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Standard Operating Procedures

Conduction of Mcetings - Standing Commiftees

All standing committees are expected to conduct regular meetings Meetings are 1o be
conducted as per the given SOP's:

Total number of members should not be less than 3 or more than 5 For identified
agendas concerned member maybe co-opted

Every regular meeting should be preceded by a Notice which should be issued at least
a week before the meeting signed by the convener

Only in case of unusual circumstances urgent meetings maybe called but reason needs
to be mentioned on the notice

Every meeting should have at least 50% quorum completed to be conducted
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All members are expected to attend all mecetings, in case of absence actions would be
taken:

* If a member fails to attend two consecutive meetings, he/she will be 1ssued a

verbal warning by the Principal.

In case a member fails to attend three consecutive meetings he/she will be
discharged from the committee with issuance of notice by the Principal
Secretary of the respective commitiee is responsible to record, 1ssue and circulate
minutes of the meetings to all members within three days of conduction of meeting
Approved minutes of the meeting are to be signed by the convener, a copy should be

sent 1o the Principal office and record maintained within the committee by the
secretary of the concerned committee.

All committee conveners are responsible for conducting regular meetings, overseeing

the working of committee and report any activity, misconduct, absence of member etc
to the Principal.

[y
Convener
Prof. Dr. Maaz Ahmad
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Secretary
Dr. Zulafqar Ali






 




 

