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Inf ion for Publi Rig! f ion Act 2005
RTI MANUAL/SUO MOTO DISCLOSURE

Intermofsection4 (1)(b)and4(2)oftheRighttolnformationAct2005,thepublicisinformedthatthe:

In order to promote transparency and accountability in the working of every public
authority and to empower the citizens to secure accessto information under the controlof
eachpublicauthority,theGovernmentoflndiahasbroughtoutanAct,namely,“The  Right to
Information Act, 2005", (RTI Act) which came into force on 15.6.2005. In accordance with
the provisions of section 4(l)(b) of this Act, the Institute of Hotel Management Catering&
Nutrition (IHM), Gurdaspur has brought out this handbook for information and guidance of
the stakeholders and the general public.

The purpose of this Handbook is to inform the general public about the IHM’s
organizational set-up, its functions and duties, records and documents available in the
IHM, etc.

Thishandbookisaimedatthepublicingeneralandusersoftheservicesprovided and the
schemes,projects and programs being implemented by the IHM.

Chapterl

ParticularsofOrganization, FunctionsandDutiesoflnstituteofHotelmanagement,
catering & Nutrition, Gurdaspur

Organization

Institute of Hotel Management , Catering & Nutrition, Gurdaspur(Society) wasestablished in1994, as
an autonomous body under Ministry of Tourism, Government of India to train men and women for
hospitality industry. The institute is registered under society registration Act XXI of 1860(Punjab). The
Institute gets grant-in-aid from Govt. of India, Ministry of Tourism. The Institute is under the
superintendence of Board of Governors.

The Institute is affiliated to National Council for Hotel Management & Catering Technology, Noida (an
apex body under Ministry of Tourism, Govt. of India). The Registered office of the Institute society is at
Gurdaspur.

Name&Address: INSTITUTEOFHOTELMANAGEMENTCATERING&NUTRITION,BARIAR,
G.T.ROAD,GURDASPUR(PUNJAB)-143521.

Telephone 01874-222501,222502,Fax222505

E-mail: Institute: - mail.ihmgsp@gmail.com

AdministrativeOffice:-admn.ihmgsp@gmail.com
Academics :- academic.ihmgsp@gmail.com
Website: www.ihm-gsp.ac.in
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The website of the IHMhttps://www.ihm-gsp.ac.in of which this Handbook isapart,
provides information about the policies and programs of the IHM to the general public. In
addition, information about the activities of the institute is made available through its Annual
Reports.Thisdocumentisavailabletothegeneralpublicaspartofthe Institutewebsite.

The Institute provides education for Hospitality & Hotel Industry. The Institute at present offers
Three Year Degree of Bachelor of Science in Hospitality& Hotel Administrationjointlyoffered byNational
Council of Hotel Management & Catering Technology, (NCHMT) Noida & Indira Gandhi National Open
University, New Delhi (IGNOU) as well as various trade diplomas & short duration courses under CBSP-
Hunar-Se-Rozgar program sponsored by Government of India,Ministry of Tourism.

The Institute viz. IHM has its own Memorandum or Association, Bye Laws and Rules &
Regulations. The Institute has Governing Body viz, Board of Governors, comprising of members
nominated the Ministry of Tourism, Govt. of India. The Institute is following the Central Gowt. rules in
service matters at present.

Headoforganization:-
The Principal is the Head, C.E.O. of the Organization/Institute & is also be Ex Officio Member

Secretary of the Board of Governors. The Secretary to Govt.of Punjab, Department of Tourism,is the
Chairpersonofthe BoardofGovernors.

Vision

To establish ourselves as the premier institution for cultivating future leaders in the dynamic

realm of hospitality education

Mission Statement

By Ensuring Quality and Consistency in Hospitality Education,we create multifaceted

talents for service industry.

Functions and Duties(KeyObijectives) -

The Institute of Hotel Management, Gurdaspur is an education Institute and its main function
and duties area-

a- ToimparttheoreticalandpracticalinputtothestudentinthefieldofHospitalityEducation.

b- To providestrainedmanpowertotheHotel&RestaurantandalliedIndustry.

c- Toorganize training programs for the staff/workforce engaged in the organized and un-
organized sectors of Tourism & Hospitality industry.

d- TodevelopNutritional,balancedietmealsandpopularizethem.

e- ToprovidetechnicalsupporttothenewandexistingHotel& Restaurant.

f- To support central and state government to accomplish their missions pertaining to Hospitality
industry time to time.

- The Detailed objectives ofthe society are as contained in the Memorandumof Association ofthe

Society available in the office Memorandum of Association as MOA-IHM Gurdaspur.
AimsandFunctionsoflHM

“Commitment to excellence” are the three words that best describe the ethos of
the Institute of Hotel Management, Gurdaspur. Excellence in teaching, excellence in
professional practice and excellence in providing knowledge, skill and attitude for future
business managers are the foundations upon which the main focus of the Institute lies.
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a)

b)
c)
d)
e)

f)

g)

h)
i)
j)

k)

1.

1ii

iv.

Aims& Functions of IHM and its role as premier hospitality educational Institutein
the country are elaborated in its Memorandum of Association which is placed as

Annexure MOA-IHM Gurdaspur ,www.ihm-gsp.ac.inwhich among other things

mandates Institute to effectively discharge functions such as:-

to provide instruction and training in all the crafts and skills, all the branches of
knowledge both theoretical and applied, and all the organisational and management
techniques, which are required for the efficient functioning of hotel and catering
establishments of all kinds, as well as institutional fooding programs in schools,
industrial establishment and similar organsiations.

to impart instructionandtraining in modern andscientifictechniques of management of
modern hotels and hostels;

toundertakeandtoassociateitselfwithnutritionalextensionanddevelopmental work.
toproposeeconomyinthehandlingandutilisationoffoodstuffs.

to assist in and associate itself with the efforts of the central and State Governments to
popularise wholesome non-cercal foods, particularly protective foods, with a view to the
diversificationoftheordinarylndiandietandtheenrichmentofitsnutritionalcontact.

to assist inandassociateitself withtheattemptsoffoodresearchinstitutions,food scientist and
food technologists to find effectiveandacceptablemeansofpresenting their nutritional ideas
through the development of suitable recipes and the planning of menus.

In accordance with the general policy laid down by the Central Government, to
prescribe courses of instructions, hold examinations andgrantcertificatediplomas
andotherawardsto persons.

Tofixanddemandsuchfeesandotherchargesasmaybelaiddowninthebye-laws.

To establish, maintain and manage halls and hostels for the residence of students and
members of the state.

To supervise and control and residence, to regulate the discipline of students of the
Institute and to make arrangements for promoting their health, general welfare and
cultural and cooperate life.

Toinstituteteaching,administrative,technical,ministerialandsuchotherpostsasmay
benecessaryandtomakeappointmentstheretoinaccordancewithrules,bye-laws and any
instructions/ordersandguidelinesissuedbytheCentral Government,from time to time.

. Toinstituteandawardfellowships,scholarships,exhibitions,loans,monetaryassistance,prizesandme

dalsinaccordancewiththerulesandbye-lawsandWithinthe broad framework of the policy laid down
the Central Government, to seek affiliation with
Universitiesorotherappropriateacademicorgovernmentalbodiesorinstitutionsandobtain
therecognitionofitscoursesofinstruction,itsexaminations,itsdiplomas,certificatesand
otherawardsbytheappropriateeducationalauthorities.

Tomakerulesandbye-lawsfortheconductoftheaffairsofthelnstituteandSocietyand
toaddtoamend,veryorrescindthemtimetotime,

. Togivepensions,gratuitiesorcharitableaidtotheteachers,staffandotheremployees or ex-
employees of the society, or to their wives, children or other dependents; subject to
orders/instructions issued bythe Central Government in this regard from time to time.

