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DOCUMENT RETENTION POLICY OF LIBRARY

S—r— I Retention Remark ]
' Description of Document Period
No. ;
| ) in Year ]
At the Beginning of
ol Old Newspapers One Acadetnic year
| 2 Old Magazines Three o
Decide depending upon
3 Old books / Damaged books --- the condition of book for
binding or write off
Suggested collect soft
- : copy (CD) at the time of
# Sy b ripgls o submission by department
level.
At department level or as
. per syllabus change. Soft
5 Old question papers Three copy should be available
on website
. At the Beginning of
| 6 Library car_d_ o _ 9_ne i Academic year .
7 Library membership forms and Chtie At the Beginning of
deposit forms Academic year
8 Student and staff entry registers Five
g Depending upon the
9 Old racks, chairs and tables - condition
10 Old Computers and other . Depending upon the
accessories be replaced / disposed condition

Vocational Courses for Women
Kothapur.




College Of Non-Conventional Vocational Courses for Women, Kolhapur

Document Retention Policy

Sr.No.| Description of Documents Nature Retention Period Remark
Hardcopy | Softcopy In year
1 |Voucher file v 5
o 2 |Service Book v Permanant Permanant
3 |Admission Receipt v ” 3
4 |Admission Form v 5
5 [Marksheet of students v 3
6 |Leave Register v Permanant Permanant
. 7 |Leave Application v 1
8 [Bonafide & 1
9 |TC & Documents v 2 1
10 :;r;onal (88 pArGanaRT v Permanant Permanant
11 ¢V v @ 1
12 |Master v permanent Permanant
13 |Visiting Staff master v permanent Permanant
14 |Scholership Record & form v 4 3
15 |Minority Record & form v y 3
. 16 |Bank Statement v 5
17 |Audit Report v permanent permanent
18 |Inward Register v
19 |inward Documents v Rigviaw. s et
20 [Outward Register v k£ al
21 {Outward Documents v
22 |Dead Stock Reg. v permanent permanent
23 |Salary Sheet v v 5
24 |Biometric Record v giﬁm} 1
25 |Affiliation Comm file v /{?/ 5‘3}‘ x ]
o




26 |Eligibility Record 3
27 |New course Proposal SU
% il e till pe.r.me‘ment
affiliation
Not Selected il
28 |Student's Exam form il
29 |Student's Exam Name list i.
30 |Committee Record 5
31 |S.U.Marklist Ledger permanent permanent
32 |Fees Structure Record 1
Audited
33 |Exam Bill file 1 certificate to be
review
34 |Student's General Reg. permanent permanent
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TAX INVOIC §

AUTHORISED DEALERS OF - PORTABLE FIRE EXTINGUISHER & ALL TYPES OF SAFETY EQUIPMENT SALES & SERVICES & FIRE HYDRANT
SYSTEMS , FIRE ALARAM SYSTEM , SMOKE DTECTION SYSTEM , & GENRTAL SUPPLIERS .

s

A B

CASH/CREDIT MEMO
SUBJECT TO KOLHAPUR JURISDICTION

o

***» ADDRESS - F- 4 BRAMHESHWAR PARK , NEAR SAKOLI CORNER, SHIVAJI PETH , KOLHAPUR. 416012. (MAHARASHTRA ) ****

CONTACT - NITIN RAJSHEKHAR / 9922718100
Visit Us At — www.nitinenterprises.net

RAHUL RAJSHEKHAR / 9850062900

E-Mail Us At - nitinenterprisesfire@gmail.com

| TO, INVOICENO.- [ 240 ]
| THE PRINCIPAL A | |
P CNCVCW | ORDER NO. - :
. | KOLHAPUR. ] -

- i GST NO. 27AAAIC3093M1ZH | R ﬁ9/01/2024 .
| SR. | PARTICULARS QUANTIY | RATE | AMOUNT |
| 1. | REFILLING OF - DRY CHEMICAL POWDER TYPE FIRE | ' |
i EXTINGUISHER. | 05 340/- | 1700/- |
| CAPACITY - 05 KGS. | |

