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STAFF ANNUAL DUTY LIST 
FOR THE SESSION 2013-14 

  
Sr. no. Name of Duties Name of Lectures 

 

1 Staff Secretary Dr. Abha Khetarpal 
 

2 Prospectus Incharge Convener : Dr. Vineet 
Member : Dr. Shashi Sharma              

3 Time-Table Incharge Dr. Ms. Manju Khanna 
Mrs. Sangeeta Goel 
 

4 Student-aid Fund, fee-concession 
 

Patron   : Dr. Ms. Sushma Arya 
Convener : Mrs. Anjana Arora 
Member  : Ms. Santosh 

5 Scholarship to Students Incharge : Mrs. Anjana Arora 
   Mrs. Sangeeta Goel  

6 Admission Committee Registrar : Mrs. Sangeeta Goel 
Members-I  : Mrs. Suman Makkar 
                 : Mr. Sanjay 
Member-II (ERP): Mr. Sanjay Bhardwaj 
  : Mr. Gulshan 
  : Mr. Gagan 
  : Mrs. Sushma Sharma 
  : Mrs. Ruchi 
  : Ms. Manika 
  : Ms. Ruby 
  : Ms. Mamta Thapar 

7 College Bus Incharge Mrs. Anjana Arora 
Dr. Shashi Sharma 
ERP – Mr. Gulshan Nanda 
 

8 Duty Leave Register (Computer 
feeding and file maintenance of 
the Performa) 

Mr. Anand 

9 Function Register   
(External & Internal) 
 

Dr. Nitasha Bajaj (Text) 
Mrs. Guneet (Text) 
Photograph – Mr. Parmesh 
 

10 Cultural Council Patron   : Dr. Sushma Arya 
Convener  : Dr. Mrs. Neeta Dwivedi 
  : Dr. Ravi Gautam 
Members : Dr. Gursharan 
  Mr. Vikas 
  Ms. Santosh 
  Ms. Ranjana 
Helper : Mr. Mukesh 
                          Mr. Rajkumar 
 

11 Prizes and Certificates  
(a) Preparing and displaying 

list, purchase of prizes and 
its distribution 

(b) Collecting name of the 

Convener : Mrs. Shalini Chhabra 
(a) Mrs. Dolly Lamba 
 Ms. Nandini 
 Ms. Khushboo 
 (b) Dr. Vibha Gupta 
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students and follow up  Mrs. Anjana Arora 
 Dr. Neeta Dwivedi 
 
 

12 Sports Council & Prize Committee 
(Sports) 

Patron :    Dr. Sushma Arya 
Convener :    Dr. Vibha Gupta  
Members :  
Arts :   Dr. Divya  
    Dr. Kiran Sharma 
    Dr. Seema Mahajan 
    Dr. Asha Bajaj 
    Ms. Geeta 
    Ms. Harjeet 
Science   Dr. Ravi Bathla 
 Commerce    Mrs. Nishi  
    Mrs. Meenu Gulati 
PG    Dr. Anuja 
 

13 Bursar Mrs. Nishi Grover 
 

14 Religious Classes  Convener : Dr. Kiran Sharma 
  Dr. Asha Bajaj 
  Dr. Deepika  
 
 

15 Environment Classes Convener :  Dr. Sunita Kaushik  
Member :  New Hands (Botany & Zoology) 
 
 

16 (a) College Magazine  Chief Editors :  Dr. Sudha Chugh 
                             Mrs. Guneet 
   Dr. Nitasha Bajaj 
Editors of Various Sections : 
Hindi : Dr. Kiran Sharma 
   Dr. Deepika Ghai 
 Mass Comm. : Ms. Sukhjeet 
Yoga  : Ms. Anuja 
English : Dr. Nitasha Bajaj 
Sanskrit  : Dr. Divya Tripathi 
Punjabi : Dr. Gursharan Kaur  
Science  : Dr. Rachna Soni  
   Dr. Neena Bajaj 
Commerce : Dr. Meenakshi 
   Mrs. Vivek 
 

 (b) Research Journals :- 
 General Journal of the 

college  

Chief Editor : Dr. Divya Tripathi 
Editorial Board :  Dr. Abha Khetarpal 
   Mrs. Kanchan Khanna  
 

17 Information Officer  Ms. Santosh 
 

18 Hawan Incharge Dr. Vishav Prabha 
Mrs. Sangeeta Goel 
 

19 Canteen Incharge Dr. Abha Khetarpal  
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Dr. Surinder Kaur 
Mrs. Shalini Chhabra 
 

20 Women Cell Convener  : Mrs. Vivek  
Co-Convener : Dr. Surinder Kaur 
Members : Dr. Rachna Soni  
   Dr. Sunita Kaushik 
   Ms. Geeta Sharma 
   Mrs. Saloni 
   Mrs. Pooja Sindwani 
   Mrs. Shikha 
   Ms. Manmeet 

21 Spot Evaluation Dr. Meenu Jain 
Mr. Anand 
 

22 NSS Dr. Gursharan Kaur  
Mrs. Bhawna Sethi 
 

23 NCC Ms. Geeta Sharma 
Assisted by Mrs. Shikha 
 

24 Discipline duties to be given to 
staff 

Mrs. Anita Moudgil 
Dr. Meenakshi Saini 
 

25 Guidance & Counselling Cell/ 
Placement Cell 

Convener : Mr. Sanjay Bhardwaj 
Members : Mrs. Ruchi 
  Ms. Manika 
 

26 English Faculty Room Incharge & 
Common Room Incharge 
 

Dr. Shashi Sharma  
Ms. Tamanna 

27 (a) Purhase of new furniture 
& repair of old furniture 

 

Conveners  : Mr. Bhupinder Singh 
 

 (b) Wood Work in College Mr. Bhupinder Singh 
 

28 Purchase of Electrical goods and 
repair Works 

Mrs. Monica Sharma 
Mr. Bhupinder Singh 
Store Incharge 
Mr. Balwinder  
 

29 Purchase Committee 
(a) Science  

 
Dr. Manju Khanna 
Dr. Ravi Bathla  
Dr. Sunita Kaushik 
Mrs. Anjana Arora  
Dr. Rachna Soni 
 

 (b) Purchase Committee 
Computers 

Mr. Sanjay Bhardwaj 
Mrs. Sushma Sharma  
Mr. Anil 
Mr. Gulshan  
Mr. Gagan 
 

30 (a) Incharges   



- 4 - 

 (i) Civil Works  
 
 
 
 

(ii) Black Boards and 
Display Boards  

Mrs. Sangeeta 
Mr. Bhupinder 
Mr. Gulshan  
 
 
Dr. Manju Khanna 
Mrs. Sangeeta Goel 
 

  (b) Annual Report  English  : Mrs. Vineet 
 
Hindi   : Dr. Vishav Prabha 
   Dr. Deepika Ghai 
 

31 Alumni Performa, Feed Back and 
Security- 3rd Year 

Arts   : Mrs. Anita Moudgil 
   Dr. Kiran Sharma  
   Dr. Shashi Sharma 
   Mrs. Rita Singh 
   Dr. Asha Bajaj 
    
Science  : Mrs. Anjana Arora 
 
Commerce  : Dr. Surinder Kaur  
   Dr. Meenakshi 
 
 

32 (a) Incharges  
 (Practical Exam -Annual) 
 
 
(b) Incharge 
 (Making Practical Groups 

of Science Faculty) 
 

Dr. Ravi Bathla  
Dr. Urmil Rana 
Dr. Rachna Soni 
 
Dr. Ravi Bathla 
Dr. Urmil Rana 

33 Incharge EPA BX -College & 
Hostel 
 

Mr. Gulshan 
Mr. Bhupinder Singh 
Mr. Anand 
Mrs. Anjana (Warden) 
 

34 Formation of Academic Calendar 
of the College 

Patron  : Dr. Ms. Sushma Arya 
 
Convenor : Dr. Urmil Rana 
 
Members  : Mrs. Shalini Chhabra 
                    Mrs. Sangeeta Goel 
   Dr. Neeta Dwivedi 
   Dr. Neena Bajaj 
 
 

35 Standing Advisory Committee Patron   : Dr. Ms. Sushma Arya 
Convenor  : Mrs. Sangeeta Goel 
Member  : Dr. Vibha Gupta 
   Dr. Manju Khanna 
   Dr. Urmil Rana 
   Mrs. Anita Moudgil 
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   Dr. Rachna Soni 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 
   Mrs. Rita Singh 
   Mr. Sanjay Bhardwaj  
 

36 Planning Board Patron   : Dr. Ms. Sushma Arya 
Convener  : Dr. Manju Khanna 
Members  : Dr. Urmil Rana 
   Dr. Abha Khetarpal  
   Mrs. Shalini Chhabra 
   Dr. Surinder Kaur 
   Dr. Rachna Soni 
   Dr. Neena Bajaj 
   Mr. Sanjay Bhardwaj  
 
 
 

37 UGC Cell Patron  : Dr. Ms. Sushma Arya 
Convener  : Dr. Manju Khanna 
Members  : Dr. Sunita Kaushik 
   Dr. Rita Singh 
   Dr. Meenakshi 
   Mrs. Sangeeta Goel 
   Mrs. Vivek 
   Mr. Sanjay Bhardwaj 
   Mr. Malkit Singh  
   Mr. Gulshan   
 
 

38 Board of Student Council  
 

Patron   : Dr. Ms. Sushma Arya 
Convener  : Dr. Kiran Sharma 
Election Incharge: Dr. Urmil  
  : Dr. Neena Bajaj 
Members :   
Arts  : Dr. Divya Tripathi 
  : Dr. Vishav Prabha 
  : Dr. Meenu Jain 
   Dr. Asha Bajaj 
Science &  : Dr. Sunita Kaushik 
Computers : Dr. Ravi Bathla 
   Mrs. Ruchi 
Commerce : Mrs. Nishi 
  : Mrs. Monika Sharma  
 
 
 
 

39 Prayer Committee Patron : Dr. Ms. Sushma Arya 
Convener : Mrs. Anjana Arora 
Members : Dr. Vishav Prabha 
  Dr. Neeta Dwiedi  
  Mrs. Sangeeta Goel 
  Dr. Seema Mahajan 
  Mrs. Vivek 
  Mrs. Bhawna Sethi 
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  Ms. Geeta Sharma 
  Dr. Gursharan 
  Mr. Bhupinder Singh  
  (At the back gate) and 
  Members of Executive Council 
 
 

40 Academic Council  Patron : Dr. Sushma Arya 
Convener  : Mrs. Anita Moudgil 
Co-Convener: Dr. Ravi Bathla 
Members :  
Arts :   
Incharge  : Mrs. Anjana Arora 
Members  : Mrs. Rita Singh 
  Mrs. Lovely 
  Dr. Deepika 
Commerce :  
Member  : Mr. Manoj Gaba 
  Ms. Manjot 
Science & Computers 
Incharge  : Dr. Sunita Kaushik 
Members   : Dr. Rachna Soni 
  Ms. Manika Sethi 
PG Classes : Ms. Neeru Kang 
 
 

41 Formation of Club and 
Committees  

Patron  : Dr. Sushma Arya  
  
 

(a) Youth Club  
 

Convener : Dr. Nitasha Bajaj 
Co-Convener: Mrs. Dolly Lamba 
  Ms. Akanksha Gogia 
Members  : Mrs. Guneet 
  Ms. Ritu  (Commerce) 
  Ms. Ritika (Commerce) 
 

(b) Eco Club Convener  : Dr. Sunita Kaushik 
Members  : Dr. Urmil Rana 
  Dr. Neena Bajaj 
  New Hands of Botany & Zoology 
 

(c) D.A.V. Phulwari Convener  : Dr. Ms Neena Bajaj 
Members  : Dr. Sunita Kaushik 
  New Hands of Biotech & IMB,  
  Bio- informatics + 
  Students of Botany & Zoology 
 

(d) Rotaract Club  Convener  : Dr. Abha Khetarpal  
  Mrs. Rati puri 
  Ms. Kamna 
  Ms. Garima 
  Mrs. Ravinder 
 

(e) Red Ribbon Club Convener : Dr. Seema Mahajan 
Members  : Dr. Ravi Bathla 
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  Mrs. Rita Singh 
  Mrs. Monica 
  Ms. Lovely 
  Ms. Priyanka 
 
 

(f) Tour & Trips Dr. Meenakshi Saini 
Dr. Neena Bajaj 
 

(f) Committee for the selection of 
‘Miss D.A.V.’ 

Convener  : Dr. Meenakshi Saini 
Members : Dr. Vibha Gupta 
  Dr. Urmil Rana 
  Mrs. Anjana Arora 
  Dr. Vishav Prabha 
  Mrs. Shalini Chhabra 
  Dr. Neeta Dwivedi 
 
 

42 Internal Quality Assurance Cell 
(IQAC) 

Patron  : Dr. Ms. Sushma Arya 
Co-ordinator: Mrs. Sangeeta Goel 
Members : Dr. Manju Khanna 
  Dr. Urmil Rana 
  Dr. Surinder Kaur 
  Mrs. Anita Moudgil 
  Dr. Neena Bajaj 
  Mrs. Shalini Chhabra 
  Dr. Seema Mahajan 
  Mr. Sanjay Bhardwaj 
 

43 Tutorial Board  
 

Conveners & Coordinators : (Faculty wise) 
Science  :  
Dr. Sunita Kaushik-Medical- Convener 
Dr. Neena Bajaj - Medical -Coordinator  
Mrs. Anjana Arora– Non-Medical - Convener 
Mrs. Kanika - Non-Medical-Coordinator 
 

Computers  : 
Dr. Rachna Soni - Convener 
Ms. Manika - Coordinator 
 

Commerce :  
Dr. Surinder Kaur - Convener 
Ms. Saloni  - Coordinator 
Arts : 
Dr. Meenu Jain - Convener 
Mrs. Shalini Chhabra - Convener 
Dr. Kiran Sharma - Convener  
Mr. Kapil Batra - Coordinator 
 

44 Formation of Alumni Patron  :  Dr. Ms. Sushma Arya 
Convener  : Dr. Vishav Prabha 
Members  : Dr. Urmil Rana 
                     Dr. Rachna Soni 
  Mrs. Rita Singh 
  Mrs. Sangeeta Goel 
                     Dr. Seema Sethi 
                     Mrs. Vivek 
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                     Dr. Deepika Ghai      
              

45 Hostel Committee Patron :  Dr. Ms. Sushma Arya 
Convener  :  Dr. Vishav Mohini 
Members  :  Dr. Vibha Gupta 
                   Dr. Abha Khetarpal 
                     Mrs. Anjana Arora  
                     Dr. Surinder Kaur  
  Dr. Seema Mahajan 
  Dr. Meenakshi Saini 
                          Ms. Santosh 
  Mrs. Anjana (Warden) 
  Ms. Suman 
  Ms. Sushma (Nurse)    
 

 Purchase Committee (Hostel) Convenor : Mrs. Anjana (Warden) 
Members  : Dr. Vishav Mohini 
  Ms Santosh 
  Mr. Gulshan 
  Mr. Gagan 
  Mr. Bhupinder Singh  
 

46 Library Committee Patron  :  Dr. Ms. Sushma Arya 
Convenor :  Mrs. Geeta 
Member  :  Dr. Manju Khanna 
  Dr. Sudha Chugh 
  Dr. Urmil Rana 
  Dr. Vishav Prabha 
  Dr. Surinder Kaur 
  Dr. Neena Bajaj 
  Mrs. Anjana Arora 
  Mrs. Sangeeta Goel 
  Mr. Sanjay Bhardwaj 
 

47 
 

SC, ST, OBC & Minority 
Coaching 

Incharge  :  
Coaching for NET, SET : Mr. Malkit Singh 
Entry into Services : Dr. Meenakshi Saini  
Remedial Coaching : Mrs. Vivek 
  
 

48 a) ERP Implementation and  
Wi-fi implementation committee 

Patron  : Dr. Ms. Sushma Arya 
Convener  : Mr. Sanjay Bhardwaj 
Members  : Ms. Santosh 
  Mrs. Sushma Sharma 
  Mr. Gulshan 
   Mr. Gagan 
   Mr. Anil 
 

 b) Computer and OHP Purchase 
Committee 

Convener  : Mr. Sanjay Bhardwaj 
Members  : Mrs. Sushma Sharma 
  Mr. Gulshan 
  Mr. Gagan 
 

49 Incharge Convocation  Dr. Manju Khanna 
Mrs. Sangeeta Goel 
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50 Incharge issuing of Spirit for 
Practicals  

Dr. Urmil Rana 

51 Hostel Construction & Repair 
Committee  

Patron  : Dr. Sushma Arya 
Convener  : Mrs. Anjana (Warden) 
Members  : Dr. Vishav Mohini 
  Mr. Gulshan  
  Mr. Gagan 
  Mr. Bhupinder Singh  
 

52 Parents-Teachers Association 
(PTA) 
 
 
 
 
 
 
 

Patron  : Dr. Sushma Arya 
Overall Incharge: Dr. Rachna Soni 
Conveners  : 
Arts : Mrs. Rita Singh 
Commerce : Dr. Surinder Kaur 
Science  : Dr. Ravi Bathla 
Computers : Dr. Rachna Soni 
  10 Parents each from the faculties of 

Arts, Commerce, Science & 
Computers. 

 

53 Anti-Ragging Committee & Anti - 
Ragging Squad 
 
 
 
 
 
 
 
 
 
 
 

Patron  : Dr. Sushma Arya  
 
Overall Incharge : Dr. Rachna Soni 
 
CONVENERS :  
 
Commerce : Dr. Meenakshi Saini 
  Mr. Manoj Gaba 
Science  : Dr. Sunita Kaushik 
Arts : Dr. Vishav Prabha 
Computers  : Dr. Rachna Soni 
Members : 
 
College Faculty :  
(Teaching & Non-Teaching) 
Mrs. Sangeeta Goel   
Mr. Sanjay Bhardwaj  
Mr. Gulshan  
Mr. Gagan 
1 Parent each from the faculty of Arts, Science, 
Commerce & Computers  
  

54 Grievance Redressel Cell Principal : Dr. Sushma Arya 
Staff Secretary : Dr. Abha Khetarpal 
Registrar : Mrs. Sangeeta Goel 
Bursar : Mrs. Nishi Grover 
Hostel Warden : Mrs. Anjana (Warden)  
Inch. Student Council:   Dr. Kiran Sharma 
Library Incharge       :   Mrs. Geeta 
Members : Dr. Surnider 
 :     Mr. Gulshan 
  Mr. Gagan 
 

55 Personal Counselling Cell Mrs. Nandini 
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56 Life Style Club  Patron  : Dr. Sushma Arya 
Convener   : Mrs. Dolly Lamba 
   
Members  : Mrs. Guneet 
   Dr. Nitasha 
   Mrs. Rati Puri 
   Mr. Vikas Walia 
 

57 Nodal Officer  
(Preparing Voter ID Cards of 
Students) 

Convenor  : Dr. Kiran Sharma 
Co-Convenors : Dr. Meenu Jain (For attending 

meetings at DC Office) 
Members  : Dr. Asha Bajaj 
   Mrs. Lovely (ERP) 
 

58 Ambassador  
(Nominated by DC Office) 
 

Dr. Bhawna Sethi 

59. Composition of Sexual 
Harassment Cell 

Patron  : Dr. Sushma Arya 
Convenor   : Dr. Vishavmohini 
Co-ordinator  : Dr. Surinder Kaur  
Members  : Dr. Abha Khetarpal 
   Dr. Sunita Kaushik 
   Dr. Rachna Soni 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 

Student Representatives  
 

 

Commerce  : UG 
 
   PG 

Ms. Laurel, B.Com-II (Gen.) 
 
Ms. Himani, M.Com (P) 
 

Science  : UG 
 
   PG 

Ms. Davinder, BCA-III 
 
Ms. Vinto, M.Sc.-I 
 

Arts   : UG 
 
   PG 

Ms. Sapna, B.A.-III 
 
Ms. Simarpreet, M.A. (English) Final 
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CLEANLINESS DUTY 2013-2014 
 
1. 
 

General Maintenance of the 
College &  Cleanliness 

Patron : Dr. Ms. Sushma Arya 
Convener: Dr. Abha Khetarpal 
Assisted By: Mr. Bhupinder Singh  

2. Incharges of Floors & Blocks 
(Please register your complain 
online) 

Incharges to inform the Lab Attendants and Class IV 
Employees on duty with them. 
 

(i) Ground Floor 
Convenor  : Dr. Seema Mahajan 
Co-Convenor: Mrs. Meenu Gulati 
  Mr. Manoj Gaba 
 

Lab. Attendants and Class-IV Employees  
1.  Mr. Rajesh Kumar  
 Cleaning of Basement 
 Ground Floor  
 Basket Ball Court  
 Parking Area 
 Backside of Commerce Block 
 Canteen Front  
 3rd Gate  
 Water Cooler Area near Canteen 
 Gali Back Side 
 Canteen 
 Common Room 
 New Cosmetology Lab and Lift 
 Generator shed & guard room  
 Toilets for students and staff (on ground floor of 

commerce block and near 3rd gate) 
 Dusting - Mr. Anil Kumar (Commerce Block, L-

type of New Building, Smart Class Rooms, 
Ground Floor. 

 

(ii) Ground Floor 
Convenor  :   Dr. Vishav Prabha 
Co-Convenor:  Dr. Divya Tripathi 
                          Mrs. Lovely 
                           

Mr. Ramesh Kumar  
 Cleaning of Main gate inside & outside 
 Administrative Office 
 Principal’s Office 
 Reception  
 Hall 
 Passage at the back of the hall 
 Conference Room 1 & 2 
 Staff Room 
 Ground 
 2nd Gate 
 Generator Room 
 Class Rooms from 1 to 9   
 Guard Room at Gate No. 1 & 2 
 Dusting Duty – Mr. Sanjeev Kumar  
   Mr. Prem 
 - Administrative Officer 
 -  Principal’s Office 
 - Reception  
 Dusting Duty -  Mr. Jugal Kishore  
   Mr. Sanjeev Kumar 

- A.V. Room Hall, Reception & R. No. 1-9 and 
Staff Room (English) 

Mr. Balwinder will switch on the water cooler near 
canteen at 8.00 am and switch it off at 3.00 pm. 
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(iii) Ist Floor 
Convenor : Dr. Urmil Rana  
Co-Convenor: Dr. Meenakshi Saini 
  Ms. Saloni 

1. Mr. Kiranpal 
 Cleaning of Old academic building 1st floor – 

Library, Computer Labs, IMB Labs, Chemistry 
Labs, Water Drinking Area 

 Class Room Nos. 10 & 12 
 Stairs till ground floor  
 Faculty Room of Commerce (Dusting Duty Ms. 

Neelam) 
 Dusting Duty  

Library- Attendants of Library 
a) 1st Floor – Labs, One Class Room and 

Commerce Block & L- Type New Building and 
all class rooms of commerce----Mr.Balwinder 

b) Old Computer Lab, Room No. 49 and faculty 
room of Commerce - dusting and filling of water 
camper - Mr. Parveen Kumar 

c) Basement & Vibha Mam’s Room and shooting 
range - Mr. Ram Sharan 

 Mr. Mani Ram will check that all the doors of the 
college are properly locked on each floor before 
leaving.  