Tomakepayments towardsinsuranceandformandcontribute toprovidentandbenefit funds
for the benefit of any person employed by the Society or the wives, children or other
relatives or dependents ofsuch persons;

To acquire, hold and dispose of property in any manner whatsoever provided that the
prior approval of the Central Government is obtained in the case of acquisition or
disposal of immovable property;
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V1. Todealwithanypropertybelongingtoorvestedinthesocietyinsuchmannerasthe
societymaydeemfitforadvancingthefunctionsofthelnstitute;

Vil.To borrow and raise moneys with orwithoutsecurity or on the securityof any Mortgage,
chargeorHypothecationorpledgeoveralloranyofthe immovablepropertiesbelongingto the
societyorin any othermannerwhatever;subjecttotheapproval of the Central Government;

Viil.

1X.

Xi.

Xii.

Xiil.

Xiv.

XV.

To build, construct and maintain houses, hostels, schools or other buildings, andalter,
extend, improve, repair, enlarge or modify the same including any existing building
and to provide and equip the same with light water, drainage, furniture, fittings,
instruments, apparatusandappliancesandother things for the useto whichsuch
buildings is to be put up or held.

To construct or otherwise acquire, layout, repair, extend, alter, enlarge, improve and
use any land, recreation or playgrounds, parks and any other immovable property
belonging to or held by the society;

To start, conduct, print, publish and exhibit any magazines, periodicals, newspapers,
books, pamphlets, or posters that may be considered desirable for the promotion of
the objects of the Society;

To maintainafundtowhichshallbecredited
a) AllmoneysprovidedbytheCentralGovernment;
b) AllfeesandotherchargesreceivedbytheSociety;

C) All money received by the Society by way of grants, gifts, donations,
benefactions, bequests or transfers and;

d) Allmoneysreceivedbythesocietyinanyothermannerorfromanyothersources

To deposit all moneys credited to the fund in such banks or to invest them in such
manner is the society may, with the approval of the Central Governmentdecides;

To draw, make, accept, endorse, and discount cheques, notes or other negotiable
instruments, and for these purposes to sign, execute and deliver suchassurances and
deals as may be necessary;

To pay out of the fundsbelonging to theSocietyor out of any particular part of such funds
the expenses incurred by the Society from time to time including all expenses
incidentaltotheformationoftheSocietyandmanagementandadministrationofany
oftheforegoingobjectsincludingallrent,rates,taxesoutgoingsandthesalariesof the
employees;

to maintain proper accounts and other relevant records and prepare an annual
statementofaccounts including the balance sheet in such form as may be prescribed
by the Central Government.

NameoftheHeadofDepartment/OrganizationisThePrincipalofinstituteofHotel Management

Catering & Nutrition Gurdaspur.

ThedetailsofPrincipal/Principalinchargel/C sinceinception areasfollows:

SI.No. Name From To
1. Mr.P.1. Kaul 05-05-1994 02-11-1997
2. Mr.C.M.Bhan 03-11-1997 31-05-2010
3. Mr.Navdeep Sharma I/C 01-06-2010 06-03-2011
4, Mr.Argha Chakravorty 07-03-2011 30-06-2023
5. Mr.Ashwani kachroo 1/C 01-07-2023 Till date




OrganizationalChart:-

PRINCIPAL
Academic ¥ NonAcademic
HOD Administrative-cum-Accountofficer
Senior Lecturer OfficeSupdt Accountant
Lecturer
PAtoPrincipal UDC'’s
] (Stores/Cash/Estt.)
Assistant Lecturer
Lab Aftendants Stenographer LDC’s
(Stores/Cash/Estt.)
Librarian DriverCurL
Mechanic
Asstt. Librarian MaintenanceLoreman
(ex-cadreposts) Peon/Attendant
CHAPTER3
Powersan i fOfficersand Empl

The OrganizationChartofthelnstitutewhichalsoindicatestheposthierarchy,channelofsupervision
/functions/powers & duties, work allocation of the officers/staff & other employees of the Institute. The details
are available at Annexure lwww.ihm-gsp.ac.in

In all the matters Institute broadly follows the same, regulations and manuals etc. as prescribed by the
Central Government for Central Civil Services Organizations. Other rules & regulation of the society are as
contained in the Rules & Regulation of the society.

DutiesandResponsibilitiesofemployvees.-Principal:

a) Principal is academic and executive officer of the Institute and responsible for proper
administration and finance, discipline, teaching etc. as per Bye- laws, Memorandum of
Association, and Rules and Regulations of Society and within the powers vested/
delegated to him by the Board of Governors/ Central Government.

b) CustodianofrecordsandSociety’sfundsandother
immovable/movableassetsoftheSociety.

C) AsSecretaryoftheBoardofGovernorsandExecutiveCommitteerespectively,heis
responsibleforarrangementofmeetings.ToinformGovernmentforfillingupvacant  posts  inBOGsor
ExecutiveCommittee.

d) Initiate faculty Development/Research/ Experimentation in close association with the
HeadsofAcademicDepartmentsandsubmitperiodicfeedbacktoNationalCouncilfor
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e)
f)

a)

b)
c)

Hotel Management and Catering Technology and the Ministry. Also sponsor employees
from administrative cadres including PA for Cash & Accounts training and other refresher
courses by IST&M, New Delhi through NCHMCT.

Such other duties as may be entrusted to the incumbent by the Executive
Committee/Board of Governors and Government of Indiafrom time to time.

HeadofDepartment:

Teachingasassigned bythePrincipal fromtimetotime.

OverallresponsibilityfortheefficientworkingoftheDepartmentconcernedincluding
maintenanceofhigheducationalstandards,records,allequipments,toolsandmaterialswith
theDepartment,regulardepartmentsmeetingswithminutesrecordedfordiscussionswith the Principal,
assistance to the Principal in the maintenance of staff and students discipline,
innovationofprogramstostrengthenthelnstitute’snationalandinternationalreputation.

AssistPrincipalinR&Dactivitiesforimprovingqualityofteachingofservicetothe industry and community.

Overall charge of the Labs and other working areas concerned, involvement in the
purchase of equipment items etc. both in matter of indenting, tendering and conduct of
Purchase Committee meetings.

Arranging of trainingandwelfareofstudentsandsuchother duties/responsibilitiesas may be
entrustedfromtimeto time.

Toworkfor8tol0hoursperweekinAdministrationDepartmentofthe Institute.

SeniorLecturer-Cum-Seniorinstructor:
Totakeclasses(theoryandPractical)underoverallsupervisionoftheacademicHOD.

Responsibleforequipment/materialunderhischarge.

To assist the Principal/academic HOD in research work, qualityimprovement
programs and guide the junior staff.

Suchotherdutiesandresponsibilitiesasmaybeassignedtohimfromtimetotime.
Tosuperviseresearchworkprojectassignments.
Toworkfor5to8hoursperweekinAdministrationDepartmentofthe Institute.
Lecturer-Cum-Instructor:
Totakeclasses(TheoryandPractical)asrequiredbyacademicHODconcerned.
ToassisttheSr.LecturercumsSr.Instructorinvariousspheresofhisduties.
Toprovide guidancetoAsstt.LecturercumAsstt.Instructors.

Involvementinresearchworkunderthesupervisionofseniorfacultymembersand
performsuchotherdutiesandresponsibilitiesasmaybeassignedtohimfromtimeto time.

Suchotherdutiesandresponsibilitiesasmaybeassignedtohimfromtimetotime.
Toworkfor2to4hoursperweekinAdministrationDepartmentofthe Institute.

Asstt.Lecturer-Cum-Asstt-lnstructor:

Totakeclasses both(TheoryandPractical)andchecking ofstudents journalsas
required.

Responsibleforequipmentandmaterialunderhischarge.

Makearrangementsforconductoftheoryandpracticalclasseswiththeassistance of



Attendantsincludingmaintenanceandsafe custody of equipment items and stocks thereof.

d) Suchotherdutiesandresponsibilitiesasmaybeassignedtohimfromtimetotime.

