


 

PREFACE 
 

Under the able guidance and motivation of Dr. Zahir I Kazi (Hon. President, 

Anjuman-I-Islam, Mumbai), All office bearer of Anjuman-I-Islam, Hon. Exec 

Chairman, Board for Institutions in Navi Mumbai (BINM) Mr. Burhan Harris, the 

campus director, Dr. Ramjan A Khatik , Deans, HoDs and steering team members of 

AIKTC brainstormed and finalized various committees at the Campus/institutional 

level for planning and execution of day-to-day activities. These committee controllers 

are also part of the organogram of the institution. Each committee controller made 

authorized to prepare a standard operating procedure (SOP), Activity plan and 

execution. The same procedure has been approved by the director. These standard 

operating procedure made available on the google drive to read and to comply by the 

concerned people who matters for the respective committees. The steering team 

members had multiple meetings with centre controllers in the presence of the Director 

on the planning, execution, and data submission of the activities done under the 

centres. 

An activity reporting tab also made available on the website for data submission by 

the each centres. Each committee member prepares a one page/brief report of the 

event and upload it on the website. This activity reporting system helps in preparation 

for Boar meetings at Anjuman-I-Islam, preparation of Annual Quality Reports 

(AQR), Self Study Reports(SSR) & Self Assessment Reports(SAR)..etc.  

This booklet shows the standard operating procedures made by the respective 

controllers. It’s a ready reference document which itself an example of the standard 

maintained by the Anjuman-I-Islam’s Kalsekar Technical Campus (AIKTC), New 

Panvel. We at AIKTC accepted and implemented these standard operating procedures 

for day to day activitiesn and take the campus at next level of excellence.  

 

 

 

 

 (DR. RAMJAN A. KHATIK) 

DIRECTOR- AIKTC 



STANDARD OPERATING PROCEDURES 

CONTENTS 
SR. 

NO 
COMMITTEE/CENTRE NAME ABBREVIATION 

PAGE 

NO 

1 Examination & Evaluation Centre EEC 01 

2 Internal Quality Assurance Cell IQAC 09 

3 Centre for OBE Implementation and NBA Accreditation COINA 13 

4 AICTE, CoA, PCI, University & DTE and other statutory Affairs STATA 15 

5 Business Incubation Centre BIC 17 

6 Institution Innovation Council IIC 19 

7 Infrastructure Planning & Development Centre IPDC 20 

8 Foreign Collaboration & International Affairs FCIA 22 

9 Training & Placement Centre TPC 23 

10 Alumni Connect Center ACC 26 

11 Students’ Mentoring and Counselling SMC 28 

12 Centre for Scholarships & Financial Support CSFS 30 

13 Admission Center AC 31 

14 Knowledge Resources & Relay Centre KRRC 38 

15 Centre for Green & Clean Campus CGCC 42 

16 Centre for Campus Maintenance CCM 44 

17 Discipline & Anti Ragging Squad  DARS 47 

18 Grievance & Appeal Redressal Center GARC 48 

19 
Internal Complaints Committee (Women Development & Grievance 

Centre) 
ICC/WDGC 49 

20 Web Portal & IT Administration WPIA 52 

21 Council of Students (Centre for Students' Affairs) COST 55 

22 Sports & Fitness Center SFC 57 

23 Canteen & Hospitality Committee CHC 60 

24 Media, Printing, Branding & Advertising Center MPBAC 64 

25 Centre for NSS & Extension Activities CNEA 66 

26 Kalsekar Centre for Peace & Spirituality KCPS 71 

27 Centre for Innovative Teaching and Exuberant Learning CITEL 72 

28 Centre for Value Added and Add-on Certificate Courses CVAC 76 

29 Centre for IPR, R&D Projects, Publications & IRG CIRDPI 81 

30 Centre for Project and Technical Competitions CPTC 83 

31 Center for Administrative, Academic Affairs and Audit CAAA 85 

32 Centre for Finance and Policy Making CFPM 87 

33 Centre for Teaching & Infrastructure Feedback CTIF 90 

34 Purchase, Disposal & Stock Verification PDSV 93 

35 HR Training & Development HRTD 95 

36 Industry Institute Interaction III 98 

37 Centre for Integrated Management System CIMS 101 

38 Emergency Support Team EST 104 

39 IIRS-ISRO Nodal Centre IINC 106 

40 SC ST Committee SCSTC 108 

Annexure: 

I) Steering Team 

II) Organogram 

III) Office order Institutional Committees 















































































































































































































 

Steering Team / Committee 
 

 

Sr. No Name Designation 

1 Mr. Burhan Harris Hon. Exec. Chairman BINM-AI 

2 Dr. Ramjan  Khatik Director-AIKTC 

3 Dr. Rajendra Magar Dean-School of Engineering & Technology 

4 Dr. Shariq Syed Dean- School of Pharmacy 

5 Dr. Raj Mhatre Dean- School of Architecture 

6 Dr. Abu Sufyan Shaikh Head, Diploma in Pharmacy 

7 Prof. Arif Iqbal Shaikh IQAC Coordinator 

8 Prof. Aamir Siwani Administrative Officer 

9 Dr. Fauwaz Parkar HoD-Civil Engineering 

10 Prof. Tabrez Khan HoD-Computer Engineering 

11 
Prof. Bandanawaz 

Kotiyal 
HoD-Electronics & Comp Science Engineering 

12 Dr. Afzal Shaikh  HoD-Electrical Engineering 

13 Prof. Javed Kazi HoD-Mechanical Engineering 

14 Dr. Shahbaz Haque  
FE Controller-Humainities & Applied 

Sciences 

15 Dr. Girish Mahajan  Controller of Examination AIKTC 

16 Ms. Shahin Momin  Librarian AIKTC 

 

 

 

With you… Till you do not need us in any way… 
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