 
(iv) IInd Floor 

Convenor  : Dr. Neena Bajaj 
Co-Convenor: Mrs. Shalini Chhabra 
  Mrs. Nishi Grover 
  Ms. Anju Bala 
  New hand in Home 

Science Lab 
 
 
 
 
 
 

1. Mr. Sanjay 
 Cleaning of Botany Labs 
 Psychology Labs 
 Home Science Labs + Office 
 Physics Labs 
 Yoga Labs 
 Naturopathy Labs 
 Room No. 14 
 Passage upto Commerce Block 
 Stairs from 2nd Floor to 1st Floor 
 Dusting Duty – Mr. Anil Kumar 

- Maths faculty room, Stats Lab, Class Room 14 
 Dusting Duty – Mr. Raj Kumar 

- Room No. 31 to 36 & 53 to 55. 
 Dusting Duty – Mr. Arvind 
 -  Psychology labs, Commerce Block (2nd 

Floor), Room No. 26 to 30 & Room No. 50 to 52 
 Mr. Gurnam – Physics Faculty Room (1st 

Floor), Physics Labs (1st Floor) & Dark Room 
 Mr. Satbir – Physics Faculty Room (IInd 

Floor), Physics Lab (IInd Floor). 
 Mrs. Sushila Devi – Botany Labs. 
 Mrs. Preeti Devi – Home Science Lab. 
 Mrs. Ruchika - Fashion Designing Labs & 

Faculty Room (Fashion Designing) 
Lock & Unlock will be checked by Mr. Mani Ram.  
 

(v) IIIrd Floor 
Convenor :  Dr. Sunita Kaushik 
Co-Convenor: Ms. Neha   
  Ms. Sonika 
 

1. Mr. Ravinder Kumar  
 Cleaning of Bio-Technology Labs 
 Bio-Informatics Labs 
 Zoology Labs 
 Shooting Range 
 Gym 
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 New Computer Labs 
 Faculty Room of Social Sciences  
 Language Lab 
 Dusting Duty – Shakti  

- Room Nos. 14 to 19 and rooms on Top Floor  
and labs on top floor.  

 Dusting Duty - Mr. Raj Kumar  
 - Faculty room of Mass Comm and faculty room 

of social sciences, Room No. 37-41 (1st Floor) 
and 3rd Floor - Commerce Block & L-type new 
building, rooms in mass comm. & yoga block 
(Old Polytechnic), top floor-economics faculty 
room, 2 class rooms. 

 Dusting Duty - Mr. Mukesh  
 – Women Study Centre, Yoga Dept., 

Naturopathy Labs, Gym, Room No. 47, 48. 
Lock & Unlock will be checked by Mr. Mani Ram.  
 

vi) Ground Floor, Ist Floor, IInd 
Floor & IIIrd Floor 
Convenor  : Dr. Neeta Dwivedi 
Co-Convenor: Dr. Anuja 
  Mr. Vikas 
 

 Mr. Balbir - Commerce Block and L-Type New 
Building (Ground Floor), Ist Floor Smart Class 
Room, Dance Room, Music Room, Students 
Toilets and Fine Arts Room. 

 Mr. Shyam Lal – Old Polytechnic Block, 
Ground Floor to Top. 

 Mr. Pintu- Cleaning of 2nd floor and 3rd floor 
of commerce block and L-type new building, all 
class rooms, corridor and toilets of students, 
staircase and smart class room. Dusting Duty – 
42 to 46 Mrs. Seema. 

 Dusting Duty - Mrs. Neelam 
- NCC Room, Class Rooms on Ground and 1st 
Floor of old polytechnic, seminar room of 
Commerce. 

 Dusting Duty - Mrs. Sharda 
- Cosmetology Labs 

 Dusting Duty - Mr. Arjun Prasad (Mali) 
- Faculty room of Nehru Studies Centre & Room 
No.  
 

 
 
 
 
PRINCIPAL 
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STAFF ANNUAL DUTY LIST 
FOR THE SESSION 2013-14 

  
Sr. no. Name of Duties Name of Lectures 

 

1 Staff Secretary Dr. Abha Khetarpal 
 

2 Prospectus Incharge Convener : Dr. Vineet 
Member : Dr. Shashi Sharma              

3 Time-Table Incharge Dr. Ms. Manju Khanna 
Mrs. Sangeeta Goel 
 

4 Student-aid Fund, fee-concession 
 

Patron   : Dr. Ms. Sushma Arya 
Convener : Mrs. Anjana Arora 
Member  : Ms. Santosh 

5 Scholarship to Students Incharge : Mrs. Anjana Arora 
   Mrs. Sangeeta Goel  

6 Admission Committee Registrar : Mrs. Sangeeta Goel 
Members-I  : Mrs. Suman Makkar 
                 : Mr. Sanjay 
Member-II (ERP): Mr. Sanjay Bhardwaj 
  : Mr. Gulshan 
  : Mr. Gagan 
  : Mrs. Sushma Sharma 
  : Mrs. Ruchi 
  : Ms. Manika 
  : Ms. Ruby 
  : Ms. Mamta Thapar 

7 College Bus Incharge Mrs. Anjana Arora 
Dr. Shashi Sharma 
ERP – Mr. Gulshan Nanda 
 

8 Duty Leave Register (Computer 
feeding and file maintenance of 
the Performa) 

Mr. Anand 

9 Function Register   
(External & Internal) 
 

Dr. Nitasha Bajaj (Text) 
Mrs. Guneet (Text) 
Photograph – Mr. Parmesh 
 

10 Cultural Council Patron   : Dr. Sushma Arya 
Convener  : Dr. Mrs. Neeta Dwivedi 
  : Dr. Ravi Gautam 
Members : Dr. Gursharan 
  Mr. Vikas 
  Ms. Santosh 
  Ms. Ranjana 
Helper : Mr. Mukesh 
                          Mr. Rajkumar 
 

11 Prizes and Certificates  
(a) Preparing and displaying 

list, purchase of prizes and 
its distribution 

(b) Collecting name of the 

Convener : Mrs. Shalini Chhabra 
(a) Mrs. Dolly Lamba 
 Ms. Nandini 
 Ms. Khushboo 
 (b) Dr. Vibha Gupta 
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students and follow up  Mrs. Anjana Arora 
 Dr. Neeta Dwivedi 
 
 

12 Sports Council & Prize Committee 
(Sports) 

Patron :    Dr. Sushma Arya 
Convener :    Dr. Vibha Gupta  
Members :  
Arts :   Dr. Divya  
    Dr. Kiran Sharma 
    Dr. Seema Mahajan 
    Dr. Asha Bajaj 
    Ms. Geeta 
    Ms. Harjeet 
Science   Dr. Ravi Bathla 
 Commerce    Mrs. Nishi  
    Mrs. Meenu Gulati 
PG    Dr. Anuja 
 

13 Bursar Mrs. Nishi Grover 
 

14 Religious Classes  Convener : Dr. Kiran Sharma 
  Dr. Asha Bajaj 
  Dr. Deepika  
 
 

15 Environment Classes Convener :  Dr. Sunita Kaushik  
Member :  New Hands (Botany & Zoology) 
 
 

16 (a) College Magazine  Chief Editors :  Dr. Sudha Chugh 
                             Mrs. Guneet 
   Dr. Nitasha Bajaj 
Editors of Various Sections : 
Hindi : Dr. Kiran Sharma 
   Dr. Deepika Ghai 
 Mass Comm. : Ms. Sukhjeet 
Yoga  : Ms. Anuja 
English : Dr. Nitasha Bajaj 
Sanskrit  : Dr. Divya Tripathi 
Punjabi : Dr. Gursharan Kaur  
Science  : Dr. Rachna Soni  
   Dr. Neena Bajaj 
Commerce : Dr. Meenakshi 
   Mrs. Vivek 
 

 (b) Research Journals :- 
 General Journal of the 

college  

Chief Editor : Dr. Divya Tripathi 
Editorial Board :  Dr. Abha Khetarpal 
   Mrs. Kanchan Khanna  
 

17 Information Officer  Ms. Santosh 
 

18 Hawan Incharge Dr. Vishav Prabha 
Mrs. Sangeeta Goel 
 

19 Canteen Incharge Dr. Abha Khetarpal  
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Dr. Surinder Kaur 
Mrs. Shalini Chhabra 
 

20 Women Cell Convener  : Mrs. Vivek  
Co-Convener : Dr. Surinder Kaur 
Members : Dr. Rachna Soni  
   Dr. Sunita Kaushik 
   Ms. Geeta Sharma 
   Mrs. Saloni 
   Mrs. Pooja Sindwani 
   Mrs. Shikha 
   Ms. Manmeet 

21 Spot Evaluation Dr. Meenu Jain 
Mr. Anand 
 

22 NSS Dr. Gursharan Kaur  
Mrs. Bhawna Sethi 
 

23 NCC Ms. Geeta Sharma 
Assisted by Mrs. Shikha 
 

24 Discipline duties to be given to 
staff 

Mrs. Anita Moudgil 
Dr. Meenakshi Saini 
 

25 Guidance & Counselling Cell/ 
Placement Cell 

Convener : Mr. Sanjay Bhardwaj 
Members : Mrs. Ruchi 
  Ms. Manika 
 

26 English Faculty Room Incharge & 
Common Room Incharge 
 

Dr. Shashi Sharma  
Ms. Tamanna 

27 (a) Purhase of new furniture 
& repair of old furniture 

 

Conveners  : Mr. Bhupinder Singh 
 

 (b) Wood Work in College Mr. Bhupinder Singh 
 

28 Purchase of Electrical goods and 
repair Works 

Mrs. Monica Sharma 
Mr. Bhupinder Singh 
Store Incharge 
Mr. Balwinder  
 

29 Purchase Committee 
(a) Science  

 
Dr. Manju Khanna 
Dr. Ravi Bathla  
Dr. Sunita Kaushik 
Mrs. Anjana Arora  
Dr. Rachna Soni 
 

 (b) Purchase Committee 
Computers 

Mr. Sanjay Bhardwaj 
Mrs. Sushma Sharma  
Mr. Anil 
Mr. Gulshan  
Mr. Gagan 
 

30 (a) Incharges   
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 (i) Civil Works  
 
 
 
 

(ii) Black Boards and 
Display Boards  

Mrs. Sangeeta 
Mr. Bhupinder 
Mr. Gulshan  
 
 
Dr. Manju Khanna 
Mrs. Sangeeta Goel 
 

  (b) Annual Report  English  : Mrs. Vineet 
 
Hindi   : Dr. Vishav Prabha 
   Dr. Deepika Ghai 
 

31 Alumni Performa, Feed Back and 
Security- 3rd Year 

Arts   : Mrs. Anita Moudgil 
   Dr. Kiran Sharma  
   Dr. Shashi Sharma 
   Mrs. Rita Singh 
   Dr. Asha Bajaj 
    
Science  : Mrs. Anjana Arora 
 
Commerce  : Dr. Surinder Kaur  
   Dr. Meenakshi 
 
 

32 (a) Incharges  
 (Practical Exam -Annual) 
 
 
(b) Incharge 
 (Making Practical Groups 

of Science Faculty) 
 

Dr. Ravi Bathla  
Dr. Urmil Rana 
Dr. Rachna Soni 
 
Dr. Ravi Bathla 
Dr. Urmil Rana 

33 Incharge EPA BX -College & 
Hostel 
 

Mr. Gulshan 
Mr. Bhupinder Singh 
Mr. Anand 
Mrs. Anjana (Warden) 
 

34 Formation of Academic Calendar 
of the College 

Patron  : Dr. Ms. Sushma Arya 
 
Convenor : Dr. Urmil Rana 
 
Members  : Mrs. Shalini Chhabra 
                    Mrs. Sangeeta Goel 
   Dr. Neeta Dwivedi 
   Dr. Neena Bajaj 
 
 

35 Standing Advisory Committee Patron   : Dr. Ms. Sushma Arya 
Convenor  : Mrs. Sangeeta Goel 
Member  : Dr. Vibha Gupta 
   Dr. Manju Khanna 
   Dr. Urmil Rana 
   Mrs. Anita Moudgil 
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   Dr. Rachna Soni 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 
   Mrs. Rita Singh 
   Mr. Sanjay Bhardwaj  
 

36 Planning Board Patron   : Dr. Ms. Sushma Arya 
Convener  : Dr. Manju Khanna 
Members  : Dr. Urmil Rana 
   Dr. Abha Khetarpal  
   Mrs. Shalini Chhabra 
   Dr. Surinder Kaur 
   Dr. Rachna Soni 
   Dr. Neena Bajaj 
   Mr. Sanjay Bhardwaj  
 
 
 

37 UGC Cell Patron  : Dr. Ms. Sushma Arya 
Convener  : Dr. Manju Khanna 
Members  : Dr. Sunita Kaushik 
   Dr. Rita Singh 
   Dr. Meenakshi 
   Mrs. Sangeeta Goel 
   Mrs. Vivek 
   Mr. Sanjay Bhardwaj 
   Mr. Malkit Singh  
   Mr. Gulshan   
 
 

38 Board of Student Council  
 

Patron   : Dr. Ms. Sushma Arya 
Convener  : Dr. Kiran Sharma 
Election Incharge: Dr. Urmil  
  : Dr. Neena Bajaj 
Members :   
Arts  : Dr. Divya Tripathi 
  : Dr. Vishav Prabha 
  : Dr. Meenu Jain 
   Dr. Asha Bajaj 
Science &  : Dr. Sunita Kaushik 
Computers : Dr. Ravi Bathla 
   Mrs. Ruchi 
Commerce : Mrs. Nishi 
  : Mrs. Monika Sharma  
 
 
 
 

39 Prayer Committee Patron : Dr. Ms. Sushma Arya 
Convener : Mrs. Anjana Arora 
Members : Dr. Vishav Prabha 
  Dr. Neeta Dwiedi  
  Mrs. Sangeeta Goel 
  Dr. Seema Mahajan 
  Mrs. Vivek 
  Mrs. Bhawna Sethi 
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  Ms. Geeta Sharma 
  Dr. Gursharan 
  Mr. Bhupinder Singh  
  (At the back gate) and 
  Members of Executive Council 
 
 

40 Academic Council  Patron : Dr. Sushma Arya 
Convener  : Mrs. Anita Moudgil 
Co-Convener: Dr. Ravi Bathla 
Members :  
Arts :   
Incharge  : Mrs. Anjana Arora 
Members  : Mrs. Rita Singh 
  Mrs. Lovely 
  Dr. Deepika 
Commerce :  
Member  : Mr. Manoj Gaba 
  Ms. Manjot 
Science & Computers 
Incharge  : Dr. Sunita Kaushik 
Members   : Dr. Rachna Soni 
  Ms. Manika Sethi 
PG Classes : Ms. Neeru Kang 
 
 

41 Formation of Club and 
Committees  

Patron  : Dr. Sushma Arya  
  
 

(a) Youth Club  
 

Convener : Dr. Nitasha Bajaj 
Co-Convener: Mrs. Dolly Lamba 
  Ms. Akanksha Gogia 
Members  : Mrs. Guneet 
  Ms. Ritu  (Commerce) 
  Ms. Ritika (Commerce) 
 

(b) Eco Club Convener  : Dr. Sunita Kaushik 
Members  : Dr. Urmil Rana 
  Dr. Neena Bajaj 
  New Hands of Botany & Zoology 
 

(c) D.A.V. Phulwari Convener  : Dr. Ms Neena Bajaj 
Members  : Dr. Sunita Kaushik 
  New Hands of Biotech & IMB,  
  Bio- informatics + 
  Students of Botany & Zoology 
 

(d) Rotaract Club  Convener  : Dr. Abha Khetarpal  
  Mrs. Rati puri 
  Ms. Kamna 
  Ms. Garima 
  Mrs. Ravinder 
 

(e) Red Ribbon Club Convener : Dr. Seema Mahajan 
Members  : Dr. Ravi Bathla 
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  Mrs. Rita Singh 
  Mrs. Monica 
  Ms. Lovely 
  Ms. Priyanka 
 
 

(f) Tour & Trips Dr. Meenakshi Saini 
Dr. Neena Bajaj 
 

(f) Committee for the selection of 
‘Miss D.A.V.’ 

Convener  : Dr. Meenakshi Saini 
Members : Dr. Vibha Gupta 
  Dr. Urmil Rana 
  Mrs. Anjana Arora 
  Dr. Vishav Prabha 
  Mrs. Shalini Chhabra 
  Dr. Neeta Dwivedi 
 
 

42 Internal Quality Assurance Cell 
(IQAC) 

Patron  : Dr. Ms. Sushma Arya 
Co-ordinator: Mrs. Sangeeta Goel 
Members : Dr. Manju Khanna 
  Dr. Urmil Rana 
  Dr. Surinder Kaur 
  Mrs. Anita Moudgil 
  Dr. Neena Bajaj 
  Mrs. Shalini Chhabra 
  Dr. Seema Mahajan 
  Mr. Sanjay Bhardwaj 
 

43 Tutorial Board  
 

Conveners & Coordinators : (Faculty wise) 
Science  :  
Dr. Sunita Kaushik-Medical- Convener 
Dr. Neena Bajaj - Medical -Coordinator  
Mrs. Anjana Arora– Non-Medical - Convener 
Mrs. Kanika - Non-Medical-Coordinator 
 

Computers  : 
Dr. Rachna Soni - Convener 
Ms. Manika - Coordinator 
 

Commerce :  
Dr. Surinder Kaur - Convener 
Ms. Saloni  - Coordinator 
Arts : 
Dr. Meenu Jain - Convener 
Mrs. Shalini Chhabra - Convener 
Dr. Kiran Sharma - Convener  
Mr. Kapil Batra - Coordinator 
 

44 Formation of Alumni Patron  :  Dr. Ms. Sushma Arya 
Convener  : Dr. Vishav Prabha 
Members  : Dr. Urmil Rana 
                     Dr. Rachna Soni 
  Mrs. Rita Singh 
  Mrs. Sangeeta Goel 
                     Dr. Seema Sethi 
                     Mrs. Vivek 
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                     Dr. Deepika Ghai      
              

45 Hostel Committee Patron :  Dr. Ms. Sushma Arya 
Convener  :  Dr. Vishav Mohini 
Members  :  Dr. Vibha Gupta 
                   Dr. Abha Khetarpal 
                     Mrs. Anjana Arora  
                     Dr. Surinder Kaur  
  Dr. Seema Mahajan 
  Dr. Meenakshi Saini 
                          Ms. Santosh 
  Mrs. Anjana (Warden) 
  Ms. Suman 
  Ms. Sushma (Nurse)    
 

 Purchase Committee (Hostel) Convenor : Mrs. Anjana (Warden) 
Members  : Dr. Vishav Mohini 
  Ms Santosh 
  Mr. Gulshan 
  Mr. Gagan 
  Mr. Bhupinder Singh  
 

46 Library Committee Patron  :  Dr. Ms. Sushma Arya 
Convenor :  Mrs. Geeta 
Member  :  Dr. Manju Khanna 
  Dr. Sudha Chugh 
  Dr. Urmil Rana 
  Dr. Vishav Prabha 
  Dr. Surinder Kaur 
  Dr. Neena Bajaj 
  Mrs. Anjana Arora 
  Mrs. Sangeeta Goel 
  Mr. Sanjay Bhardwaj 
 

47 
 

SC, ST, OBC & Minority 
Coaching 

Incharge  :  
Coaching for NET, SET : Mr. Malkit Singh 
Entry into Services : Dr. Meenakshi Saini  
Remedial Coaching : Mrs. Vivek 
  
 

48 a) ERP Implementation and  
Wi-fi implementation committee 

Patron  : Dr. Ms. Sushma Arya 
Convener  : Mr. Sanjay Bhardwaj 
Members  : Ms. Santosh 
  Mrs. Sushma Sharma 
  Mr. Gulshan 
   Mr. Gagan 
   Mr. Anil 
 

 b) Computer and OHP Purchase 
Committee 

Convener  : Mr. Sanjay Bhardwaj 
Members  : Mrs. Sushma Sharma 
  Mr. Gulshan 
  Mr. Gagan 
 

49 Incharge Convocation  Dr. Manju Khanna 
Mrs. Sangeeta Goel 
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50 Incharge issuing of Spirit for 
Practicals  

Dr. Urmil Rana 

51 Hostel Construction & Repair 
Committee  

Patron  : Dr. Sushma Arya 
Convener  : Mrs. Anjana (Warden) 
Members  : Dr. Vishav Mohini 
  Mr. Gulshan  
  Mr. Gagan 
  Mr. Bhupinder Singh  
 

52 Parents-Teachers Association 
(PTA) 
 
 
 
 
 
 
 

Patron  : Dr. Sushma Arya 
Overall Incharge: Dr. Rachna Soni 
Conveners  : 
Arts : Mrs. Rita Singh 
Commerce : Dr. Surinder Kaur 
Science  : Dr. Ravi Bathla 
Computers : Dr. Rachna Soni 
  10 Parents each from the faculties of 

Arts, Commerce, Science & 
Computers. 

 

53 Anti-Ragging Committee & Anti - 
Ragging Squad 
 
 
 
 
 
 
 
 
 
 
 

Patron  : Dr. Sushma Arya  
 
Overall Incharge : Dr. Rachna Soni 
 
CONVENERS :  
 
Commerce : Dr. Meenakshi Saini 
  Mr. Manoj Gaba 
Science  : Dr. Sunita Kaushik 
Arts : Dr. Vishav Prabha 
Computers  : Dr. Rachna Soni 
Members : 
 
College Faculty :  
(Teaching & Non-Teaching) 
Mrs. Sangeeta Goel   
Mr. Sanjay Bhardwaj  
Mr. Gulshan  
Mr. Gagan 
1 Parent each from the faculty of Arts, Science, 
Commerce & Computers  
  

54 Grievance Redressel Cell Principal : Dr. Sushma Arya 
Staff Secretary : Dr. Abha Khetarpal 
Registrar : Mrs. Sangeeta Goel 
Bursar : Mrs. Nishi Grover 
Hostel Warden : Mrs. Anjana (Warden)  
Inch. Student Council:   Dr. Kiran Sharma 
Library Incharge       :   Mrs. Geeta 
Members : Dr. Surnider 
 :     Mr. Gulshan 
  Mr. Gagan 
 

55 Personal Counselling Cell Mrs. Nandini 
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56 Life Style Club  Patron  : Dr. Sushma Arya 
Convener   : Mrs. Dolly Lamba 
   
Members  : Mrs. Guneet 
   Dr. Nitasha 
   Mrs. Rati Puri 
   Mr. Vikas Walia 
 

57 Nodal Officer  
(Preparing Voter ID Cards of 
Students) 

Convenor  : Dr. Kiran Sharma 
Co-Convenors : Dr. Meenu Jain (For attending 

meetings at DC Office) 
Members  : Dr. Asha Bajaj 
   Mrs. Lovely (ERP) 
 

58 Ambassador  
(Nominated by DC Office) 
 

Dr. Bhawna Sethi 

59. Composition of Sexual 
Harassment Cell 

Patron  : Dr. Sushma Arya 
Convenor   : Dr. Vishavmohini 
Co-ordinator  : Dr. Surinder Kaur  
Members  : Dr. Abha Khetarpal 
   Dr. Sunita Kaushik 
   Dr. Rachna Soni 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 

Student Representatives  
 

 

Commerce  : UG 
 
   PG 

Ms. Laurel, B.Com-II (Gen.) 
 
