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RTI - INFORMATION HANDBOOK 
Under Right to Information Act 2005 

  

 

Public Information Officer: Mr. Baldev Singh, Associate Professor, Sri Guru Gobind 

Singh College of Commerce, University of Delhi, Delhi 110 034  

 

Apellate Authority: Dr. Jatinder Bir Singh, Principal  

Preamble  

The Right to Information Act 2005 intends to set out the practical regime of Right to 

Information of citizens to enable them to access the information under the control of public 

authority in order to promote transparency and accountability in the working of such 

authority.  

Section 2(h) of the Act defines "public authority" as any authority or body or institution of 

self-governance established or constituted -  

1. by or under the Constitution;  

2. by any other law made by the Parliament;  

3. by any other law made by State Legislature;  

4. by notification issued or order made by the appropriate Government and includes 

anybody owned, controlled or substantially financed; non-government organisation 

substantially financed, directly or indirectly by funds provided by the appropriate 

Government.  

In accordance with the provisions contained in section 2(j) of the Act, "Right to Information" 

means the right to information accessible under this Act which is held by or under the control 

of any public authority and include the right to  

1. inspection of work, documents, records;  

2. taking notes, extracts or certified copies of documents or records;  

3. taking certified samples of material;  
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4. obtaining information in the form of diskettes, floppies, tapes, video cassettes or in any 

other electronic mode or through printouts where such information is stored in a 

computer or in any other device.  

 

The Sri Guru Gobind Singh College of Commerce Information Handbook will enable the 

citizens to obtain information as to the provisions contained in various rules and regulations 

governing the college; and related information.  

This Information Handbook is divided into 17 sections. Each section deals with units of 

information as delineated under section 4 (1) (b). For ease of reference, this is given below.  

4. (1) Every public authority shall  

a. Maintain all its records duly catalogued and indexed in a manner and from which 

facilitates the right to information under this Act and ensure that all records that are 

appropriate to be computerized are, within a reasonable time and subject to 

availability of resources, computerized and connected through a network all over the 

country on different systems so that access to such records is facilitated;  

b. Publish within one hundred and twenty days from the enactment of this Act,  

i The particulars or its organisation, functions and duties;  

ii The powers and duties of its officers and employees; 

iii The procedure followed in the decision- making process, including channels of 

supervision and accountability;   

iv The norms set by it for the discharge of its of its functions;  

v The rules, regulations, instructions, manuals and records, held by it or under its 

control or used by its employees for discharging its functions;  

vi A statement of the categories of documents that are held by it or under its control;  

vii The particulars of any arrangement that exist for consultation with, or 

representation by, the members of the public in relation to the formulation of its 

policy or implementation thereof;  

viii A statement of the boards, councils, committees and other bodies consisting of 

two or more persons constituted as its part or for the purpose of its advise, and as 

to whether meetings of those boards, councils, committees of such meeting s are 

accessible for public;  

ix A directory of its officers and employees;  

x The monthly remuneration received by each of its officers and employees, 

including the system of compensation as provided in its regulations;  

xi The budget allocated to each of its agency, indicating the particulars of all plans, 

proposed expenditures and reports on disbursements made;  
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xii The manner of execution of subsidy programmes including the amounts allocated 

and the detail of beneficiaries of such programmes;  

xiii Particulars of recipients of concessions, permits or authorizations granted by it; 

Details in respect of the information, available to or held by it, reduced in an 

electronic form;  

xiv The particulars of facilities available to citizens for obtaining information, including 

the working hours of a library or reading room, if maintained for public use;  

xv The names, designations and other particulars of the Public Information Officers;  

xvi Such other information as may be prescribed;  

 

Section 4 b (xii) provides information on the manner of execution of subsidy 

programmes. This programme per se is not applicable to Sri Guru Gobind Singh 

College of Commerce.  

Section 4(1)(b)(i) 

 Particulars of organisation, functions and duties  

Sri Guru Gobind Singh College of Commerce is a constituent college of University of Delhi. 

Our college is Minority Educational Institution and is governed by Constitutional 

provisions enshrined in the constitution.  

Objectives  

• Sri Guru Gobind Singh College of Commerce offers undergraduate and postgraduate 

courses in commerce, economics, business economics, management, & Punjabi in 

accordance with University of Delhi curricular.  

• It aims for holistic development of its students, and their capacity building through 

carefully designed academic programmes and extramural activities.  

Vision& Mission Statement  

Our vision is to provide humanistic, holistic and liberal learning environment. Our objective 

is to stimulate and embolden the intellectual, emotional, and social potential of our students. 

