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MUHS

MAHARASH I RA UNIVERSITY OF HEAL IH SCIENCES
VANI-Dindori Road, Mhasrul, Nashik-422 004

CITIZENS' CHARTER



Hon'ble Vice-Chancellor Office

Time required
for the work

Name &

Appellant Authority/

Sr Name of the Service/ Work Undertaken by the after designation of the| officer if, the service is
' Department y submission Officer/Employee| not provided within Remarks
No. Department/Centre . ) ; .
/Centre of relevant who provides stipulated time & his
documents/ service Telephone number
proposals
01 Hon'ble 01) Receipt of letters addressed to Hon'ble VC marking Regarding Officers
Vice-Chancellor i . _— T Hon'ble V.C.
Office it and after Hon'ble VC's signature, delivering it to Tele. No. 0253-
respective departments duly making its records. 2539112
. . Fax No. 0253-
02) Making letters of acceptance/regret in respect of 2539113
Hon'ble VC's programme and also look after
personal correspondence of Hon'ble VC Regarding Employees
03) To entertain the visitors seeking Hon'ble VC's Immediately P.S. to Hon'ble Registrar.
appointment and its related subsequent works. Vice-Chancellor Tczalse?;gl\zlg.20253-
04) Sending and receiving of fax and emails to the Fax No. 0253-
2539295

05)

concerned.
Connect/Receive phone calls, transfer required
calls to Honble VC and provide necessary

information to concerned authorities.




Hon’ble Pro-Vice Chancellor office

Time required

for the work Name& Appellant
Designation of | Authority/Officer if, the
Name of the after the service is not provided
Sr.No Department Service/Work undertaken by the department center | submission of . . ) provi Remarks
officer/Employee | within stipulated time
/Centre relevant . .
who provides & his Telephone
documents / .
service number
proposals
1 Hon’ ble | 1)Receipt of letters addressed to Hon'ble Pro-VC
Pro-Vice marking it and after Hon’ ble Pro-VC’s signature,
Chancellor
office delivering it to respective departments duly making its Hon’ble Pro-V.C.
records Within a P.A. to Hon’ble Tele.No
' specified period Pro- V.C 0253-2539115

2) Making letters of  acceptance /regret in respect of
Hon’ble Pro-VC’s programme and also look after
personal correspondence of Hon’ble Pro-VC

3) To entertain the visitors seeking Hon’ble Pro-VC’s
appointment and its related subsequent works

4) Sending and receiving of fax and emails to the
concerned.

5) Connect/Receive phone calls, transfer required calls
to Hon’ble Pro-VC and provide necessary information

to concerned authorities.

(Fax) 2539116




Registrar Office

Time required
for the work

Name &

Appellant Authority /

Sy Name of the after Designation of | Officer if, the service is
No. Department / Service / Work undertaken by the department center | submission of the officer / not provided within Remarks
Centre relevant Employee who stipulated time & his
documents/ provides service Telephone number
proposals
01 Registrar Office |1) Receipt of letters addressed to Hon'ble Registrar Immediately P.A Hon’ble Registrar Tel. No
Registrar (0253) 2539292

marking it and after Hon’ble registrar's signature,
delivering it to respective departments fully making its
records.

2) Online receipt of office Notes, Letters sign by
Registrar, After Registrar’s signature forward it to all
respective departments as per Hon’ble Registrar
remarks.

3) To entertain the visitors seeking Hon’ble Registrar’s
appointment and its related subsequent works.

4) Sending and receiving of Fax and Emails to the
concerned.

5) Connect/receive phones calls, transfer required calls to
Hon’ble Registrar and provide appropriate information
to concerned authorities.

(0253) 2539294
(Fax) 2539295




Administration Department

Time required for the

Name &

Appellant Authority/

Name of the Service/Work undertaken by the work after designation of the | Officer if, the service is
Sr No Department y submission of officer/ Employee not provided within Remarks
Department/Centre . ) . .
/Centre relevant who Provides stipulated time & his
documents/proposals service Telephone number
1 Administration 1) To conduct Election of various Authorities of Immediate The concerned Registrar
Department the Universit Employees/Officer Tel.No
y & Hon'ble (0253)2539292
2) To organize the meeting of Senate, Immediate Registrar 2539294
Management council & Academic Council (Fax) 2539295
and issue the minutes of the meeting to alll
concern.
3) Correspondence with 8 days
a) University Grants Commission (UGC)
b) Association of Indian Universities (AlU)
¢) Association of Commonwealth Universities
(ACU)
The concerned
d) Govt. Correspondence Employees/Officer
4) University Direction Ordinance and Statutes Published on