Ms. Himani, M.Com (P) 
 

Science  : UG 
 
   PG 

Ms. Davinder, BCA-III 
 
Ms. Vinto, M.Sc.-I 
 

Arts   : UG 
 
   PG 

Ms. Sapna, B.A.-III 
 
Ms. Simarpreet, M.A. (English) Final 



- 11 - 

CLEANLINESS DUTY 2013-2014 
 
1. 
 

General Maintenance of the 
College &  Cleanliness 

Patron : Dr. Ms. Sushma Arya 
Convener: Dr. Abha Khetarpal 
Assisted By: Mr. Bhupinder Singh  

2. Incharges of Floors & Blocks 
(Please register your complain 
online) 

Incharges to inform the Lab Attendants and Class IV 
Employees on duty with them. 
 

(i) Ground Floor 
Convenor  : Dr. Seema Mahajan 
Co-Convenor: Mrs. Meenu Gulati 
  Mr. Manoj Gaba 
 

Lab. Attendants and Class-IV Employees  
1.  Mr. Rajesh Kumar  
 Cleaning of Basement 
 Ground Floor  
 Basket Ball Court  
 Parking Area 
 Backside of Commerce Block 
 Canteen Front  
 3rd Gate  
 Water Cooler Area near Canteen 
 Gali Back Side 
 Canteen 
 Common Room 
 New Cosmetology Lab and Lift 
 Generator shed & guard room  
 Toilets for students and staff (on ground floor of 

commerce block and near 3rd gate) 
 Dusting - Mr. Anil Kumar (Commerce Block, L-

type of New Building, Smart Class Rooms, 
Ground Floor. 

 

(ii) Ground Floor 
Convenor  :   Dr. Vishav Prabha 
Co-Convenor:  Dr. Divya Tripathi 
                          Mrs. Lovely 
                           

Mr. Ramesh Kumar  
 Cleaning of Main gate inside & outside 
 Administrative Office 
 Principal’s Office 
 Reception  
 Hall 
 Passage at the back of the hall 
 Conference Room 1 & 2 
 Staff Room 
 Ground 
 2nd Gate 
 Generator Room 
 Class Rooms from 1 to 9   
 Guard Room at Gate No. 1 & 2 
 Dusting Duty – Mr. Sanjeev Kumar  
   Mr. Prem 
 - Administrative Officer 
 -  Principal’s Office 
 - Reception  
 Dusting Duty -  Mr. Jugal Kishore  
   Mr. Sanjeev Kumar 

- A.V. Room Hall, Reception & R. No. 1-9 and 
Staff Room (English) 

Mr. Balwinder will switch on the water cooler near 
canteen at 8.00 am and switch it off at 3.00 pm. 
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(iii) Ist Floor 
Convenor : Dr. Urmil Rana  
Co-Convenor: Dr. Meenakshi Saini 
  Ms. Saloni 

1. Mr. Kiranpal 
 Cleaning of Old academic building 1st floor – 

Library, Computer Labs, IMB Labs, Chemistry 
Labs, Water Drinking Area 

 Class Room Nos. 10 & 12 
 Stairs till ground floor  
 Faculty Room of Commerce (Dusting Duty Ms. 

Neelam) 
 Dusting Duty  

Library- Attendants of Library 
a) 1st Floor – Labs, One Class Room and 

Commerce Block & L- Type New Building and 
all class rooms of commerce----Mr.Balwinder 

b) Old Computer Lab, Room No. 49 and faculty 
room of Commerce - dusting and filling of water 
camper - Mr. Parveen Kumar 

c) Basement & Vibha Mam’s Room and shooting 
range - Mr. Ram Sharan 

 Mr. Mani Ram will check that all the doors of the 
college are properly locked on each floor before 
leaving.  

 
(iv) IInd Floor 

Convenor  : Dr. Neena Bajaj 
Co-Convenor: Mrs. Shalini Chhabra 
  Mrs. Nishi Grover 
  Ms. Anju Bala 
  New hand in Home 

Science Lab 
 
 
 
 
 
 

1. Mr. Sanjay 
 Cleaning of Botany Labs 
 Psychology Labs 
 Home Science Labs + Office 
 Physics Labs 
 Yoga Labs 
 Naturopathy Labs 
 Room No. 14 
 Passage upto Commerce Block 
 Stairs from 2nd Floor to 1st Floor 
 Dusting Duty – Mr. Anil Kumar 

- Maths faculty room, Stats Lab, Class Room 14 
 Dusting Duty – Mr. Raj Kumar 

- Room No. 31 to 36 & 53 to 55. 
 Dusting Duty – Mr. Arvind 
 -  Psychology labs, Commerce Block (2nd 

Floor), Room No. 26 to 30 & Room No. 50 to 52 
 Mr. Gurnam – Physics Faculty Room (1st 

Floor), Physics Labs (1st Floor) & Dark Room 
 Mr. Satbir – Physics Faculty Room (IInd 

Floor), Physics Lab (IInd Floor). 
 Mrs. Sushila Devi – Botany Labs. 
 Mrs. Preeti Devi – Home Science Lab. 
 Mrs. Ruchika - Fashion Designing Labs & 

Faculty Room (Fashion Designing) 
Lock & Unlock will be checked by Mr. Mani Ram.  
 

(v) IIIrd Floor 
Convenor :  Dr. Sunita Kaushik 
Co-Convenor: Ms. Neha   
  Ms. Sonika 
 

1. Mr. Ravinder Kumar  
 Cleaning of Bio-Technology Labs 
 Bio-Informatics Labs 
 Zoology Labs 
 Shooting Range 
 Gym 
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 New Computer Labs 
 Faculty Room of Social Sciences  
 Language Lab 
 Dusting Duty – Shakti  

- Room Nos. 14 to 19 and rooms on Top Floor  
and labs on top floor.  

 Dusting Duty - Mr. Raj Kumar  
 - Faculty room of Mass Comm and faculty room 

of social sciences, Room No. 37-41 (1st Floor) 
and 3rd Floor - Commerce Block & L-type new 
building, rooms in mass comm. & yoga block 
(Old Polytechnic), top floor-economics faculty 
room, 2 class rooms. 

 Dusting Duty - Mr. Mukesh  
 – Women Study Centre, Yoga Dept., 

Naturopathy Labs, Gym, Room No. 47, 48. 
Lock & Unlock will be checked by Mr. Mani Ram.  
 

vi) Ground Floor, Ist Floor, IInd 
Floor & IIIrd Floor 
Convenor  : Dr. Neeta Dwivedi 
Co-Convenor: Dr. Anuja 
  Mr. Vikas 
 

 Mr. Balbir - Commerce Block and L-Type New 
Building (Ground Floor), Ist Floor Smart Class 
Room, Dance Room, Music Room, Students 
Toilets and Fine Arts Room. 

 Mr. Shyam Lal – Old Polytechnic Block, 
Ground Floor to Top. 

 Mr. Pintu- Cleaning of 2nd floor and 3rd floor 
of commerce block and L-type new building, all 
class rooms, corridor and toilets of students, 
staircase and smart class room. Dusting Duty – 
42 to 46 Mrs. Seema. 

 Dusting Duty - Mrs. Neelam 
- NCC Room, Class Rooms on Ground and 1st 
Floor of old polytechnic, seminar room of 
Commerce. 

 Dusting Duty - Mrs. Sharda 
- Cosmetology Labs 

 Dusting Duty - Mr. Arjun Prasad (Mali) 
- Faculty room of Nehru Studies Centre & Room 
No.  
 

 
 
 
 
PRINCIPAL 
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STAFF ANNUAL DUTY LIST 
FOR THE SESSION 2013-14 

  
Sr. no. Name of Duties Name of Lectures 

 

1 Staff Secretary Dr. Abha Khetarpal 
 

2 Prospectus Incharge Convener : Dr. Vineet 
Member : Dr. Shashi Sharma              

3 Time-Table Incharge Dr. Ms. Manju Khanna 
Mrs. Sangeeta Goel 
 

4 Student-aid Fund, fee-concession 
 

Patron   : Dr. Ms. Sushma Arya 
Convener : Mrs. Anjana Arora 
Member  : Ms. Santosh 

5 Scholarship to Students Incharge : Mrs. Anjana Arora 
   Mrs. Sangeeta Goel  

6 Admission Committee Registrar : Mrs. Sangeeta Goel 
Members-I  : Mrs. Suman Makkar 
                 : Mr. Sanjay 
Member-II (ERP): Mr. Sanjay Bhardwaj 
  : Mr. Gulshan 
  : Mr. Gagan 
  : Mrs. Sushma Sharma 
  : Mrs. Ruchi 
  : Ms. Manika 
  : Ms. Ruby 
  : Ms. Mamta Thapar 

7 College Bus Incharge Mrs. Anjana Arora 
Dr. Shashi Sharma 
ERP – Mr. Gulshan Nanda 
 

8 Duty Leave Register (Computer 
feeding and file maintenance of 
the Performa) 

Mr. Anand 

9 Function Register   
(External & Internal) 
 

Dr. Nitasha Bajaj (Text) 
Mrs. Guneet (Text) 
Photograph – Mr. Parmesh 
 

10 Cultural Council Patron   : Dr. Sushma Arya 
Convener  : Dr. Mrs. Neeta Dwivedi 
  : Dr. Ravi Gautam 
Members : Dr. Gursharan 
  Mr. Vikas 
  Ms. Santosh 
  Ms. Ranjana 
Helper : Mr. Mukesh 
                          Mr. Rajkumar 
 

11 Prizes and Certificates  
(a) Preparing and displaying 

list, purchase of prizes and 
its distribution 

(b) Collecting name of the 

Convener : Mrs. Shalini Chhabra 
(a) Mrs. Dolly Lamba 
 Ms. Nandini 
 Ms. Khushboo 
 (b) Dr. Vibha Gupta 
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students and follow up  Mrs. Anjana Arora 
 Dr. Neeta Dwivedi 
 
 

12 Sports Council & Prize Committee 
(Sports) 

Patron :    Dr. Sushma Arya 
Convener :    Dr. Vibha Gupta  
Members :  
Arts :   Dr. Divya  
    Dr. Kiran Sharma 
    Dr. Seema Mahajan 
    Dr. Asha Bajaj 
    Ms. Geeta 
    Ms. Harjeet 
Science   Dr. Ravi Bathla 
 Commerce    Mrs. Nishi  
    Mrs. Meenu Gulati 
PG    Dr. Anuja 
 

13 Bursar Mrs. Nishi Grover 
 

14 Religious Classes  Convener : Dr. Kiran Sharma 
  Dr. Asha Bajaj 
  Dr. Deepika  
 
 

15 Environment Classes Convener :  Dr. Sunita Kaushik  
Member :  New Hands (Botany & Zoology) 
 
 

16 (a) College Magazine  Chief Editors :  Dr. Sudha Chugh 
                             Mrs. Guneet 
   Dr. Nitasha Bajaj 
Editors of Various Sections : 
Hindi : Dr. Kiran Sharma 
   Dr. Deepika Ghai 
 Mass Comm. : Ms. Sukhjeet 
Yoga  : Ms. Anuja 
English : Dr. Nitasha Bajaj 
Sanskrit  : Dr. Divya Tripathi 
Punjabi : Dr. Gursharan Kaur  
Science  : Dr. Rachna Soni  
   Dr. Neena Bajaj 
Commerce : Dr. Meenakshi 
   Mrs. Vivek 
 

 (b) Research Journals :- 
 General Journal of the 

college  

Chief Editor : Dr. Divya Tripathi 
Editorial Board :  Dr. Abha Khetarpal 
   Mrs. Kanchan Khanna  
 

17 Information Officer  Ms. Santosh 
 

18 Hawan Incharge Dr. Vishav Prabha 
Mrs. Sangeeta Goel 
 

19 Canteen Incharge Dr. Abha Khetarpal  
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Dr. Surinder Kaur 
Mrs. Shalini Chhabra 
 

20 Women Cell Convener  : Mrs. Vivek  
Co-Convener : Dr. Surinder Kaur 
Members : Dr. Rachna Soni  
   Dr. Sunita Kaushik 
   Ms. Geeta Sharma 
   Mrs. Saloni 
   Mrs. Pooja Sindwani 
   Mrs. Shikha 
   Ms. Manmeet 

21 Spot Evaluation Dr. Meenu Jain 
Mr. Anand 
 

22 NSS Dr. Gursharan Kaur  
Mrs. Bhawna Sethi 
 

23 NCC Ms. Geeta Sharma 
Assisted by Mrs. Shikha 
 

24 Discipline duties to be given to 
staff 

Mrs. Anita Moudgil 
Dr. Meenakshi Saini 
 

25 Guidance & Counselling Cell/ 
Placement Cell 

Convener : Mr. Sanjay Bhardwaj 
Members : Mrs. Ruchi 
  Ms. Manika 
 

26 English Faculty Room Incharge & 
Common Room Incharge 
 

Dr. Shashi Sharma  
Ms. Tamanna 

27 (a) Purhase of new furniture 
& repair of old furniture 

 

Conveners  : Mr. Bhupinder Singh 
 

 (b) Wood Work in College Mr. Bhupinder Singh 
 

28 Purchase of Electrical goods and 
repair Works 

Mrs. Monica Sharma 
Mr. Bhupinder Singh 
Store Incharge 
Mr. Balwinder  
 

29 Purchase Committee 
(a) Science  

 
Dr. Manju Khanna 
Dr. Ravi Bathla  
Dr. Sunita Kaushik 
Mrs. Anjana Arora  
Dr. Rachna Soni 
 

 (b) Purchase Committee 
Computers 

Mr. Sanjay Bhardwaj 
Mrs. Sushma Sharma  
Mr. Anil 
Mr. Gulshan  
Mr. Gagan 
 

30 (a) Incharges   
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 (i) Civil Works  
 
 
 
 

(ii) Black Boards and 
Display Boards  

Mrs. Sangeeta 
Mr. Bhupinder 
Mr. Gulshan  
 
 
Dr. Manju Khanna 
Mrs. Sangeeta Goel 
 

  (b) Annual Report  English  : Mrs. Vineet 
 
Hindi   : Dr. Vishav Prabha 
   Dr. Deepika Ghai 
 

31 Alumni Performa, Feed Back and 
Security- 3rd Year 

Arts   : Mrs. Anita Moudgil 
   Dr. Kiran Sharma  
   Dr. Shashi Sharma 
   Mrs. Rita Singh 
   Dr. Asha Bajaj 
    
Science  : Mrs. Anjana Arora 
 
Commerce  : Dr. Surinder Kaur  
   Dr. Meenakshi 
 
 

32 (a) Incharges  
 (Practical Exam -Annual) 
 
 
(b) Incharge 
 (Making Practical Groups 

of Science Faculty) 
 

Dr. Ravi Bathla  
Dr. Urmil Rana 
Dr. Rachna Soni 
 
Dr. Ravi Bathla 
Dr. Urmil Rana 

33 Incharge EPA BX -College & 
Hostel 
 

Mr. Gulshan 
Mr. Bhupinder Singh 
Mr. Anand 
Mrs. Anjana (Warden) 
 

34 Formation of Academic Calendar 
of the College 

Patron  : Dr. Ms. Sushma Arya 
 
Convenor : Dr. Urmil Rana 
 
Members  : Mrs. Shalini Chhabra 
                    Mrs. Sangeeta Goel 
   Dr. Neeta Dwivedi 
   Dr. Neena Bajaj 
 
 

35 Standing Advisory Committee Patron   : Dr. Ms. Sushma Arya 
Convenor  : Mrs. Sangeeta Goel 
Member  : Dr. Vibha Gupta 
   Dr. Manju Khanna 
   Dr. Urmil Rana 
   Mrs. Anita Moudgil 
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   Dr. Rachna Soni 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 
   Mrs. Rita Singh 
   Mr. Sanjay Bhardwaj  
 

36 Planning Board Patron   : Dr. Ms. Sushma Arya 
Convener  : Dr. Manju Khanna 
Members  : Dr. Urmil Rana 
   Dr. Abha Khetarpal  
   Mrs. Shalini Chhabra 
   Dr. Surinder Kaur 
   Dr. Rachna Soni 
   Dr. Neena Bajaj 
   Mr. Sanjay Bhardwaj  
 
 
 

37 UGC Cell Patron  : Dr. Ms. Sushma Arya 
Convener  : Dr. Manju Khanna 
Members  : Dr. Sunita Kaushik 
   Dr. Rita Singh 
   Dr. Meenakshi 
   Mrs. Sangeeta Goel 
   Mrs. Vivek 
   Mr. Sanjay Bhardwaj 
   Mr. Malkit Singh  
   Mr. Gulshan   
 
 

38 Board of Student Council  
 

Patron   : Dr. Ms. Sushma Arya 
Convener  : Dr. Kiran Sharma 
Election Incharge: Dr. Urmil  
  : Dr. Neena Bajaj 
Members :   
Arts  : Dr. Divya Tripathi 
  : Dr. Vishav Prabha 
  : Dr. Meenu Jain 
   Dr. Asha Bajaj 
Science &  : Dr. Sunita Kaushik 
Computers : Dr. Ravi Bathla 
   Mrs. Ruchi 
Commerce : Mrs. Nishi 
  : Mrs. Monika Sharma  
 
 
 
 

39 Prayer Committee Patron : Dr. Ms. Sushma Arya 
Convener : Mrs. Anjana Arora 
Members : Dr. Vishav Prabha 
  Dr. Neeta Dwiedi  
  Mrs. Sangeeta Goel 
  Dr. Seema Mahajan 
  Mrs. Vivek 
  Mrs. Bhawna Sethi 
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  Ms. Geeta Sharma 
  Dr. Gursharan 
  Mr. Bhupinder Singh  
  (At the back gate) and 
  Members of Executive Council 
 
 

40 Academic Council  Patron : Dr. Sushma Arya 
Convener  : Mrs. Anita Moudgil 
Co-Convener: Dr. Ravi Bathla 
Members :  
Arts :   
Incharge  : Mrs. Anjana Arora 
Members  : Mrs. Rita Singh 
  Mrs. Lovely 
  Dr. Deepika 
Commerce :  
Member  : Mr. Manoj Gaba 
  Ms. Manjot 
Science & Computers 
Incharge  : Dr. Sunita Kaushik 
Members   : Dr. Rachna Soni 
  Ms. Manika Sethi 
PG Classes : Ms. Neeru Kang 
 
 

41 Formation of Club and 
Committees  

Patron  : Dr. Sushma Arya  
  
 

(a) Youth Club  
 

Convener : Dr. Nitasha Bajaj 
Co-Convener: Mrs. Dolly Lamba 
  Ms. Akanksha Gogia 
Members  : Mrs. Guneet 
  Ms. Ritu  (Commerce) 
  Ms. Ritika (Commerce) 
 

(b) Eco Club Convener  : Dr. Sunita Kaushik 
Members  : Dr. Urmil Rana 
  Dr. Neena Bajaj 
  New Hands of Botany & Zoology 
 

(c) D.A.V. Phulwari Convener  : Dr. Ms Neena Bajaj 
Members  : Dr. Sunita Kaushik 
  New Hands of Biotech & IMB,  
  Bio- informatics + 
  Students of Botany & Zoology 
 

(d) Rotaract Club  Convener  : Dr. Abha Khetarpal  
  Mrs. Rati puri 
  Ms. Kamna 
  Ms. Garima 
  Mrs. Ravinder 
 

(e) Red Ribbon Club Convener : Dr. Seema Mahajan 
Members  : Dr. Ravi Bathla 
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  Mrs. Rita Singh 
  Mrs. Monica 
  Ms. Lovely 
  Ms. Priyanka 
 
 

(f) Tour & Trips Dr. Meenakshi Saini 
Dr. Neena Bajaj 
 

(f) Committee for the selection of 
‘Miss D.A.V.’ 

Convener  : Dr. Meenakshi Saini 
Members : Dr. Vibha Gupta 
  Dr. Urmil Rana 
  Mrs. Anjana Arora 
  Dr. Vishav Prabha 
  Mrs. Shalini Chhabra 
  Dr. Neeta Dwivedi 
 
 

42 Internal Quality Assurance Cell 
(IQAC) 

Patron  : Dr. Ms. Sushma Arya 
Co-ordinator: Mrs. Sangeeta Goel 
Members : Dr. Manju Khanna 
  Dr. Urmil Rana 
  Dr. Surinder Kaur 
  Mrs. Anita Moudgil 
  Dr. Neena Bajaj 
  Mrs. Shalini Chhabra 
  Dr. Seema Mahajan 
  Mr. Sanjay Bhardwaj 
 

43 Tutorial Board  
 

Conveners & Coordinators : (Faculty wise) 
Science  :  
Dr. Sunita Kaushik-Medical- Convener 
Dr. Neena Bajaj - Medical -Coordinator  
Mrs. Anjana Arora– Non-Medical - Convener 
Mrs. Kanika - Non-Medical-Coordinator 
 

Computers  : 
Dr. Rachna Soni - Convener 
Ms. Manika - Coordinator 
 

Commerce :  
Dr. Surinder Kaur - Convener 
Ms. Saloni  - Coordinator 
Arts : 
Dr. Meenu Jain - Convener 
Mrs. Shalini Chhabra - Convener 
Dr. Kiran Sharma - Convener  
Mr. Kapil Batra - Coordinator 
 

44 Formation of Alumni Patron  :  Dr. Ms. Sushma Arya 
Convener  : Dr. Vishav Prabha 
Members  : Dr. Urmil Rana 
                     Dr. Rachna Soni 
  Mrs. Rita Singh 
  Mrs. Sangeeta Goel 
                     Dr. Seema Sethi 
                     Mrs. Vivek 
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                     Dr. Deepika Ghai      
              

45 Hostel Committee Patron :  Dr. Ms. Sushma Arya 
Convener  :  Dr. Vishav Mohini 
Members  :  Dr. Vibha Gupta 
                   Dr. Abha Khetarpal 
                     Mrs. Anjana Arora  
                     Dr. Surinder Kaur  
  Dr. Seema Mahajan 
  Dr. Meenakshi Saini 
                          Ms. Santosh 
  Mrs. Anjana (Warden) 
  Ms. Suman 
  Ms. Sushma (Nurse)    
 

 Purchase Committee (Hostel) Convenor : Mrs. Anjana (Warden) 
Members  : Dr. Vishav Mohini 
  Ms Santosh 
  Mr. Gulshan 
  Mr. Gagan 
  Mr. Bhupinder Singh  
 

46 Library Committee Patron  :  Dr. Ms. Sushma Arya 
Convenor :  Mrs. Geeta 
Member  :  Dr. Manju Khanna 
  Dr. Sudha Chugh 
  Dr. Urmil Rana 
  Dr. Vishav Prabha 
  Dr. Surinder Kaur 
  Dr. Neena Bajaj 
  Mrs. Anjana Arora 
  Mrs. Sangeeta Goel 
  Mr. Sanjay Bhardwaj 
 

47 
 

SC, ST, OBC & Minority 
Coaching 

Incharge  :  
Coaching for NET, SET : Mr. Malkit Singh 
Entry into Services : Dr. Meenakshi Saini  
Remedial Coaching : Mrs. Vivek 
  
 

48 a) ERP Implementation and  
Wi-fi implementation committee 

Patron  : Dr. Ms. Sushma Arya 
Convener  : Mr. Sanjay Bhardwaj 
Members  : Ms. Santosh 
  Mrs. Sushma Sharma 
  Mr. Gulshan 
   Mr. Gagan 
   Mr. Anil 
 

 b) Computer and OHP Purchase 
Committee 

Convener  : Mr. Sanjay Bhardwaj 
Members  : Mrs. Sushma Sharma 
  Mr. Gulshan 
  Mr. Gagan 
 

49 Incharge Convocation  Dr. Manju Khanna 
Mrs. Sangeeta Goel 
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50 Incharge issuing of Spirit for 
Practicals  

Dr. Urmil Rana 

51 Hostel Construction & Repair 
Committee  

Patron  : Dr. Sushma Arya 
Convener  : Mrs. Anjana (Warden) 
Members  : Dr. Vishav Mohini 
  Mr. Gulshan  
  Mr. Gagan 
  Mr. Bhupinder Singh  
 

52 Parents-Teachers Association 
(PTA) 
 
 
 
 
 
 
 

Patron  : Dr. Sushma Arya 
Overall Incharge: Dr. Rachna Soni 
Conveners  : 
Arts : Mrs. Rita Singh 
Commerce : Dr. Surinder Kaur 
Science  : Dr. Ravi Bathla 
Computers : Dr. Rachna Soni 
  10 Parents each from the faculties of 

Arts, Commerce, Science & 
Computers. 

