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Finance & Accounts Department
Circular No. 24-2 /2009 Date : 12/08/2009

Disposal / write off of unserviceable material of
University in the Departments.

It has been observed that large number of unserviceable items are lying in the
departments/sections of the university causing further deterioration in their condition.
Such junk occupies precious space in the premises and reflects poorly on proper
projection of ambience of the premises. The urgency of disposing the unserviceable
material hardly needs emphasis.

Following guidelines are issued to enable Heads of the Departments to expeditiously
dispose of and write off the material which is unserviceable.

1. A departmental committee consisting of members of teaching staff in the
department should be formed. Head of the Department who would be the
Chairman of this Committee should recommend the names of Teachers to the
Honourable Vice-Chancellor with a request to grant approval for the constitution
of such Committee. Please note that number of members in the Committee
including Chairman should not be less than five. In case of the departments with
number of regular teaching staff members less than five, senior teachers from
other departments-preferably neighbouring department-should be recommended
for nomination.

2. All unserviceable and irreparable items should be stocked at one place. List of
such items, should be prepared in the format enclosed herewith. Heads of the
Departments should arrange to maintain record of such items in the Department.
All members of the Committee should inspect and certify that the items are
unserviceable and irreparable. Minutes of meeting of Committee should be
prepared and signed by Chairman and Members.

3. All documents stated in Para 2 above namely :

(i) List of the items to be disposed off /written off duly certified by the
Committee;

(i) Certificate by the Committee that the items listed are unserviceable
and irreparable and

(jii) Minutes of the meeting of Committee
Should be sent under a forwarding letter for approval of
Hon’ble Vice-chancelior.

Please note to forward the letter with documents through the Finance & Accounts
Officer (Internal Audit Section). ’
4. On receipt of approval from the Hon’ble Vice-chancellor, the Head of the
Department should ensure that the cost of the items is deleted from their books.
5. The Estate Department will arrange to collect the material as per list from the
department and arrange for its further disposal.

Incase of any doubt, please do not hesitate to approach the undersigned.

N

Sanfay B.Gawai
Finance & Accounts Officer
Encl : As above

To,
Head of the Department(All)
University of Pune.
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University of Pune

. List of Items to be written off.

Sr. | Description Date of Price Present Reason for | Remark
No. of item Purchase Cost/Market writing off
: Value
Rs. Ps. Rs. Ps.
i

We have inspected the items listed above and are satisfied that the items

are unserviceablefirreparable.

disposed off and written off.

Chairman

Member

Member

Member

It is recommended that the said items be

Member

Member

(Departmental Committee to recommend disposal / write
off of unserviceable material)
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Savitribai Phule Pune University,
(Formerly University of Pune)

Finance & Accounts Department
AN 1SO 9001-2008 UNIT

Sub. : Disposal / write off of unserviceable maternal of University in administrative

Departments / Sections.

Ref. : Circular No. 242/2009 dated 12 August 2009.

In continuation of the Circular No. 242/2009, dated 12 August 2009, it is hereby notified
that, for the disposal of scrap of the administrative departments, a committee consisting of
members from the administrative staff not below the rank of Assistant Registrar in the section
should be formed. Chairman of the Committee for the administrative purpose shall be Director
BCUD / Registrar / Finance & Accounts Officer / Controller of Examination for the Departments /
Section under their administrative control. In case of the administrative section with number of
regular staff not below the rank of Assistant Registrar are less than five, Staff of the similar cadre
from other departments should be recommended for nomination.

Rest of the procedures as prescribed in Circular No. 242/2009, dated 15 August 2009,

shall be applicable for administrative departments also.
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Finance & Accounts Office
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