University website
(www.muhs.ac.in)

5) Annual Report of the University

6) Monthly Report of the University

7) Correspondence of related work of

Conference /Workshop /seminar

8) Issue circulars to University
Departments/Sections and affiliated colleges

8 days




Examination Section

Time required for the

Name &

Appellant Authority/

Name of the Service/Work Undertaken b work after designation of the | Officer if, the service is
Sr.No. Department y submission of officer/ Employee not provided within Remarks
the Department Centre X . ; :
/Centre relevant who Provides stipulated time & his
documents/proposals service Telephone number
1 Examination 1) a) Process of Verification of 15 working days Employees of the Controller of

Section

documents

B) Issue of Duplicate documents

(Marksheet/Passing)

15 Working days

¢) Issue of Duplicate Degree

02 Months

d) Issue of Name Correction in
documents (Marksheet/
Passing/ICC)

15 Working days

e) Issue of Name correction in

Degree Certificate

02 Months

f) Issue of Transcript

15 Working days

2) a) Declaration of results of

Various examinations

Preferably in 45 days

b) Verification of Theory
Answerbook & Practical

Answerbook

45 Working days
(w.e.f. last date of
submission of
application as notified
by the University )

¢) Issue of Photocopy
Answerbook

45 Working days
(w.e.f.last date of
submission of
application as notified
by the University)

d) Declaration of result of
withheld cases ( After

Compliance )

07 Working days

Concerned Section
and Head of

Department

Examinations
Tel.(0253)2539219

&
Hon’ble Vice-Chancellor
(0253)2539118




Finance & Accounts Department

Time required for the

Name &

Appellant Authority/

mandatory documents
within the rule, the
proposal/voucher
cleared within 10 days

(Fax) 2539395

Name of the Service/Work Undertaken b work after submission designation of the | Officer if, the service is
Sr.No. Department the Department Centre y of relevant officer/ Employee not provided within Remarks
/Centre P who Provides stipulated time & his
documents/proposals .
service Telephone number
1 Finance & All Finance& Accounts Matter/ If Proposal/Voucher Finance& Accounts | Registrar
Accounts transactions of MUHS complete in all respect office & Concerned | Tel.No
Department received with all employees (0235)2539292




Purchase section

Time required for the

Name & designation of the

Appellant Authority/
Officer if, the service

purchases and tenders
for major Purchases.

Name of the Service/Work work after submission of
Sr.No. Department Undertaken by the officer/ Employee who is not provided within Remarks
relevant ; ; . ! ;
/Centre Department Provides service stipulated time & his
documents/proposals
Telephone number
1 Purchase Procurement of all Clearance of bills for Asst. Registrar Registrar
section types of stores through | payment within seven days | Purchase Section Tel. No.
Quotations for retail after complying the terms (0253)2539292
& conditions (Fax)2539295




Student Welfare Department

Name &

Appellant Authority /
Officer if, the service

Sr. Name of the Service / Work undertaken by Time required for the work after submission deS|gnat.|0n of is not provided
No Department/ the Department/ Centre of relevant documents/ proposals the Officer / within stipulated Remarks
) Centre Employee who time & his
provides service Telephone number
1 Student 1. To complete the procedure for Director — Student For
Welfare awarding of Best Teacher, Best Welfare & Employees:
Department Sports Instructor, Best Student & concerned Director, Student
Best Sports Student & Life Time The action is completed as per the circular employee of Welfare
(Sports Cell) Achievment awards published on University web site from time to Student welfare Ph. (0253) 2539179
2. To form University Student Council & time section _
Tele No. 0253- election for it. For officers:
2539172 3.0rganize Zonal, Inter Zonal sports | As per the time table received from the Registrar
tournaments, coaching camp for AU | organising University. Ph. (0253) 2539292/294
sports tournaments,& Ashwamedh
4.To complete the procedure of | When a list of student appearing for final year
additional Marks for  student | exam for Additional marks is sent to Univeristy
participating in State / National level | then it is verified and scrutinize and then
Sports activities forwarded to Exam Department fo necessary
award of Aditional marks.
2 Student 1. Through NSS Units regular activities When Colleges send the proposals for conduct of | NSS Coordinator For
Welfare are carried on and Annual NSS camp [Regular activities and Special Camp activities | & concerned Employees:
Department of 7 days is conducted approval is given by the University Employee of Director, Student
Student welfare Welfare
(NSS Cell) section Ph. (0253) 2539179
Tele No.
0253- For officers:
2539174 Registrar
Ph. (0253) 2539292/294
2. To complete the procedure for When a list of student appearing for final year | NSS Coordinator For
awarding additionals marks to exam for Additional marks is sent to Univeristy | & concerned Employees:
eligible NSS volunteers. then it is verified and scrutinize and then | Employee of Director, Student
forwarded to Exam Department fo necessary | Student welfare Welfare

