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4.10: Proper Maintenance of Official Records

Proper maintenance of official records is essential for ensuring transparency, accountability, and effective
management of resources. The institution maintains various records, including cash books, stock registers, fund
registers, leave records, and fine funds, to support its operational and financial activities.

1. Types of Official Records

- Cash Books: Detailed records of all financial transactions, including income and expenditures, are maintained
meticulously to track the college’s financial health.

- Stock Registers: Inventory records for equipment, supplies, and assets are kept up-to-date, ensuring that the
institution has a clear understanding of its available resources.

- Fund Registers: These records document various funds allocated for different purposes, such as development
projects, student activities, and other financial initiatives.

- Leave Records: Accurate leave records for staff members are maintained, including details on earned leave,
medical leave, and other types of leave taken, ensuring compliance with institutional policies.

- Fine Fund Records: Documentation of fines collected and utilized for various purposes is regularly updated to
maintain financial integrity and transparency.

2. Systematic Record Keeping

GDC Drang at Narla employs a systematic approach to maintain these official records:

Regular Updates: All records are updated regularly, ensuring that information remains current and accurate.
Designated Personnel: Specific staff members are assigned the responsibility of maintaining these records,
ensuring accountability and proper oversight.

3. Monitoring and Auditing

The college conducts regular audits of all official records to identify discrepancies and ensure compliance with
financial regulations and policies.

To maintain the integrity of institutional assets, an annual internal audit is carried out for all library books,
laboratory equipment, and store supplies.

Conclusion

Our institution prioritizes the proper maintenance of official records to ensure transparency, accountability, and

effective resource management. By implementing systematic record-keeping practices and regular monitoring,

the college fosters an environment of integrity and efficiency, supporting its overall mission and objectives.
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