Administrative-Cum-AccountsOfficer:

a) To render suitable assistancetothe Head of the Institute inalladministrative,financial and
other accounts matters.

b) SupervisionofGeneralOffice,AccountsandBudgetworkandassistingPrincipalin holding
meetings of the Board, Executive Committee etc.

C) Overallsupervisioninrespectofproperutilizationandupkeepincludingpaymentoftaxesin respectof
landsandbuildingsbelongingtothelnstitute.

d) Organize purchases of Stores/Equipment etc. under the supervision of the Principal and
in association with the concerned faculty staff.

e) SupervisionofSecurityarrangementswithsecurity staff.
f) ProcessingofRTImatters.

g) Tofloattenderandpreparationoftender documentsincludingterms &conditions of
A.M.C.

h) Calculationoftaxandprocessingofform-16
i) Auditofaccountsandappointmentsof auditors.

]) Suchotherdutiesandresponsibilitiesasmaybeassignedtohimfromtimetotime.

OfficeSuperintendent:

a) ToassistthePrincipal,andAdministrative Officerinthedischargeoftheiroverall
administrativeandacademicfunctionsforthesmoothrunningoftheofficeaswellas
Institutesuchotherresponsibilitiesasmaybeassignedbythecompetentauthorityfrom time to time.

b) Appointmentcases.
C) MACPandpayfixationcases.

d) Responsible for proper maintenance of the service books andpersonalfilesofthe
officials dealt in the establishment.

e) Tomaintaintheestablishmentregisterandothervaluablerecordregister.

f) MAcCP&payfixation.

g) Responsibleformaintenanceofleaverecordofthestaff.

h) To supervise the work assigned to staff working directly under hiscontrol and disposal of
Dak received daily in the establishment.

Accountant:
To assistthe Administrative-Cum-Accounts Officer and the Principal in the discharge of

his overall responsibilities for the financial and accounts matters. To prepare Bank
Reconciliation statement & Trail Balance on monthly basis supervision of store department &
Cash& Bank work. Filling of GST& Income Tax returns and such other duties as may be
assigned by acompetentauthority from timetotime.

P.A.tothePrincipal:
Dictation from Principal and typing. Keeping proper record of the communications at the level
of Principal and handling/security of all confidential documents and handlingof administrative,

accounts and establishment matter for career advancement and such other duties and
responsibilities as may be assigned by the Principal from time to time.



MaintenanceForeman-cum-Caretaker(FixedTermContractBasis):

hostel

Overall responsibility for all maintenance work and security matters and the Institute
s and staff quarters andsuchotherdutiesand responsibilities as may be assignedby a

competent authorityfrom time to time as per the terms and conditions of the contract.

UDC(Cash/Estt./Stores):

would

a)

b)

PostingofUDCsonvariousassignmentswillbemadebyrotationand no employee
hold a particular assignment for period exceeding3 years.

Cash:Custody, receipt and disbursement of cash including maintenance of cash
books and other connected records, collection of fees etc., fromstudentsand maintain
accounts thereof. Checking of bills & manage bank work. Preparation of pay bills,
deduction of necessary subscriptions towards GPF/NPS/Group Insurance
Scheme/HBA/MCA and deposit in respective accounts in time.

Estt:Handle all administrative and establishment work of the Institute including
custody and maintenance of Institute records, service books and ensure periodic
review and authentication of service records by the competent authority.

Stores: Custody, receipt and supply of food and other connecteditems against written
indents from the faculty staff duly authenticated by the HOD ofthe concerned stream of
the academy, maintenance of stock registers and timely information to Administrative-
Cum-Accounts Officer about the stock position.

Inaddition,employeeswillperformsuchotherdutiesasmaybeassignedto them from time to
time.

Stenographer:

Dictation, typing work and maintenance of such files and other records as may be
entrusted and such other duties and responsibilities as may be assigned by a
competent authority from time to time.

LDC(Cash/Estt/Stocks):

a)

b)

c)

Posting of LDCs on various assignments will be made by rotation and no employee
would hold a particular assignment for period exceeding3 years.

Cash: Assist UDC (Cash) in handling custody and upkeep of records relating to cash,
preparation of pay Dbills, deduction of necessary subscriptions towards
GPF/NPS/Group Insurance Scheme/HBA/MCA including typing work and deposit in
accounts in time.

Estt.:Assist UDC (Estt.) in maintenance and safe custody of the official records
relating to Institute, employees service records, other miscellaneous jobs including
typing work.

Stores:AssistUDC(stores)inmaintenance,upkeepandissueofstoresitemsto
thefacultymembersagainst indentsunderauthorisationbyUDC(stores), upkeepof
stockregistersforsubmissiontoUDC(stores)includingtypingwork.

Driver-Cum-Mechanic:

Todrivecar/vehicleforofficialuseonlyandcarryoutroutinerepairsofthe
vehiclesasandwhenrequired.Afterdutythevehicleshouldbeparkedininstitute’s
building.Incaseofaccident,hewillinformPrincipalandlodgereportwiththePolice
Station.Heshallkeeplogbookandconsumptionofpetrol/dieselinthelogbookon
dailybasisalongwithsignatureofthepersonusingthecar.Attheendofthemonth,he
shouldgetthelogbookverifiedandsignedbyAdministrative CumAccountsOfficer andPrincipal.



Attendant

To provide assistance on full time basis to Asstt. Lecturer-cum-Asstt. Instructor in the
upkeep, maintenance and conduct of classes, both theory and practical.

Peon
Toassistthe Principalandotheradministrative staff.

Librarian:

Custodian of Institute’s Library books/journals etc. accession of books, issue of library
cards and overall supervision of Asstt. Librarian, review and verification of stock
register of books in hand and those outstanding with the staff members/students,
levying of penalty in case of retention of books etc., by staff/students beyond a
prescribed period, issue of NOC to the outgoing staff members and students.

Note:

IncumbentsholdingsomeoftheexistingpostslikeMaintenanceforemanetc.whichdo
notfigureintheRevisedRecruitmentRules,2001wouldcontinuetoholdtheseposts
tilltheyrelinquishchargeofthepostduetoresignation/retirementetc.dutiesand functions
discharged by the incumbents of such posts could be assighed by deploying suitable persons
on contract basis, outsource basis or on normal remuneration basis
assoonastheincumbentsrelinquishchargeonsuchpostsduetotheaforesaidreasons.

Chapter4

Rules, Regulations, instructions, Manual and Records, for dischargingfunctions&
work allocation:-

Fordischargingitsfunction,thelnstitutefollows“Societybye-laws”,“RulesandRegulationsof
theSociety’and“StaffRegulation”asmentionedinthecharterofthesociety. Thelnstitute follows
Recruitment& Promotion Rules amendedtimetotimebytheMinistryofTourism, Govt. of India and
adopted by Board ofGovernors of the society. In all other matters, Institute
followstheRules,Regulationsandmanualsetc.asapplicablefortheemployeesof
autonomousbodyofCentralGovernment.

RulesandRegulationsoftheSociety,Recruitment&PromotionRules,bye-lawsare
availableatAnnexureVIlwww.ihm-gsp.ac.in

Procedure followed in Decision Making Process& Final decision making
authority, channel of supervision and accountability:-

In the discharge of duties and in thedecision-makingprocess, the
hierarchyas per Organization Chart & specific to an activity,ascheme or a
program is followed and depending upon the issue under consideration
decisions are taken at the level of the Principal assisted by in the IHM and
final approvals are given by Principal and/or Chairman, Board of Governors
of the institute.

To facilitate the decision-making process and discharge of functions,
different committees Ilike Purchase committee, Internal Complaints
committee, Standing discipline committee etc have been constituted at
Institute level:
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PurchaseCommittee

Sl. | NameofOfficial Designation

No.