award of Aditional marks.

3.To complete the procedure for
awarding of Best Program
Coordinator , Best Cadet & Best

NSS Unit.

The action is completed as per the circular
published on University web site from time
to time

section

Ph. (0253) 2539179

For officers:
Registrar

Ph. (0253) 2539292/294




1. Student Ragging cases reported On receipt of complaint from Concerned
from MUHS Affiliated Colleges /student/teacher/non-teaching employee Employee of S.W. For
2. Student/Teacher Complaints Correspondence is done withing 2 working Department and Employees:
reported from MUHS Affiliated days Director student Director, Student
COIleges Welfare Welfare
3. SC/ST/OBC Student/Teachger/non- Ph. (0253) 2539179
Student teaching Employee Complaints
Welfare reported from MUHS Affiliated For officers:
Department Colleges Registrar
) , ) ) Ph. (0253) 2539292/294
(Cultural Cell) 4. Toorganize university levelinter | ag per the time table received from the
Tele No. 0253- Collegiate Cultu_re festlval_ organising University.
2539174 ,Spandanand give coaching to the
artists participating in State level
festival
Indradhanushay
> -llz—gsg;?aEr;(I)Zceuiirgr? r&ngigléte The_: action is cqmplgted as per the cirpular
Competitions. published on University web site from time to
time
6. :eosg:rr;ﬂufgstijy;}/ifvlgr:i;ﬁl And As per the _ time_ table received from the
send the team for State level organising University.
festival and National level
festival
Anveshan'
7. Additional Marks When a list of student appearing for final year
(The students those who have exam for Additional marks is sent to Univeristy
participated in state level then it is verified and scrutinize and then
indradhanusya & avishkar forwarded to Exam Department fo necessary
competition) award of Aditional marks.
Student 1. Dhanvantari Vidyadhan Yojna The Schemes are executed by University, from | Concerned For
Welfare 2. Earn While Learn its own Funds. Employee of S.W. Employees:
Department 3. Savitribai Phule Scholarship for Girls| Proposals from the student are received Department and Director, Student
4. Sanjeevani Student Security through colleges upto last date fixed for it and Director student Welfare
(Schemes Scheme cheques to eligible student are sent as per Welfare Ph. (0253) 2539179
Cell) 5. Board of Extra Mural Studies University procedure & rules.
Tele No. For officers:
0253- Registrar
2539170 Ph. (0253) 2539292/294




Planning Board

Appellant
Authority /Office

: . Name & : o
Time required for the . ' if , the service is
Name of the S designation of .
Sr. . work after submission . not provided
Department Service /work undertaken by the department the office / oo . Remarks
No. of relevant within stipulate
/ Center Employee who . !
documents/proposals X . time & his
provides service
telephone
number
01 Planning 1) As per the MUHS Act 1998 ,u/s 64, scrutiny and | Every year 1st | The Director | Registrar
Department - - st | (Offg.), Planning | Tel. No
process of the proposals received for Opening of New | September to 31 Board & (0253) 2539292
Health Sciences Colleges / Starting of New PG Courses/ | October & Every year 6659292
- . . Concerned officers | 2539294
Increase in intake capacity, during 1st September to 31st | before 31t December / Employees staff | 6659294
October every year and Submitting the same to the Govt (Fax) 2539295
.of Maharashtra before 31t December every year. 8? 659295
Hon’ble

2) If Govt. of Maharashtra issues Essentiality / No Objection
certificate to the said proposals , then as per the MUHS
Act 1998, U/s 65, Granting consent of Affiliation and if
central council and Government of Maharashtra Issues
Final Permission the , grant of First Affiliation to the said

proposals.

