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Subject: Gate Pass Required for Every Movement of Goods In and Out of the Institute
It is hereby notified to all Faculty Members, Staff, Project Investigator, Vendors, and

Service Providers that a Gate Pass is mandatory for every movement of goods and materials
in and out of the Institute premises.
This requirement shall apply to the procurement of goods/ equipment of any kind made through
the following funds/ sources:

1. Institute Fund
2. Consultancy Fund
3. CPDA (ProfessionalDevelopment Allowance)
4. Imprest Money (in case of procurement of any equipment)
5. Advance Amount
6. Any other fund, grant, or source of money

The Gate Pass shall be issued as follows:
1. Formovement of items/materials/equipment from the Institute premises to outside: The

Gate Pass shall be issued and duly authorized by the concerned SectionHead, Principal
Investigator (PI),Central Store,EstateOfficeetc. as applicable, prior to the removal of such
items from the Institute premises.

2. For movement of items/materials/equipment into the Institute premises: The Security
In-charge at the Campus Gate shall verify the items/materials/equipment being brought
into the Institute premises and make the appropriate entry in the relevant register/record.
The concerned staffmember of the respective Department/Section shall report to the Main
Gate, verify the items/materials/equipment, and thereafter sign and issue/authorize the
Gate Pass mentioning the details of the items/materials/ equipment received.

Instructions
1. No material, equipment, or goods shall be allowed to enter or leave the Institute campus

without a valid Gate Pass.
2. The concerned Section Head, Principal Investigator (PI),Central Store, Estate Office,etc.,

as applicable, shall duly issue and authorize the Gate Pass before the movement of any
goods. The Security In-charge at the Campus Gate shall ensure that no goods are allowed
to move out of the Campus without a duly issued and authorized Gate Pass.

3. The Security Personnel deployed at the main gate are directed not to permit the entry or
exit of any goods without a valid Gate Pass.

4. A copy of the Gate Pass shall be attached to the corresponding bill/ invoice at the time of
payment processing. The Accounts/Stores Sectionshall not process any payment without
the requisite Gate Pass.

5. Proper stock entry shall be made in the concerned Departmental Stock Register, PI Stock
Register, or Central StoreRegister, as applicable.

Thisnotification shall corne into effect immediately and shall remain in force until further orders.

~g:I;,Oiz.o~
g>ClR~d (mrnt)f Registr:: (I1c~

This l~issued with the approval of the Competent Authority.

rrfITlcopy to:

1. Fore'~I<Pi}>FoNft:mwICP IP.A. to Director (for kind information ofHon'ble Director)
2. g>C'RfRJ:qCb.F!dctWOfficeof Registrar
3. <I1Ifi3~ !fcr3n<mt<IaI13~ 3I1tIcPdt IAll DeanslHoDs/Section Heads
4. <I1Ifi~ 31R'cJk-~~ All Faculty and Non-Faculty members

Note: fiI;>ft oft ~ 1#iI~ it"", ~ '"' 3iif;ft ~ """ wPm/Incase of any discrepancies, tbe Englishversionof this document sbaUprevail.
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iatm:m-..mor ellem'[aiY~ ~ JlldICtldlOi &r em:- nrsr ~ fim! ~ ~ miu ell~ ~
~ 3~ taxn iJillTI6 fcp ~8ft ~ ~, cpJI'tIJfidt, llfimljion 3~ (PI), f<ti)xn3i't oar mn

m3i't a> Fcm Wnor ~ a> 3icR {!C[m f<I><ft8ft m <fjt CR<J3i't{!C[mdllibdt a> auQIOlIdlOi~ em:- rrrsr(Gate
Pass)~~

~~Pot:~C1 ~~<fjt~f<I><ft 8ftm<fjt~<fjt~{RCI1Ol!-fiMt:
I. Wnor FoIfu (Institute Fund)
2. {RldI9f FoIfu (ConsultancyFund)
3. CPDA (ProfessionalDevelopmentAllowance)
4. ~iI1ofi (ImprestMoney) - f<I><ft8ft~<fjt~a>~eft
5. 3~ m91(AdvanceAmount)
6. ~ 31<R1FoIfu,3~ 3r~ ~IQjJmo

em:- tmI iiInt tP1iff c6l ~
I. ~tdnR1)~em'[~~a~~fffi!:

Wnor ~ ~ f<I><ft8ft ~ <P)m a~ ~~, ~ 3~~ar (Section Head),
llUmljion 3~ (PI), ~ IlRrn" (Central Store), ~ CPI<DCRl(Estate Office) 3nfG, ;5tmCl1Ol!-ro, ~~
QRI ~ {!C[ f<l:ffIcm 3d£Icpo taxn Ijif01I 3rForc!.:Rt~

2. ~tdnR~~em'[~C1IM~fffi!:
~ a> ~ ~ {R clono WOO !I8Idt (Security In-charge) Wnor ~ eft ~ err ~
"i'RQ3~ QjJ :8C"4IQOi~ oar ~ ~~ eft 31IQ9mP IIf<}&" ~I ~
fcI3nOlrI3~QjJ cpJIttRl ~ ~{R~~~~CR<J3~QjJ:8R1IQOi ~ 31n
~IDHCR<J3~QjJfct<Rur 3i:f<mI~9II~QRI{RlROIeu~.~\JIdtt3IftrcpoCI»Olrn

~~I
I. ltu em:- tmI~ f«otr fi:bHt aft~, I1Q<t>'lOIJI~ em'[ emm-..mor tdnR ellmwI tP1iff m tdnR 1)~

~ ~c61 ~0IlH tliilIQCttb
2. ~ 3~~ar (SectionHead), TTlUF\i}""m"'Iji""'on::rr3~ (PI), ~ IlRrn" (Central Store),~ tt>I<DCRl(Estate

Office) 3nfG, ;5tm CI1Ol!-ro, ~ f<IQft aftCR<Ja> 3UQIOlIJlOi~ ~ ~ QRI f<l:ffIcm ~ {!C[ 3Iftrcpo taxn Ijif01I

3rForc!.:Rt~ ~ a> ~ ~ {R clono woo!l8Idt ~ ~ ~ fcp f<l:ffIcm ~ {!C[ 3Iftrcpo ~
QRI a>nrorr~ 8ftCR<J~ ~ m0l1jiJ(Ij

3. ~ ~ {R clono ~ WOO cPtltm <P)~m taxn iJillTI6 fcp ~ ltu em:- tmI~ f«otr fi\mt aft em:!~
mwrJlmn~c6t~OI"~

4. ~!®xrra>~~~a>ma~QRI<fjt1.FPmIT~~ 3rForc!.:Rt~ mifmr
em:- tmI~ f«otr ffimlaim JtotHTcJI7mfi:bHt aft 3ICJI1IlOI CI>I!l:H'ltP'lOI 0IlHtaRn \iIIQCJIIl~ Q"~' ~

5. CI1Ol!-~a> 3~ ~~ RicP~, PIRicP ~ 3raQI~ 1lRrn"~ eft"i'RQ3i't
<fjt 3fuoRicP ~ <fjt \JIIOfi 3rForc!.:RtQ)OlfiI

~ 3~ ~ mrnr 'l) ClICtJ,.fiMtoar 310llB3rm91IDf5mmft ~
~ 3rm9I~aIJI mftro>dt a>3~ ~ ~ taxn IjiJ~ 6i

!!lCfllRid (mml)jRegistrar (lie)

mwCopyto:
1. Fore9m>a>FoNfi<IQ:RICPIP.A. to Director (for kind information of Hon'ble Director)
2. g>CRlRJ:q tPI<DctfflOffice of Registrar
3. ~ 3rrotiOlffi !f<mI<mt~ar 13~ 3~ IAll DeanslHoDs/SectionHeads
4. ~~ 31n~-~ ~ All Faculty and Non-Faculty members

Note: ~"'~lIrrftorii;~ll'~1IIT~_,"",~/ln caseofany discrepancies,the Englishversionof thisdocumentshanprevail.