1. The Deputy Commissioner Gurdaspur or his| Chairman
nominee

2. PrincipallHMGurdaspur Member

3. SeniorFacultylIHMGurdaspur Member

4. AdministrativeOfficer/Accountant Member
IHMGurdaspur

For local market purchase,

Purchase Committee isframedbythe

Principal to assess the reasonableness of the rates, quality and
specifications and identify the appropriate supplier, as per the provisions

given inthe GFRRules.

AntiRagging Committee:

S.
No. Designation Member
1. | HeadoftheCommittee Mr.AshwaniKachroo,Principall/C
. Mrs.RajwinderKaur, TehsildarGurdaspur Nominee
2 | S.D.M.Gurdaspurorhernominee of SDM Gurdaspur
3 | D.S.P.(R-ll)orhisnominee Mr.MajorSinghNomineeofDSPR-II
4 | LocalMedia Mr.VinodGupta
5. | Non-GovernmentOrganizations(NGO) Mrs.Neelam Mahant
6. | NodalOfficer(AntiRagging) Mr.SohanLal, HoD
7. | FacultyMember Mr.R.R.Chaubey,Sr.Lecturer
8. | FacultyMember/HostelWarden Mr.AmriteshKumar,Asstt.Lecturer
9. | FacultyMember/GirlsHostelWarden Ms.Dimple,Sr.Lecturer.
StudentsParentRepresentatives Mr.ManoharLalF/oMs.KashikaSharmaand
10. P Mrs.RamandeepKaurM/oMr.HardilazizSingh Padda
Mr.KarmanyaSumbria
1 Representativeof1®YearStudents Mr.Jashanpreet Singh
: Ms. Saneha
Ms.Poonam,
Mr.Priyanshu
12.| RepresentativeofSeniorStudents Mr.ShivrajSinghBhatti Ms.PriyaDagar
Mr. Tushar Rana
Mr.VishalPandey
13.| NonTeachingStaff Mr.AnilBhardwaj,OfficeSupdt.

NameofTeacher ContactNo.
Mr.AmarDevSingh 9857915956
Mr.SaurabhKataria 9982160811
Ms.Dimple 8727800636
Mr.AmriteshKumar 8054204456
Mr.GowriShankar.S 9952685348
Mr.Daljeet Singhj,SecuritySupervisor 8353048277




CouncilLevelAntiRagging HelplinePhone
No. 0120-

2590622
Email:antiragging.nchm@gmail.com

National Anti-Ragging
HelplinePhoneNo0.1800-
180-5522

Email:-helpline@antiragging.in

Internal complaint committee of the Institute under the provisions ofSexual Harassment of Women
at Workplace (Prevention, Prohibition and Redressal) Act, 2013, comprises of the following

members:-

Sr.No. NameofOfficial

Designation

1. Mrs.Dimple,SeniorLecturer

PresidingOfficer

2. Dr.SurinderKaurPannu NominatedmemberbyD.C.,Gurdaspur
3. Mr.DilrajSingh,SeniorLecturer ChairmanStandingDisciplineCommittee
4, Mrs.Harmanpreet,Lecturer Facultymember
5. Mrs.AnjuBala P.A. RepresentativeofStaff
StandingDisciplineCommittee
Sr. | NameofOfficial Designation

No.

1. Mr.DilrajSingh,SeniorLecturer

Chairman,StandingDisciplineCommittee

2. Mr.AmarDevSingh,Lecturer Secretary
3. Concernedwarden Member
4, Concernedclassteacher Member
5. AnyothernomineebyPrincipal Member

Note: All complaints received from students are redressed withinasuitable time

frame.

TimeLimitfortakingadececision

Assuchthereisno timelimitdefinedfortakingdecisions, HoweverSomeofthejobshavebeendefinedwhich are as

follows:-
Sr. CourseofAction TimeLine (Tentative)
No
Emploveerelated:-
1 LTC-approval,advance,billsubmissionetc. 15-90days
2 ResponsetoRepresentationby Staff Withina month
3 GPFAdvance/Withdrawl 7-15working days
4 Leaves 1-2workingdays
5 Reimbursementofclaimsbythestaff 2-3weeks

Studentrelated:-

1 BonafideCertificate 2-3workingdays
2 TuitionFees Certificate 2-3workingdays
3 DetailedMarksheetor Certificate 1-2workingdays
4 RefundofSecurityDeposit(OldPassoutStudents) 2-3weeks

Theabovetimelineareindicative&tentative.However,timelimitfortakinganydecisioninthelnstituteis decided by the
Principal depending on the nature of Job/task/complaint its urgency , priority from time to time.

Normallythetimetakenfortakinganydecisionisoneweektotwoweeksubjecttoapprovalthereof.



Chapter5
Norms for the Discharge of Functions,Norms/standardsforfunctions/service
delivery, process by which these services can be accessed, Time- limit for
achieving the targets.

The norms for discharge of functions as per the standards/services etc. are as
per organization structure and as per the procedure/ instructions by the Head of
Organization and as contained in the Manual of Office Procedure issued by the
Department of Administrative Reforms and Public Grievances, Ministry of
Personnel, Public Grievances and Pensions for timely disposal of receipts/cases

are being followed in the IHM.

Theprocesscanbeaccessedthroughthewebsite,telephonically,&alsoinperson
ChannelofSupervision&Accountability
The channel of supervision & Accountability is as per the organisation chart & duties &
responsibilities. Every employee is accountable towards the duties assigned by the competent

authority from time to time.

The details like academic calendar, syllabus, etc are provided on the website & available in academic

section www.ihm-gsp.ac.in

Processofredressofgrievances:-

Internal complaint committee of the Institute under the provisions ofSexual
Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act, 2013,isin
place

A grievance Redressal policy for NPS matters has been framed and is available on
website Grievance Redressal Policy (NPS) www.ihm-gsp.ac.in

Note:Allcomplaintsreceivedareredressedwithinasuitabletimeframe.

Particulars of Arrangement for Consultation with or Representation by the
members ofthepublicinrelationto the Formulation of Policy or Implementation
thereof

The Society has on its board two persons from the hotel industry nominated by
Central Govt. as per Rule 4(e) of the Society Rules and Regulations and one expert on
Catering Technology nominated by Central Govt. as per Rule 4(d) of the Society Rulesand
Regulations. These members contribute their inputs in the policy and guidance to the
Board of Governors of the Institute of Hotel Management, Gurdaspur.

The Institute broadly follows the instructions/ rules/Acts etc are as per Central Govt.

& Administrative Ministry directives from time to time.
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TransferPolicy

The IHM Gurdaspur is an Autonomous Organisation and the Posts are non-transferable.

However, internal transfers within the sections are made as per need & requirement of the Institute.

Chapter6

StatementoftheCategoriesofDocumentsHeldbythelHMunder itsControl,the categories &
custodian are as follows: -

TheconcernedSectionincharges&Coordinatorsarecustodianandrespons i b | e for files and documents

relatedtoitsfunctioningalong withreferencesand Correspondence. The details are of documents are as follows:

ByAcademicDivision:

a) Results of all mid-term examinations conducted bytheinstituteforallsemestersofBSc
H&HAandDiploma courses.

b) Syllabusandcoursecontentofshort-termcoursesandtrainingofferedbylHM
€) Placementandindustrialtraining recordsofthestudents.

d) IndustrialTrainingand ResearchProjects ofthestudents.
e) AnnualMagazine“Le-BouquetGarni’

f) Correspondenceandnotesrelatedtoabove.

ByAdministrativeDivision:

a) AnnualReportandAuditedStatement of Accounts
b) Servicerecordofallofitsemployees.

c) MinutesofBoardofGovernorsmeetinganddecisiontakenbythem(availableon request).
d) Tenderpurchasefilesetc.

e) Correspondenceandnotesrelatedtoabove.