 

53 Anti-Ragging Committee & Anti - 
Ragging Squad 
 
 
 
 
 
 
 
 
 
 
 

Patron  : Dr. Sushma Arya  
 
Overall Incharge : Dr. Rachna Soni 
 
CONVENERS :  
 
Commerce : Dr. Meenakshi Saini 
  Mr. Manoj Gaba 
Science  : Dr. Sunita Kaushik 
Arts : Dr. Vishav Prabha 
Computers  : Dr. Rachna Soni 
Members : 
 
College Faculty :  
(Teaching & Non-Teaching) 
Mrs. Sangeeta Goel   
Mr. Sanjay Bhardwaj  
Mr. Gulshan  
Mr. Gagan 
1 Parent each from the faculty of Arts, Science, 
Commerce & Computers  
  

54 Grievance Redressel Cell Principal : Dr. Sushma Arya 
Staff Secretary : Dr. Abha Khetarpal 
Registrar : Mrs. Sangeeta Goel 
Bursar : Mrs. Nishi Grover 
Hostel Warden : Mrs. Anjana (Warden)  
Inch. Student Council:   Dr. Kiran Sharma 
Library Incharge       :   Mrs. Geeta 
Members : Dr. Surnider 
 :     Mr. Gulshan 
  Mr. Gagan 
 

55 Personal Counselling Cell Mrs. Nandini 
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56 Life Style Club  Patron  : Dr. Sushma Arya 
Convener   : Mrs. Dolly Lamba 
   
Members  : Mrs. Guneet 
   Dr. Nitasha 
   Mrs. Rati Puri 
   Mr. Vikas Walia 
 

57 Nodal Officer  
(Preparing Voter ID Cards of 
Students) 

Convenor  : Dr. Kiran Sharma 
Co-Convenors : Dr. Meenu Jain (For attending 

meetings at DC Office) 
Members  : Dr. Asha Bajaj 
   Mrs. Lovely (ERP) 
 

58 Ambassador  
(Nominated by DC Office) 
 

Dr. Bhawna Sethi 

59. Composition of Sexual 
Harassment Cell 

Patron  : Dr. Sushma Arya 
Convenor   : Dr. Vishavmohini 
Co-ordinator  : Dr. Surinder Kaur  
Members  : Dr. Abha Khetarpal 
   Dr. Sunita Kaushik 
   Dr. Rachna Soni 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 

Student Representatives  
 

 

Commerce  : UG 
 
   PG 

Ms. Laurel, B.Com-II (Gen.) 
 
Ms. Himani, M.Com (P) 
 

Science  : UG 
 
   PG 

Ms. Davinder, BCA-III 
 
Ms. Vinto, M.Sc.-I 
 

Arts   : UG 
 
   PG 

Ms. Sapna, B.A.-III 
 
Ms. Simarpreet, M.A. (English) Final 
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CLEANLINESS DUTY 2013-2014 
 
1. 
 

General Maintenance of the 
College &  Cleanliness 

Patron : Dr. Ms. Sushma Arya 
Convener: Dr. Abha Khetarpal 
Assisted By: Mr. Bhupinder Singh  

2. Incharges of Floors & Blocks 
(Please register your complain 
online) 

Incharges to inform the Lab Attendants and Class IV 
Employees on duty with them. 
 

(i) Ground Floor 
Convenor  : Dr. Seema Mahajan 
Co-Convenor: Mrs. Meenu Gulati 
  Mr. Manoj Gaba 
 

Lab. Attendants and Class-IV Employees  
1.  Mr. Rajesh Kumar  
 Cleaning of Basement 
 Ground Floor  
 Basket Ball Court  
 Parking Area 
 Backside of Commerce Block 
 Canteen Front  
 3rd Gate  
 Water Cooler Area near Canteen 
 Gali Back Side 
 Canteen 
 Common Room 
 New Cosmetology Lab and Lift 
 Generator shed & guard room  
 Toilets for students and staff (on ground floor of 

commerce block and near 3rd gate) 
 Dusting - Mr. Anil Kumar (Commerce Block, L-

type of New Building, Smart Class Rooms, 
Ground Floor. 

 

(ii) Ground Floor 
Convenor  :   Dr. Vishav Prabha 
Co-Convenor:  Dr. Divya Tripathi 
                          Mrs. Lovely 
                           

Mr. Ramesh Kumar  
 Cleaning of Main gate inside & outside 
 Administrative Office 
 Principal’s Office 
 Reception  
 Hall 
 Passage at the back of the hall 
 Conference Room 1 & 2 
 Staff Room 
 Ground 
 2nd Gate 
 Generator Room 
 Class Rooms from 1 to 9   
 Guard Room at Gate No. 1 & 2 
 Dusting Duty – Mr. Sanjeev Kumar  
   Mr. Prem 
 - Administrative Officer 
 -  Principal’s Office 
 - Reception  
 Dusting Duty -  Mr. Jugal Kishore  
   Mr. Sanjeev Kumar 

- A.V. Room Hall, Reception & R. No. 1-9 and 
Staff Room (English) 

Mr. Balwinder will switch on the water cooler near 
canteen at 8.00 am and switch it off at 3.00 pm. 
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(iii) Ist Floor 
Convenor : Dr. Urmil Rana  
Co-Convenor: Dr. Meenakshi Saini 
  Ms. Saloni 

1. Mr. Kiranpal 
 Cleaning of Old academic building 1st floor – 

Library, Computer Labs, IMB Labs, Chemistry 
Labs, Water Drinking Area 

 Class Room Nos. 10 & 12 
 Stairs till ground floor  
 Faculty Room of Commerce (Dusting Duty Ms. 

Neelam) 
 Dusting Duty  

Library- Attendants of Library 
a) 1st Floor – Labs, One Class Room and 

Commerce Block & L- Type New Building and 
all class rooms of commerce----Mr.Balwinder 

b) Old Computer Lab, Room No. 49 and faculty 
room of Commerce - dusting and filling of water 
camper - Mr. Parveen Kumar 

c) Basement & Vibha Mam’s Room and shooting 
range - Mr. Ram Sharan 

 Mr. Mani Ram will check that all the doors of the 
college are properly locked on each floor before 
leaving.  

 
(iv) IInd Floor 

Convenor  : Dr. Neena Bajaj 
Co-Convenor: Mrs. Shalini Chhabra 
  Mrs. Nishi Grover 
  Ms. Anju Bala 
  New hand in Home 

Science Lab 
 
 
 
 
 
 

1. Mr. Sanjay 
 Cleaning of Botany Labs 
 Psychology Labs 
 Home Science Labs + Office 
 Physics Labs 
 Yoga Labs 
 Naturopathy Labs 
 Room No. 14 
 Passage upto Commerce Block 
 Stairs from 2nd Floor to 1st Floor 
 Dusting Duty – Mr. Anil Kumar 

- Maths faculty room, Stats Lab, Class Room 14 
 Dusting Duty – Mr. Raj Kumar 

- Room No. 31 to 36 & 53 to 55. 
 Dusting Duty – Mr. Arvind 
 -  Psychology labs, Commerce Block (2nd 

Floor), Room No. 26 to 30 & Room No. 50 to 52 
 Mr. Gurnam – Physics Faculty Room (1st 

Floor), Physics Labs (1st Floor) & Dark Room 
 Mr. Satbir – Physics Faculty Room (IInd 

Floor), Physics Lab (IInd Floor). 
 Mrs. Sushila Devi – Botany Labs. 
 Mrs. Preeti Devi – Home Science Lab. 
 Mrs. Ruchika - Fashion Designing Labs & 

Faculty Room (Fashion Designing) 
Lock & Unlock will be checked by Mr. Mani Ram.  
 

(v) IIIrd Floor 
Convenor :  Dr. Sunita Kaushik 
Co-Convenor: Ms. Neha   
  Ms. Sonika 
 

1. Mr. Ravinder Kumar  
 Cleaning of Bio-Technology Labs 
 Bio-Informatics Labs 
 Zoology Labs 
 Shooting Range 
 Gym 
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 New Computer Labs 
 Faculty Room of Social Sciences  
 Language Lab 
 Dusting Duty – Shakti  

- Room Nos. 14 to 19 and rooms on Top Floor  
and labs on top floor.  

 Dusting Duty - Mr. Raj Kumar  
 - Faculty room of Mass Comm and faculty room 

of social sciences, Room No. 37-41 (1st Floor) 
and 3rd Floor - Commerce Block & L-type new 
building, rooms in mass comm. & yoga block 
(Old Polytechnic), top floor-economics faculty 
room, 2 class rooms. 

 Dusting Duty - Mr. Mukesh  
 – Women Study Centre, Yoga Dept., 

Naturopathy Labs, Gym, Room No. 47, 48. 
Lock & Unlock will be checked by Mr. Mani Ram.  
 

vi) Ground Floor, Ist Floor, IInd 
Floor & IIIrd Floor 
Convenor  : Dr. Neeta Dwivedi 
Co-Convenor: Dr. Anuja 
  Mr. Vikas 
 

 Mr. Balbir - Commerce Block and L-Type New 
Building (Ground Floor), Ist Floor Smart Class 
Room, Dance Room, Music Room, Students 
Toilets and Fine Arts Room. 

 Mr. Shyam Lal – Old Polytechnic Block, 
Ground Floor to Top. 

 Mr. Pintu- Cleaning of 2nd floor and 3rd floor 
of commerce block and L-type new building, all 
class rooms, corridor and toilets of students, 
staircase and smart class room. Dusting Duty – 
42 to 46 Mrs. Seema. 

 Dusting Duty - Mrs. Neelam 
- NCC Room, Class Rooms on Ground and 1st 
Floor of old polytechnic, seminar room of 
Commerce. 

 Dusting Duty - Mrs. Sharda 
- Cosmetology Labs 

 Dusting Duty - Mr. Arjun Prasad (Mali) 
- Faculty room of Nehru Studies Centre & Room 
No.  
 

 
 
 
 
PRINCIPAL 
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STAFF ANNUAL DUTY LIST 
FOR THE SESSION 2014-15 

  
Sr. no. Name of Duties Name of Lectures 

 

1 Staff Secretary Dr. Abha Khetarpal 
 

2 Prospectus Incharge Dr. Vineet 
Dr. Shashi Sharma              

3 Time-Table Incharge Dr. Ms. Manju Khanna 
Mrs. Sangeeta Goel 
 

4 Student-aid Fund, fee-concession 
 

Patron   : Dr. Ms. Sushma Arya 
Convener : Mrs. Anjana Arora 
Member  : Ms. Santosh 
 

5 Scholarship to Students Mrs. Anjana Arora 
Mrs. Sangeeta Goel  
 

6 Admission Committee Registrar : Mrs. Sangeeta Goel 
Members-I  : Mrs. Suman Makkar 
                 : Mr. Sanjay 
Member-II (ERP): Mr. Sanjay Bhardwaj 
  : Mr. Gulshan 
  : Mr. Gagan 
  : Mrs. Sushma Sharma 
  : Mrs. Ruchi 
  : Ms. Manika 
  : Ms. Ruby 
  : Ms. Mamta Thapar 

7 College Bus Incharge Mrs. Anjana Arora 
Dr. Shashi Sharma 
ERP – Mr. Gulshan Nanda 
 

8 Duty Leave Register (Computer 
feeding and file maintenance of the 
Performa) 

Mr. Anand 

9 Function Register   
(External & Internal) 
 

Dr. Nitasha Bajaj (Text) 
Mrs. Guneet (Text) 
Photographs – Mr. Parmesh 

10 Cultural Council Patron   : Dr. Sushma Arya 
Conveners  : Dr. Mrs. Neeta Dwivedi 
  : Dr. Gursharan Kaur 
Members : Mrs. Lovely 
  Mr. Vikas 
  Ms. Santosh 
  Ms. Neha 
  Ms. Poonam 
Helper : Mr. Mukesh 
                          Mr. Rajkumar 
 

11 Prizes and Certificates  
(a) Preparing and displaying 

list, purchase of prizes and 
its distribution 

Convener : Mrs. Shalini Chhabra 
(a) Mrs. Dolly Lamba and Fashion Designing Dept. 
 Ms. Santosh 
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(b) Collecting name of the 
students and follow up 

 Ms. Nandini 
 Ms. Divya 
 (b) Dr. Vibha Gupta 
 Mrs. Anjana Arora 
 Dr. Neeta Dwivedi 
 
 

12 Sports Council & Prize Committee 
(Sports) 

Patron :    Dr. Sushma Arya 
Convener :    Dr. Vibha Gupta  
Members :  
Arts :   Dr. Vishav Prabha  
    Dr. Kiran Sharma 
    Dr. Seema Sethi 
    Dr. Asha Bajaj 
    Ms. Geeta 
    Ms. Saroj Singh 
Science   Dr. Ravi Bathla 
    Dr. Neena Bajaj 
 Commerce    Mrs. Nishi  
    Mrs. Meenu Gulati 
PG    Dr. Anuja 
 

13 Bursar Mrs. Nishi Grover 
 

14 Religious Classes  Conveners : Dr. Kiran Sharma 
  Dr. Asha Bajaj 
  Dr. Deepika  
 

15 Environment Classes Convener :  Dr. Sunita Kaushik  
Member :  New Hands (Botany & Zoology) 
 

16 (a) College Magazine  Chief Editors :  Dr. Sudha Chugh 
                             Mrs. Guneet 
   Dr. Nitasha Bajaj 
Editors of Various Sections : 
Hindi : Dr. Kiran Sharma 
   Dr. Deepika Ghai 
 Mass Comm. : Ms. Sukhjeet 
Yoga  : Dr. Anuja 
English : Dr. Nitasha Bajaj 
Sanskrit  : Dr. Mukesh 
Punjabi : Dr. Gursharan Kaur  
Science  : Dr. Rachna Soni  
   Dr. Neena Bajaj 
Commerce : Dr. Meenakshi 
   Mrs. Vivek 
 

 (b) Research Journal :- 
 Coherence 

Editorial Board :  Dr. Abha Khetarpal 
  Mrs. Parul Singh  
  Mrs. Kanchan Khanna  
 

17 Information Officer  Ms. Santosh 
 

18 Hawan Incharge Dr. Vishav Prabha 
Mrs. Sangeeta Goel 
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19 Canteen Incharge Dr. Abha Khetarpal  
Mrs. Parul Singh 
Dr. Surinder Kaur 
Mrs. Shalini Chhabra 
 

20 Women Cell Convener  : Mrs. Vivek  
Co-Convener : Dr. Surinder Kaur 
Members : Dr. Rachna Soni  
   Dr. Sunita Kaushik 
   Ms. Geeta Sharma 
   Mrs. Saloni 
   Mrs. Pooja Sindwani 
   Mrs. Shikha 
   Ms. Manmeet 

21 Spot Evaluation Dr. Meenu Jain 
Mr. Anand 
 

22 NSS Dr. Gursharan Kaur  
Mrs. Shikha Saini 
 

23 NCC Ms. Geeta Sharma 
 
 

24 Discipline duties to be given to 
staff 

Mrs. Anita Moudgil 
Dr. Meenakshi Saini 
 

25 Guidance & Counselling Cell/ 
Placement Cell 

Convener : Mr. Sanjay Bhardwaj 
Members : Mrs. Ruchi 
  Ms. Manika 
 

26 Incharge of English Faculty Room 
(1st Floor) & Common Room 
Incharge 
 

Dr. Rita Singh 
Dr. Shashi Sharma  
 

27 (a) Purhase of new furniture & 
repair of old furniture 

 

 Mr. Bhupinder Singh 
 

 (b) Wood Work in College 
 

Mr. Bhupinder Singh 
 

28 Purchase of Electrical goods and 
repair Works 

Dr. Monica Sharma 
Mr. Bhupinder Singh 
Store Incharge 
Mr. Balwinder  

29 Purchase Committee 
(a) Science  

Dr. Manju Khanna 
Dr. Ravi Bathla  
Dr. Sunita Kaushik 
Mrs. Anjana Arora  
Dr. Rachna Soni 
 

 (b) Purchase Committee 
Computers 

Mr. Sanjay Bhardwaj 
Mrs. Sushma Sharma  
Mr. Anil 
Mr. Gulshan  
Mr. Gagan 
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30 (a) Incharges  
 (i) Civil Works  
 
 
 

(ii) Black Boards and 
Display Boards  

 
Mrs. Sangeeta 
Mr. Bhupinder 
Mr. Gulshan  
 
Dr. Manju Khanna 
Mrs. Sangeeta Goel 
 

  (b) Annual Report  English  : Mrs. Vineet 
Hindi   : Dr. Vishav Prabha 
   Dr. Deepika Ghai 
 

31 Alumni Performa, Feed Back and 
Security- 3rd Year 

Arts   : Mrs. Anita Moudgil 
   Dr. Kiran Sharma  
   Dr. Shashi Sharma 
   Mrs. Rita Singh 
   Dr. Asha Bajaj 
    
Science  : Mrs. Anjana Arora 
 
Commerce  : Dr. Surinder Kaur  
   Dr. Meenakshi 
 

32 (a) Incharges  
 (Practical Exam -Annual) 
 
 
(b) Incharge 
 (Making Practical Groups 

of Science Faculty) 
 

Dr. Ravi Bathla  
Dr. Urmil Rana 
Dr. Rachna Soni 
 
Dr. Ravi Bathla 
Dr. Urmil Rana 

33 Incharge EPA BX -College & 
Hostel 
 

Mr. Gulshan 
Mr. Bhupinder Singh 
Mr. Anand 
Mrs. Anjana (Warden) 
 

34 Formation of Academic Calendar 
of the College 

Patron  : Dr. Ms. Sushma Arya 
Convenor : Dr. Urmil Rana 
Members  : Mrs. Shalini Chhabra 
                    Mrs. Sangeeta Goel 
   Dr. Neeta Dwivedi 
   Dr. Neena Bajaj 
 

35 Standing Advisory Committee Patron   : Dr. Ms. Sushma Arya 
Convenor  : Mrs. Sangeeta Goel 
Member  : Dr. Vibha Gupta 
   Dr. Manju Khanna 
   Dr. Urmil Rana 
   Mrs. Anita Moudgil 
   Dr. Rachna Soni 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 
   Mrs. Rita Singh 
   Mr. Sanjay Bhardwaj  
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36 Planning Board Patron   : Dr. Ms. Sushma Arya 
Convener  : Dr. Manju Khanna 
Members  : Dr. Urmil Rana 
   Dr. Abha Khetarpal  
   Mrs. Shalini Chhabra 
   Dr. Surinder Kaur 
   Dr. Rachna Soni 
   Dr. Neena Bajaj 
   Mr. Sanjay Bhardwaj  
 
 
 

37 UGC Cell Patron  : Dr. Ms. Sushma Arya 
Convener  : Dr. Manju Khanna 
Members  : Dr. Sunita Kaushik 
   Dr. Rita Singh 
   Dr. Meenakshi 
   Mrs. Sangeeta Goel 
   Mrs. Vivek 
   Mr. Sanjay Bhardwaj 
   Mr. Malkit Singh  
   Mr. Gulshan   
 
 

38 Board of Student Council  
 

Patron   : Dr. Ms. Sushma Arya 
Convener  : Dr. Kiran Sharma 
Election Incharge: Dr. Urmil  
  : Dr. Neena Bajaj 
Members :   
Arts  : Dr. Vineet 
  : Dr. Vishav Prabha 
  : Dr. Meenu Jain 
   Dr. Asha Bajaj 
Science &  : Dr. Sunita Kaushik 
Computers : Dr. Ravi Bathla 
   Mrs. Ruchi 
Commerce : Mrs. Nishi 
  : Dr. Monika Sharma  
 
 
 
 

39 Prayer Committee Patron : Dr. Ms. Sushma Arya 
Convener : Mrs. Anjana Arora 
Members : Dr. Vishav Prabha 
  Dr. Neeta Dwivedi  
  Mrs. Sangeeta Goel 
  Dr. Seema Sethi 
  Mrs. Vivek 
  Ms. Geeta Sharma 
  Dr. Gursharan 
  Mr. Bhupinder Singh  
  Members of student Council 
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40 Academic Council  Patron : Dr. Sushma Arya 
Convener  : Mrs. Anita Moudgil 
Co-Convener: Dr. Ravi Bathla 
Members :  
Arts :   
Incharge  : Mrs. Anjana Arora 
Members  : Mrs. Rita Singh 
  Mrs. Lovely 
  Dr. Deepika 
Commerce :  
Incharge : Mrs. Vivek 
Member  : Ms. Jagjeet 
  Ms. Manjot 
Science & Computers 
Incharge  : Dr. Sunita Kaushik 
Members   : Dr. Rachna Soni 
  Ms. Manika Sethi 
PG Classes : Ms. Neeru Kang 
 

41 Formation of Club and Committees  Patron  : Dr. Sushma Arya  
  
 

(a) Youth Club  
 

Convener : Dr. Nitasha Bajaj 
Co-Convener: Mrs. Dolly Lamba 
  Ms. Akanksha Gogia 
Members  : Mrs. Guneet 
  Ms. Ritu  (Commerce) 
  Ms. Ritika (Commerce) 
 

(b) Eco Club Convener  : Dr. Sunita Kaushik 
Members  : Dr. Urmil Rana 
  Dr. Neena Bajaj 
  New Hands of Botany & Zoology 
 

(c) D.A.V. Phulwari Convener  : Dr. Ms Neena Bajaj 
Members  : Dr. Sunita Kaushik 
  New Hands of Biotech & IMB,  
  Bio- informatics + 
  Students of Botany & Zoology 
 

(d) Rotaract Club  Convener  : Dr. Abha Khetarpal  
 

(e) Red Ribbon Club Convener : Dr. Seema Sethi 
Members  : Dr. Ravi Bathla 
  Mrs. Rita Singh 
  Dr. Monica 
  Ms. Lovely 
  Ms. Priyanka 
 
 

(f) Tour & Trips Dr. Meenakshi Saini 
Dr. Neena Bajaj 
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(f) Committee for the selection of 
‘Miss D.A.V.’ 