As and when essential /

required

3) As per Direction No. 05/2017 scrutiny and Process of
the proposals received for Recognition of Institute for
starting of New Fellowship course and starting of New
Fellowship courses (Subject Wise) during Feb to April
every year and Issue the First Time Affiliation to the

Institute / Hospital / College before Addmission every year.

Every year February to
April & Every year before
Admission Procedure.

Vice-Chancellor
(0253) 2539111
6659111
2539118
6659118
2539128
6659128
(Fax) 2539113
6659113




Establishment Section

Name of the

Time required for the
work after

Name &
designation of the

Appellant Authority /
Officer if, the service is

Sr- Department/ Service / Work undertaken by the submission of Officer / Employee not provided within Remarks
No. Department/ Centre : ; ; :
Centre relevant documents/ who provides stipulated time & his
proposals service Telephone number
Establishment 1) Work related to the records of Teaching & | Within stipulated time The concerned Regarding officers
Section non-teaching employees of MUHS from their Officer of Hon'ble V.C.
appointment to retirement. Establishment Tele. No
2) To create posts and conduct the recruitment Section 0253-2971111
process of University Teaching & non — 2539112

teaching employees.
3) Correspondence with State / Central Govt.

and other concerned related to above work.

(Fax) 2539113

Regarding employees
Registrar
Tel. No. (0253)
2539292
(Fax) 2539295




Academic Section (U.G.& P.G.)

Appellant Authority
/ Officer if, the

Name of the . Time required for the work Name & designation of o
Sr. Service / Work undertaken by the o . service is not
Department / after submission of relevant the Officer / Employee . - Remarks
No. Department / Centre . ; provided within
Centre documents / proposals who provides service . . .
stipulated time & his
Telephone number
1) Grant of Continuation / Extension 1) Shri. Nitin S. Kavede, 1) (0253) -
of affiliation to the affiliated | Minimum 30 days after receipt Dy. Registrar/In-Charge 2539270/190,
Colleges  conducting  Under | of copy of Minutes of Academic Academic Section 6659270/190
Graduate & Post Graduate | Council. (UG & PG)
courses. 2) Shri. Milind P. 2) (0253) -
2) To provide Selection Committee . . Deshmukh, Asst. 2539192/239,
to the respective college by the Minimum 30 days after receipt Reqistrar Dental
S . duly complete proposal as Faculty (UG & PG) 6659192/239
University for selection of teachers . . . .
_ . prescribed by the University. 3) Shri. H. N. Kardak, 3) (0253) —
in affiliated colleges. Section Officer
3) To process the matter of approval | Minimum 45 days after receipt Homoeopathy Faculty 2539247/199,
/ Post Graduate recognition of | duly complete proposal as (UG & PG) 6659247/199
teachers of the affiliated colleges. | prescribed by the University. 4) Shri. Nitin A. Shinde,
Academic : ; i i 4) (0253) -
i 4) To approve the Title & synopsis of Section Officer
1 Section proposal submitted by | Minimum 45 days after receipt Ayurved & Unani 2539235/193,
(UG & PG) Postgraduate students through | duly complete proposal. Faculty (UG & PG) 6659235/193
the Dean of affiliated Colleges. 5) Shri. Nitin P. Kale, _
Minimum 30 days after receipt Section Officer (Ad- %) (0259)
5) :’otypgrade the syllabus from time of copy of Minutes of Academic hoc) Medical Faculty 2539191/234,
o time. Council. (UG & PG) 6659191/234
6) To organize the trainings & | As per direction/ order given by
workshops for teachers. Hon’ble Vice Chancellor.
7) Conduct ti f board of . .
) on_ uct ‘mee mgs ot board ‘0 Minimum 30 days after receipt
studies and faculties and to act as .
. of copy of Minutes.
per the decision thereof.
8) To provide information sought | Within Stipulated time period

under Right to Information Act.

after receipt of RTI application.




Student Cell (Academic)

Time required

Appellant

Name of _ for the yvo_rk after Name & designation of Authority_/Off_icer if,
SrNo the Service / Work undertaken by the submission of the officer / Employee the service is not Remarks
""" | Department Department / Centre relevant who provides service provided within
/ Centre documents / stipulated time & his
Proposals Telephone number
1 Student 1) To process the application of the students | Within 45 days Dr. Rajeev T. Aher Registrar
Cell for transfer of the college after passing 1st | after receipt of Director, Planning Board or | Tel No.
(Academic) | year health sciences course. Application in Head of Department (0253) 2539292 /
University 6659292

2) To process the application of the students
for transfer of the college for doing internship
training programme after passing final year
health sciences course.