Chapter7

Statementof Boards,Council,CommitteesandOtherBodies Constituted
aspart of IHM, Gurdaspur
Name&compositionoftheBoardofGovernorsoflHM,GurdaspurAnnexurell
www.ihm-gsp.ac.in

The following are the members of Board of  Governors of
Institute of Hotel Management, Gurdaspur
Designationof DesignationoftheOfficial Detailofthemember
The Board
Chairman TheSecretary, Tourism,Govt.ofPunjab, Department Ex-Officio
of Tourism, Chandigarh.
Members TheEconomicAdviser, Ex-Officio
MinistryofTourism,Govt.ofIndia,NewDelhi
TheRegionalDirector(North), Ex-Officio
MinistryofTourism,Govt.ofIndia,NewDelhi.
TheFinancialAdvisor, Ex-Officio
MinistryofTourism,Govt.oflndia,NewDelhi.
TheFinanceSecretary, Ex-Officio
Govt.ofPunjab,Chandigarh
TheDirector, TechnicalEducation, Ex-Officio
Govt.ofPunjab,Chandigarh
TheManagingDirector Ex-Officio

PunjabTourismDevelopmentCorporationLtd. Govt.
of Punjab, Chandigarh

The Director, Tourism, Ex-Officio
Govt.ofPunjab,Chandigarh
TheDirector(Studies), Ex-Officio

National Council for Hotel Management & Catering
Technology (NCHMCT), Noida

Principal, Nominated
InstituteofHoteIManagement,Kolkata (CateringExpert)
General Manager, Taj Swarna, Nominated
PlotNo.C-3,0uterCircularRoad, (IndustryExpert)
Opp. Basant Avenue, Amritsar

GeneralManager,HyattRegency, Nominated
SiteNo.4FerozepurRoad,Ludhiana,Punjab (IndustryExpert)

MemberSecretary ThePrincipal, Ex-Officio

InstituteofHotelManagement,Gurdaspur

(i) WhenapersonbecomesmemberoftheSocietybyreasonoftheofficeheholdshismembershipshall terminate when
he ceases to hold that office.

(i) AmemberoftheSocietynominatedbytheCentralGovt.orbytheStateGovt.shallcontinuetobea member during
the pleasure of the Central Govt. Or the State Govt., as the case maybe.

(i) The tenure of every person nominated bythe Central Govt. Under Rule 4(i) (d) & (e) and Rule 4(ii) shall
ordinarily be 3 years unless terminated earlier under Rule 8 (ii).

ExecutiveCommittee:-

Designationof DesignationoftheOfficial Detailofthemember

theCommittee

Convener TheRegionalDirector(North) Ex-Officio
Govt.ofIndia,NewDelhi.

Member TheDirector, TechnicalEducation, Ex-Officio
Govt.ofPunjab,Chandigarh

Member TheDirector(A&F),NCHMCT,Noida,[Representative of Ex-Officio
ADG(T)/IS(T)] (Nominated)

Member ThePrincipal, CateringExpert
InstituteofHoteIManagement,Kolkata (Nominated)

MemberSecretary ThePrincipal/Secretary,IHMGurdaspur Ex-Officio
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Thepowers&functions areasperthe Society ByeLaws&Rules &Regulations, the Information
is asfollows:

StaffRegulation,societybye-law&RulesandRegulations-www.ihm-gsp.ac.in
The meetings&minutesoftheBoard&executiveCommitteeareopentomembersonly.Incaseanyone requests for

any information, the same can be had from the office as per the RTI Act.

www.ihm-gsp.ac.in

Sr. NameofEmployeeSarv Designation Address&PhoneNo.
No. Sh./Smt./Ms.
1 AshwaniKachroo HoDcumPrincipall/C
2 AnilBhardwaj Admin.Officer
3 SohanLal H.O0.D
4 DilrajSingh Sr.Lecturer
5 RewatiRamanChaubey Sr.Lecturer
6 Dimple Sr.Lecturer
7 BhupinderSingh Sr.Lecturer
8 HarmanpreetBhatia Lecturer
9 SaurabhKataria Lecturer
10 AmarDevSingh Lecturer
11 HarmanSingh Lecturer InstituteofHotelmanagement,
12 AmriteshKumar Lecturer G.T.Road,Bariar,Gurdaspur-
13 SaralChatterjee Asstt.Lecturer 143521
14 S.GowriShankar Asstt.Lecturer
15 LalitSinghRawat Asstt.Lecturer gf;T;;:sNoi.soz
16 PrabhijitSingh OfficeSupdt. '
17 Vinodkumar Librarian .
. E-mail:

18 GurdevSingh Accountant - .

h I mail.ihmgsp@gmail.com
19 AnjuBala PAtoPrincipal
20 Archana Raj Amba ubC
21 GurwinderSingh Driver
22 RaviKumar LDC
23 SukhdialSingh LDC
24 BaldevRaj LDC
25 JyotiBala LDC
26 DamodharRikhari Lab.Attendant
27 RakeshKumar Lab.Attendant
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AnnexurelV(RTDwww.ihm-gsp.ac.in

MonthlyRemunerationreceivedbyfaculty&StaffofIHM.Curdaspur
Sr. | NameofEmployeeSarv Designation Level BtﬁsicPayinRs.as per | Remarks
No. | Sh./Smt./Ms. 7 CPC
(ason01-07-2025 & 01-
01-2026)
1 | AshwaniKachroo HoDcumPrincipall/C 11 99800
2 | AnilBhardwaj Admin.Officer 10 83300
3 | SohanLal H.O.D 11 83300
4 | DilrajSingh Sr.Lecturer 10 73200
5 | RewatiRamanChaubey Sr.Lecturer 10 63100
6 | Dimple Sr.Lecturer 10 61300
7 | BhupinderSingh Sr.Lecturer 10 58600
8 | Harmanpreet Bhatia Lecturer 7 53600
9 | SaurabhKataria Lecturer 7 53600
10 | AmarDevSingh Lecturer 7 50500
11 | HarmanSingh Lecturer 7 49000
12 | AmriteshKumar Lecturer 7 38700
13 | SaralChatterjee Asstt.Lecturer 6 39900
14 | S.GowriShankar Asstt.Lecturer 6 39900
15 | LalitSinghRawat Asstt.Lecturer 6 75400
16 | PrabhjitSingh OfficeSupdt. 7 72100
17 | Vinodkumar Librarian 8 56900
18 | GurdevSingh Accountant 7 60400
19 | AnjuBala PAtoPrincipal 5 45400
20 | ArchanaRaj Amba ubC 5 41600
21 | GurwinderSingh Driver 4 43500
22 | RaviKumar LDC 3 34000
23 | SukhdialSingh LDC 3 34000
24 | BaldevRaj LDC 3 33000
25 | JyotiBala LDC 3 33000
26 | DamodharRikhari Lab.Attendant 3 40600
27 | RakeshKumar Lab.Attendant 3 39400

Note:- In addition to above Basic Pay, the employees are eligible for variousallowanceslikeDA, HRA,TPT,etc
as per Central Govt.rules as applicable and comparable to those attached to similar posts under the Central
Government at Gurdaspur.
Further, various other allowances like LTC,Medical,Children education allowance etc. As applicable are
available as per broad guidelines of Central Govt.Rules & DoPT guidlines.