Convener  : Dr. Meenakshi Saini 
Members : Dr. Vibha Gupta 
  Dr. Urmil Rana 
  Mrs. Anjana Arora 
  Dr. Vishav Prabha 
  Mrs. Shalini Chhabra 
  Dr. Neeta Dwivedi 
 
 

42 Internal Quality Assurance Cell 
(IQAC) 

Patron  : Dr. Ms. Sushma Arya 
Co-ordinator: Mrs. Sangeeta Goel 
Members : Dr. Manju Khanna 
  Dr. Urmil Rana 
  Dr. Surinder Kaur 
  Mrs. Anita Moudgil 
  Dr. Neena Bajaj 
  Mrs. Shalini Chhabra 
  Dr. Seema Sethi 
  Mr. Sanjay Bhardwaj 
 
 

43 Tutorial Board  
 

Conveners & Coordinators : (Faculty wise) 
Science  :  
Dr. Sunita Kaushik-Medical- Convener 
Dr. Neena Bajaj - Medical -Coordinator  
Mrs. Anjana Arora– Non-Medical - Convener 
Mrs. Kanika - Non-Medical-Coordinator 
 

Computers  : 
Dr. Rachna Soni - Convener 
Ms. Manika - Coordinator 
 

Commerce :  
Dr. Surinder Kaur - Convener 
Ms. Saloni  - Coordinator 
Arts : 
Dr. Meenu Jain - Convener 
Mrs. Shalini Chhabra - Convener 
Dr. Kiran Sharma - Orientation of teachers regarding 
tutorial 
Mr. Kapil Batra - Coordinator 
 
 
 

44 Formation of Alumni Patron  :  Dr. Ms. Sushma Arya 
Convener  : Dr. Vishav Prabha 
Members  : Dr. Urmil Rana 
                     Dr. Rachna Soni 
  Mrs. Rita Singh 
  Mrs. Sangeeta Goel 
                     Dr. Seema Sethi 
                     Mrs. Vivek 
                     Dr. Deepika Ghai      
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45 Hostel Committee Patron :  Dr. Ms. Sushma Arya 
Convener  :  Dr. Vishav Mohini 
Members  :  Dr. Abha Khetarpal 
                     Dr. Sunita Kaushik 
  Mrs. Anjana Arora  
                     Dr. Surinder Kaur  
  Dr. Seema Sethi 
  Dr. Meenakshi Saini 
  Dr. Neena Bajaj 
                          Mrs. Dolly Lamba 
  Mrs. Nishi Grover 
  Mrs. Vivek Narula 
  Mr. Sanjay Bhardwaj 
 

 Purchase Committee (Hostel) Convenor : Mrs. Anjana (Warden) 
Members  : Dr. Vishav Mohini 
  Ms Santosh 
  Mr. Gulshan 
  Mr. Gagan 
  Mr. Bhupinder Singh  
 
 

46 Library Committee Patron  :  Dr. Ms. Sushma Arya 
Convenor :  Mrs. Geeta 
Member  :  Dr. Manju Khanna 
  Dr. Sudha Chugh 
  Dr. Urmil Rana 
  Dr. Vishav Prabha 
  Dr. Surinder Kaur 
  Dr. Neena Bajaj 
  Mrs. Anjana Arora 
  Mrs. Sangeeta Goel 
  Mr. Sanjay Bhardwaj 
 

47 
 

SC, ST, OBC & Minority 
Coaching 

Incharge  :  
Coaching for NET, SET : Mr. Malkit Singh 
Entry into Services : Dr. Meenakshi Saini  
Remedial Coaching : Mrs. Vivek 
  
 

48 a) ERP Implementation and  
Wi-fi implementation committee 

Patron  : Dr. Ms. Sushma Arya 
Convener  : Mr. Sanjay Bhardwaj 
Members  : Ms. Santosh 
  Mrs. Sushma Sharma 
  Mr. Gulshan 
   Mr. Gagan 
   Mr. Anil 
 
 

 b) Computer and OHP Purchase 
Committee 

Convener  : Mr. Sanjay Bhardwaj 
Members  : Mrs. Sushma Sharma 
  Mr. Gulshan 
  Mr. Gagan 
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49 Incharge Convocation  Dr. Manju Khanna 
Mrs. Sangeeta Goel 
 

50 Incharge issuing of Spirit for 
Practicals  

Dr. Urmil Rana 

51 Hostel Construction & Repair 
Committee  

Patron  : Dr. Sushma Arya 
Convener  : Mrs. Anjana (Warden) 
Members  : Dr. Vishav Mohini 
  Mr. Gulshan  
  Mr. Gagan 
  Mr. Bhupinder Singh  
 

52 Parents-Teachers Association 
(PTA) 
 
 
 
 
 
 
 

Patron  : Dr. Sushma Arya 
Overall Incharge: Dr. Rachna Soni 
Conveners  : 
Arts : Mrs. Rita Singh 
Commerce : Dr. Surinder Kaur 
Science  : Dr. Ravi Bathla 
Computers : Dr. Rachna Soni 
  10 Parents each from the faculties of 

Arts, Commerce, Science & Computers. 
 

53 Anti-Ragging Committee & Anti - 
Ragging Squad 
 
 
 
 
 
 
 
 
 
 
 

Patron  : Dr. Sushma Arya  
 
Overall Incharge : Dr. Rachna Soni 
 
CONVENERS :  
 
Commerce : Dr. Meenakshi Saini 
Science  : Dr. Sunita Kaushik 
Arts : Dr. Vishav Prabha 
Computers  : Dr. Rachna Soni 
Members : 
 
College Faculty :  
(Teaching & Non-Teaching) 
Mrs. Sangeeta Goel   
Mr. Sanjay Bhardwaj  
Mr. Gulshan  
Mr. Gagan 
1 Parent each from the faculty of Arts, Science, 
Commerce & Computers  
  

54 Grievance Redressel Cell Principal : Dr. Sushma Arya 
Staff Secretary : Dr. Abha Khetarpal 
Registrar : Mrs. Sangeeta Goel 
Bursar : Mrs. Nishi Grover 
Hostel Warden : Mrs. Anjana (Warden)  
Inch. Student Council:   Dr. Kiran Sharma 
Library Incharge       :   Mrs. Geeta 
Members : Dr. Surnider 
 :     Mr. Gulshan 
  Mr. Gagan 
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55 Personal Counselling Cell Mrs. Nandini 
 

56 Life Style Club  Patron  : Dr. Sushma Arya 
Convener   : Mrs. Dolly Lamba 
   
Members  : Mrs. Guneet 
   Dr. Nitasha 
   Mrs. Rati Puri 
   Mr. Vikas Walia 
 

57 Nodal Officer  
(Preparing Voter ID Cards of 
Students) 

Convenor  : Dr. Kiran Sharma 
Co-Convenors : Dr. Meenu Jain (For attending 

meetings at DC Office) 
Members  : Dr. Asha Bajaj 
   Mrs. Lovely (ERP) 
 

58 Composition of Sexual Harassment 
Cell 

Patron  : Dr. Sushma Arya 
Convenor   : Dr. Vishavmohini 
Co-ordinator  : Dr. Surinder Kaur  
Members  : Dr. Abha Khetarpal 
   Dr. Sunita Kaushik 
   Dr. Rachna Soni 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 

Student Representatives  
 

 

Commerce  : UG 
 
   PG 

Ms. Laurel, B.Com-III (Gen.) 
 
Ms. Himani, M.Com (Final) 
 

Science  : UG 
 
   PG 

Ms. Sakshi, B.Sc.-II (C.Sc.) 
 
Ms. Gunjan, M.Sc.-II (C.Sc.) 
 

Arts   : UG 
 
   PG 

Ms. Inderjeet Kaur, B.A.-II 
 
Ms. Shivani, M.A. (English) Final 

 
 
 

Principal
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CLEANLINESS DUTY 2014-2015 
 

INCHARGES OF FLOORS & BLOCKS ARE REQUESTED TO PLEASE REGISTER 
COMPLAINT ONLINE AND INFORM THE LAB ATTENDANTS AND CLASS-IV 
EMPLOYEES ON DUTY WITH THEM. 
 
1. 
 

General Maintenance of the 
College &  Cleanliness 

Patron : Dr. Ms. Sushma Arya 
Convener: Dr. Abha Khetarpal 
  Mrs. Parul Singh 
Assisted By: Mr. Bhupinder Singh  

(i) Ground Floor 
Convenor  : Mrs. Meenu Gulati 
Co-Convenor: Mrs. Pooja Sindwani 
  Mrs. Pooja Anand 
  Ms. Shivani Puri 
 
 
 
Room No. 1    Dr. Deepika 
Room No. 2    Dr. Meenakshi Saini 
Room No. 3    Dr. Indu Narang 
Room No. 4    Mrs. Nishi Grover  

Lab. Attendants and Class-IV Employees  
1.  Mr. Amit Kumar  
 Cleaning of Basement and Stage  
 Ground Floor  
 Backside of Commerce Block 
 Canteen Front  
 3rd Gate  
 Water Cooler Area near Canteen 
 Gali Back Side 
 Canteen 
 Generator Room 1 and 2 
 New Cosmetology Lab and Lift 
 Generator shed & guard room  
 Toilets for students and staff (Ground and ground 

floor of commerce block and near 2nd gate) 
   

(ii) Ground Floor 
Convenor  :   Dr. Meenakshi 
Co-Convenor:  Mrs. Nishi Grover 
   Mrs. Saloni 
   Ms. Jasleen 
 
Room No. 5    Dr. Surinder Kaur 
Room No. 6    Dr. Kiran Sharma 
Room No. 8    Dr. Malkit Singh 
Room No. 9    Dr. Asha Bajaj 

Mr. Kiran Pal 
 Cleaning of Main gate (inside & outside) 
 Administrative Office 
 Principal’s Office 
 Reception  
 Hall 
 Passage at the back of the hall 
 A.V. Room, Conference Room 
 Staff Room (Commerce) 
 Class Rooms from 1 to 9   
 Guard Room at Gate No. 1 (All front area) 
 Dusting Duty -  Mr. Jugal Kishore (Principal Mam 

Office, Pantry)  
  Mrs. Sharda Devi (Principal Mam 

Office, Pantry) 
  Mr. Sanjeev Kumar 

(Administrative Office) 
 Dusting Duty - A.V. Room and Conference Room, 

Class Room 1 to 9, Two cutout, Staff Room of 
commerce, Balcony of Hall- (Ms. Sangeeta) 
Reception & front area of Office (All Glass), Sign 
Model of college, Guard Room -(Mr. Prem) 
Hall (Mr. Dinesh, Mr. Tarun Sharma &  
Mr. Anuj Kumar) 

Mr. Balwinder will switch on the water cooler near 
canteen at 8.00 am and switch it off at 3.00 pm. 
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(iii) Ist Floor 
Convenor : Dr. Urmil Rana  
Co-Convenor: Dr. Rachna Soni 
  Dr. Vineet 
  Dr. Shashi Sharma 
  Mrs. Lovely 
 
Incharges of Rooms : 
Room No. 10   Dr. Ravi Bathla 
Room No. 12   Dr. Sudha Chugh 

1. Mr. Ravinder Kumar 
 Cleaning of Old academic building 1st floor – Library, 

Computer Labs, IMB Labs, Chemistry Labs, Water 
Drinking Area 

 Class Room Nos. 10 & 12 
 Stairs till ground floor  
 Faculty Room of English (Dusting Duty + filling of 

Water Camper - Ms. Neelam) 
 New Building (1st Floor) 
 Dusting Duty  

Library- Attendants of Library 
a) 1st Floor – Labs, One Class Room and Commerce 

Block & L- Type New Building and all class rooms 
of commerce----Mr. Ishwar (Chemistry Dept.) 

b) Old Computer Lab, Room No. 49 - Mr. Parveen 
Ahmed 

c) Basement & Vibha Mam’s Room and shooting 
range - Mr. Ram Sharan 

 Mr. Mani Ram will check that all the doors of the 
college are properly locked on each floor before 
leaving.  

 

(iv) IInd Floor 
Convenor  : Dr. Neena Bajaj 
Co-Convenor: Mrs. Shalini Chhabra 
  Dr. Anuja 
  Mr. Suryakant 
  Ms. Akanksha  
 
Incharges of Rooms 
Room No. 26   Ms. Sunanda 
Room No. 27   Dr. Anuja Rawat 
Room No. 28   Ms. Deepakshi 
Room No. 29   Ms. Vivek 
Room No. 30   Mrs. Shalini Chhabra 
Room No. 31   Mrs. Parul Singh 
Room No. 32   Dr. Meenu Jain 
Room No. 33   Ms. Nandini 
Room No. 34   Ms. Sandeep 
Room No. 35   Ms. Ritika 
Room No. 36   Ms. Pooja Anand 
Room No. 50   Mrs. Sangeeta Goel 
Room No. 51   Dr. Neeta Dwivedi 
Room No. 52   Mr. Suryakant 
Room No. 53   Ms. Akanksha 
Room No. 54   Ms. Shavinder 
Room No. 55   Ms. Megha Arora 
 
 
 
 

1. Mr. Sanjeev Kumar 
 Cleaning of Botany Labs + Office 
 Psychology Labs + Office 
 Home Science Labs + Office 
 Physics Labs + Office 
 Yoga Labs 
 Naturopathy Labs 
 Room No. 14 
 Passage upto Commerce Block 
 Stairs from 2nd Floor to 1st Floor & New Building  
 Dusting Duty – Mr. Arvind 

- Room No. 31 to 36 & 53 to 55, Psychology Lab. 
 Dusting Duty – Mr. Ishwar (Chemistry Dept.) 
 -  Commerce Block (2nd Floor), Room No. 26 to 

30 & Room No. 50 to 52 and Smart Class Room 
 Mr. Gurnam – Physics Faculty Room (1st Floor), 

Physics Labs (1st Floor) & Dark Room 
 Mr. Satbir – Physics Faculty Room (IInd Floor), 

Physics Lab (IInd Floor). 
 Mrs. Sushila Devi – Botany Labs. 
 Mrs. Anu – Home Science Lab, Diet Clinic and 

Home Science Office. 
 Ms. Rakesh - Fashion Designing Labs, Room & 

Faculty Room (Fashion Designing), M.A. English 
Class Room, Seminar Room (Economics) 

 Mr. Anuj Kumar – Maths Classroom, Maths 
Faculty Room & Filling of Camper (Maths Room), 
Dusting Duty in Hall and cleaning of Trophy 
Almirah (Cutout Near Hall) 

 

Lock & Unlock will be checked by Mr. Mani Ram.  
 

(v) IIIrd Floor 
Convenor :  Dr. Sunita Kaushik 
  Dr. Alka 

1. Mr. Ramesh Kumar 
 Cleaning of Bio-Technology Labs 
 Bio-Informatics Labs 



- 13 - 

Co-Convenor: Mrs. Ruby 
  Ms. Neeru Kang 
  Ms. Sukhjeet 
 
Incharges of Rooms 
Room No. 14  Dr. Alka 
Room No. 16  Ms. Ruby 
Room No. 17  Ms. Neeru Kang 
Room No. 18  Ms. Sukhjeet 
Room No. 19  Dr. Vishav Prabha 
Room No. 37  Mr. Parmesh Tyagi 
Room No. 38  Ms. Manjot Kaur 
Room No. 39  Ms. Jasleen Kaur 
Room No. 40  Mrs. Pooja Sindwani 
Room No. 41  Mrs. Minka Batra 
Room No. 42  Dr. Gursharan 
Room No. 43  Ms. Neeru Kang 
Room No. 44  Mrs. Manjeet 
Room No. 45  Ms. Akanksha 
Room No. 46  Dr. Nitasha Bajaj 
Room No. 47  Mrs. Anita Moudgil 
Room No. 48  Mrs. Anjana Arora 
 

 Zoology Labs 
 Shooting Range 
 Gym 
 New Computer Labs 
 Faculty Room of Social Sciences  
 Language Lab 
 Dusting Duty – Shakti  

- Room Nos. 14 to 19 and rooms on Top Floor  
and labs on top floor.  

 Dusting Duty - Mr. Raj Kumar  
 - Faculty room of Mass Comm and faculty room of 

social sciences, Room No. 37-41 and 3rd Floor - 
Commerce Block & L-type new building, rooms in 
mass comm. & yoga block (Old Polytechnic), 
Studio (Mass Comm.). 

 Dusting Duty - Mr. Mukesh  
 – Women Study Centre, Yoga Dept., Naturopathy 

Labs, Gym, Room No. 47, 48, top floor - 
economics faculty room, 2 class room. 

Lock & Unlock will be checked by Mr. Mani Ram.  

vi) Ground Floor, Ist Floor, IInd 
Floor & IIIrd Floor (New 
Building) 
Convenor  : Dr. Seema Sethi 
  Mrs. Shikha Saini 
Co-Convenor: Ms. Geeta Sharma 
  Dr. Shalini (HRVE) 
  Mrs. Dolly Lamba 
  Mrs. Kanika 
  Ms. Neha  
   
Incharges of Rooms 
Room No. 20  Ms. Megha Oberoi 
Room No. 21  Dr. Vineet 
Room No. 22  Dr. Rachna 
Room No. 23  Mrs. Lovely 
Room No. 24  Ms. Geeta 
Room No. 25  Dr. Shashi Sharma 
Room No. 56  Mrs. Dolly Lamba 
Room No. 57  Mrs. Kanika 
Room No. 58  Dr. Shalini Sharma 
Commerce Seminar Room – Ms. 
Shivani Puri 
Ad. Lab – Ms. Gurleen 
 

 Mr. Pintoo 
 Basement in Cycle Stand 
 Basket Ball Court, STP Plant 
 Commerce Block and L-Type New Building 

(Ground Floor), Ist Floor Smart Class Room, 
Dance Room, Music Room, Students Toilets and 
Fine Arts Room. 

 Common Room 
 Sports Basement and Rooms (Dusting Duty - Mr. 

Ram Saran) 
 Ms. Seema (Dusting Duty) – All class room of 

ground floor commerce block and music room, 
Fine Arts Room (1st floor) -  

 Mr. Ravi Kumar - Old Polytechnic Block, Ground 
Floor to Top. 

 Dusting Duty- Mrs. Neelam & Mr. Mukesh Kr. 
- NCC Room, Class Rooms on Ground and 1st 
Floor of old polytechnic, seminar room of 
Commerce, Cosmetology Room, Creative Needles 
Office. 

 Dusting Duty - Mr. Balbir Kumar  
2nd & 3rd floor in Commerce all class room water 
cooler area, student washroom, faculty room, L-type 
new building, smart class room, top. 
Dusting Duty - Mr. Arjun Prasad  
- Faculty room of Nehru Studies Centre  
- Tailors Room & Mr. Shibu  

 

 
 
 
PRINCIPAL 
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STAFF ANNUAL DUTY LIST 
FOR THE SESSION 2015-16 

  
Sr. no. Name of Duties Name of Lectures 

 
1 Staff Secretary Dr. Abha Khetarpal 

 
2 Prospectus Incharge Dr. Vineet 

Dr. Shashi Sharma 
             

3 Time-Table Incharge Mrs. Sangeeta Goel 
Mrs. Kanika 
 

4 Student-aid Fund, fee-
concession 
 

Patron  : Dr. Ms. Sushma Arya 
Convener : Mrs. Anjana Arora 
Member  : Ms. Santosh 
 

5 Scholarship to Students Mrs. Anjana Arora 
Mr. Gagan 
 

6 Admission Committee Registrar : Mrs. Sangeeta Goel 
Members-I  : Mrs. Suman Makkar 
                 : Mr. Sanjay 
Member-II : Mr. Sanjay Bhardwaj 
(ERP)  : Mr. Gulshan 
  : Mr. Gagan 
  : Mrs. Sushma Sharma 
  : Mrs. Ruchi 
  : Ms. Manika 
  : Ms. Ruby 
  : Ms. Mamta Thapar 

7 College Bus Incharge Mrs. Anjana Arora 
Dr. Shashi Sharma 
ERP – Mr. Gulshan Nanda 
 

8 Duty Leave Register (Computer 
feeding and file maintenance of 
the Performa) 

Mr. Anand 

9 Function Register   
(External & Internal) 
 

Dr. Nitasha Bajaj (Text) 
Photographs – Mr. Parmesh 

10 Cultural Club Patron  : Dr. Sushma Arya 
Conveners  : Dr. Mrs. Neeta Dwivedi 
  : Dr. Gursharan Kaur 
Members : Mrs. Lovely 
  Mr. Vikas 
  Ms. Santosh 
  Ms. Neha 
Helper : Mr. Mukesh 
                        Mr. Rajkumar 
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11 Prizes and Certificates  
(a) Preparing and displaying 

list, purchase of prizes 
and its distribution 

(b) Collecting name of the 
students and follow up 

Convener : Mrs. Shalini Chhabra 
(a) Mrs. Dolly Lamba and F.D. Dept. 
 Ms. Santosh 
 Ms. Divya 
 Ms. Rajni Kochhar 
 (b) Dr. Vibha Gupta 
 Mrs. Anjana Arora 
 Dr. Neeta Dwivedi 
 

12 Sports Club Patron  :  Dr. Sushma Arya 
Convener  : Dr. Vibha Gupta  
Members  :  
Arts  : Dr. Vishav Prabha  
  Dr. Kiran Sharma 
  Dr. Seema Sethi 
  Dr. Asha Bajaj 
  Ms. Geeta 
  Ms. Saroj Singh 
Science : Dr. Ravi Bathla 
   Dr. Neena Bajaj 
 Commerce  : Mrs. Nishi  
   Mrs. Meenu Gulati 
 

13 Bursar Mrs. Nishi Grover 
 

14 Religious Classes  Conveners  : Dr. Kiran Sharma 
   Dr. Asha Bajaj 
   Dr. Deepika  
 

15 Environment Classes Convener  :  Dr. Sunita Kaushik  
Member  :  New Hands  
   (Botany & Zoology) 
 

16 (a) College Magazine  Chief Editors :   Dr. Sudha Chugh 
    Dr. Nitasha Bajaj 
Editors of Various Sections : 
Hindi :  Dr. Kiran Sharma 
    Dr. Deepika Ghai 
 Mass Comm. :  Ms. Sukhjeet 
Yoga  :  Dr. Anuja 
English :  Dr. Nitasha Bajaj 
Sanskrit  :  Dr. Mukesh 
Punjabi :  Dr. Gursharan Kaur  
Science  :  Dr. Rachna Soni  
    Dr. Neena Bajaj 
Commerce :  Dr. Meenakshi 
    Mrs. Vivek 
 

 (b) Research Journal :- 
 Coherence 

Editorial Board :  Dr. Abha Khetarpal 
  Mrs. Kanchan Khanna  
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17 Information Officer  Ms. Santosh 
 

