgvelll_ng Officer
concession bills,
Salary bills of gazetted
& non gazetteq To check the documents as per Sa”.‘e glay on Accqunt
5 |employees, Stipend of . - submission from | Superinten-
submitted from concern section .
students, concern section. dent
All advances to
employees,
G.P.F. & DCPS,
over time bills, DCRG
& Pension bills,
salary certificate, D.A.
arrears
1)Form no.1 & 3 Gaz. Employees
and class 3 & 4 employees
2)Medical Ground, Medical Certificate in ch
~ENEFEDAI nc arge Arrniint
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
6 PROVIDENT FUND 3)House Building repairing Minimum 3-7 days| Clerk of Superintendent
documents G.P.F
4)Marriage card computer, motor
cycle quotation & education
documents etc.
1)Employees Gaz. & 3 Employees Gaz.
Annexure “B” submitted in three & 3 Submission in ch
. ’s & Retirement order to A.G. Office n charge Account
7 |GPF Final Payment copy S Clerk of .
5 | | licati Nagpur & GPE Superintendent
E)Ent]ﬁ' oa/ees css; 4 App |ca(tj|on & Mumbai section. P.
stablishment Retirement order copy For After
1) Apphgaﬂon From Employees Submission to In charge
. Nomination. DMER Account
8 |GPF Insurance Link — . Clerk of .
2) Employees death certificate Sanctions, after GPFE Superintendent
3) Nomination Copy sanctions, T
1)Final Payment of DCPS / NPS Submlssmn_to
Employees Application Annexure “A” Treasury Office In charge
9 DCPS / NPS (final ploy PP Sanction, After Clerk cgyf Account
. . . i f i
payment) 2)Order of Resignation or retirement Sanction 0 G.P.F/IN.P.S Superintendent
Annexure B, to
3)Employees Death Certificate get Annexure C
Appoint ts order, Joining R t Dat 1to5 Section A t
10 |Salary Class 1&2 ppointments order, Joining Reports, ateon 1lto ccoun
Increments Certificate Per months In charge | Superintendent
Section
Leave Encashment . - Account
16 Class 182 Office Order Minimum 3-7 days In charge | Superintendent
- Section Account
17 [D.A. Arrears Class 1&2 |Govt. of Maharashtra G. R. Minimum 3-7 days .
In charge Superintendent
Time Bond P i Section A )
ime Bond Promotions ' o ccoun
18 | class 1&2, 12/24 Officer Order Minimum 3-7 days In charge | Superintendent
. . Section
Probation period ) . Account
19 |Termination Class 182 Officer Order Minimum 3-7 days In charge Superintendent
Section
Salary Arrears Class ) - Account
20 182 Officer Order Minimum 3-7 days| In charge Superintendent
Appointments order, Joining Reports, | Dateon1to5 Section Account
21 [Salary Class 3 &4 o :
Increments Certificate Per months In charge | Superintendent
Leave Encashment ) Minimum 3 days Section Account
22 Office Order . )
Class 3 &4 Maximum 7 days | Incharge | Superintendent
Minimum 3 days Section Account
23 |D.A. Arrears Class 3 &4 |Govt. of Maharashtra G. R. . .
Maximum 7 days In charge Superintendent
24 Time Bond Promotions Officer Order Minimum 3 days Section Account
Class 3 &4, 12/24 Maximum 7 days | Incharge | Superintendent
o5 Salary Arrears Class 3 Officer Order Minimum 3 days Section Account
&4 Maximum 7 days | Incharge | Superintendent

1) Appointment order of Post
graduate (Junior Resident) student
from PG Section

Subject to
availability of
grants
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
2) Present/Absent report from all In charge Account
26 |Stipend / Scholarship  |concerned departments _g i
- Clerk Stipend| Superintendent
3) Leave sanction order from PG -
- Minimum 3-7 days
section
4) Promotion order of Post graduate
(Junior.
27 Resident) student from JR-I to JR-II,
JR-II to JR-11l from PG section
Subject to
availability of In charge Account
28 |DA arrears of Stipend |Govt. of Maharashtra G. R. grants Clerk Stipend| Superintendent
Minimum 3-7 days
In charge

