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Proper maintenance of official records (Leave records, Fine fund 

etc.): Yes 
 

The college office maintains comprehensive and accurate official records, 

including leave records, fine funds, stock registers, and fund registers. Embracing 

digital transformation, the institution utilizes the Electronic Human Resource 

Management (E-HRM) system for efficient staff leave record management. 

Additionally, manual records are meticulously maintained by office clerks under 

the vigilant supervision of Superintendent Grade I and Grade II, ensuring data 

accuracy and integrity, enhanced accessibility and security, streamlined 

administrative processes and compliance with regulatory requirements 

This hybrid approach seamlessly blends technology and manual record-keeping, 

demonstrating the college's commitment to transparency, accountability, and 

excellence in administrative operations. 
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c. Leave Records 
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