Within 45 days
after receipt of
Application in
University

3) To process the Proposals of Internship
Completion Certificate of Students passed
final year examination and completed
rotating internship training programme.

Within 30 days
after receipt of
Proposals in
University




Computer Section

Name of the

Service/Work

Time required for the
work after submission of

Name & designation of
the officer/ Employee

Appellant Authority/
Officer if, the service
is not provided within

Remarks

Information of affiliated
colleges with their codes

Sr.No Department Undertaken by the relevant
/Centre Department who Provides service stipulated time & his
documents/proposals T
elephone number
1 Computer Section | Web Uploading- 1-2 Hours HOD Computer Section Registrar
Uploading data on Tel no
Website & Updating (0253)2539292
information on web (Fax) 2539295
maintenance of website
2 College code — 2-5 days




University Department Cell

Name of the

Service/Work

Time required for the
work after submission of

Name & designation of

Appellant Authority/
Officer if, the service

Sr.NO Department Undertaken by the | the officer/ Employee is not provided within Remarks
/Centre Department relevant who Provides service stipulated time & his
documents/proposals T
elephone number
1 University Short Term Certificate | After receiving proper Concern office staff & Hon' ble
Department Cell course proposal action is taken in HOD (University Vice-Chancellor
short period Department Cell ) Telephone No
2 Issuance of internship | After receiving of the 0253-02539118
completion certificates | correct proposal Internship
Completion Certificates
(ICC) are issued to the
colleges Maximum within
08 days
Co-ordination with all The co-ordination is being
3 Regional Canters maintained on highly
priority.
4 Sanctioning of After receiving the correct
Research Centre for proposal action initiated
Ph D. Degree immediately
Approval of Ph. D. On receipt of the proposal
5 Guides action initiated immediately
Registration Ph.D. On receipt of the proper
6 students proposals initiated
immediately
7 i) Teacher Fellwoship After receiving the proper

i) Students
scholarship

proposals from teacher &
students the action initiated
immediately




Law & Grievances Department

Sr.

Name of the

Service / work

Time required for the
work after submission of

Name & designation of the

Appellant Authority
[Officer if, the service

b) MUHS Act, 1998 u/s
53 (3) Grievance of
teaching and non-
teaching employees of
the University &
affiliated colleges
related with their service
conditions.

b) Placed it before the
Grievances  Committee's
meeting within 6 months,
as far as may be
practicable.

2539292-294

Department undertaken by the Officer/Employee who is not provided within Remarks
No. relevant . ; . ! .
/ Centre Department / Centre provides service stipulated time & his
documents/proposals
Telephone number
1. Law & | a) Handling & | a) Legal matters promptly | Shri. Sandip Shriram Kulkarni | Registrar of the
Grievances | Monitoring Legal | & within time limit. Law Officer University
Department | matters Phone No.(0253)




Special cell

Sr.
No.

Name of the
Department /
Centre

Service/Work undertaken by the Department/ Centre

Time required for the
work after submission of
relevant
documents/proposals

Name &
designation of the
Officer/ Employee

who provides
services

Appellant
Authority/Officer if
the service is not
provided within
stipulated time & his
Telephone number

Remarks

Special Cell

To verify rules & instructions related to reservation
issued by Government from time to time are strictly
followed by all affiliated Colleges.

To check and approve Roster Register of teaching
employees of affiliated Colleges for direct
recruitments.

To check and approve Roster Register of non-
teaching employees of affiliated Colleges and
University for direct recruitments and promotions.

To grant approval to the draft advertisement of all
affiliated colleges for teaching staff.

To compute backlog of reservation posts/numbers.
To help to solve the problem of serving reserve
employees.

To guide and help the representatives of the affiliated
colleges regarding maintaining of Roster Register,
reservation policies and recruitment of teaching &
non-teaching staff.

Monitoring & evaluation of the outcomes of
reservation policy compiled by the affiliated colleges.
This section shall adopt Government policy and orders
or directions issued from time to time, in regard to the

reservation.

Proposal/Documents
complete in all respect is
approval by University
authority and approval is
sent to  Concerned
college.