Chapter8
Names,Designations&otherparticulars ofthe first appellateauthority and the Public
Information Officers details available at Annexure VI www.ihm-gsp.ac.in
Sr. | Name&Designation Designation as | Address Telephone | e-mailids
No per RTI No’s
1. Sh.Ashwani First Appellate | Institute of Hotel | 01874- mail.ihmgsp@gmail
Kachroo Authority Management,  Bariar | 222501 .com
Principall/C (FA.A) G.T.Road,Gurdaspur Ext. 202,
143521 Punjab 203
2. Sh.Anil Bhardwaj Central Public | Institute of Hotel | 01874- mail.ihmgsp@gmail
Administrative officer & | InformationOfficer | Management,  Bariar | 222501 .com
Nodal Officer (C.P.1.O) G.T.Road,Gurdaspur Ext.214
143521 Punjab
3. | Sh.Gurdev Singh Central Institute of Hotel | 01874- mail.ihmgsp@gmail
Accountant Asstt.Public Management,  Bariar | 222501 .com
Informationofficer | G.T.Road,Gurdaspur Ext.210
(C.AP.L.LO) 143521 Punjab
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NoofemployeesagainstwhomDisciplinaryactionhasbeenproposed/taken NIL (as
on 01-05-2026)

ProgramstoadvanceunderstandingofRTI
ThelnstituteisengagedineducationandtrainingofstudentsinHospitalityand Hotel

Management. ThetrainingofCPIO/APIOhasbeenimpartedfromtimetotime.

EffortstoencourageRTlawareness.

General awareness regarding RTI is imparted to the students, staff etc.,during the orientation
ProgramofthestudentswhichisnormallyheldinJuly/August.Circulars,instructionsonRTlaredisplayed on
Notice Board for general awareness.

e-Governance

Thelnstitutewebsitehasbeenmadebilingual(English&Hindi)foreasyunderstanding ofinformation uploaded

on the Institute website for general public, for their reference.

ThefacilitiesareopentoPublicduring normalofficehoursgenerally10:00am to04:00pmonworking

days.
Namesé&DetailsofCurrentCPIO&FAA
Sr. | Name& Designation Designationasper Address TelephoneNo’s
No RTI
1 Sh. Gurdev Singh Central Asstt.Public | InstituteofHotelIManagement, 01874-222501
Accountant Information officer Bariar G.T.Road,Gurdaspur | Ext.210
(C.A.P.L.O) 143521Punjab
2 Sh.Anil Bhardwayj Central Public | InstituteofHotelManagement, 01874-222501
Administrativeofficer Information  Officer | Bariar G.T.Road,Gurdaspur | Ext. 214
(C.P.1.O) 143521 Punjab
3 Sh.AshwaniKachroo AppellateAuthority Institute of Hotel Management, | 01874-222501
Principal I/C (A.A) Bariar G.T.Road,Gurdaspur | Ext.202,203
143521 Punjab

TheThirdPartyauditofVoluntaryDisclosureswascarriedouton12-06-2025(for 2024-2025)and the Report

is placed under RTI section of the Institute website.

The RTI Act is available on the Govt. of India website, however a brief details/guidelineson

RTI by this Institute is placed for information of the general public is as follows: -

APPLICATIONFORMATFORINFORMATIONUNDERRTIACT2

To
TheCentralPublicinformationOfficer
Instituteof Hotel ManagementCatering& Nutrition, G.T.Road, Bariar,
Gurdaspur-143521.

1. FullNameoftheApplicant(incapitalletters)

2. Father's/HusbandName(incapitalletters)




3. Complete Address

PinCode
4. TelephoneNo.Office Resi MobileNo.
5. Whether belong to BPL category (if yes, please attach a copy of the BPL/Antyodaya ration card
(please tick)Yes No to claim waiver of the application fee)

6. Details of ApplicationFee/Addl.Fee:- (ApplicationFee —Rs.10/-.,Addl.Fee - @ Rs.2/- per pagefor A- 4
Size paper created or copied, by cash, DD/BC/IPO to be drawn in favourofPrincipal Institute of Hotel
Management Payable at Gurdaspur)

CashReceipt/DD/Bankers Date Name of the issuing Amount(Rs.)
Cheque /IPO No Bank/Authority, Branch

7. Particularsofinformationrequired(pleaseencloseseparatesheet,ifrequired,indicatingspecific
detailofinformationrequiredandthepreferredmediumi.e.inspection,photocopy, softcopy,etc.)

DECLARATION

| state that the information sought does not fall within the restriction contained in Section 8 & 9 of the
RTIAct andto the best of my knowledge it pertains to your office.

Place:
Date:

1. Introduction

AnycitizenoflndiawhodesirestoobtainanyinformationundertheRighttolnformation
Act,2005maymakearequesttotheCentralPublicinformation Officer,preferablyin

thegpplicationformat.inwritingorthroughelectronicmeans.

2. ApplicationFee

The application for obtaining information under sub-section (1) of section 6 of RTI Act,
2005, must be accompanied by prescribed application fee drawn in favour of Principal,
Institute of Hotel Management payable at Gurdaspur. At present the applicationfee, which
is subject to change from time to time, is as under:-

Applicationfee:Rs.10/-(Rupeestenonly)

Modeofpayment:Bycashagainstproperreceiptorbydemanddraft/banker’s




cheque/indianPostalOrderdrawninfavourofPrincipal,Instituteof Hotel
Management payable at Gurdaspur.

Persons who belong to BPL category are not required to pay the application fee provided
necessarydocumentsinsupportareproduced.

AdditionalFee
Incaseitisdecidedtoprovidetheinformation,theapplicantshallbeinformedofthe additional fees

required to be depositedby him/her for the information sought and information
shallbefurnishedafterthedepositofthefeebytheRequester,aspertheAct.
InaccordancetodirectivesgivenintheabovementionedGazettenotificationdated 16/09/2005, for
providing theinformation under sub-section(1)ofSection7,anadditional
feeshallbecharged.Atpresent,theapplicablerates,whicharesubjecttochangefrom
timetotime,aregivenas under:-

a. [For each page (in A-4,A-3 size Rs.2/-perpage
paper)createdor copied.
b. |[Foracopyinlargersizepaper Actualcharge orcostprice
c. |[Forsamplesormodels Actualcostorprice
d.|Forinspectionofrecords Nofeeforthefirsthour;Rs.5/hr.thereafter

Further,forprovidingtheinformationundersub-section(5)ofSection7,thefeeshallbe chargedat the
following rates:-

=1

For information provided Rs.50/-(Rupeesfiftyonly)perdisketteorfloppy

disketteoffloppy

b. For information  provided n AtthepricefixedforsuchpublicationorRs.2/-
printed form perpageof photocopyforextractsfromthe publication

Themodeofpaymentofabovementionedadditionalfeesshallbethesameasapplication fee.
Appeal

In case the applicant does not receive a decision within the time specified in sub-section (1)
orclause (a) of sub-section
(3)ofsection7,orisaggrievedbyadecisionoftheCPIO,asthecasemaybe,maywithin thirtydays from the
expiry of such periodfrom thereceipt ofsuch adecision, preferan appeal tothe AppellateAuthority.

In accordance with the Department of Personnel& Training Notification No.
34012/8(S)/2005-Estt.(B) dated 16th September 2005, the procedureandfeestructure for
gettinginformation notavailable in this handbook willbe asunder:

(a) A request for obtaining information under sub-section (1) of section6 of the RTI Act shall
be made, either in person or by post, to the CPIO concerned accompanied by an
application fee of Rs. 10/- by way of cash against proper receipt or by demand draft or
bankers cheque or Postal order payable to the Institute of HotelIManagement, Gurdaspur.
Payments in person will have tobe deposited with the Cashier in the IHM, Gurdaspur.

(b) For providing information under sub-section (1) of section 7, therequest shall be made as
at (a) above and the fee shall be charged by way of cash against proper receipt or by
demand draft or bankers cheque or postal order payable to the Institute of Hotel
Management, Gurdaspur at the following rates :-

o Rupeestwoforeachpage(inA-4orA-3sizepaper)createdorcopied;
o Actualchargeorcost priceofacopyinlargersize paper;



o Actualcostorpricefor samplesormodels;and
o For inspection of records, no fee for the first hour; and a fee of rupees five for
each fifteenminutes(orfractionthereof)thereafter.