18 Hawan Incharge Dr. Vishav Prabha 
Mrs. Sangeeta Goel 
Dr. Anuja + Dept. of Yoga  
 

19 Canteen Incharge Dr. Abha Khetarpal  
Mrs. Parul Singh 
Dr. Surinder Kaur 
 

20 Women Cell Convener  : Mrs. Vivek  
Co-Convener : Dr. Surinder Kaur 
Members : Dr. Rachna Soni 
   Ms. Ritika (Commerce)  
   Mrs. Pooja Sindwani 
   Ms. Neenu 
    

21 Spot Evaluation Dr. Meenu Jain 
Mr. Anand 
 

22 NSS Dr. Gursharan Kaur  
Mrs. Shikha Saini 
 

23 NCC Ms. Geeta Sharma 
Mrs. Lovely Raj 
 

24 Discipline Committee  
 

25 Guidance & Counselling Cell/ 
Placement Cell 

Convener : Mr. Sanjay Bhardwaj 
Members : Mrs. Ruchi 
  Ms. Manika 
 

26 Common Room Incharge 
 

Dr. Rita Singh 
Dr. Shashi Sharma  
 

27 (a) Purhase of new furniture 
& repair of old furniture 
and Wood Work in 
College 

 

Mrs. Sangeeta Goel 
Dr. Alka Goel 
Mr, Niket 
Mr. Bhupinder Singh 
 

28 Purchase of Electrical goods 
and repair Works 

Dr. Alka Singhal 
Dr. Monica Sharma 
Mr. Bhupinder Singh 
Mr. Balwinder  

29 Purchase Committee 
(a) Science  

Dr. Ravi Bathla  
Dr. Sunita Kaushik 
Mrs. Anjana Arora  
Dr. Rachna Soni 
Dr. Alka Singhal 
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 (b) Purchase Committee 
Computers 

Mr. Sanjay Bhardwaj 
Dr. Sima 
Mr. Anil 
Mr. Gulshan  
Mr. Gagan 
 

30 
  

(a) Incharges  
 (i) Civil Works  
 
 
 

 
 
 
(ii) Black Boards 

and Display 
Boards  

 

 
Dr. Vishav Mohini 
Dr. Alka Singhal 
Mrs. Sangeeta 
Mr. Bhupinder 
Mr. Gagan 
Mr. Gulshan  
 
Mrs. Sangeeta Goel 
Mr. Niket 

(b) Annual Report  English : Mrs. Vineet 
Hindi   : Dr. Vishav Prabha 
   Dr. Deepika Ghai 
 

31 (a) Incharges  
 (Practical Exam-Annual) 
 
 
(b) Incharge 
 (Making Practical 

Groups of Science 
Faculty) 

 

Dr. Ravi Bathla  
Dr. Urmil Rana 
Dr. Rachna Soni 
 
Dr. Ravi Bathla 
Dr. Urmil Rana 

32 Intercom 
 

Mr. Gagan 
Mr. Gulshan 
Mr. Anand 
 

33 Standing Advisory Committee Patron  : Dr. Ms. Sushma Arya 
Convenor  : Mrs. Sangeeta Goel 
Member  : Dr. Vibha Gupta 
   Dr. Manju Khanna 
   Dr. Urmil Rana 
   Dr. Abha Khetarpal 
   Mrs. Anita Moudgil 
   Dr. Rachna Soni 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 
   Mrs. Rita Singh 
   Dr. Neeta Dwivedi 
   Mr. Sanjay Bhardwaj  
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34 UGC Cell/Planning Board Patron  : Dr. Ms. Sushma Arya 
Convener  : Dr. Abha Khetarpal 
Members  : Dr. Sunita Kaushik 
   Dr. Surinder Kaur 
   Mr. Sanjay Bhardwaj 
   Dr. Sima 
   Mrs. Dolly Lamba 
   Mr. Gagan 
   Mr. Gulshan   
 

35 Prayer Committee Patron  : Dr. Ms. Sushma Arya 
Convener  : Mrs. Anjana Arora 
Members  : Dr. Vishav Prabha 
   Dr. Neeta Dwivedi  
   Mrs. Sangeeta Goel 
   Dr. Seema Sethi 
   Mrs. Vivek 
   Ms. Kanika Goel 
   Dr. Gursharan 
   Mr. Bhupinder Singh  
   Mr. Niket 
 

36 Scholars Club Patron  : Dr. Sushma Arya 
Convener   : Mrs. Anita Moudgil 
Members  :  
Arts :   
Mrs. Anjana Arora 
Mrs. Rita Singh 
Mrs. Lovely 
Mass Communication 
Mr. Parmesh Tyagi 
Commerce :  
Mrs. Vivek 
Science & Computers 
Dr. Ravi Bathla 
Dr. Sunita Kaushik 
Dr. Rachna Soni 
Ms. Manika Sethi 
 

37 Formation of Club and 
Committees  

Patron   : Dr. Sushma Arya  
  
 

(a) Youth Club  
 

Convener  : Dr. Nitasha Bajaj 
Co-Convener : Mrs. Dolly Lamba 
Members   : Mrs. Guneet 
   Ms. Ritu  (Commerce) 
   Ms. Ritika (Commerce) 
 

(b) Eco Club Convener   : Dr. Sunita Kaushik 
Members   : Dr. Urmil Rana 
   Dr. Neena Bajaj + New 

Hands of Botany & Zoology 
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(c) D.A.V. Phulwari Convener  : Dr. Ms Neena Bajaj 
Members  : Dr. Sunita Kaushik 
  New Hands of Biotech & IMB,  
  Bio- informatics + Students of 

Botany & Zoology 
 

(d) Rotaract Club  Conveners  : Arts:  Dr. Abha Khetarpal 
    Mrs. Parul Singh 
    Ms. Kamna Duggal 
    Mrs. Ravinder  
 
  Commerce : Dr. Surinder Kaur 
    Ms. Himani 
 

(e) Red Ribbon Club Convener  : Dr. Seema Sethi 
Members   : Dr. Ravi Bathla 
   Mrs. Rita Singh 
   Dr. Monica 
   Ms. Lovely 
   Ms. Priyanka 
 

(f) Tour & Trips Dr. Meenakshi Saini 
Dr. Neena Bajaj 
 

(f) Committee for the selection of 
‘Miss D.A.V.’ 

Convener   : Dr. Meenakshi Saini 
Members  : Dr. Vibha Gupta 
   Dr. Urmil Rana 
   Mrs. Anjana Arora 
   Dr. Vishav Prabha 
   Mrs. Shalini Chhabra 
   Dr. Neeta Dwivedi 
 

(g) Committee for the Selection of 
Mahatma Hansraj Award 

Convener  : Dr. Vishav Mohini 
Members  : 
Commerce   : Dr. Surinder Kaur 
   Dr. Meenakshi Saini 
Arts   : Dr. Abha Khetarpal 
   Mrs. Shalini Chhabra 
Science   : Dr. Ravi Bathla 
Computer   : Dr. Rachna Soni 
 

38 Internal Quality Assurance Cell 
(IQAC) 

Patron  : Dr. Ms. Sushma Arya 
Co-ordinator: Mrs. Sangeeta Goel 
Members : Dr. Abha Khetarpal 
  Dr. Urmil Rana 
  Dr. Surinder Kaur 
  Mrs. Anita Moudgil 
  Dr. Neena Bajaj 
  Mrs. Shalini Chhabra 
  Dr. Seema Sethi 
  Mr. Sanjay Bhardwaj 
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39 Tutorial Board  
 

Conveners & Coordinators : (Faculty wise) 
Science  :  
Dr. Sunita Kaushik-Medical- Convener 
Dr. Neena Bajaj - Medical -Coordinator  
Mrs. Anjana Arora– Non-Medical - Convener 
Mrs. Kanika - Non-Medical-Coordinator 
 

Computers  : 
Dr. Rachna Soni - Convener 
Ms. Manika - Coordinator 
 

Commerce :  
Dr. Surinder Kaur - Convener 
Ms. Saloni  - Coordinator 
 

Arts : 
Dr. Meenu Jain - Convener 
Mrs. Shalini Chhabra - Convener 
Mr. Kunal - Coordinator 
 

40 Formation of Alumni Patron  :  Dr. Ms. Sushma Arya 
Convener  : Dr. Vishav Prabha 
Members  : Dr. Abha Khetarpal 
  Dr. Urmil Rana 
                     Dr. Rachna Soni 
  Mrs. Rita Singh 
  Dr. Neena Bajaj 
                     Dr. Seema Sethi 
                     Mrs. Vivek 
                     Dr. Deepika Ghai      
              

41 Hostel Committee Patron :  Dr. Ms. Sushma Arya 
Convener  :  Dr. Vishav Mohini 
Members  : Dr. Vibha Gupta 
  Dr. Abha Khetarpal 
                     Dr. Sunita Kaushik 
  Mrs. Anjana Arora  
                     Dr. Surinder Kaur  
  Dr. Seema Sethi 
  Dr. Meenakshi Saini 
  Dr. Neena Bajaj 
                         Mrs. Dolly Lamba 
  Mrs. Nishi Grover 
  Mrs. Vivek Narula 
  Mr. Sanjay Bhardwaj 
 

42 Purchase Committee (Hostel) Convenor : Mrs. Anjana (Warden) 
Members  : Dr. Vishav Mohini 
  Ms Santosh 
  Mr. Gulshan 
  Mr. Gagan 
  Mr. Bhupinder Singh  
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43 Library Committee Patron  :  Dr. Ms. Sushma Arya 
Convenor :  Mrs. Geeta 
Member  :  Dr. Vineet 
  Dr. Ravi Bathla 
  Dr. Vishav Prabha 
  Dr. Surinder Kaur 
  Dr. Neena Bajaj 
  Mrs. Anjana Arora 
  Mrs. Sangeeta Goel 
  Mr. Sanjay Bhardwaj 
 
 

44 a) ERP Implementation and  
Wi-fi implementation 
committee 

Patron  : Dr. Ms. Sushma Arya 
Convener  : Mr. Gulshan 
Members  : Mr. Sanjay Bhardwaj 
  Ms. Santosh 
   Mr. Gagan 
   Mr. Anil 
 
 

45 Incharge Convocation  Dr. Sunita Kaushik 
Dr. Neena Bajaj 
Mrs. Sangeeta Goel 
 
 

46 Incharge issuing of Spirit for 
Practicals  
 
 

Dr. Urmil Rana 

47 Hostel Construction & Repair 
Committee  

Patron  : Dr. Sushma Arya 
Convener  : Dr. Alka Singhal 
Members  : Dr. Vishav Mohini 
  Mrs. Anjana (Warden) 
  Mr. Gulshan  
  Mr. Gagan 
  Mr. Bhupinder Singh  
 
 

48 Parents-Teachers Association 
(PTA) 
 
 
 
 
 
 
 

Patron  : Dr. Sushma Arya 
Overall Incharge: Dr. Rachna Soni 
Conveners  : 
Arts : Mrs. Rita Singh 
Commerce : Dr. Surinder Kaur 
Science  : Dr. Ravi Bathla 
Computers : Dr. Rachna Soni 
  10 Parents each from the faculties of 

Arts, Commerce, Science & 
Computers. 
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49 Anti-Ragging Committee & 
Anti - Ragging Squad 
 
 
 
 
 
 
 
 
 
 
 

Patron  : Dr. Sushma Arya  
Overall Incharge : Dr. Rachna Soni 
CONVENERS :  
Commerce : Dr. Meenakshi Saini 
Science  : Dr. Sunita Kaushik 
Arts : Dr. Vishav Prabha 
Computers  : Dr. Rachna Soni 
Members : 
 
College Faculty :  
(Teaching & Non-Teaching) 
Mrs. Sangeeta Goel   
Mr. Sanjay Bhardwaj  
Mr. Gulshan  
Mr. Gagan 
1 Parent each from the faculty of Arts, Science, 
Commerce & Computers  

50 Grievance Redressel Cell Principal : Dr. Sushma Arya 
Staff Secretary : Dr. Abha Khetarpal 
Registrar : Mrs. Sangeeta Goel 
Bursar : Mrs. Nishi Grover 
Hostel Warden : Mrs. Anjana (Warden)  
Inch. Student Council:Dr. Kiran Sharma 
Library Incharge    :   Mrs. Geeta 
Members : Dr. Surnider 
 :    Mr. Gulshan 
    Mr. Gagan 

51 (a) Discipline Committee 
 

Convenors :  
Arts  : Dr. Seema Mahajan 
Science  : Dr. Rachna Soni 
Commerce  : Dr. Surinder Kaur 
 

Co-Convenors  : 
Arts : Dr. Vibha Gupta 
  Dr. Meenu Jain 
  Dr. Vineet 
  Dr. Vishav Prabha 
  Mrs. Shalini Chhabra 
  Dr. Malkit Singh  
  Dr. Anuja 
 

Science  : Dr. Ravi Bathla 
  Dr. Sunita Kaushik 
  Mrs. Anjana Arora 
  Mrs. Sangeeta Goel 
  Dr. Neena Bajaj 
 

Commerce  : Dr. Meenakshi Saini 
  Mrs. Vivek Narula 
  Dr. Sima 
  Dr. Monika Sharma  
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(b) Cleanliness Committee  
 

Convenors :  
Arts  : Dr. Seema Mahajan 
Science  : Dr. Rachna Soni 
Commerce  : Dr. Surinder Kaur 
 
Co-Convenors  : 
Arts : Dr. Abha Khetarpal 
  Mrs. Anita Moudgil 
  Dr. Kiran Sharma 
  Mrs. Rita Singh 
  Dr. Asha Bajaj 
  Dr. Neeta Dwivedi 
  Mrs. Shikha 
  Dr. Nitasha  
  Mrs. Parul Singh 
 
Science  : Dr. Urmil Rana 
  Dr. Alka Singhal 
  Mrs. Kanika 
  Mr. Davinder K. Malhotra 
  Mr. Niket 
 
Commerce  : Mr. Nishi Grover  
  Ms. Ritika 
  Mrs. Meenu Gulati 
  Mrs. Pooja Sindwani 

52 Personal Counselling Cell Ms. Khushboo Minocha 
 

53 Nodal Officer  
(Preparing Voter ID Cards of 
Students) 

Convenor  : Dr. Kiran Sharma 
Co-Convenors : Dr. Meenu Jain (For attending 

meetings at DC Office) 
Members  : Dr. Asha Bajaj 
   Mrs. Lovely (ERP) 
 

54 Incharge  
General Maintenance + 
Cleanliness of the college 
campus  

Convenor  : Dr. Abha Khetarpal 
Co-Convenors : Mrs. Parul Singh 
   Ms. Kamna Duggal 
   Mr. Gagan 
   Mr. Gulshan 
Assisted by  : Mr. Bhupinder Singh 
 

55 Asst. Supdt. in Chief 
(Examination Duty) 
 
 

Dr. Kiran Sharma 

56 Women Study Centre  Director   : Dr. Vishav Mohini 
Member  : Dr. Seema Sethi 
   Dr. Deepika Ghai 
   Mrs. Shikha 
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57 UGC Study Centres Gandhian Studies Centre : 
Dr. Asha Bajaj 
Dr. Malkit Singh 
 
Nehru Studies Centre : 
Dr. Malkit Singh 
Ms. Monika 
 

58 ICC (Internal Complaint 
Committee) 

Dr. Vishav Mohini (Presiding Officer) 
Dr. meenakshi Saini 
Dr. Sabhayata (HRVE Dept.) 
Ms. Ruchi Mahajan (NGO) 
 

59 Composition of Sexual Harassment 
Cell 

Patron  : Dr. Sushma Arya 
Convenor   : Dr. Vishavmohini 
Co-ordinator  : Dr. Surinder Kaur  
Members  : Dr. Abha Khetarpal 
   Dr. Sunita Kaushik 
   Dr. Rachna Soni 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 

Student Representatives  
 

 

Commerce  : UG 
 
   PG 

Ms. Sadgi, B.Com-III (Hons.) 
 
Ms. Rachna, M.Com (Final) 
 

Science  : UG 
 
   PG 

Ms. Aditi, B.Sc.-III (C.Sc.) 
 
Ms. Davinder, M.Sc.-II (C.Sc.) 
 

Arts   : UG 
 
   PG 

Ms. Kajal, B.A.-I 
 
Ms. Palak, M.A. (English) (P) 

 
 
 

Principal 
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STAFF ANNUAL DUTY LIST 
FOR THE SESSION 2016-17 

  
Sr. no. Name of Duties Faculty 

 
1 Staff Secretary Dr. Meenakshi Saini 

 
2 Prospectus Committee Dr. Vineet 

Dr. Shashi Sharma 
             

3 Time-Table Incharge Mrs. Sangeeta Goel 
Mrs. Kanika 
Mrs. Sunamika  
 

4 Student-aid Fund, fee-
concession 
 

Patron  : Principal 
Convener : Mrs. Anjana Arora 
Member  : Ms. Santosh 
 

5 Scholarship to Students Mrs. Anjana Arora 
Mr. Gagan 
 

6 Admission Committee Registrar : Mrs. Sangeeta Goel 
Sub-Registrar : Dr. Rita Singh 
   Mrs. Parul Singh 
   Ms. Ritika 
Members-I  : Mrs. Suman Makkar 
                 : Mr. Sanjay 
   Mr. Saurav 
Member-II : Dr. Sima 
(ERP)  : Mr. Vikas Walia (Fine Arts) 
  : Mr. Gulshan 
  : Mr. Gagan 
  : Mrs. Sushma Sharma 
  : Mrs. Meenu Gulati 
  : Mrs. Sunamika 
  : Mrs. Mamta - Library 
  : Mrs. Kanwaljeet - Library 
  : Ms. Parul (Library) 
  : Mr. Anil Nanda 
  : Mr. Inderjeet Kathuria 

7 College Bus Incharge Mrs. Anjana Arora 
Dr. Shashi Sharma 
Mrs. Lovely Raj 
ERP – Mr. Gulshan Nanda 
        -  Mrs. Kanchan Khanna 
 

8 Duty Leave Register (Computer 
feeding and file maintenance of 
the Performa) 
 

Mr. Anand 
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9 Function Register   
(External & Internal) 
 

Dr. Nitasha Bajaj (Incharge of Collection of Text & 
Pictures of all events in the college) 
Photographs – Mr. Parmesh 
 

10 Cultural Club Patron  : Dr. Sushma Arya 
Convener  : Dr. Mrs. Neeta Dwivedi 
Co-Convener: Mrs. Meenu Gulati 
Members : Mrs. Lovely 
  Dr. Gursharan 
  Mr. Vikas 
  Mrs. Pooja Sindwani 
  Ms. Santosh 
  Ms. Neha 
Helper : Mr. Mukesh 
                        Mr. Rajkumar 
 

11 Prizes and Certificates  
(a) Preparing and displaying 

list, purchase of prizes 
and its distribution 

(b) Collecting name of the 
students and follow up 

Patron  : Dr. Sushma Arya 
Convener  :  Mrs. Shalini Chhabra 
Co-Convener :  Mrs. Dolly Lamba 
Co-ordinator :  Dept. of Psychology 
     Dept. of Fashion Designing 
     Ms. Santosh 
Sports  :   Dr. Vibha Gupta 
Academic :   Mrs. Anjana Arora 
Cultural :  Dr. Neeta Dwivedi 
 

12 Sports Club Patron  :  Dr. Sushma Arya 
Convener  : Dr. Vibha Gupta  
Co-convener : Ms. Saroj Singh 
Members  :  
Arts  : Dr. Vishav Prabha  
  Dr. Kiran Sharma 
  Dr. Seema Sethi 
  Dr. Asha Bajaj 
  Ms. Geeta Sharma 
Science : Dr. Ravi Bathla 
   Dr. Neena Bajaj 
 Commerce  : Mrs. Nishi  
   Mrs. Meenu Gulati 
 
 

13 Bursar Mrs. Nishi Grover 
 
 

14 Religious Classes  Patron  :  Dr. Sushma Arya 
Conveners  : Dr. Kiran Sharma 
   Dr. Asha Bajaj 
   Dr. Deepika  
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15 Environment Classes Convener  :  Dr. Sunita Kaushik  
Co-convener :  Dr. Neena Bajaj 
 

16 College Magazine/Year book  Chief Editors :   Dr. Vineet 
    Dr. Nitasha Bajaj 
Editors of Various Sections : 
Hindi :  Dr. Kiran Sharma 
    Dr. Deepika Ghai 
 Mass Comm. :  New Hand in Mass Comm. 
Yoga  :  Dr. Anuja 
English :  Dr. Nitasha Bajaj 
Sanskrit  :  Dr. Indu Narang 
Punjabi :  Dr. Gursharan Kaur  
Science  :  Dr. Rachna Soni  
    Dr. Neena Bajaj 
Commerce :  Mrs. Vivek 
    Ms. Ritika 
 

17 (a) Research Journal :- 
 Coherence 

Patron : Dr. Sushma Arya 
Editor-in-Chief : Dr. Abha Khetarpal 
Editors :  Dr. Alka Goel 
  Mrs. Parul Singh 
Office   Mrs. Kanchan Khanna  
Subscription : Mrs. Geeta (Library) 
 

(b) Research Journal in 
Social Science  

Patron : Dr. Sushma Arya 
Editor-in-Chief : Dr. Vishav Mohini 
Editors :  Dr. Vibha Gupta 
  Mrs. Anita Moudgil 
Sub-Editors : Dr. Seema Sethi 
  Dr. Nitasha Bajaj 
  Dr. Malkit Singh 
  Mrs. Shikha Saini 
  Dr. Sabhyata Bansal 
 

18 Hawan Incharge Dr. Vishav Prabha 
Mrs. Sangeeta Goel 
Dr. Anuja + Dept. of Yoga  
 

19 Canteen Incharge Dr. Abha Khetarpal  
Dr. Surinder Kaur 
Mrs. Parul Singh 
 

20 Women Cell Patron  :  Dr. Sushma Arya 
Convener  : Mrs. Vivek  
Co-Convener : Dr. Surinder Kaur 
Members : Dr. Meenu Jain 
   Dr. Rachna Soni 
   Ms. Geeta Sharma 
   Ms. Ritika  
   Mrs. Pooja Sindwani 
   Ms. Neenu 
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21 Spot Evaluation Dr. Meenu Jain 
Mr. Anand 
 

22 NSS Dr. Gursharan Kaur  
Mrs. Shikha Saini 
 

23 NCC Ms. Geeta Sharma 
Mrs. Lovely Raj 
 

24 Placement Cell Patron  :    Dr. Sushma Arya 
Convener : Mr. Sanjay Bhardwaj 
Co-convener : New Hand in the Dept. of 

Computer 
 

25 Common Room Incharge 
 

Dr. Rita Singh 
Dr. Shashi Sharma  
 

26 Purchase of new furniture & 
repair of old furniture and Wood 
Work in College 
 

Patron  :    Dr. Sushma Arya 
Convener  :    Mrs. Sangeeta Goel 
Co-Convener :    Dr. Alka Goel 
Member :    Mr, Niket 
       Mr. Bhupinder Singh 
 
 

27 Purchase of Electrical goods 
and repair Works 

Patron  :    Dr. Sushma Arya 
Convener  :    Dr. Monica Sharma 
Co-Convener :    Dr. Alka Goel 
Member  :    Mr. Bhupinder Singh 
        Mr. Balwinder  
 
 

28 Purchase Committee 
(a) Science  

Patron  :    Dr. Sushma Arya 
Convener  :    Dr. Ravi Bathla 
Co-Convener :    Dr. Sunita Kaushik  
       Mrs. Anjana Arora  
Members :    Dr. Rachna Soni 
       Dr. Alka Goel 
       Mr. Sanjay Bhardwaj 
 
 

 (b) Purchase Committee 
Computers 

Patron  :  Dr. Sushma Arya 
Convener :  Dr. Sima  
Co-convener :  Dr. Rachna Soni 
     Mr. Sanjay Bhardwaj 
Member :  Mr. Anil 
     Mr. Inderjeet 
     Mr. Gulshan  
     Mr. Gagan 
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29 
  

 (i) Civil Works  
 
 
 

 
 
 
 
(ii) Black Boards 

and Display 
Boards  

 
(iii) Glass Work 
(iv) Plumbing 
 

Patron  :  Dr. Sushma Arya 
Convener :  Dr. Alka Goel 
Co-convener :  Dr. Vishav Mohini 
Member :  Mrs. Sangeeta 
      Mr. Bhupinder 
      Mr. Gagan 
      Mr. Gulshan  
 
Convener :   Mrs. Sangeeta Goel 
Member :   Mr. Niket 
 
 
Incharge  :   Mrs. Vivek Narula 
Incharge :   Mr. Vikas Walia 

(b) Annual Report  Patron  :  Dr. Sushma Arya 
Convener English: Mrs. Vineet 
   Mrs. Guneet 
Convener Hindi : Dr. Vishav Prabha 
   Dr. Deepika Ghai 
 

30 (a) Incharges  
 (Practical Exam-Annual) 
 
 
(b) Incharges 
 (Making Practical 

Groups of Science 
Faculty) 

 

Dr. Ravi Bathla  
Dr. Rachna Soni 
+ New Hand in Chemistry Dept. 
 