. l
bs ! REFILLING OF - ABC{ STORED PRESSURE) DRY POWDER ; | |
| | TYPE FIRE EXTINGUISHER. IS MARK CHEMICAL |
| CAPACITY - 02 KGS. 08 | siia | 1680/- i
' | HSN CODE - 38130000 | | |
| } '
l {
Ll | —
1 | 3380/-
| | BANK DETAILS - ——l
o || BANK NAME - COSMOS BANK. | est 18% .
: | A/JCNAME - NEW NITIN ENTERPRISES L e |
A/CNO. - 088100105920 304.2/-
| BRANCH - LAXMIPURI, KOLHAPUR ! | e |
‘ IFSC CODE - COSBO00008S | - j
A/CTYPE - CURRENT ACCOUNT GROSSTOTAL | 3938/-

I/We Hereby certify that my/our registration centificate uncer the Maharashtra

Value added sales tax act 2002 is in force on the which sales of goods specified in this tax invoice
Is made by me/us and that the transaction of sale coverd by this bill/Cash memorandum
Has been effected by me and it shall vie counted for in the turnover of sales while filling mu return.

GST NO. — 27ARFPB1895G1ZT

THANKING YOU.....!

s
fror NEW ﬁ

ENTERPRISES
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FIRE SMOKE DETE E‘.':"'.')i’. r' P-.'LAF-‘.P-M E't‘!'ETEh"-E & E‘rE NEP“-P-L 5'1'JPF'L|ER

TEST CERTIFICATE [ Y929

e 09.01,2024

08.01,2025
NEXT DUE DATE :

./‘ 0. THE PRINCIPAL
CNCVCH
KOLHAPUR.

AS PER INSTRUCTION LAID DOWN IN IS : 2179-1390 CODE OF PRACTICE FOR SELECTION, INSTALLATION AND MAINTAINANCE
OF PORTABLE FIRST AID APPLIANCE WE HAVE CARRIED OUT THE JOB IN YOUR / OUR PERMISED AS UNDER

E NO.|. I TYPEOFEXTINGUISHERS | CAPACTY | REFILLNG | SERVICNG | HP.TESTNG | REMARKS
|
14| waTERCO2TYPE

CRATRIDGE TYPE / STORED PRESSURE TYPE

9 | MECHANICAL FOAM TYPE

CRATRIDGE TYPE / STORED PRESSURE TYPE

Q DRY CHEMICALPOWDERTYPE | O5 KGS 05 05 OK.

4. | CO2 TYPE (CARBON-DI-OXIDE)

5.| ABC(STOREDPRESSURE)TYPE | 02 xgs | 08 08 OF.

TOTAL 12 1%

THE ABOVE ‘FIRE EXTINGUISHER' WERE SUPPLIED / MAINTAINED BY US AS PER
INDIAN STANDARD CODE OF PRACTICE AND THEY ARE NOW IN PERFECT W WORKING CONDITION

/Cé‘//év‘ C"’/\\
l() ﬂ “1,‘.; ) W

{ 'f&"’o‘ " FOR- New nﬁ
L 4 w oS F

\ &

OFFICE - NASHTE COMP: EX. OPP. UDYOG 8‘1&%&@4—.% ROAD, KOLHAPUR. MAMSHTRA
®0231-2659600 £ 0231- 2659400 > 748100, 9922719100, 9850062900
ICHALKARANJI BRANCH - JAINCO TOWER, OPP. PADMA LOUNDRY, ICHALKARANJI. (MAHARASHTRA) &} 9527518100
Visit Us at - www.nitinenterprises.net  © E mail Us at - nitinenterprisesfire@gmail.com

S e . - oo

‘.
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Department of Food Technology
Standard Operating Procedures for Laboratory Equipment

Standard Procedure for Hot Air Oven

Ensure the cleanliness of the instrument.
Open the ventilation knob provided on the top.
Switch “ON” the power supply.

Electronic temperature controller displays the chamber temperature.