Sri Guru Gobind Singh College of Commerce, guided by our motto "Behold All Human 

race as One" promotes excellence in education, co-curricular activities and sports to make 

students earn their livelihood and become better citizens. The college promotes the 

universal brotherhood message across all aspects of college life to nurture student's mind 

and encourage students to shape their purposeful pursuits.   
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About the College  

Sri Guru Gobind Singh College of Commerce, founded in 1984, as the second commerce 

college of the University of Delhi, is a premier institute, specializing in commerce, 

economics, business studies and computer science. The college is recognized for academic 

excellence. The emphasis is on provision of quality education accompanied with character 

development and cultural growth so as to prepare socially responsible citizens.   

Strategically located near the T.V. Tower, Pitam Pura, New Delhi, the college is sponsored 

by the Delhi Sikh Gurudwara Management Committee, a statutory body, constituted under 

an Act of Parliament. The collegeis named after the tenth Guru, Sri Guru Gobind Singh Ji. 

Drawing inspirations from the teachings of Sikh Gurus, the college helps its students to 

imbibe moral and spiritual values having universal acceptance.  

The College was initially housed in "barracks", with access to limited resources, a total 

strength of 129 students and only 6 teachers. The collective efforts of those associated with 

the college have made SGGSCC reach new heights of glory and success with a total student 

strength of about 2200 and teaching faculty comprising 70 teachers.  

Sustained and concerted efforts accompanied with relevant policies, systems and 

infrastructure, conducive for meaningful and adaptive learning, play an important role in 

ensuring that the college successfully maintains its position amongst the finest institutes 

pan India. These efforts have culminated in securing an A grade ranking by National 

Assessment and Accreditation Council, NAAC. The college has also been placed amongst 

the top 100 Higher Education Institutions on Performance by the National Institute Ranking 

Framework (NIRF) of the Ministry for Human Resource Development.  

The college possesses modern infrastructure including spacious class-rooms, sprawling 

grounds, a well-equipped library, a state-of-the-art auditorium, highly sophisticated 

computer labs, seminar hall and conference room along with disabled friendly ramps and a 

spacious eight-person elevator in the teaching block. Apart from academic excellence, the 

thrust is also on personality development and group dynamism for which sports facilities of 

national standards for cricket, volley ball, basketball, lawn tennis, table-tennis, a well-

equipped gymnasium named after Sahibzada Jujhar Singh ji and a world class shooting 

range have been developed. The college also has 35 societies and clubs to cater to diverse 

learning needs of students. The college building houses a girls' hostel in the name of Mata 

Sahib Kaur ji so as to provide a safe and quality dwelling to the outstation girls.  

The college's emphasis on social responsibility is also apparent from the stress laid on 

environment friendly infrastructure initiatives undertaken in the form of setting up of a 

hybrid system of wind and solar panels for electricity generation and the recent laying down 

of ground work for rain water harvesting.  
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 Duties of the College  

• Organising and implementing teaching and examinations for award degrees and 

diplomas in accordance with the University of Delhi curricula.  

• Providing opportunities for holistic development of its students.  

• Providing efficient management for students in Residence.  

 Main activities/functions of the College include:  

• Conducting teaching for students enrolled in various degree programmes approved by 

the University of Delhi.  

• Designing and conducting Add-on courses for value addition; these include UGC 

approved certificate courses, one-year foreign language courses and various other 

short-term courses.  

• Providing co-curricular activities, namely, sports, NCC and NSS.  

• Providing opportunities for extra-curricular activities such as dramatics, debating, music, 

dance, quiz, fine arts etc.  

• Instituting awards, scholarship, fellowship and financial assistance to students.  

• Providing opportunities to faculty for professional development and undertaking 

research projects. 

• Providing and maintaining adequate infrastructure including building, library, 

laboratories, equipments, canteen, sports and recreational facilities.  

 Providing and maintaining residential facilities for students, faculty and non-teaching 

staff.  

Organisation and Administrative Machinery:  

1. A Governing Body to administer the affairs of the college, as follows:  

 A person appointed by GB as Chairman  

 A person appointed by GB as Treasurer   

 The Principal of the college (ex-officio) Member-Secretary  

 Eight members of Governing Body  

 Two University Representatives  

 Two members of the teaching staff by the rotation according to seniority for a 

term of one year. One of the teachers' representatives shall be from among 

those with more than ten years’ service; and one from among those with less 

than ten years’ service. If, however, eligible candidates are not available in one 

of those categories, both the representatives may be taken from the other.  

2. Principal. The Governing Body appoints a full-time principal on the recommendations of 

the Selection Committee appointed for the purpose,   
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3. Vice-Principal appointed by College Governing Body.  

