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RANKING FRAMEWORK 

4. INSTITUTIONAL MANAGEMENT 

4.9. Prompt Response to Official Correspondence 

Response: Yes 

Government Degree College Kaffota is committed to maintaining efficient and 
timely communication with all stakeholders, including government departments, 
affiliated universities, and other partners. To ensure this, we follow a systematic 
approach for managing official correspondence, especially for time-sensitive 
matters.  

i. Channels of Correspondence:  

We receive official letters and notifications from: 

• Department of Higher Education and Directorate of Higher Education 

• Himachal Pradesh University (affiliating university) 

• University Grants Commission (UGC) and Ministry of Education 

• Various Government Departments and Boards 

ii. Entry in the Dairy Register:  

Upon receipt, each correspondence is logged in the dairy register to track its 
processing status. 

iii. Dak File Organization:  

Correspondence is organized in a Dak file by the designated in-charge for easy 
access and review. 

iv. Principal’s Review:  

The Principal reviews each document, marks it for the relevant in-charge, and 
assigns it for necessary action. 

v. Compliance within Timeframe:  

The designated in-charge ensures that a response is prepared and dispatched 
within the stipulated timeframe, underscoring our commitment to timely 
communication. 

vi. Special Provisions for Time-Sensitive Communications: 

Assembly Questions:  

Responses to Assembly Questions are often required on the same day or within 
extremely short timeframes. 
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Court Cases:  

Responses related to court cases are strictly time-bound and receive immediate 
attention. 

High-Level Meeting Preparations:  

Certain responses, particularly those related to upcoming high-level meetings, 
require urgent action and immediate response. 

vii. Dispatch Process:  

After preparation, responses are dispatched to the concerned department with an 
assigned date and dispatch number, recorded in the dispatch register. 

viii. Record Retention:  

Copies of all correspondence and responses are retained for accountability and 
follow-up queries. 

Through this structured approach, Government Degree College Kaffota remains 
responsive, accountable, and capable of meeting urgent and regular 
communication needs, fostering strong relationships with our stakeholders. 
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ix. RTI – Prompt Response  
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x. Court Case  
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