@ 8 & ¢ 2

Set the required temperature by pushing the “PUSH” switch and first potentiometer
knob clockwise or anticlockwise until the temperature comes to set down.
6. Set the temperature with the help of second potentiometer knob.
7. Release the “PUSH” switch.
8. Indicator bulb glows indicate that the power to the heater is “ON”.
9. Switch “ON™ the fan switch for air circulation.
10. Use rotary switch for precise control of temperature.
11. Four positions of rotary switch are available as follows:- 0 — Off position, 5°C above
ambient to 90°C, 90°C-150°C, 150°C-300°C.
. 12. Keep the switch on suitable markings as per requirements.

asswora
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Standard Procedure for Laminar Air Flow
1) Ensure the cleanliness of the instrument.
2) Remember to disinfect the gloves using sterile 70% isopropyl alcohol.
3) Clean the working table, top and side glass with filtered 70% isopropyl alcohol.
4) Turmm on cabinet blower and light, note that fluorescent and UV lamps will not work
. simultaneously.
5) It is recommended that the germicidal UV lamp be run for 15-20 minutes prior to using the
bench.
6) Allow only essential items should be placed in the workstation.
7) Use proper attire, lab coat, mask and gloves.
8) Red indicator will glow and air will start to come out from HEPA filters.
9) Switch off the UV tube light after minimum 30 minutes.
10) Press normal tube light button and tube light will glow.
11) Perform the microbiological testing under the laminar air flow workstation.

12) Do not switch “ON” UV light during working period it may cause eye damage.




9‘

A CHH.SHAHU INSTITUTE OF BUSINESS EDUCATION & RESEARCH TRUST'’S
s A A COLLEGE OF NON-CONVENTIONAL VOCATIONAL COURSES FOR. WOMEN
A A A A University Road, Kolhapur - 416 004

(Affiliated to Shivaji University, Kolhapur, Maharashtra, India)

arenfa:adfr Fifrd ) Accredited by NAAC with B++ Grade (2.97 CGPA 4t Cycle)
KOLHAPUR

Website: www.cncvew.edu.in E-Mail-cncvew@siberindia.edu.in  Ph.No. :(0231) 2535405

Prof. Dr. A D.SHINDE Dr. R. A.SHINDE
Founder President & Managing Trustee

Standard Operating Procedure for Muffle furnace
1. Ensure that the area is clean and the calibration due date of the temperature indicator is
within calibration period.
Switch “ON” the main power supply of the Muffle furnace.
Bulb glows, which indicates the power supply to the instrument.
Set the required temperature by 3 switches provided on the panel.
Press “PUSH SWITCH” and simultaneously turn the “COARSE” knob clockwise or

My Ge g3 W

anticlockwise near required temperature and then turn: FINE” knob to set and exact
temperature.
6. Release the push position.

7. Reset the instrument in case the temperature exceeds 550°C.
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Standard Operating ProcedureFor Centrifuge
1. Inspect the centrifuge to ensure it is working properly, there is no damage and that the
centrifuge is able to move freely.
2. Select the appropriate centrifuge tubes inspect them to make sure there are no cracks on flaws.
. Discard any tubes that are cracked.
3.  Fill the tubes with desired liquid.
4. Make sure that the centrifuge tubes are balanced; use a balance to ensure that the weights of
both tubes match.
Tightly secure the lids on the centrifuge tubes.
Make sure that the outside of the centrifuge tubes are clean and dry before placing them in the
centrifuge.
7. Close the lid. Make sure the lid has a tight fit.
Set the run speed and run time.
Do not leave the centrifuge until it is operating at full speed and the machine seems to be
running smoothly. Ensure that there is no abnormal noise or vibration.
10. After the centrifuge has completely stopped moving, you may remove your samples from the

centrifuge.




aremfa:xETR faifed
KOLHAPUR

CHH.SHAHU INSTITUTE OF BUSINESS EDUCATION & RESEARCH TRUST'S
COLLEGE OF NON-CONVENTIONAL VOCATIONAL COURSES FOR WOMEN
University Road, Kolhapur - 416 004
(Affiliated to Shivaji University, Kolhapur, Maharashtra, India)
Accredited by NAAC with B++ Grade (2.97 CGPA 4t Cycle)

Website: www.cncvew.edu.in E-Mail-cncvew@siberindia.edu.in  Ph.No. :(0231) 2535405

Prof. Dr. A D.SHINDE Dr. R A.SHINDE
Founder President & Managing Trustee

s e

© o N o

Standard Operating Procedure for Incubator
Ensure that the incubator is properly connected to the power supply.
Switch “ON” the main switch and then the cabinet switch.
Set the required temperature to 37° C by pressing the set knob and soft keys.
Temperature shall be recorded which is displayed on LCD of the controller of the

incubator.