4. Bursar appointed by College Governing Body.  

5. Teaching staff and librarian, appointed by a duly constituted Selection Commission.  

6. Non-teaching staff appointed by a duly constituted Selection Committee.  

7. Each department has a teacher in charge, appointed by seniority, for a term of one 

year.  

8. The college has a staff council that operates in accordance with university ordinance   

Expectation of the College from the public for enhancing its effectiveness and 

efficiency:  

The college expects objective and considered support from citizens of the country as well 

as persons directly associated with the affairs of the college.  

Arrangements and methods made for seeking public participation/ 

contribution:  

Public involvement in the administration of the college is through nomination of people from 

various walks of public life on its Governing Body. People from public life are invited to the 

college to contribute towards the teaching leaving and cultural experience in their relevant 

fields of specialization.  

Mechanism available for monitoring the service delivery and public grievance 

resolution  

Management of the various activities of the college are supervised by the Governing Body 

and through the designated authorities and procedure. Monitoring of the affairs of the 

college is through the Governing Body, UGC and University of Delhi.  

Address of the College  

Office of the Principal, Sri Guru Gobind Singh College of Commerce, Pitam Pura, University 

of Delhi, Delhi 110034  

Working hours of the College:  

Office: 9 a.m. to 5.00 p.m. (Monday to Friday)    

Teaching: 8.45 a.m. to 3.30 p.m. (Monday to Saturday in accordance to the time-table)  
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Section 4(1)(b)(ii)  

Powers and duties of the officers and employees:  

• The Principal is the principal academic and executive officer of the college. He is 

responsible for appropriate administration, organisation, instruction and management of 

affairs of the college.  

• Powers and duties of other authorities and employees are also as stated in the University 

Calendar.  

Section 4(1)(b)(iii)  

Procedure followed to take a decision on various matters:  

Decisions in various matters are taken by the appropriate authorities of the College as per 

the procedures laid down under various Ordinances, rules and regulations of the University.  

Section 4(1)(b)(iv)  

Norms set by the college for the discharge of its functions:  

Norms and standards for various activities of the college are set by the competent authority 

such as the Governing Body and Staff Council.  

The Staff Council is the academic body of the college. Subject to the provisions of the Delhi 

University Act, 1922, the Statutes and the Ordinances, it exercises control and general 

regulation over academic affairs. It is responsible for the maintenance of the standards of 

instruction, education and examination of the college and other academic matters.  

Section 4(1)(b)(v)  

Rules, regulations and instructions used:  

• Statutes of the college as contemplated under Ordinances of University.  

• Regulations/instructions  for  admission  regarding  all  the  courses 

undergraduate/postgraduate) in accordance with University of Delhi notification.  

• University Non-teaching Employees (Terms & Conditions of Service) Rules, 1971  
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• Various rules/instructions concerning personnel management for the teaching and 

nonteaching staff working in the college.  

• Fundamental Rules and Supplementary Rules of Government of India except where the 

university has its own provisions with regard to teaching and non-teaching staff.  

Section 4(1)(b)(vi)  

Official documents and their availability:  

Categrory I 

o College Prospectus 

o Year Book  

o Information Handbook under RTI Act 2005  

o Hostel- Bulletin of Information  

o Principal's Annual Report  

o Constitution of the Sri Guru Gobind Singh College of Commerce  

o Students Union Advertisement  

 

These are available on the website: www.sggscc.ac.in 

 

o The college Timetable  

o Examination Schedules  

o Scholarship Notices  

o Administrative Notices  

o Students Attendance Records  

o Students Internal Assessment Records  

o Examination results  

 

Attempts are being made to put these up on the website.  

Categrory II 

o Minutes of the Governing Body  

o Audit Reports  

o Certified Annual Accounts  

There is time lag between their approved veracious and their printed veracious.  

http://www.sggscc.ac.in/
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Categrory III 

o University of Delhi, Calendar-Volume I dealing with statutory provisions.  

o University of Delhi, Calendar- Volume II dealing with various courses.  

 

These are available in printed form from the University of Delhi.  

 

Note: Confidential matters pertaining to examinations, paper setting, evaluation of scripts 

and consequent procedures, composition and proceedings of the selection committees and 

minutes of the college until these are printed, will remain confidential and not available in 

the public domain.  

Section 4(1)(b)(vii)  

Mode of public participation:  

Various statutory bodies of the College Governing Body comprise of eminent people from 

society and representatives of public who directly participate in the affairs of the College.  

The College Governing Body has following representative from the public.  

• Eight persons nominated by the trust to the College Governing Body from the 

various fields of public.  

The College Complaint Committee has representatives from the public.  

Section 4(1)(b)(viii)  

Councils, Committees, Faculties, Departments, etc. under the College:  

• The College Governing Body as per University Calendar Ordinance XX.  