29

Stipend Certificate

Application of Junior Resident

Minimum 3-7 days

Clerk Stipend

1) Application of retired officer/
employee

After receipt of
Govt. of
Maharashtra GR
of GIS interest

2) Retirement order of officer/

Group Insurance emp.loyee from Establishment Minimum 3-7 days clg]rlfké?rrcgfp Account
30 Scheme section. Insurance Superintendent
3) Govt. of Maharashtra GR of GIS Shceme
interest.
4) Service book 1st page Xerox, GIS
entries in service book.
5) In case of Death of officer/
employee nomination of GIS is
required
31 [Budget
Subject to
. - Availability of I/C Clerk Account
1 |T.E.W.Charges Bills From electrician, Grants.. Budget Superintendent
Min 3-7 days
2 Telephone Operator&
3 Bandhkam Section
Bills From Store 102, Stores 103,
4 |Office Expenses Cashier, Library, Academy Min 3-7 days
Section&Account Section
Bills From Municipal Corp.
5 [Rent Rate Taxes Aurangabad (Bandhkam Section)
Bills From Store 102, Stores 103 &
6 |Computer Expen. .
Cashier
7 |Material & supliies Bills I_:rom Store 102, Stores 103 &
Cashier
Bills From Store 102, Stores 103,
8 |Advertising & Pub. Academy Section& Establishment
Sec.
9 |Minor works Bills f_rom Bandhkam Section &
Cashier
10 |Motor Vehicles Bills From Vehicles Section& Cashier
11 m:icnr:g?egce 2 Bills From Store lQZ,& Cashier,
. Stores 103& Cashier
Equipment
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
32 |OTHERS
Railway & S.T.Bus Ticket from All
Gaz.Officer, Class lll & Four
Employees. Establishment Section . Incharge
. . . . Subject to
Leave  Travelling Order Tour Diary, Family Information L clerk Leave
. . availability of : Account
1 |Concession, & Home |Husband/Wife not Govt. Employees Grants Min. 3 Travelling Superintendent
Town, Undertaking Mother in Law & Father ’ Concession, P

in Law not pensioner Undertaking
Reason Card& All Undertaking
Certificate

Days Max.7 Days

& Home town

Medical
Reimbursement

All Document Original

Subject to

Prescribed form No.A & B Medical

availability of
Grants

Min. 3-7 days

Rembershment

GovtHospital.Medical Bills,Medicine
not available in Medical Store,
Pharmacist StoresCertificate,
Counter Sign Medical superintendent.

Family Information,

Husband/Wife is not
Govt.Employees Undertaking,

Permanency Certificate,

& All Undertaking Certificate.

From C.& D

Medical

Reimbursement PrivateHospital,

Medical Bill ,

Govt.Hospital refer Letter, Private
Hospital Discharge Card,

Family information,

Ration Card,

Husband/Wife is not
Govt.Employees Undertaking

Salary Certificate

Permanency Certificate,

Establishment leave Section Order

& All Undertaking Certificate

Incharge
clerk

Account
Superintendent

Overtime Allowance

Vehicle Section

Subject to

Order & Log Book

availability of

Zero

Grants

Min. 3 —7 Days

Incharge
clerk

Account
Superintendent

Domestic travel
expenses

Bills Form All gazetted

Subject to

Officer, Class lll & IV

availability of

Employees &

Grants

Establishment Section

Min. 3 —7 Days

Order ..Tour Diary &
Railway/S.T.Bus Ticket

Incharge
clerk

Account
Superintendent

Provisional Pension

Section Order From

Subject to

Establishment Section & No Dues
certificate

availability of

Page 42 of 52

Incharge

rlarl,

Account

Ciinarintandant




CITIZEN CHARTER...Govt. Medical College, Aurangabad

Sr.
No

Name of the Service

List of Documents Required

Timelines for
Providing
Service
(in Days)

Officer
Responsible

Supervisor
Officer
Responsible
(In case of
Escalation)

Grants

Min. 3 -7 Days

TICTIK

OUPCTITItCTIacCTTt

Death Cum Retirement
Gratuity.