. Observe the temperature shown on the digital display. The temperature shall not differ

by 2.5°C.

Keep samples inside the chamber and close the door.
Ensure door is properly closed.

Monitor temperature on displayed.

If any discrepancy found, immediately inform responsible person.
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Standard Operating Procedure for Microwave oven
1. Switch ON the equipment.
2. Check the ‘Green’ indicator light and digital display ON, indicating the supply is on.
3. To set the desired temperature, press the MODE key. Set the temperature by UP and
. DOWN keys.
4. Pressing up and down keys, set the temperature to 60°C for drying of glassware.
5. Check Red indicator light glow, which indicator heater is ON and once temperature is
set.
6. The red indicator light will go OFF.
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Standard Operating Procedure for Tray Dryer
Before using, ensure the cleanliness of the tray dryer.
Charge the material in the trays and slide the trays on the holding rack in the dryer.
Close the door of the dryer.

Set the required temperature on the gauge and switch on the dryer and then the

g = P

heater.
. 5. Unload the material for specified time then switch off the dryer.
6. Unload the material from the trays and clean the trays and clean the dryer as per
cleaning procedure.
7. In case drying of fruit and vegetable, for drying of vegetable 60°C-66°C
temperature is required and for drying of fruits 66°C-71°C temperature is required.

8. Machine operators will maintain the machine log sheet.

<




CHH.SHAHU INSTITUTE OF BUSINESS EDUCATION & RESEARCH TRUST'S

/W COLLEGE OF NON-CONVENTIONAL VOCATIONAL COURSES FOR WOMEN

University Road, Kolhapur - 416 004
Ah AN (Affiliated to Shivaji University, Kolhapur, Maharashtra, India)

Sreta i frdfd ) Accredited by NAAC with B++ Grade (2.97 CGPA 4th Cycle)
KOLHAPUR

Website: www.cncvew.edu.in E-Mail-cncvew@siberindia.edu.in  Ph.No. :(0231) 2535405

Prof. Dr. A.D.SHINDE Dr. R A SHINDE
Founder President & Managing Trustee

Standard Operating Procedure for Hot Water Bath
1.  Ensure that the platform is dry.
2. Connect the power supply.

3.  Ensure the water level in water bath. It should be sufficient to pour the heating

. element.

4. Switch “ON” the main power supply and instrument mains.

Switch “OFF” the instrument mains and main power supply after use.
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Standard Operating Procedure for Planetary Mixer
Examine the machine parts for cleanliness and fit all the machine parts properly.
Powders and excipients are taken in the mixing bowl.
Connect the machine to main supply.
Press START button located in the machine.
Press STOP after completing of operation.

o e B B2

The apparatus should be cleaned before and after use.
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Standard Operating Procedure for Distillation Unit

1. Open the water inlet supply to the still using flow control needle valve.
2. Wait until water can be seen flowing from outlet drain.

3. Before switching on the electrical supply always check that the flow rate of inlet
. water supply is sufficient and continuous.

4. The outlet drain water flows freely during entire operation.
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Standard Operating Procedure for Digital pH Meter

1. Connect the combination Ph electrode to the input socket, wash it with water and
switch ON the instrument.

2. Dip the electrode in 7 Ph buffer solutions.

. 3. Set the ‘TEMPERATURE ° C controls to the buffer solution temperature from bank

panel.
4. Set the mode selector switch to ‘pH’ position and push the “Set 7 Ph” control till the
digital display shows the precise pH value of the buffer solution.

5. Remove the electrode from the buffer solution and wash it with distilled or re-iodised
water.

6. Dip the combination electrode into another buffer solution.

7. Set the TEMPERATURE o C control to the temperature of the selected buffer
solution.

8. Set the mode switch to Ph position. Set 4 Ph correction controls, at the front panel until

. the display shows the pH value of the selected buffer solution. Check that the correct

readings are obtained with both the buffer solutions without further adjustment.
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Standard Operating Procedure for Autoclave

1) Clean the autoclave from inside and outside with a cloth moistened in disinfectant
solution.