(C) Forprovidinginformationundersub-section(5)ofsection7,o0ftheRTIAct,therequest

madeasat(a)aboveandthefeeshall
properreceiptorbydemanddraftorbankerschequeorPostalorderpayabletothe
InstituteofHoteIManagement,Gurdaspuratthefollowingrates:-

shall be

bechargedbywayofcashagainst

o Forinformationprovidedindisketteorfloppy,attherateRs. 50/- (fifty) per
disketteorfloppy;and;
o Forinformationprovidedinprintedformatthepricefixedforsuchpublicationor

Rs.2(two)perpageofphotocopyforextractsfromthepublication.

Budget (particulars of all plans, proposed expendituresand reports ondisbursement

made

ThedetailsofBudget&Disbursement/ExpensesareavailableAnnexureV

www.ihm-gsp.ac.in

Foreign&DomesticTours(2025-26)

PlacesVisited PeriodofVisit mlén;?ﬁg;f?;?gba%r;n ixg)sins?tlture on
Chandigarh 1Day 1 1100
Chandigarh 1Day 1 800
Chandigarh 1Day 1 1100
New Delhi 3 Days 1 17996
New Delhi 2Days 1 10162
Chandigarh 1Day 1 1100
Chandigarh 1 Day 1 1090
Chandigarh 1Day 1 1100

Informationrelatedtoprocurement

Thedetailsofprocurement/tendersisplacedonthelnstitutewebsite.Details at
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https://ihm-gsp.ac.in/2024/05/14/tender-detail-2023-24/

MannerofExecutionofSubsidyPrograms

A Central Govt. Sponsored program Hunar-Se-Rozgar(HSR)CBSP program Govt.of India,
Ministry of Tourism is executed as per guidelines.

Thedetailsofprogramareavailableintheoffice.
Discretionaryandnon-discretionarygrants,allocationandaccounts.
ThelnstitutedoesnotreceivedanyDiscretionaryandnon-discretionarygrants

ParticularsofRecipientsofConcessions,PermitsorAuthorizations

The InstitutedoesnotreceiveanyConcessions,PermitsorAuthorizations,hencethe information is
NIL

OutstandingPararaisedbythelnternalAuditorsfromMinistryofCivilAviation& Tourism,
New DelhiFor the year

Thedetailsareavailableonthelnstitutewebsite AnnexureV(BudgetandAudit)

www.ihm-gsp.ac.in

Publicityandpublicinterface.

Particulars of Arrangement for Consultation with or Representation by the members
ofthe public in relation to the Formulation of Policy or Implementationthereof

The Society has on its board two persons from the hotel industry nominated by
Central Govt. as per Rule 4(e) of the Society Rules and Regulations and one expert on
Catering Technology nominated by Central Govt. as per Rule 4(d) of the Society Rulesand
Regulations. These members contribute their inputs in the policy and guidance to the

Board of Governors of the Institute of Hotel Management, Gurdaspur.

Therelevantrulesforms,documentsetc.pertainingtostudentsandtheirparents/public areavailable

on the website in the academic section.
DetailsofPublicPrivatePartnerships(PPP)
Thereisnoprovision/projectunderPublicPrivatePartnershipsinthisinstitute.
Arethedetailsofpolicies/decisions,whichaffectpublic,informedtothem.

Yes, the details of policies/decisions which affect students are being informed to them
through students notice board, Institute web siteand emails/WhatsApp Group.

Dissemination of information widely and in such form and manner which is easily
accessible to the public.

Formofaccessibilityofinformationmanual/handbook
The accessibility of information are through electronic format. The various types of

information like student attendance, student hand book, student attendance, syllabus are
available on Institute web site under Academic.

Listofmaterialsavailableatareasonablecostofmedium

ThestudentsAdmissionforms,logbooks, TenderDocuments,etcareavailableasper
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thecostfixedbythe Institutefrom timeto time.
E-governance
ParticularsoftheFacilitiesavailabletocitizensforobtaininginformation
Thelnstitutewebsitehasbeenmadebilingual(English&Hindi)foreasy understanding of information
uploaded on the Institute website for general public, for their reference

ThefacilitiesareopentoPublicduringnormalofficehoursgenerally10:00am to04:00pm onworkingdays

Someoftheinformationareuploaded&availableonthewebsiteofthelHMi.e.www.ihm-gsp.ac.infor general

reference. _
Information pertaining to activities dealt by the IHM, Gurdaspur is provided to the
userswho request for the same.

OfficeAddress:InstituteofHotelManagementCatering&Nutrition,G.T.Road, Bariar
Gurdaspur - 143521

whenwastheinformationmanual/Handbooklastupdated.
The information uploading on the website is frequent from time to time as per

requirement. The last information was updated on 01-05-2024.

Informationavailableonelectronicreport.

The information like Annual Reportalong with Annual Accounts, Budget, Students details
like attendance, Syllabus, Hostel Rules, Tender details Govt. sponsored HSR CBSP Scheme
etc are available on the Website.

TheFacilitiesavailabletoCitizensforobtainingInformation.

For the benefit & ease of the citizens, the information is readily available on the Institute
website. The guidelines, format of application is available on the website.
for other details name , address of the Institute, email id, telephone no's including Assistant
Central Public Information Officer, ACPIO, Central Public Information Officer (CPIO), Appellate
Authority ( AA) etc are also available on the website during normal office hours.

Listofscheme/Projectsunderwayandcontractsentered
ThedetailsareavailableonthewebsiteunderTenders

Annual Report:The Annual Report of the Institute is available on the website at

www.ihm-gsp.ac.in

Frequentlyaskedquestions(FAQ's) 2025-26
Sl.
NG, Query Reply
The programs are open for studentsofall streams
1 Who can apply for hotel i.e. Arts/Commerce / Sciences/
) management courses? Others.WithEnglishasacompulsorysubject.
H h ¢ ) Minimum of 50% marks in 10+2 withEnglishas
ow much percentage 1S compulsorysubject,fromarecognizededucational board.
2. needed for Hotel Studentsofallst |
Management? (Studentsofallstreams canapply)
We offer two courses — BSc.In HHA(3year
degree)andOneandh alfyearDiplomainFood
3. gf?gerggn{hg?:srtsiastea;e Production,Bakery&Confectionary,
Y ) Food&BeverageService,Housekeepingand
FrontOffice.
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Where is thelnstitute
located?

It is situated on Amritsar- Pathankot National
Highwayat about 6 km from City Bus Stand & 4Km
from Gurdaspur Railway Station.

What are the age criteria for
applying forthe course?

Theupperagelimitforapplyingis25years(GEN,
OBC, EWS). For category SC,ST&physical
challenged upper age limit is 28 years as per
central govt. guidelines

Doeslnstitutehaveahostel
facilityforB.Sc.students?

Yes,thereishostelfacilityinthelns titu teCamp
us,Seatsavailableareas

follows: BoyslstYear110,2ndYear753rd
Yearl10&Girls60 .

Whatisthedurationof
Industrial Training?

The  duration for the industrial
training differ in both the courses
B Sc. in H & HA — 17 weeks training

DiplomainFoodProduction— 6months

Is there a separate coursefor
vegetarianstudents?

No,however there is a provision tochoose
Vegetarianoption for cooking practicalinB
Sc.HHA(3yeardegree program)

No. of seats available inBSc.
HHA (3 year degree program)
& Diploma in Food Production
(1.5 yearcourse)

Thereare234seatsavailableintheBSc.HHA programand the
reservationpolicy is
followedaccordancetothepolicylaiddownbyCentral Govt.
and workedout by NCHMCT& JEE. There are total 237
seats availablein Diploma Courses (Food
Production,Bakery&
Confectionary,Food&BeverageService,
HousekeepingandFrontOffice)andthereservation

policy is followedinaccordance to thepolicy laid down by
Central Govt.

10.