Sanction Order from A.G.Office
Nagpur

Subject to

No Dues certificate

availability of

Grants

Min. 3 -7 Days

Incharge
clerk

Account
Superintendent

CASH SECTION

Section handling

1) Enteries of EFT in cash book
2) Non-Govt. Cash book enteries
3) Updation of bank register

4) Recovery of society loan,

5) Installments of RD/LIC & othe
recoveries

6) Deposit the stipend in bank

7) Distribution of advances &
Settlelment of advances

8) deposit the csh in bank through
challan

9) Daily cash book tally

10) Maintaining PLA account

11) New accounts opening in treasury
12) Computerization of all above
works

13) To maintin the PLA cash book
14) Issuing Receipts of cash
received

15) Preparing challan

16) Distibution of scholarship,
freeship, PTC, STC, NMS, Deposits
through bank

17) All works related to banks

3-7 days

Cashier

Adminstrative
officer

ACADEMIC UG

UG Admission (MBBS)

Selection Letter, Concerned
Entrance Exam (MHCET, NEET etc)
Documents , Educational Qualifiction
Documents & Others Documents as
mentioned in Adm section of College
Website (www.gmcaurangabad.com)

3to 7 days

Section Clerk

Office Suptd.

UG Admission (BPMT)

Selection Letter, Educational
Qualifiction Documents & Others
Documents as mentioned in Adm
section of College Website
(www.gmcaurangabad.com)

3to 7 days

Section Clerk

Office Suptd.

Students Eligibity

As per MUHS Nashik Instruction

As per
Notification of
MUHS Nashik

Section Clerk

Office Suptd.

ACADEMIC PG
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Timelines for Supe.rVIsor
Sr. . . : Providing Officer OffICEIt
Name of the Service List of Documents Required . : Responsible
No Service Responsible
(in Days) (In casg of
Escalation)
Selection Letter, Concerned
Entrance Exam (PGM-CET,
NEET/AIPMT etc) Documents ,
1 |PG Admission Educational Qualifiction Documents 3 to 7 days Section Clerk| Office Suptd.
& Others Documents as mentioned
in Adm section of College Website
(www.gmcaurangabad.com)
Selection Letter, Educational
Qualifiction Documents & Others
PG Admission Documents as mentioned in Adm . .
2 (Felloship) section of College Website 3to 7 days Section Clerk|  Office Suptd.
(www.gmcaurangabad.com) &
MUHS Nashik Instruction
As per
3 |Students Eligibity As per MUHS Nashik Instruction Notification of | Section Clerk| Office Suptd.
MUHS Nashik
Fees Section No dues, Concerned
4 [PG Final No dues Cert. Department No dues,. Library No 3 to 7 days Section Clerk| Office Suptd.
dues, One Year Servise Bond
submitted & Hostel No dues Cert.
5 |Bonafied Cert. Finani No dues cert & Last Year 3 to 7 days Section Clerk| Office Suptd.
Marksheet
6 |Experience Cert Finani No dues cert & Last Year 3 to 7 days Section Clerk| Office Suptd.
Marksheet
7 |MCI Recogniton Cert Finani No dues cert & Last Year 3to 7 days Section Clerk| Office Suptd.
Marksheet
8 |Attempt Cert Finanl No dues cert & Last Year 3to 7 days Section Clerk| Office Suptd.
Marksheet
9 |Character Cert Finani No dues cert & Last Year 3 to 7 days Section Clerk| Office Suptd.
Marksheet
10 |Credit Hours Cert. Finanl No dues cert & Last Year 3to 7 days Section Clerk| Office Suptd.
Marksheet
As per
11 |Ph.d Admission As per MUHS Nashik Instruction Notification of | Section Clerk| Office Suptd.
MUHS Nashik
Candidate Passed PG Degree Or
Diploma Course & Others
- . Documents as mentioned in SR As.Per . )
12 |SR Filling Appointment . . Advertisement | Section Clerk| Office Suptd.
Appointment Advertisement College GMC Aurangbad
Notice Board (SR Advertisement
valid to six Month)
Candidate Passed MBBS Degree
Course & Others Documents as
- . mentioned in HO Appointment As_Per . )
13 [HO Filling Appointment . : Advertisement | Section Clerk| Office Suptd.
Advertisement College Notice Board GMC Aurangbad
(HO Advertisement valid to six
Month)
Caustion Money & Finanl No dues cert ,_Last Year _ _
14 Libery Deposit Marksheet, CMD & Lib Deposti 3to 7 days Section Clerk| Office Suptd.
Govt.Receipt, Bank Account Number
15 |PG Students Leave Leave Application through proper 3to 7 days Section Clerk| Office Suptd.