2) Clean the autoclave daily after completion of daily work.

. 3) Check the calibration status of the pressure gauge, temperature indicator cum controller.

4) Do not open the lid of the autoclave when the cycle is running,

5) Take care during handling of the articles as they will be hot, after sterilization.

6) After completion of the cycle, open the lid of the autoclave when the pressure gauge
shows “0” reading and temperature gauge shows below 90°C.

7) Heating coils should be completely submerged in water.
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Standard Operating Procedure for Soxhlet Apparatus
1) Assemble the apparatus.
2) Fill the round bottom flask with solvent.
3) Put the thimble containing sample into extraction tube.
. 4) Attach the extraction tube with flask containing solvent.
5) Attach a condenser unit with the extraction tube and run the water.
6) Fix the soxhlet apparatus on hot plate and heat the flask containing solvent.
7) The solvent starts to evaporate and falls in the extraction tube after condensing.
8) Continue this process till all the fat is extracted.
9) Discontinue the process and take out the thimble.
10)Again attach the extraction tube with flask containing solvent along with fat and
condenser unit.
11)Again heat the flask to recover the solvent.

12)Discontinue the process and clean the extraction tube and thimble.
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Standard Operating Procedure for Colorimeter
1) Insert plug in the socket.
2) Switch on the instrument at least 15 minutes before use.
3) Ensure to keep water blank before switching on the instrument.
. 4) Set the required wavelength.

5) Select %T using the knob and adjust to 100%.
6) Switch the knob to O.D which should be zero.

7) Clean the cuvettes after use.
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Standard Operating Procedure for Weighing Balance

1) Make sure that the balance is kept clean.

2) Ensure that the calibration status is valid.

3) Ensure that the spirit level is in the centre of the ciclean.

4) Connect the power cable to the mains and switch “ON".

5) Automatically self checking starts from “che-3"&ends with OFF.

. 6) Press ON/OFF key, all the displaywill glow.

7) Press “TARE KEY?”, 0.00000 mark appears on the display.

8) The stability of the reading is obtained which is indicated by an arrow mark on the
left side of the display.

9) Once the stability is attained, the balance is ready for weighing.

10) Place the material to be weighed on the pan & note down the reading after the arrow
mark appears on the left side of the display

11) After completion of weighing press , “ON/OFF” key. “STAND BY”lightswitch.

12) Clean the balance immediately after weighing.
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Standard Operating Procedure for Heating Mantle

1)  Switch on the heating mantle.
(&) 2)  Set the temperature.
3)  Place the sample in the round bottom flask.
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Standard Operating Procedure for Compound Microscope

A. Setting up the Microscope

1) Carry the microscope with both hands & hold it above the waist so that it does not hit
. anything during transport.
2) Place the microscope on the lab bench away from the edge. Plug it in in & secure the cord
so that it does not get tangled up with anyone.
3) Do not touch the lens of the microscope with anything but lens paper. Use lens paper to
clean the lens on the eye piece & objective
4) Turn on the miroscope’s light source & adjust the intensity of the light with the dial on the

sideof the base.
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Standard Operating Procedure for Compound Microscope

B. Using the Microscope

1) Rotate the objectives until the low power objective is in place & lower the stage to its
lowest position with the course adjustment.

2) Secure a side on the stage with the stage clips & code over the light.

3) Looking through the ocular lens, use the cours adjustment to raise the stage until the
image of the specimen comes into focus.

4) Use the fine adjustment to get the image clear.

5) If higher magnification is needed, rotate the nocepiece to the nest highest objective. You
should onlyhave to adjust your fine focus with each objective.

6) Once finished with the microscope, remove the slate, rouse objective to Low power,

lower the stage, unplug it, cover it & return it to storage.
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Standard Operating Procedure for Refrigerator
1) Connect the power plug to the main socket & switch on the power supply.
2) Put thermometer in the refrigerator compartment & freezer.
3) Set the thermostat control knob to normal position.
4) Load the refrigerator with the itmes to be stored between 2-6°C.
5) In case the temperature is notachived increase cooling by setting the thermostat at max
position.
6) Take out the article, open the door of refrigerator & take out the articles & close the door.

7) Monitor the temperature once a day in the format.
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