Whataretheotherfacilities
available in the institute?

There are many facilities available inthe
institute:

- Administrative,Academicblocks

- ThreeBoysHostels&aseparateHostelforGirls

- Faculty&Staffresidences

- 11KVAsubstationwith100%powerbackup

- AnoverheadwatertankofonelacLtrscapacity

- Seweragetreatmentplant&Biocompostmachine

- Solarwaterheating&rainwaterharvestingfacilities

- Badminton,Volleyball&Basketballcourtwithmini
stadium, Gymnasium.

11.

Whoareyourtoprecruiters?

Our top recruiters are reputed hotel chains, QSR’s &
RetailChainslikeMahindraHolidaysandResortindia
Limited, Taj Group of Hotels, Oberoi, Marriott, Hyatt,
Reliance, Lemon Tree Hotels, Leela Group of Hotels
etc.




Global growth and development of tourism has
openedupinnumerableopenings.Asaresult,the
graduating students in Hotel & Tourism can
lookforward to career opportunities as;

- Airline Ticketing
&Reservations;
- Faculty in Hotel Management/Food

Craftinstitutes/Tourism Institutes/
UniversityDepartments;
- FlightKitchensandon-boardflightservices;

- Guest/ CustomerRelationExecutiveinHoteland
other Service Sectors;

14 What are careers - HospitalandinstitutionalCatering;
Hospitality& Tourism? - HospitalityMarketing&SalesinHotel&
Travel Firms
- IndianNavyHospitalityservices;
- Kitchen Management/ Housekeeping
ManagementpositionsinHotelsafterinitialstint
as trainee;
- Railwayshospitalityandcateringservices;
- Self-employmentthroughentrepreneurship
- ShippingandCruiselines;
- StateTourismDevelopmentCorporations;
- TourOperations&TravelAgencies
- TourEscortsDomestic&International
The Institutes follows the Recruitmentsrulesof
What Procedure is followed centrallnstitutesofHotelManagement(CIHM) setup as
15. for the recruitment of Autonomous Body under the Ministry of Tourism and
employees? therevision/ amendments
issuedfromtimetotime.
The Institute has taken adequatemeasure against
ragging as per Clause (e) of Regulations 6.4 of the
What measures are taken_to UGC Regulations. Also Anti-ragging committees
16. create awareness for curbing areformed to monitor the implementationoftheset
the menace of ragging? - P
Guidelines.
Whichserviceruleis TheCentralCivilServices(Conduct)
17. applicable for the Rules,1964areapplicablefortheemployeesofthe
employeesofthelnstitute? Institute.
. The Institute is an Autonomous Body (Society)under
18. th_itlsthestatutorystatusof the the Administrative Control of the Ministryof Tourism,
Institute? .
Govt. of India.
- The B.Sc. H&HA is offered in a collaborative mode
; ) b h . jointly by NCHMCTandIGNOUsince2002.
19. Information about the Institute - DiplomaCoursesisofferedbyNCHMCTwhich

affiliation.

awards Diplomas.




OtherUsefullnformation Courses

IHM,GurdaspurconductsfollowingcoursesrelatedtoHospitality&Hoteltrade

a) ThreeyearB.Sc.inHospitality&HotelAd ministrationunderNCHMCT&INU(2025-26).
b) 1¥syearTradeDiplomainFoodProduction underNCHMCT.

C) Various short term skill development program and Hunar-Se-Rozgar Tak program of
Ministry of Tourism, Govt. of India.

d) In future the Institute will start Post Graduation Program in Hospitality Management
under NCHMCT and other Trade Diploma Program under NCHMCT

istof : i thi : : I .

1) Principal Vacant(since01-07-2023)
2) Head of Department-&Principal I/C Sh.AshwaniKachroo

3) Head of Department-Ii Sh.SohanLal

4) Administrative-cum-Accounts Officer Sh.Anil Bhardwaj

5) Senior Lecturer Sh.Dilraj Singh

6) Senior Lecturer Sh.RewatiRamanChaubey
7) Senior Lecturer Smt.Dimple

8) Senior Lecturer Sh. Bhupinder Singh

9) Office Superintendent Sh.Prabhjit Singh

10) Accountant Sh.Gurdev Singh

Receipt&disposalofRTlapplications&appeals
ThedetailsofRTlapplicationsreceived,disposed&appeals areavailableonthe website as
Annexure VI

Repliestoquestionsaskedinparliament
Duringtheyear2025-26,Noparliamentquestionswereasked/replied.

Informationasmaybeprescribed.

Names&DetailsofEarlierCPIO& FAA

Thelnstitutewebsitehasbeenmadebilingual(English&Hindi)foreasyunderstanding ofinformation
uploaded on the Institute website for general public, for their reference.
ThefacilitiesareopentoPublicduring normalofficehoursgenerally10:00amto04:00pmonworking days

Names&DetailsofCurrentCPIO&FAA.

Sr. | Name& Designation Designationasper Address TelephoneNos
No RTI
1 Sh. Gurdev Singh Central Asstt.Public | InstituteofHoteIManagement, 01874-222501
OfficeSuperitendent Information officer Bariar G.T.Road,Gurdaspur | Ext.210
(C.AP.LO) 143521Punjab
2 Sh.Anil Bhardwaj Central Public | Institute of Hotel Management, | 01874-222501
Administrativeofficer Information  Officer | Bariar G.T.Road,Gurdaspur | Ext. 214
(C.P..O) 143521 Punjab
3 Sh.AshwaniKachroo AppellateAuthority Institute of Hotel Management, | 01874-222501
Principal I/C (A.A) Bariar G.T.Road,Gurdaspur | Ext.202,203
143521 Punjab




TheearlierFAAwereasfollows:

W.e.f.2005t031-05-2010 PrincipalSh.C.M.Bhan
01-06-2010 to 07-03-2011 Principall/CSh.NavdeepSharma
08-03-2011 to 30-06-2023 Principal Sh. Argha Chakravorty

DetailsofThirdPartyauditofVoluntaryDisclosures

TheThirdPartyauditofVoluntaryDisclosureswascarriedouton12-06-2025(for2025—

2026)andtheReportisplacedunderRTIsectionofthelnstitute website.
DetailsofAppointmentofNodalOfficer
ThedetailsofNodalOfficerisavailable under RTISection.
Consultancycommitteeofkeystakeholdersforadviceonsuo-motudisclosures:-

AConsultancycommitteeofkeystakeholdersforadviceonsuo-motudisclosures:-hasbeenframed
w.e.f.07-08-2023asfollows:-

1. HoD Mr.SohanLal
2. AcademicCoordinator Mr.RewatiRamanChoubey
3. PlacementCoordinator Mr.DilrajSingh

InformationDisclosedonownlnitiative
Various Information like details for Students, Fees, course, Tender advertisement,
Recruitments, Govt. Sponsored Scheme details etc have been disclosed so that public have
minimum resort to use of RTI.
DetailsofGuidelinesforindianGovt.Websites(GIGW)
ThelnstituteisanAutonomousbodyonselffinancebasis. TheGuidelinesforindian Govt.
Websites(GIGW)isbeingexploredforimplementationofSTQCCertificationinfuture.

LISTOE ANNEXURES

1. RTIManual/SUOMotoDisclosure(Briefofthelnstitute)

2. POWER&DUTIES ANNEXURE-|
3. LISTOFBOARDOFGOVERNORS ANNEXUREII
4. DIRECTORYOFOFFICERS ANNEXUREIIl
5. SALARY& ALLOWANCES ANNEXURELV
6. BUDGETSTATEMENT ANNEXUREV
7. NAME AND DESIGNATION OF P.I.O/A.P.I.O. ANNEXUREVI

AND RTI STATUS

8. STAFFREGULATIONS ANNEXUREVII

9. RECRUITMENTANDPROMOTIONRULES ANNEXUREVIII