channel
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Annexture A & B, Protocall Summery As per
16 [Synoipis PG Students | & Soft Copy in CD as per Notification of | Section Clerk| Office Suptd.
Notification MUHS Nashik MUHS Nashik
Dessertion PG Dessertion Submitted in four Copies As per
17 Students & Soft Copy in CD as per Notification | Notification of | Section Clerk| Office Suptd.
MUHS Nashik MUHS Nashik
18 |Promotion PG Students (F:)r(l:;nsr::?ems CR form through proper 3 to 7 days Section Clerk| Office Suptd.
(P:Srtng(r:Taer/z?t:glr??:m PG Passing crt. xerox, MBBS
19 (. Passing cer Xerox, MBBS Marksheet 3 to 7 days Section Clerk| Office Suptd.
sibmitted to MUHS
. Xerox & MBBS Degree Cert
Nashik
ACADEMIC FEES &
AUDIT
Afert cutoff date
1 [Tution fees Application & selection list as received from | Section Clerk | Office Suptd.
cashier
Application Form
2 |EBC Income certificate Befg\r/tszt:al\rlov Section Clerk| Office Suptd.
Adhaar card Yy
Application Form
3 |uTC Parents Incqme Certificate Before 30th Nov Section Clerk|  Office Suptd.
Income certificate every year
Adhaar card
Application Form
4 lpTC Parents Incqme Certificate Before 30th Nov Section Clerk|  Office Suptd.
Income certificate every year
Adhaar card
Application Form
5 |Defence Clims Parents Incqme Certificate Before 30th Nov Section Clerk| Office Suptd.
Income certificate every year
Adhaar card
Relevent remarks/Half margin para
from Audit officer..
6 |Audit for AG Nagpur Collecting Compliance report once 3-7 days Section Clerk| Office Suptd.
received from the concerned section
to whom para is given..
Relevent remarks/Half margin para
from Audit officer..
7 |Audit for Vigilance Collecting Compliance report once 3-7 days Section Clerk| Office Suptd.
received from the concerned section
to whom para is given..
Relevent remarks/Half margin para
from Audit officer..
8 |Audit for DMER 3-7 days Section Clerk| Office Suptd.

Collecting Compliance report once
received from the concerned section
to whom para is given..
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Relevent remarks/Half margin para
from Audit officer..
Audit for Physical . .
9 Verification Collecting Compliance report once 3-7 days Section Clerk | Office Suptd.
received from the concerned section
to whom para is given..
ACDEMIC
INTERNSHIP
Admission Fees 1500, Tution Fees PG-DMLT
29,000 (Par Year 10% Increase
PG-DMLT Course . Course
(B.SC) & Intake Tution Fees, Gymkhana Fees 500, (Dimploma)
1 e Library Fees 1000, Library Deposit o Section Clerk| Office Suptd.
Capecity -12 - - Admission as per
(Diploma) 2000, University Development Fees DMER
50, Ashwmedh Fees 50 & University Notification
Eligibity Fees Home University 3000,
PG-DMLT Students AS per
2 Eliaibit As per MUHS Nashik Instruction Notification of | Section Clerk | Office Suptd.
gty MUHS Nashik
PG-DMLT Final No Fees Section No dues, Concerned . .
3 dues Cert. Department No dues, Library No dues 3107 days Section Clerk | Office Suptd.
. Finanl No dues cert , Last Year
4 ES-oDslfi/'lrLT Libery Marksheet, Lib Deposti 3 to 7 days Section Clerk| Office Suptd.
P Govt.Receipt, Bank Account Number
5 Fore_lgn Verification Bond Free Cert.2) Degree Cert. 3 to 7 days Section Clerk| Office Suptd.
Certificate
Application to Dean, 10th Certificate,
Domicile Cert. 12th TC,Final No
Transfer Certificate dues ,First to Last year Marksheet,
6 (TC) Internship Completion Cert.,Passing, 3 to 10 days Section Clerk| Office Suptd.
Bond (Notary), PG Selection letter,
Admission letter/Bond Free Cert.
,Caste & Validity Cert. (If applicable)
Application to Dean, Migration
7 |Migration Certificate application form Transfer Cert. (TC), 3to 7 days Section Clerk| Office Suptd.
Last year Marksheet,
8 Bonafied Cert. First MBBS,BPMT,DMLT Application to 3t0 7 days Section Clerk|  Office Suptd.
year Dean, Admission letter
9 |Bonafied Cert.ILI11/1,111/1 MBBS,BPMT,DMLT, Application to 3to 7 days Section Clerk| Office Suptd.
Dean, Marksheet
10 [MCI Recogniton Cert. MBBS Appl|cat|o_n to Dean, 3to 7 days Section Clerk| Office Suptd.
Marksheet/Passing
Application to Dean, First to Last . .
11 [Attempt Cert. year Marksheet, No dues cert. 3to 7 days Section Clerk| Office Suptd.
Application to Dean, Internship . )
12 [Character Cert. Completion/Passing Cert. No dues 3to 7 days Section Clerk| Office Suptd.
13 Internship Posting MBBS Passing, Last year 30 7 days Section Clerk|  Office Suptd.