31 Intercom 
 

Mr. Anand 
Mr. Gagan 
Mr. Gulshan 
 
 

32 Standing Advisory Committee Patron  : Principal 
Convener  : Mrs. Sangeeta Goel 
Members  : Dr. Vishav Mohini 
   Dr. Vibha Gupta 
   Dr. Abha Khetarpal 
   Dr. Sunita Kaushik 
   Dr. Vineet 
   Mrs. Anita Moudgil 
   Dr. Rachna Soni 
   Dr. Surinder Kaur 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 
   Dr. Neeta Dwivedi 
   Dr. Alka Goel 
   Mr. Sanjay Bhardwaj 
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33 UGC Cell/Planning Board Patron  : Principal 
Convener  : Dr. Abha Khetarpal 
Co-convener : Dr. Meenakshi Saini 
Members  : Dr. Vishav Mohini 
   Mrs. Vivek Narula 
   Mr. Sanjay Bhardwaj 
   Dr. Malkit Singh 
   Dr. Sima 
   Ms. Ritika 
 
 

34 Prayer Committee Patron  : Principal 
Convener  : Mrs. Anjana Arora 
Members  : Dr. Vishav Prabha 
   Dr. Neeta Dwivedi  
   Mrs. Sangeeta Goel 
   Dr. Seema Sethi 
   Mrs. Vivek 
   Ms. Geeta Sharma 
   Mrs. Sunamika 
   Dr. Gursharan 
   Mr. Niket 
   Mr. Bhupinder Singh   
 
 
 

35 Scholars Club Patron  : Dr. Sushma Arya 
Convener   : Mrs. Anita Moudgil 
Members  :  
Arts :   
Mrs. Anjana Arora 
Mrs. Rita Singh 
Mrs. Lovely 
Mass Communication 
Mr. Parmesh Tyagi 
Commerce :  
Mrs. Vivek 
Science & Computers 
Dr. Ravi Bathla 
Dr. Sunita Kaushik 
Dr. Rachna Soni 
Ms. Manika Sethi 
 
 

36 Formation of Club and 
Committees  

 
  
 

(a) Youth Club  
 

Patron   : Dr. Sushma Arya 
Convener  : Dr. Nitasha Bajaj 
Co-Convener : Mrs. Dolly Lamba 
Members   : Mrs. Guneet 
   Ms. Ritika (Commerce) 
   + New Hand (Fashion Desig.) 



- 7 - 

 
 

(b) Eco Club Patron   : Dr. Sushma Arya 
Convener   : Dr. Sunita Kaushik 
Members   : Dr. Neena Bajaj + New 

Hands of Bio-Sciences 
 

(c) D.A.V. Phulwari Patron   : Dr. Sushma Arya 
Convener   : Dr. Ms Neena Bajaj 
Members   : Dr. Sunita Kaushik 
  New Hands of Biotech & IMB,  
  Bio- informatics + Students of 

Botany & Zoology 
 
 

(d) Rotaract Club  Patron   : Dr. Sushma Arya 
Conveners  : Arts:  Dr. Abha Khetarpal 
    Mrs. Parul Singh 
    + New Hand in H.Sc.  
 
  Commerce : Dr. Surinder Kaur 
   + New Hand in 

Commerce.  
  

(e) Red Ribbon Club Patron   : Dr. Sushma Arya 
Convener  : Dr. Seema Sethi 
Members   : Dr. Ravi Bathla 
   Mrs. Rita Singh 
   Dr. Monica 
   Ms. Lovely 
   Ms. Priyanka 
 

(f) Tour & Trips Dr. Meenakshi Saini 
Dr. Neena Bajaj 
 

(g) Committee for the selection of 
‘Miss D.A.V.’ 

Patron   : Dr. Sushma Arya 
Convener   : Dr. Meenakshi Saini 
Members  : Dr. Vishav Prabha 
   Dr. Sima 
   Mrs. Anjana Arora 
   Mrs. Shalini Chhabra 
   Dr. Neeta Dwivedi 
 

(h) Committee for the Selection of 
Mahatma Hansraj Award 

Convener  : Dr. Vishav Mohini 
Members  : 
Commerce   : Dr. Surinder Kaur 
   Dr. Meenakshi Saini 
Arts   : Dr. Abha Khetarpal 
   Mrs. Shalini Chhabra 
Science   : Dr. Ravi Bathla 
Computer   : Dr. Rachna Soni 
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37 Internal Quality Assurance Cell 
(IQAC) 

Patron  : Principal 
Co-ordinator: Mrs. Sangeeta Goel 
Members : Dr. Abha Khetarpal 
  Dr. Ravi Bathla 
  Dr. Meenu Jain 
  Dr. Vineet 
  Dr. Surinder Kaur  
  Dr. Rachna Soni 
  Mrs. Shalini Chhabra 
  Dr. Meenakshi Saini 
  Dr. Seema Sethi 
  Dr. Alka Singhal 
  Dr. Nitasha Bajaj 
  Dr. Sima 
  Dr. Neena Bajaj 
  Mr. Sanjay Bhardwaj 
  Ms. Guneet 
   
 
 

39 Formation of Alumni Patron   :  Principal 
Convener   : Dr. Vishav Prabha 
Members   : Dr. Abha Khetarpal 
   Dr. Ravi Bathla 
                      Dr. Rachna Soni 
   Mrs. Rita Singh 
   Dr. Neena Bajaj 
                      Dr. Seema Sethi 
                      Mrs. Vivek 
   Mrs. Nishi 
                      Dr. Deepika Ghai      
 
 
              

40 Hostel Committee Patron  :  Principal 
Convener   :  Dr. Vishav Mohini 
Members   : Dr. Vibha Gupta 
   Dr. Abha Khetarpal 
   Mrs. Anjana Arora  
   Dr. Surinder Kaur  
   Mrs. Sangeeta Goel 
   Dr. Meenakshi Saini 
   Dr. Seema Sethi 
   Dr. Alka Goel 
   Dr. Neena Bajaj 
                          Mrs. Dolly Lamba 
   Mr. Sanjay Bhardwaj 
   Mrs. Nishi Grover 
   Mrs. Vivek Narula 
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41 Purchase Committee (Hostel) Patron   : Dr. Sushma Arya 
Convener  : Mrs. Anjana (Warden) 
Co-convener : Ms. Santosh (Asst. Warden) 
Members   : Dr. Vishav Mohini 
   Mr. Gulshan 
   Mr. Gagan 
   Mr. Bhupinder Singh  
Wood Works : Mrs. Sangeeta 
Plumbing   : Mr. Vikas 
Electrical  : Dr. Monika 
Civil  : Dr. Alka 
 

42 Library Committee Patron  :  Principal 
Convenor :  Mrs. Geeta 
Member  :  Dr. Vineet 
  Dr. Ravi Bathla 
  Dr. Vishav Prabha 
  Dr. Surinder Kaur 
  Dr. Neena Bajaj 
  Mrs. Anjana Arora 
  Mrs. Sangeeta Goel 
  Mr. Sanjay Bhardwaj 
 

43 a) ERP Implementation and  
Wi-fi implementation 
committee 

Patron  : Principal 
Convener  : Mr. Gulshan 
Members  : Dr. Rachna Soni 
  Dr. Sima 
  Mr. Sanjay Bhardwaj 
  Ms. Santosh 
    Mr. Gagan 
    Mr. Anil 
    Mr. Inderjeet Kathuria 
 

44 Incharge Convocation  Patron  : Principal 
Convener  : Mrs. Sangeeta Goel 
Co-convener: Dr. Sunita Kaushik 
  Dr. Neena Bajaj 
  Mrs. Lovely Raj 
 

45 Incharge issuing of Spirit for 
Practicals  

Dr. Ravi Bathla  

46 Parents-Teachers Association 
(PTA) 
 
 
 
 
 
 
 

Patron  : Dr. Sushma Arya 
Overall Incharge: Dr. Rachna Soni 
Conveners  : 
Arts : Mrs. Rita Singh 
Commerce : Dr. Surinder Kaur 
Science  : Dr. Ravi Bathla 
Computers : Dr. Rachna Soni 
  10 Parents each from the faculties of 

Arts, Commerce, Science & 
Computers. 
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47 Anti-Ragging Committee & 
Anti - Ragging Squad 
 
 
 
 
 
 
 
 
 
 
 

Patron  : Dr. Sushma Arya  
Overall Incharge : Dr. Rachna Soni 
CONVENERS :  
Commerce : Dr. Meenakshi Saini 
Science  : Dr. Sunita Kaushik 
Arts : Dr. Vishav Prabha 
Computers  : Dr. Rachna Soni 
Members : 
 
College Faculty :  
(Teaching & Non-Teaching) 
Mrs. Sangeeta Goel   
Mr. Sanjay Bhardwaj  
Mr. Gulshan  
Mr. Gagan 
1 Parent each from the faculty of Arts, Science, 
Commerce & Computers  
 
 

48 Grievance Redressel Cell Principal : Dr. Sushma Arya 
Staff Secretary : Dr. Meenakshi Saini 
Registrar : Mrs. Sangeeta Goel 
Bursar : Mrs. Nishi Grover 
Hostel Warden : Mrs. Anjana (Warden)  
Inch. Student Council:Dr. Kiran Sharma 
Library Incharge    :   Mrs. Geeta 
Members : Dr. Surnider 
 :    Mr. Gulshan 
    Mr. Gagan 
 

49 SC, ST, OBC and Minority 
Coaching  
 

Patron  : Dr. Sushma Arya 
Conveners :  
(a)  Entry into Services  : Dr. Meenakshi Saini 
(b)  Remedial Coaching  : Mrs. Vivek 
(c)  Equal Opportunity Cell  : Ms. Ritika 
 

50 Nodal Officer  
(Preparing Voter ID Cards of 
Students) 

Patron   : Dr. Sushma Arya 
Convenor  : Dr. Kiran Sharma 
Members  
Arts  : Dr. Asha Bajaj 
Science   : New Hand in Physics 
Commerce   : Mrs. Pooja Sindwani  
 

51 Incharge  
General Maintenance + 
Cleanliness of the college 
campus  

Convenor  : Dr. Abha Khetarpal 
Co-Convenors : Mrs. Parul Singh 
   Mr. Gagan 
   Mr. Gulshan 
Assisted by  : Mr. Bhupinder Singh 
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52 Examination 
(a) Supdt. in Chief 
(b) Asst. Supdt. in Chief 
 (Examination Duty) 
 
(c) Issuing of University 

Practical Sheets and 
keeping record  

 

 
Dr. Sushma Arya 
Dr. Kiran Sharma 
Dr. Deepika Ghai 
 
Mrs. Vivek Narula 

53 Women Study Centre  Director   : Dr. Vishav Mohini 
Members  : Dr. Seema Sethi 
   Dr. Deepika Ghai 
   Mrs. Shikha 
 

54 UGC Study Centres Patron   : Dr. Sushma Arya 
Coordinator : Dr. Vishav Mohini 
Gandhian Studies Centre : 
Dr. Asha Bajaj 
Dr. Malkit Singh 
Mrs. Sabhyata Goel 
 

Nehru Studies Centre : 
Dr. Malkit Singh 
Ms. Monika (HRVE) 

55 ICC (Internal Complaint 
Committee) 

Patron   : Dr. Sushma Arya 
Convener : Dr. Vishav Mohini  
  (Presiding Officer) 
Member  : Dr. Meenakshi Saini 
  Dr. Sabhayata (HRVE Dept.) 
  Ms. Ruchi Mahajan (NGO) 
  Counsellor 

56 Sexual Harassment Cell Patron  : Dr. Sushma Arya 
Convenor   : Dr. Vishavmohini 
Co-ordinator  : Dr. Surinder Kaur  
Members  : Dr. Abha Khetarpal 
   Dr. Sunita Kaushik 
   Dr. Rachna Soni 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 

57 Kaushal Kendras Patron  : Dr. Sushma Arya 
Convener   : Mr. Sanjay Bhardwaj 
Co-convener : Dr. Vishav Mohimi  
   Dr. Abha Khetarpal 
   Dr. Sima 
   Mrs. Sunamika 
   Mrs. Meenu Gulati 
   Mrs. Dolly Lamba 
   Ms. Garima 
   Mr. Gagan 
   Mr. Gulshan 
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58 Cisco     Patron  : Dr. Sushma Arya 
Convener   : Dr. Rachna Soni 
Co-convener : Dr. Sima 
Tech. Asstt.  : Mr. Anil +  
   New Hand in C.Sc. Dept. 

59 Swimming Pool & Gym Patron  : Dr. Sushma Arya 
Convenor   : Dr. Vishav Mohini 
Members  : Dr. Vibha Gupta 
   Dr. Alka Goel 
   Ms. Meenakshi (Gym) 
   Mr. Gagan 
   Mr. Gulshan 
   Mr. Bhupinder Singh 
 

60 Yoga + Meditation Classes  
(For all the students of the 
college) 
 

Dr. Vishav prabha 
Dr. Anuja 

61 Student Council Patron  : Dr. Sushma Arya 
Convenor   : Dr. Kiran Sharma 
Co-conveners : 
Arts   : Dr. Vibha Gupta 
   Dr. Abha Khetarpal 
Commerce   : Dr. Surinder Kaur 
   Dr. Meenakshi Saini 
   Mrs. Nishi Grover 
Science   : Dr. Ravi Bathla 
   Dr. Yogita Gupta  

62 Printing of Attendance Register Mrs. Vivek Narula 
 

63 Student Counselling Centre   
 (a) Tutorial Board  

 
Patron   : Dr. Sushma Arya 
Convener   : Mrs. Shalini Chhabra 
Co-Conveners & Coordinators : (Faculty wise) 
Science  :  
Dr. Sunita Kaushik-Medical- Co-ordinator 
Dr. Neena Bajaj - Medical -Co-convener 
Mrs. Anjana Arora– Non-Medical - Co-convener 
Mrs. Kanika - Non-Medical-Coordinator 
 

Computers  : 
Dr. Rachna Soni - Co-convener 
Ms. Manika - Coordinator 
 

Commerce :  
Dr. Surinder Kaur - Co-convener 
Ms. Saloni  - Coordinator 
 

Arts : 
Dr. Meenu Jain - Co-convener 
Mrs. Anita Moudgil - Coordinator 



- 13 - 

 (b) Personal Counselling 
Cell  

 

Dept. of psychology 

 (c) Personal Development 
Programme Cell (PDP 
Cell) 

 

Patron  : Dr. Sushma Arya 
Convenor   : Dr. Surinder Kaur 
Co-convener : Arts  : Dr. Nitasha Bajaj 
  Commerce  : Dr. Meenakshi Saini 
  Science  : Dr. Neena Bajaj 
        Dr. Rachna Soni 
 
 
 

64. Enrolment for Hobby Courses  Ms. Santosh 
 

65. Composition of Faculty 
Development Cell 

Patron : Dr. Sushma Arya  
  (Principal) 
 
Convenors : Dr. Vishav Mohini  
  (Director, Women Studies 

Centre) 
 
  Dr. Surinder Kaur  
  (Head, Dept. of Commerce) 
 
Co-ordinators : Dr. Rachna Soni  
  (Head, Dept. of Computer 

Science) 
 
  Dr. Meenakshi Saini  
  (Associate Professor, Dept. of 

Commerce) 
 
  Dr. Sima  
  (Assistant Professor, Dept. of 

Computer Science) 
 
Members : Mr. Gagandeep  
  (Head Clerk) 
 
  Mr. Gulshan Nanda  
  (Data Processing Supdt.) 
 

 
 
 
 
 

Principal 
 



- 1 - 

STAFF ANNUAL DUTY LIST 
FOR THE SESSION 2017-18 

  
Sr. 
no. 

Name of Duties Faculty 
 

1 Staff Secretary Dr. Meenakshi Saini 
 

2 Prospectus Committee Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Dr. Vineet  
Co-Convener : Dr. Shashi Sharma 
Member : Ms. Geeta Sharma  

3 Time-Table Committee Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Mrs. Sangeeta 
Members  : Mrs. Kanika  
   Mrs. Sunamika  
 

4 Student-aid Fund, fee-concession 
Committee 
 

Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener : Mrs. Anjana Arora 
Member  : Mrs. Sunamika 
 

5 Scholarship to Students Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Mrs. Anjana Arora 
Members  : Mr. Gagan 
   Mr. Sanjay Mishra 
 

6 Admission Committee Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Registrar : Mrs. Sangeeta Goel 
Sub-Registrar : Dr. Rita Singh 
   Mrs. Vivek Narula 
   Mrs. Parul Singh 
   Ms. Ritika 
Members-I  : Mrs. Suman Makkar 
                 : Mr. Sanjay 
   Mr. Saurav 
Members-II : Dr. Sima 
(ERP)  : Mr. Vikas Walia (Fine Arts) 
  : Mrs. Meenu Gulati  
  : Mrs. Sunamika 
  : Mrs. Sushma Sharma 
  : Mr. Gulshan 
  : Mr. Gagan 
  : Mrs. Mamta - Library 
  : Mrs. Aarti - Library 
 
  : Mr. Anil Nanda 
  : Mr. Inderjeet Kathuria 
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7 College Bus Committee Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Mrs. Anjana Arora  
Co-Convener : Dr. Shashi Sharma 
Member  : Mrs. Lovely Raj 
ERP   : Mr. Gulshan Nanda 
  : Mrs. Kanchan Khanna 

8 Duty Leave Register (Computer 
feeding and file maintenance of 
the Performa) 

Mr. Anand 

9 Function Register   
(External & Internal) 
 

Dr. Nitasha Bajaj (Incharge of Collection of Text & 
Pictures of all events in the college) 
Photographs – Mr. Parmesh 

10 Awards and Honours Committee Patron   : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Dr. Meenakshi Saini 
Members  : Dr. Vibha Gupta 
   Mrs. Sangeeta 
   Mrs. Shalini 
   Dr. Neeta Dwivedi 
   Dr. Neena Bajaj 

11 Prizes and Certificates Committee 
(a) Preparing and displaying 

list, purchase of prizes and 
its distribution 

(b) Collecting name of the 
students and follow up 

Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  :  Mrs. Shalini Chhabra 
Co-Convener :  Mrs. Dolly Lamba 
Co-ordinator :  Dept. of Psychology 
     Dept. of Fashion Designing 
     Ms. Santosh 
Sports  :   Dr. Vibha Gupta 
Academic :   Mrs. Anjana Arora 
Cultural :  Dr. Neeta Dwivedi 

12 Tour & Trips Committee Patron   : Dr. Vibha Gupta  
   (Offg. Principal) 
Incharges   : Dr. Meenakshi Saini 
   Dr. Neena Bajaj 
 

13 Bursar Mrs. Nishi Grover 
 

14 Religious Classes  Patron  :  Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Dr. Kiran Sharma 
Co-conveners : Dr. Asha Bajaj 
   Dr. Deepika  
 

15 Environment Classes Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  :  Dr. Sunita Kaushik  
Co-convener :  Dr. Neena Bajaj 
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16 College Magazine/Year book  Patron  :  Dr. Vibha Gupta  
    (Offg. Principal) 
Chief Editors :   Dr. Vineet 
    Dr. Nitasha Bajaj 
Assistance :  Ms. Poonam Bhattal 
Editors of Various Sections : 
Hindi :  Dr. Kiran Sharma 
    Dr. Deepika Ghai 
 Mass Comm. :  New Hand in Mass Comm. 
Yoga  :  Dr. Anuja 
English :  Dr. Nitasha Bajaj 
Sanskrit  :  Dr. Indu Narang 
Punjabi :  Dr. Gursharan Kaur  
Science  :  Dr. Rachna Soni  
    Dr. Neena Bajaj 
Commerce :  Mrs. Vivek 
    Ms. Ritika 

17 (a) Research Journal :- 
 Coherence 

Patron : Dr. Vibha Gupta  
  (Offg. Principal) 
Editor-in-Chief : Dr. Rita Singh 
Editors :  Dr. Ravi Bathla 
  Mrs. Lovely 
  Mrs. Parul Singh 
Office   Mrs. Kanchan Khanna  
Subscription : Mrs. Geeta (Library) 
 
 
 

(b) Research Journal in Social 
Science  

Patron : Dr. Vibha Gupta  
  (Offg. Principal) 
Editor-in-Chief : Mrs. Anita Moudgil 
Editors :  Dr. Vibha Gupta 
  Dr. Malkit Singh 
Sub-Editors : Dr. Seema Sethi 
  Dr. Nitasha Bajaj 
  Mrs. Shikha Saini 
  Dr. Sabhyata Bansal 

18 English Literary Society  Patron  : Dr. Vibha Gupta  
  (Offg. Principal) 
Convener  : Dr. Vineet  
Co-convener  : Dr. Pooja Jain (English Dept.)  
Members  : Students 

19 Hawan Committee Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Conveners  : Dr. Vishav Prabha 
   Mrs. Sangeeta 
Members : Dr. Anuja &  
   Dept. of Yoga  
 

20 Canteen Committee Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Conveners  : Dr. Abha Khetarpal 
   Dr. Surinder Kaur 
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Member  : Mrs. Parul Singh 

21 NSS Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Incharges  : Dr. Gursharan Kaur 
   Ms. Ritika Bhola 
 

22 NCC Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Incharges  : Ms. Geeta Sharma 
   Mrs. Lovely Raj 
 

23 Common Room Committee 
 

Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Incharges : Dr. Shashi Sharma  
   Mrs. Suman Bali (English) 
 