• Staff Council as per University Calendar Ordinance XX.  

• Staff Council Committees.  

• Purchase Committee  

• Building Committee  

• College Complaint Committee (Sexual Harassment)  

• Student advisory committee  
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 Section 4(1)(b)(ix)  

Directory of officers and employees:  

 It is available in print form.  

Section 4(1)(b)(x)  

Monthly remuneration received by each of its employee:  

The pay scales of various teaching and non-teaching staff are as prescribed by the 

University Grants Commission and adopted by the college.  

Section 4(1)(b)(xi)  

Budget allocated to each agency:  

 The budget and the financial estimates are as approved by the Governing Body and 

presented before the University/ University Grants Commission.  

Section 4(1)(b)(xii)  

Manner of execution of subsidy programmes:  

 Not applicable to the college.  

Section 4(1)(b)(xiii)  

Concessions granted by the college:  

Concessions that are available to various categories of students for admission to various 

courses are given in the Bulletin of Information.  

• 50% for merit candidates and 50% for Sikh Minority students  

• 5% of the total number of seats in each of the courses has been reserved to the 

children/widows/wives of the officers and men of the armed forces including paramilitary 
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personnel, killed/disabled in action or those who died/were disabled on duty. Relaxation 

to the extent of 5% marks in the aggregate or in the subject, as the case may be is 

given to determine their eligibility to the concerned courses (except in courses having 

entrance tests)-supernumerary.  

• 5% seats are reserved for physically challenged candidates for admission to 

undergraduate courses-supernumerary.  

• 5% seats in the first year of each course in colleges are reserved for foreign students- 

supernumerary.  

• 5% of the total number of seats separately both in Honours and Pass courses (for first 

year of the under-graduate courses) are offered for admission on the basis of sports and 

co-curricular distinctions.  

 

Note:  

• The above reservations may vary with any decision taken by the University or directions 

from the Central Government.  

• Details of such concessions are available in the admission brochures for respective 

courses of the college.  

• Category seats are filled by central admission.  

Concessions availed by the college:  

The college avails concessions on Income tax.  

Financial Assistance to students:  

The college provides financial assistance to needy students.  

Section 4(1)(b)(xiv)  

Information available in electronic form:  

• The college has adopted wide scale computerization of data management in 

administration account section of the college and hostel. All correspondence is computer 

generated.  

• Information made publicly available can be accessed at www.sggscc.ac.in  

• All the information about the college is available on the college website www. 

sggscc.ac.in  
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Section 4(1)(b)(xv)  

Means, methods and facilities available to citizens for obtaining information:  

• Through the notice boards, relevant brochures, University Calendars and various other 

rules which are available in print as well as on the website  www.sggscc.ac.in  

• Some of the publications (College Prospectus) are priced and can be obtained by paying 

the stipulated amount.  

• Unpriced information for the general public is disseminated occasionally through press 

releases, advertisements etc. These are available on the college website 

www.sggscc.ac.in  

Section 4(1)(b)(xvi)  

Public Information Officer:  

Dr. Baldev Singh, Associate Professor, Sri Guru Gobind Singh College of Commerce, 

University of Delhi-110034.  

Appellate Authority:  

Dr. Jatinder Bir Singh, Principal, Sri Guru Gobind Singh College of Commerce, University of 

Delhi, Delhi-110034.  

Section 4(1)(b)(xvii)  

The college website (www.sggscc.ac.in), the University of Delhi website (www.du.ac.in) are 

the repository of information.  

The person seeking of the information may apply on a plain paper giving particulars of 

information being sought and his/her correct address for communication. Separate 

applications for seeking information on different subjects are required. The application has 

to be accompanied with the prescribed fee (at present a fee of Rs. 10/-). The fee is payable 

with each application which is towards the cost of processing the request.  

The schedule of fees can be obtained from the Public Information Officer of the University 

of Delhi. For the time being the rates are as follows:  

1. Rs. 2/- per page of A-4 or A-5 size.  
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2. Actual cost for sizes bigger than A-4 or A-5.  

3. In case of printed material, the printed copies could be had from the college sales 

counter.  

4. In case of photo copies, the rate would be Rs. 2/- per page.  

5. If information is needed on a disk or floppy subject to availability of information in 

soft form, the fee will be Rs. 50/- per disk/floppy.  

6. Admissible records may be allowed to be inspected on payment of Rs.150/- per 

hour or part thereof, before the date and time of inspection of the same.  

 

A major portion of the information will be available from the University Calendars Volumes 

I & II, and other rules as applicable to the college from time to time and printed syllabi for 

various courses.  

  