Order

Marksheet, No dues
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Application to Dean, No dues,
Internship Completion |Marksheet, Passing, Posting Order, . )
14 Certificate MMC Registration Cert., Annexure 3to7days Section Clerk | Office Suptd.
1,IL,11l,Log book
Application to Dean,Passing
NOC for Internship Cert./Marksheet, Internship Transfer . )
15 Transfer application from, NOC Parent 3 to 7 days Section Clerk| Office Suptd.
College.
Application to Dean, Internship
Internship Reveling Transfer Order MUHS, Internship . .
16 Order Completion Department wise Cert. 3to 7 days Section Clerk|  Office Suptd.
Posting Order, MMC Registration
Application to Dean, MUHS
. . Internship transfer Order, Relieving . .
17 |Internship Posting Order parent college, MMC 3to 7 days Section Clerk| Office Suptd.
Registration
Application for Print Application for Provisional
Provisional Registration form, Bonafied Cert., . )
18 Registration with Internship doing Cert., Proof of Birth, 3107 days Section Clerk | Office Suptd.
MMC,Mumbai. Last year Marksheet,Passing Cert.
Application to Dean, First to Last
. - year Marksheet, Passing Cert., . .
19 |Transcript Certificate Degree Cert., Internship Cert., Bond 3 to 7 days Section Clerk| Office Suptd.
Free Cert.
Application to Dean, 10th Certificate,
Domicile Cert. MBBS TC, Final No
dues ,Last year Marksheet,
- Internship Completion Cert., Passing
20 '(I'_I[fé\:?sgeGr Certificate Cert.PG-Order, PG Passing 3to 7 days Section Clerk| Office Suptd.
Cert.,PG Marksheet, Bond (Notary),
DM/MCH Selection letter, Admission
letter/Bond Free Cert. ,Caste &
Validity Cert. (If applicable)
Exam Section
1) Student exam form
2) Last Year marks sheet
Exam form University  [3) Attendance for HOD respective
1 Exam form courses
PG/BPMT/UG/PG- 4) student signiture
DMLT 5) Dean signiture
6) University Fee
7) No Dues Cert.
Degree Certificate 1) Student Applilcation
2 |PG/BPMT/UG/PG- 2) Bond Release Certificate
DMLT 3) Photo Identification
Marksheet , Passing As per University _ Office Suptd
5 |Certificate, Merit Cert. 1) Photo ID Notification and | Section Clerk Academic
(U.G. & P.G.),PG- 2) Hall ticket Circular
DMLT,BPMT
4 |Hall Ticket 1) Photo Identification

2) No dues certificate
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
5 University Notification  [1)University Notification and Circular
& Cirdcular Forward all Department
1) Student Application
6 Verification and Re- 2) University Application form
totaling Form 3) Latest Exam Marksheet
4) D.D. for MUHS
1) Consult Department for Internal
Assessment marks
Internal Assesment :
7 Mark Submission 2) Student signature
3) HOD Signature
4) Dean Signature
1) Invigilator Duties
2) Clerical Stuff Duties
Theory Exam Summer 3) CLIV Staff Duties
8 and Winter 4) Seat Summary
5) Supervisor Duties
6) IVS Duties
7) Cl Duties
1) Cap Custodian Duty . .
2) Asst. Cap Custodian Duty AS per Umversny . Office Suptd
Central Assesment . Notification and | Section Clerk .
9 Proarame 3) Asst. Cap Custodian Duty Circular Academic
9 4) Clerk Duty
5)Peon Duty
Pratilcal Exam 1) Sealed Envelopes
10 |UG,PG,BPMT,PG- 2) Convenar letter
DMLT 3) Pratical Exam Bill
1) All Department pratical Bill
Theory Exam, Pratical 3) PratlcaI.Exam Bill
3) Expenditure
Exam , Central .
11 4) Convenor Receipt
Assestment Programe
Audit 5) Internal and External
6) Teacher Remuration form
7) All staff Remuration form
1) Application form
2) Photocopy of birth certificate
3) Photocopy of birth certificate
4) photocopy of PG/UG degree )
12 Teacher Approval 5)Teacher Experience certificate 3to 7 Days Section Clerk Office Suptd
Proposal . Academic
6)Appointment order
7) Joining Order
8) Xerox of approval
9) letter of conventional university
1) Student Application
2) Bond Release Certificate
NOC Certificate for 3) DNB Concelling Letter . Office Suptd
13 degree (MUHS Nashik) [4) College Allotement letter 3to 7 Days Section Clerk Academic