24 Purchase of new furniture & repair 
of old furniture and Wood Work in 
College 
 

Patron  :    Dr. Vibha Gupta (Offg. Principal) 
Convener  :    Mrs. Sangeeta Goel 
Co-Convener :    Mrs. Kanika 
Members :    Mr, Niket 
   Mr. Gulshan Nanda 
   Mr. Gagan 
        Mr. Bhupinder Singh 
 

25 Purchase of Electrical goods and 
repair Works 

Patron  :    Dr. Vibha Gupta (Offg. Principal) 
Convener  :    Dr. Monica Sharma 
Co-Convener :    Mrs. Pooja Anand 
Members  :    Mr. Gulshan Nanda 
       Mr. Gagan 
            Mr. Bhupinder Singh 
        Mr. Balwinder  
 

26 Purchase Committee 
(a) Science  

Patron  :    Dr. Vibha Gupta (Offg. Principal) 
Convener  :    Dr. Ravi Bathla 
Co-Conveners:    Dr. Sunita Kaushik  
       Mrs. Anjana Arora  
Members :    Mrs. Sangeeta Goel 
       Dr. Rachna Soni 
       Dr. Neena Bajaj 
       Dr. Sima 
 

(b) Computers Patron  :  Dr. Vibha Gupta (Offg. Principal) 
Convener :  Dr. Rachna Soni  
Co-conveners :  Dr. Sima 
     Mr. Sanjay Bhardwaj 
Members :  Mr. Davender K. Malhotra 
     Mr. Anil 
     Mr. Inderjeet 
     Mr. Gulshan  
     Mr. Gagan 
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(c) Hostel Patron   : Dr. Vibha Gupta  

   (Offg. Principal) 
Convener  : Mrs. Anjana (Warden) 
Co-convener :  
Members   : Dr. Surinder Kaur 
   Mr. Gulshan 
   Mr. Gagan 
   Mr. Bhupinder Singh  
Wood Works : Mrs. Sangeeta 
Plumbing   : Mr. Vikas 
Electrical  : Dr. Monika 
Civil  : Mrs. Pooja Sindwani 
Glass  : Mrs. Vivek Narula 
 

27 Library Committee Patron  :  Dr. Vibha Gupta (Offg. Principal) 
Convener :  Mrs. Geeta 
Members  :  Dr. Vibha Gupta 
  Dr. Ravi Bathla 
  Mrs. Anjana Arora 
  Dr. Rachna Soni 
  Dr. Vineet 
  Dr. Surinder Kaur 
  Dr. Vishav Prabha 
  Mrs. Sangeeta Goel 
  Dr. Neena Bajaj 
  Mr. Sanjay Bhardwaj 
 

28 ERP Implementation and  
Wi-fi implementation committee 

Patron  : Dr. Vibha Gupta (Offg. Principal) 
Convener  : Mr. Gulshan 
Members  : Dr. Rachna Soni 
  Dr. Sima 
  Mr. Sanjay Bhardwaj 
   
    Mr. Gagan 
    Mr. Anil 
    Mr. Inderjeet Kathuria 

29 Convocation Committee Patron  : Dr. Vibha Gupta (Offg. Principal) 
Convener  : Mrs. Sangeeta Goel 
Co-conveners: Dr. Sunita Kaushik 
  Dr. Neena Bajaj 
  Mrs. Lovely Raj 
 

30 
  

Construction & Maintenance 
Committee 
 (i) Civil Works  
 
 
 

 
 

Patron  :  Dr. Vibha Gupta (Offg. Principal) 
 
Convener :  Mrs. Lovely Raj 
Co-convener :  Mrs. Pooja Sindwani 
Members :  Ms. Geeta Sharma 
     Mr. Niket 
     Mr. Gulshan  
     Mr. Gagan 
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(ii) Black Boards and 

Display Boards  
 

 
(iii) Glass Work 
(iv) Plumbing 
 

     Mr. Bhupinder Singh 
 
 

Convener :   Mrs. Sangeeta Goel 
Member :   Mr. Niket 
 
 

Incharge  :   Mrs. Vivek Narula 
Incharge :   Mr. Vikas Walia 
 
 

31 Annual Report Committee Patron  :  Dr. Vibha Gupta  
   (Offg. Principal) 
Conveners English: Mrs. Vineet 
   Ms. Geeta Sharma 
Conveners Hindi : Dr. Vishav Prabha 
   Dr. Deepika Ghai 
 

32 Intercom Committee 
 

Patron  :  Dr. Vibha Gupta  
   (Offg. Principal) 
Members  :  Mr. Anand 
   Mr. Gulshan 
                               Mr. Gagan 
 
 

33 Standing Advisory Committee Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Mrs. Sangeeta Goel 
Members  : Dr. Vibha Gupta 
   Dr. Ravi Bathla 
   Dr. Abha Khetarpal 
   Dr. Meenu Jain 
   Dr. Vineet    
   Dr. Sunita Kaushik 
   Dr. Surinder Kaur 
   Dr. Rachna Soni 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 
   Dr. Neeta Dwivedi 
 
 

34 UGC Cell/Planning Board Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Dr. Sunita Kaushik 
Members  : Dr. Vishav Mohini 
   Dr. Nitasha 
   Dr. Rachna Soni 
   Mrs. Parul Singh 
   Dr. Sima 
   Mr. Sanjay Bhardwaj 
   Dr. Malkit Singh 
   Ms. Garima Malik 
   Mr. Niket 
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35 Prayer Committee Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Mrs. Anjana Arora 
Members  : Mrs. Sangeeta Goel 
   Dr. Vishav Prabha 
   Dr. Neeta Dwivedi  
   Mrs. Vivek 
   Dr. Seema Sethi 
   Ms. Geeta Sharma 
   Dr. Gursharan 
   Mrs. Kanika 
   Mrs. Sunamika 
   Mr. Niket 
   Mr. Bhupinder Singh 
 

36 Clubs, Councils and Committees  

(a) Cultural Council Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Dr. Mrs. Neeta Dwivedi 
Co-Convener : Mr. Vikas 
Members  : Mrs. Lovely 
   Dr. Gursharan 
   Mrs. Pooja Sindwani 
    
   Ms. Neha 
   Ms. Chinki 
Helper   : Mr. Mukesh 
                         Mr. Rajkumar 
 
 

(b) Sports Council Patron  :  Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Dr. Vibha Gupta  
Co-conveners : Ms. Jagriti  
  Ms. Radha 
Members  :  
Arts  : Dr. Vishav Prabha  
  Dr. Kiran Sharma 
  Dr. Asha Bajaj 
  Dr. Seema Sethi 
  Ms. Geeta Sharma 
Science : Dr. Ravi Bathla 
   Dr. Neena Bajaj 
 Commerce  : Mrs. Nishi  
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   Mrs. Meenu Gulati 
 
 

(c) Scholars Club Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener   : Dr. Rachna Soni 
Members  :  
Arts   : Mrs. Anjana Arora 
   Mrs. Rita Singh 
   Mrs. Lovely 
Mass Communication: Mr. Parmesh Tyagi 
 

Commerce  : Dr. Monika Sharma 
   Ms. Ritika Bhola 
 

Science & Computers:Dr. Ravi Bathla 
   Dr. Sunita Kaushik 
   Mrs. Sunamika 
   Ms. Manika Sethi 
 

(d) Eco Club Patron   : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener   : Dr. Sunita Kaushik 
Members   : Dr. Neena Bajaj  
   Dr. Inam Mohammed 
   and Dept. of Bio-Sciences 
 
 

(e) D.A.V. Phulwari Patron   : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener   : Dr. Ms Neena Bajaj 
Members   : Dr. Sunita Kaushik 
   Dr. Inam Mohammed 
    and Dept. of Bio-Sciences 
 
 

(f) Youth Club Patron  : Dr. Vibha Gupta  
  (Offg. Principal) 
Convener  : Dr. Sabhayata Bansal 
Co-convener : Mrs. Meenu Gulati 
Members : 
 

 
Arts   : Ms. Divya Sharma (Psych.) 
   Mrs. Vibhati (Yoga) 
 
Commerce  : Ms. Kritika  
   Ms. Ritika Chopra 
 
Science   : Ms. Romika (IMB) 
   Ms. Poonam (Zoology) 
 
Computers  : Ms. Nitika  
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  Ms. Poonam  
   

(g) Red Ribbon Club Patron   : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Dr. Seema Sethi 
Members   : Dr. Ravi Bathla 
   Mrs. Rita Singh 
   Dr. Monica 
   Ms. Lovely 
   Mrs. Yogita 
   Ms. Priyanka 
   Ms. Harmandeep 
   Ms. Ritika Chopra 
 

37 Internal Quality Assurance Cell 
(IQAC) 

Patron   : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Dr. Vibha Gupta 
Co-Convener : Mrs. Sangeeta Goel  
Members  : Dr. Ravi Bathla 
   Dr. Abha Khetarpal 
   Dr. Meenu Jain 
   Mrs. Anjana Arora 
   Dr. Vineet 
   Dr. Sunita Kaushik 
   Dr. Surinder Kaur  
   Dr. Rachna Soni 
   Dr. Vishav Prabha 
   Mrs. Shalini Chhabra 
   Dr. Meenakshi Saini 
   Dr. Seema Sethi 
   Dr. Nitasha Bajaj 
   Dr. Sima 
   Mrs. Kanika Goyal 
   Dr. Neena Bajaj   
 

38 NAAC Committee Patron   : Dr. Vibha Gupta  
   (Offg. Principal) 
Coordinator : Dr. Rachna Soni 
Secretary   : Dr. Neena Bajaj 
Members  : Dr. Ravi Bathla 
   Dr. Abha Khetarpal 
   Dr. Meenu Jain 
   Mrs. Anjana Arora 
   Dr. Vineet 
   Dr. Sunita Kaushik 
   Dr. Surinder Kaur  
   Dr. Vishav Prabha 
   Mrs. Sangeeta Goel 
   Mrs. Shalini Chhabra 
   Mrs. Reeta Singh 
   Dr. Meenakshi Saini 
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   Mrs. Nishi Grover 
   Mrs. Vivek Narula 
   Dr. Neeta Dwivedi 
   Dr. Seema Sethi 
   Dr. Shashi Sharma 
   Ms. Geeta Sharma 
   Dr. Monika Sharma 
   Dr. Gursharan Kaur 
   Ms. Lovely Raj 
   Dr. Nitasha Bajaj 
   Mrs. Parul Singh 
   Dr. Sima 
   Mrs. Kanika Goyal 
   Ms. Ritika 
   Mr. Niket  
   Mrs. Aruna Dhir 
   Dr. Pooja Jain 

39 Women Cell Patron  :  Dr. Vibha Gupta  
   (Offg. Principal) 
Convener  : Ms. Ritika Bhola  
Co-Convener : Mrs. Pooja Sindwani 
Members : Dr. Meenu Jain 
   Dr. Rachna Soni 
   Ms. Geeta Sharma 
   Ms. Ritika  
   Ms. Neenu 
    

40 Placement Cell Patron  :     Dr. Vibha Gupta  
   (Offg. Principal) 
Convener :  Dr. Vibha Gupta 
Co-convener :  Mr. Sanjay Bhardwaj 
Members  :  Dr. Ravi Bathla (Non-Med.) 
   Dr. Sunita Kaushik (Med.) 
   Dr. Surinder Kaur (Commerce) 
   Mr. Parmesh Tyagi (Arts) 
 

41 Faculty Development Cell Patron :  Dr. Vibha Gupta  
   (Offg. Principal) 
Conveners :  Director 
   (Women Studies Centre) 
 

   Dr. Surinder Kaur  
   (Head, Dept. of Commerce) 
 

Co-ordinators:  Dr. Rachna Soni  
   (Head, Dept. of Computer 

Science) 
 

   Dr. Meenakshi Saini  
   (Associate Professor, Dept. of 

Commerce) 
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  Dr. Sima  
  (Assistant Professor, Dept. of 

Computer Science) 
 

Members : Mr. Gagandeep  
  (Head Clerk) 
 

  Mr. Gulshan Nanda  
  (Data Processing Supdt.) 
 
 

42 Tutorial Board  
 

Patron   : Dr. Vibha Gupta  
   (Offg. Principal) 
Convener   : Mrs. Shalini Chhabra 
Co-Conveners & Coordinators : (Faculty wise) 
 

Science   :  
Dr. Neena Bajaj -Medical- Co-convener 
Dr. Sunita Kaushik - Medical -Coordinator  
Mrs. Anjana Arora– Non-Medical - Co-convener 
Mrs. Kanika - Non-Medical-Coordinator 
 

Computers  : 
Dr. Rachna Soni - Co-convener 
Ms. Manika - Coordinator 
 

Commerce :  
Dr. Surinder Kaur - Co-convener 
Ms. Kritika - Coordinator 
 

Arts : 
Dr. Meenu Jain - Co-convener 
Dr. Nitasha Bajaj - Coordinator 
 
 
 

43 Personal Counselling Cell  Patron  :     Dr. Vibha Gupta  
   (Offg. Principal) 
Convener :  Mrs. Shalini Chhabra 
Members :  Dept. of Psychology 
 

44 Personal Development Programme 
Cell (PDP Cell) 

 

Patron  :  Dr. Vibha Gupta  
    (Offg. Principal) 
Convener   :  Dr. Surinder Kaur 
Co-conveners : Arts  : Dr. Nitasha Bajaj 
  Commerce  : Dr. Meenakshi Saini 
  Science  : Dr. Neena Bajaj 
        Dr. Rachna Soni 
 
 

45 Grievance Redressel Cell Patron   : Dr. Vibha Gupta  
  (Offg. Principal) 
Staff Secretary : Dr. Meenakshi Saini 
Registrar : Mrs. Sangeeta Goel 
Bursar : Mrs. Nishi Grover 
Hostel Warden : Mrs. Anjana (Warden)  
Inch. Student Council: Dr. Kiran Sharma 
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Library Incharge :   Mrs. Geeta 
Members : Dr. Surinder 
 :    Mr. Gulshan 
    Mr. Gagan 

46 Sexual Harassment Cell Patron  :  Dr. Vibha Gupta  
    (Offg. Principal) 
Convener   :  Dr. Surinder Kaur 
Members  :  Dr. Abha Khetarpal 
    Dr. Sunita Kaushik 
    Dr. Rachna Soni 
    Mrs. Shalini Chhabra 
    Dr. Meenakshi Saini 
 
 
 

47 Alumni Committee Patron   :  Dr. Vibha Gupta  
   (Offg. Principal) 
Convener   : Dr. Vishav Prabha 
Members   : Dr. Ravi Bathla 
                      Dr. Abha Khetarpal 
   Dr. Rachna Soni 
   Mrs. Rita Singh 
                      Dr. Seema Sethi 
   Mrs. Nishi 
                      Mrs. Vivek 
   Dr. Neena Bajaj 
                      Dr. Deepika Ghai    
             
 
 
 
 

48 Hostel Committee Patron  :  Dr. Vibha Gupta  
   (Offg. Principal) 
Convener   :  Dr. Surinder Kaur  
Co-Convener : Dr. Seema Sethi 
Members   : Dr. Vibha Gupta 
   Dr. Abha Khetarpal 
   Mrs. Anjana Arora  
   Dr. Sunita Kaushik 
   Dr. Rachna Soni 
   Mrs. Sangeeta Goel 
   Dr. Meenakshi Saini 
   Mrs. Nishi Grover 
   Mrs. Vivek Narula 
   Dr. Neena Bajaj 
                          Mrs. Dolly Lamba 
   Mr. Sanjay Bhardwaj 
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49 Incharge issuing of Spirit for 
Practicals  
 

Dr. Sunita Kaushik 
 
 
 

50 Parents-Teachers Association 
(PTA) 
 
 
 
 
 
 
 

Patron  :  Dr. Vibha Gupta  
   (Offg. Principal) 
Overall Incharge:  Dr. Rachna Soni 
Conveners  : 
Arts :  Mrs. Rita Singh 
Commerce :  Dr. Surinder Kaur 
Science  :  Dr. Ravi Bathla 
Computers :  Dr. Rachna Soni 
   10 Parents each from the 

faculties of Arts, Commerce, 
Science & Computers. 

 
51 Anti-Ragging Committee & Anti - 

Ragging Squad 
 
 
 
 
 
 
 
 
 
 
 

Patron       : Dr. Vibha Gupta  
   (Offg. Principal) 
Overall Incharge: Dr. Rachna Soni 
CONVENERS    :  
Commerce   : Dr. Meenakshi Saini 
Science    : Dr. Sunita Kaushik 
Arts   : Dr. Vishav Prabha 
Computers    : Dr. Rachna Soni 
Members : 
 
College Faculty :  
(Teaching & Non-Teaching) 
Mrs. Sangeeta Goel   
Mr. Sanjay Bhardwaj  
Mr. Gulshan  
Mr. Gagan 
1 Parent each from the faculty of Arts, Science, 
Commerce & Computers  
 

52 SC, ST and OBC Committee 
 

Patron  : Dr. Vibha Gupta  
  (Offg. Principal) 
Conveners :  
(a)  Entry into Services Coaching : Mr. Niket 
(b)  Remedial Coaching        : Dr. Nitasha 
(c)  Equal Opportunity Cell        : Mrs. Parul Singh 
(d)  SC/ST Awards        : Dr. Vibha Gupta 
(e)   SC/ST/OBC Scholarships     : Mrs. Lovely Raj 
 
 

53 Voter ID Cards Committee Patron    : Dr. Vibha Gupta  
    (Offg. Principal) 
Convener   : Dr. Kiran Sharma 
Members  
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Arts   : Dr. Asha Bajaj 
Science    : Dr. Yogita Gupta 
Commerce    : Mrs. Pooja Sindwani  
 

54 Cleanliness Committee Patron    : Dr. Vibha Gupta  
    (Offg. Principal) 
Convener   : Mrs. Vivek Narula 
Co-Conveners  : Mrs. Nishi Grover 
    Mr. Gagan 
    Mr. Gulshan 
Assisted by   : Mr. Bhupinder Singh 

55 ICC (Internal Complaint 
Committee) 

Patron     : Dr. Vibha Gupta  
    (Offg. Principal) 
Convener   : Director,  
    Women Studies Centre 
    (Presiding Officer) 
Members    : Dr. Meenakshi Saini 
    Dr. Sabhayata (HRVE Dept.) 
    Ms. Ruchi Mahajan (NGO) 
    Counsellor 
 
 

56 Examination 
(a) Patron 
(b) Controller of Exams 
 (To handle all exam related 

matters/issues) 
 

(c) Issuing of University 
Practical Sheets and 
keeping record  

 
 
 

 
Dr. Vibha Gupta (Offg. Principal) 
Dr. Kiran Sharma 
Dr. Deepika Ghai 
 
 

 
Mrs. Vivek Narula 

57 Spot Evaluation Patron  : Dr. Vibha Gupta  
   (Offg. Principal) 
Incharge  : Dr. Meenu Jain 
Member : Mr. Anand 
 
 

58 Women Studies Centre  Patron   :  Dr. Vibha Gupta  
    (Offg. Principal) 
Coordinator :  Dr. Shikha Saini  
Co-coordinator:  Dr. Seema Sethi 
Members  :  Dr. Deepika Ghai 
    Mrs. Dolly Lamba 
    Dr. Meenu Gulati 
    Ms. Neha Kamboj 
 

59 Practical Exam Committee 
 

Patron  :   Dr. Vibha Gupta  
     (Offg. Principal) 
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 Incharges : Dr. Ravi Bathla  
    Dr. Rachna Soni 
    Dr. Yogita Gupta 
 

60 Gandhian Studies Centre and 
Nehru Studies Centre : 
 
 

Patron   :  Dr. Vibha Gupta  
    (Offg. Principal) 
Coordinator :  Dr. Malkeet Singh 
Co-coordinator:  Dr. Asha Bajaj 
Members  :  Mrs. Ranjana 
    Mrs. Vibhati 
    Ms. Sakshi  
     
  
 

61 Kaushal Kendras Committee Patron  :  Dr. Vibha Gupta  
    (Offg. Principal) 
Convener   :  Mr. Sanjay Bhardwaj 
Co-conveners :  Dr. Vineet  
    Dr. Sunita Kaushik 
    Dr. Sima 
    Mrs. Meenu Gulati 
    Mrs. Dolly Lamba 
    Mr. Niket 
    Ms. Garima 
    Mrs. Sunamika 
    Ms. Kriti 
    Mr. Gagan 
    Mr. Gulshan 
 

62 Cisco Committee  
   

Patron  :  Dr. Vibha Gupta  
    (Offg. Principal) 
Convener   :  Dr. Rachna Soni 
Co-convener :  Dr. Sima 
Tech. Asstt.  :  Mr. Anil +  
    New Hand in C.Sc. Dept. 
 
 

63 Swimming Pool Committee Patron  :  Dr. Vibha Gupta  
    (Offg. Principal) 
Convener  :  Dr. Seema Sethi 
    Ms. Ritika Bhola 
Co-Converners:  Mr. Gulshan 
    Mr. Gagan 
Member  :  Ms. Dolly Lamba 
    Mr. Vikas Walia 
Assisted by  :  Mr. Bhupinder Singh 
 

64 Gym Committee 
(College and Hostel) 

Patron  :  Dr. Vibha Gupta  
    (Offg. Principal) 
Convener  :  Dr. Anuja Rawat 
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Members  :  Mrs. Vibhati 
    Mrs. Ranjana 
    Mr. Sumit 
    Mr. Pardeep 

65 Yoga + Meditation Classes  
(For all the students of the college) 
 

Patron   :  Dr. Vibha Gupta  
    (Offg. Principal) 
Convener  :  Mrs. Sangeeta Goel 
Members   :  Dr. Anuja  
    Mrs. Vibhati 
    Mrs. Ranjana 
 

66 Student Council Patron  :  Dr. Vibha Gupta  
    (Offg. Principal) 
Convener   :  Dr. Kiran Sharma 
Co-conveners : 
Arts   :  Dr. Vibha Gupta 
    Dr. Abha Khetarpal 
Commerce   :  Dr. Surinder Kaur 
    Dr. Meenakshi Saini 
    Mrs. Nishi Grover 
Science   :  Dr. Ravi Bathla 
    Dr. Yogita Gupta  
 

67 Printing of Attendance Register Mrs. Vivek Narula 
 

68 Hobby Courses Committee  Patron   :  Dr. Vibha Gupta  
    (Offg. Principal) 
Conveners   :   
    Mrs. Dolly Lamba 
    Mrs. Sunamika 
Members   :  Dr. Meenu Gulati 
    Ms. Kriti 
    Mr. Gulshan  
    Mr. Gagan 
 

69 Stock Verification of Cosmetology 
Dept.  and Aalia Saloon 

Patron   :  Dr. Vibha Gupta 
    (Offg. Principal) 
Incharges   :  Mrs. Kanika Goyal 
    Mrs. Dolly Lamba 
 

70 Stock Verification of Restaurant 
and Bakery & Confectionery  

Patron   :  Dr. Vibha Gupta 
    (Offg. Principal) 
Incharges   :  Mrs. Parul Singh 
    Ms. Garima Malik 
 

 
 

Dr. Vibha Gupta (Offg. Principal) 