Dr. Sunil H. Fugare
Co-ordinator

Tel. No.
(0253) 2539157
(0253) 2539211

Registrar

Tel. No.
(0253) 2539292
(0253)2539294




Electrical Department

Name of the

Service/Work

Time required for the

Name & designation of the

Appellant Authority/
Officer if, the service

Sr- Department Undertaken by the work after submission of officer/ Employee who is not provided within Remarks
No. relevant . ; . ! .
/Centre Department Provides service stipulated time & his
documents/proposals
Telephone number
1 Electrical 1) Under the electrical All this electrical, sub- 1) Electrical services Registrar
Department department all the station, Telephone, Mobile | University Engineer Tel. No.
services is being and maintenance is urgent | (Electrical ) / Electrical (0253)2539292
related with electrical services and technical Supervisor Electrician (Fax)2539295

maintenance and
repairing has been
done

2) Under the electrical
department all the
services is being
related with sub-station
Telephone and Mobile
phone maintenance
and repairing has been
done

services provider. So as
per depends on a
technical problem and
availability of electrical
telephone and spear parts
is its set time of work

2) Sub-station, Telephone
and Mobile services
University Engineer
(Electrical / Telephone
Operator electrician




Eligibility & Migration Department

2. Required Registration and eligibility fees
by the Colleges.

3. Approval of Admission Regulating
Authority for the students admitted in private
Unaided Colleges.

( As per “a” & “b” after
specified period)

Name & Appeliant
Time required for the work Designation Authority/designation of the
Sr. Service /work undertaken by the quirec of the officer/ officer if, the service is not
after submission of relevant - o ) Remark
No department/ Center employee provided within stipulated
documents/proposals ) : :
who provides time & his Telephone
service number
For Undergraduates
Medical & Dental : 3 Months
Homeopathic & : 3 Months
a) To Scrutinize the proposals of students ﬁ?l/_ur&/ed fUnani - 3 Month
received for Registration and Eligibility from FolrePost Graduates. onths
h I ipul i
the colleges stipulated period Medical, Dental,
Ayurved/Unani &
Homeopathy : 3 Months
Allied : 3 Months Deputy
b) After scrutinization of the proposals, the In 15days Registrar Registrar
observed discrepancies to be intimated to ( As per “a” after specified (0253) 2539292
1 the concern college by letter. period) (0253) o
2539233, (0253) ﬁ53§295
b) Granting Registration & Eligibility on (0253)
fulfilment of 2539228
1. Required documents/discrepancies as
per laid down norms. In 15days




Sr.
No.

Service /work undertaken by the
department/ Center

Time required for the work
after submission of relevant
documents/proposals

Name &
Designation
of the officer/
employee
who provides
service

Appellant
Authority/designation of the
officer if, the service is not
provided within stipulated
time & his Telephone
number

Remark

02

The Process of taking back original
documents of admitted students by hand
through college Representative after
granting the Registration and Eligibility to
students admitted in concern college.

In 07 days

03

1. After receipt of letter from College to the
University to hand over original documents
to deputed College representative having
photo ID.

2. The student(s) whose late fee is pending
his/her/their original documents will be
returned back on payment of late fee only.

In 07 days

04

Process of application form of Migration
Certificate which is duly completed in all
respect as per laid down norms in the
application of Migration form and Ordinance
No. 05/2010.

1. General 7 working days

2. In Urgent period same day
(if submitted before 11 a.m.)

05

Reply /solving of Complaint received
against eligibility section.

In 15 days.




University Research Department

Appellant
Authority /
Name of the Time required for the work Name & designation of Officer if, the
Sr. Service / Work undertaken by the after submission of relevant the service is not
Department/ . . . Remarks
No. Department/ Centre documents/ Officer / Employee who | provided within
Centre . . . .
proposals provides service stipulated time &
his
Telephone number
1 |University Admission process of M.Sc. Director —Professor Ph. Registrar Tel. No.
Research Pharmaceutical Course of every year (0253) 2539303 (0253) 2539292
Department 1) Admission process 1)April to June Dy. Registrar (Fax) 2539295

2) Entrance Exam.

2)June — July

3) Process reg. admission
cancelled & filling of vacancy

3) End of July

4) Facilities provided by Govt.

4) One-month after
receipt of application

5) Refund of Caution money &
Lib. Deposits etc.