5) NOC Fees
6) 100 Bond Paper Affidavit
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CITIZEN CHARTER...Govt. Medical College, Aurangabad

Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
Scholarship Section
1) Application to Dean The Official
2) One copy of passport size notification
photograph with signature of the related To Govt.
candidate, pasted on Application of India
form (Hard copy) postmatric
3) Cast certificate Scholarship/
Govt. of 4) Cast validity certificate Freeship will
India 5) Non creamy layer certificate release on . )
b postmatric 6) Income certificate (Original) www.mahaeschol. | Section Clerk | Office Suptd.
Scholarship 7) Passing marksheet of last year gov.in
8) Gap certificate ( In case if Gap ) &
9) Hostel residential certificate
10) Aadhaar card & Aadhaar seeding |www.etribal.maha
slip rashtra.gov.in
11) Nationalised bank passbook .
Attested xerox copy (First page ) website
1) One copy of passport size
photograph with signature of the
candidate, pasted on Application
form 2) School Leaving certificate
3) Attested certificates of educational
Qualification 4) Verification of
Income details - In case of
employed parents/ Guardian :-
Income certificate from -
employer/Form no 16 (As per IT. Act Thg .Om?lal
notification
1961 )/ copy of Income Tax Returns
. related To
filed. In Case self employed parents/ .
. L o Scholarship for
Guardian :- Affidavit mentioning o
. . . . the Minority
Scholarship for the income from all sourses (i) Institute Communites will
2) [Minority can insist to candidate to submit release on Section Clerk| Office Suptd.
Communites relevant income certificate from .
" - . Directorate of
revenue authorities (ii) In income Medical
certificate/ Affidavit Declaration there .
. Education &
Should be clear cut mentioned that .
. s Reserch Mumbai
candidate belong to Minority .
website

Community 5) Aadhaar card &
Aadhaar seeding slip 6) Proof of
permanent residence :- Ration card/
Electricity bill/ Telephone bill/
Passport/ VVoter id 7) Advance
Receipt of Scholarship payment (
Original ) 8) Student should submit
xerox copy of cancelled cheque A/C,
Mentioned in Application Form
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Timelines for Supe.rVIsor
Sr Providing Officer Officer
" | Name of the Service List of Documents Required . : Responsible
No Service Responsible
(in Days) (In casg of
Escalation)
1) Percentage of Student on
Secondary Level is 55 % Required
and Higher Secondary Level 65 %
Economical Help Required For each year
3) SC“‘?”“? For 2) Bank passbook Attested Xerox student Before |Section Clerk| Office Suptd.
Meritorious copy 31 August
Students ( First page)
3) Marksheet ( Last year )
4) Fees receipt of fees Which paid in
college by Student
1) Passpot size Photo
2) Higher secondary certificate exam
marksheet ( For Last year )
3) Proof of permanent residence :-
Central Sector Ration card/ Electricity bill/ For each year
4) [Scholarship . . student Before |Section Clerk| Office Suptd.
scheme Telephone bill/ Passport/ Voter id 31 August
4) Bank passbook Attested Xerox
copy
( First page )
The Official
Notification
related
to National
Talent Serch
Scholarship
appears a couple
National Talent As per Notification of of Months before
5) |Serch . the start of Section Clerk| Office Suptd.
. NCERT New Delhi .
Scholarship normal academic
year in all the
leading
vernacular and
national news
paper plus
employment
bulletin
1) Application of Girl Student with
Attested for the Dean According to the
2) Attested certificate for Dean of date mentioned
Savitribai Phule Educational Qualification ( Last in circular of
6) [Scholarship For Girl exam ) Maharashtra Section Clerk| Office Suptd.