5) 15 days after receipt of
NOC letter

0253 -2539230 /232
Asst. Registrar
0253-2539303




Public Relations Department

Name of the

Service /Work

Time required for the
work after submission of

Name& Designation of

Appellant Authority/
officer if,the service

Sr.No undertaken by the the Officer/Employee is not provided within Remarks
Department/Centre relevant . : . ! .
Department/Centre who provides service stipulated time & his
documents/proposals
Telephone number
1 Public Relations To make the press Immediately Public Relations Officer Registrar
Department releases & photo, Tel.No.

advertisement
regarding Universities
activities, functions,
policies as per the
directions given by
Hon’ble Vice-
Chancellor and
Registrar and
disseminates it to the
various approved
medica houses
through out the state.

(0253) 2539292




Right to Information Cell

Time required for . . .
Name of the . the work after Name & designation of Appe”‘?‘”t Authorlty /_Off|cer_ 'f'.
Sr. Service / Work undertaken S . the service is not provided within
Department/ submission of the Officer / Employee : ; . Remarks
No. by the Department/ Centre . " stipulated time & his Telephone
Centre relevant documents/ who provides service number
proposals
1 Right to To receive the applications Within 30 days 1) Public Information 1) Registrar /
Information u/s 6 (1) of RTI Act, 2005 ( As per RTI Officer Appellate Authority
cell and supply the information Act,2005) Ph. (0253) 2539292
requested by the applicant.
2) Public Information 2) Controller of Examinations /
Officer Appellate Authority
(For Examination Ph. (0253) 2539219
Section
only)
2 To admit the appeal u/s 19 | To admit the apple u/s 19 | 1) Registrar / Hon"ble State Information
(1) of RTI Act 2005 & (1) of RTI Act 2005 & Appellate Authority Commissioner o
dispose / give decision on dispose / give decision on | (0253) 2531837 State Information Commission,
the appeal. the appeal. 2539292 4th Floor, Pinnacle Mall, Trimbak
2) Controller of Naka, Matoshree Nagar, Nashik-
Examinations / 422002
Appellate Authority Maharashtra
Ph. (0253) 223764
(0253) 2539219




International Education Hub

Time required for the

Appellant Authority /

MUHS and colleges
affiliated to the MUHS
with National and
International Institutes by
executing academic
collaborative MOU to
carry  out student
exchange, faculty

exchange, research and
other collaborative
programs, International
Conference, Symposium,
Workshop(s) etc.
activities.

is required for work after
submission of relevant
documents/ proposals.

Name of the Service/Work work after submission Name & designation of Officer if, the service is
Sr.No. Department/ undertaken by the of relevant documents/ the officer/ Employee not provided within Remarks
Centre Department/Centre who provides service stipulated time & his
proposals

Telephone Number

1 International The IEH will work in close | After receiving approval HOD / Coordinator Registrar Tel. No. (0253)

Education Hub collaboration with  the | from University academic | International Education 2539292
University departments of | authorities 30 Days time Hub (Fax) 2539295




MUHS, Regional Centre, Pune

Name of the

Appellant Authority
/ Officer, if the

Centre, Pune

time to time

2) Admission Cancellation on students
request

Within one month After received
application, Fees and compliance of all
terms and conditions.

3) Official work process for students
Scholarship and other schemes from
Government

After compliance of all required
documents and time schedule published
by relevant department.

4) Issue Transference Certificate to
students

15 days - After receiving application and
stipulated fees from the student.

5) Accept Tuition fees & examination
fees from students and issue Receipt
for the same

Within time schedule published by
University time to time, and issue receipt
at the same time.

6) Forward the applications of student
for Migration, Degree Certificate,
Transcript, Name correction on
certificate etc.

Within 15 days, After submission of
required documents and fees,

7) Forward the applications for
Verification of marks to the University.

After receiving application, forward to
University on the same day.

8) Issue / distribute - Degree Certificate,
Passing Certificate & Mark sheet to
students’ which are received from
University

After confirming the no dues position of
student , immediately issue to student

Asst. Registrar /
Asst. Professor /
Clerk

Tel. No. (0253)
2531837
2539292 / 94
(Fax) 2539295

Name of the . . Period /Time required for the work ) ) service is not
Sr. Service provider Department / .. service provider . r s
Department / after submission of relevant documents . provided within Remarks
No. Centre Officer / .
Centre / proposals Emplovee stipulated
ploy period/time & his
Telephone number
1 MUHS, 1) Admission Process for MBA(HCA) & | Inthe month of May to July every year Deputy Hon’ble Registrar
Regional MPH(N) Course and schedule published by University Registrar/ of the University