Students

3) Income certificate for last financial
year

[Only Executive magistrate
(Tahsildar)]

university of
Health Sciences,
Nashilk
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
1) Application to Dean According to the
2) Bank statement .
. date mentioned
. 3) Passing marksheet of Last year L
Dhanwantari ( Attested copy ) in circular of
7) |Vidhyadhan Py ' . Maharashtra Section Clerk| Office Suptd.
4) Income certificate for last financial . .
Scheme university of
year .
. . Health Sciences,
[Only Executive magistrate Nashilk
(Tahsildar)]
1) Application to Dean . According to the
2) Bank statement Passing .
date mentioned
marksheet in circular of
8) Eam and Leam of Last year ( At_tested copy ). . Maharashtra Section Clerk| Office Suptd.
Scheme 3) Income certificate for last financial . .
ear university of
y . . Health Sciences,
[Only Executive magistrate Nashilk
(Tahsildar)]
BOND Section
1. Passing Certificate
2. Degree Certificate
Undergraduate 3. Registretion Certificate . )
1 " o - — — 3to7da Section Clerk| Office Supdt.
Complition Certificate  [4. Internship Comlition Certificate Y P
5. Aointment Letter
6. Expireance Certificate
1. Passing Certificate
Postgraduate 2. Degree Certificate
2 Complition Certificate 3. Reglstretmn Certificate 3to 7 day Section Clerk| Office Supdt.
5. Aointment Letter
6. Expireance Certificate
3 [Bond Recovery Letter
UG.&P.G) = |- e
4 [MCI Inspection All Department Information
5 |Missc
LIC Inspection U.G. &
P.G.
Annual Budjet
MCI Inspection fess
LIC Inspection fess To collect the all Department
MBBS Affiliation fess Information & Send to Maharashtra . .
® P.G. Afiiliation fess Univercity of Health Sciences, 3to7day |Section Clerk| Office Supdt.
DMLT Affiliation fess  |Nashik.
BPMT Affiliation fess
Fellowship Affiliation
fess
Stationery
6 |Flag Day
26-Jan |- e
To collect the Praposals from
7 |Eellowshi concern Department & Sendto |
P Maharashtra Unvercity of Health
Sciences, Nashik.
To collect the Praposals from
s lpHD. concern Department & Sendto |

Maharashtra Unvercity of Health
Sciences, Nashik.
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Timelines for Supe.rVIsor
Sr Providin Officer Officer
" | Name of the Service List of Documents Required . 9 : Responsible
No Service Responsible
(in Days) (In case of
y Escalation)
PG HOSTEL SECTION
NO-DUES 1) Application to Dean
1) CERTIEICATE 2) Varify the fess Receipt 3to 7 days Section Clerk| Office Suptd.
HOSTEL 1) Application to Dean . .
2) CERTIFICATE 2) Varify from allotment register 3107 days Section Clerk | Office Suptd.
CERTIFY 1) Instrument's original company bill
3) |INSTRUMENT/CAUSU |2) Give the sections covering letter 3 to 7 days Section Clerk| Office Suptd.
AL MATERIAL BILL with warden sign
TAKE INSTRUMENT
4) [BILL ENTERIES IN 1) After certifiying instrument bill 3 to 7 days Section Clerk| Office Suptd.
REGISTER
UG HOSTEL
NO-DUES 1) Application to Dean
1) CERTIFICATE 2) Varify the fess Receipt 3to 7 days Section Clerk| Office Suptd.
HOSTEL 1) Application to Dean . .
2) CERTIFICATE 2) Varify from allotment register 3107 days Section Clerk|  Office Suptd.
CERTIFY 1) Instrument's original company bill
3) |INSTRUMENT/CAUSU |2) Give the sections covering letter 3 to 7 days Section Clerk| Office Suptd.
AL MATERIAL BILL with warden sign
TAKE INSTRUMENT
4) [BILL ENTERIES IN 1) After certifiying instrument bill 3 to 7 days Section Clerk| Office Suptd.
REGISTER
The Official
notification
related To Govt.
of India
postmatric
Application to Dean , cast certificate, ?f:;slﬁfswrlll
5) |VIDHYAVETAN cast valdity , aadhaar card, bank P Section Clerk| Office Suptd.
. release on
passbook xerox , undertaking bond
www.mahaeschol.
gov.in
&

www.etribal.maha

rashtra.gov.in
website
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