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Year 2025 
 

 
1. Particulars of Organization, Functions and Duties 

Kavishree Botadkar Arts & Commerce College,Botad is a grant in aid institute under the 

Commissionerate of Higher Education, Government of Gujarat. The institute started functioning 

in the academic year 1967. The Kavishree Botadkar Arts & Commerce College, Botad is affiliated 

to the Maharaja Krishnakumarsinhji Bhavnagar University.  

The 3-acre academic commune of the institute has a built-up area of approximately 

26989 square feet and library build-up area 5440 square feet. These comprise building blocks 

for B.A. and B.Com. Land the college has a beautiful campus, ICT classrooms, sports field for 

many outdoor and indoor games. Besides the academic education, the students are provided 

ample opportunities to show their talents and make all round-show. Our college students have 

made excellent performance at the various positions in administrative, political, social, 

education, arts & cultural fields. 

 

VISION 
The vision of Vidyabharti & Kavishree Botadkar arts & Commerce College is to play a leading 

role in shaping the lives of the students in particular & people in general. The main objective is to 

prepare youths for challenges of life through education the dream is to widen the horizons of 

knowledge & provide education to the people of the remotest area of this province & build a 

healthy ideal society irrespective of caste, religion , social states & position. The college aims at 

creating a society which does not separate the people but bring them together, remove hatred & 

bring harmony, brotherhood & integrity among them. Our future vision is to prepare self reliant & 

cultured citizens who can face global challenges. 
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MISSION 

“Sa vidya ya vimuktaye” is the slogan of our institution. We believe that education should 

be such as frees a person, youth, society from the blind faith & superstitions, which frees the 

students from inferiority complex, poverty of thoughts, class, caste & creed distinctions. This 

institution aims at imparting education which illuminates self, society, nation & the world at large. 

The real progress of a human being is not possible without proper education. This institution aims 

to fulfill this objective. 

         The aims, objectives, vision & mission of the institution are reputedly discussed & 

communicate to students, teachers, staff & other stakeholders at the joint meeting in beginning of 

the new term. 

 Duties 
The primary duty of any academic organization is to give the best academic framework. The 

institute has been aspiring to plan, develop, execute, and monitor education. The institution 

offers programs as per the needs of society as a whole to create skilled human resources. 

Teaching, relevant administration, and developmental activities of Arts and Commerce students 

of various subject as per the teaching scheme. Additionally, the college offers training, 

research, and development opportunities for students and teachers. 
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 Structure of Governance 
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 Function 

 
To impart education in the area of Arts & Commerce from under graduate to Ph.D.in the 

following programs are run by the institute 

Academic Programs 
 

Sr. 
 

Name Of Course 
Year 

Started 

Level 
UG/ 
PG 

Type 
Full Time/ 
Part-Time 

Sanctioned 
Intake 

1 B.A. 1967 UG FT 360 

2 B.COM 1967 UG FT 120 

 
 Address & Contact Details 

 

1. Name of College: Kavishree Botadkar Arts & Commerce College,Botad 

2. Address: Himmatbhai Gandhi Marg, Paliyad Road,Botad-364710 

3. Website: www.botadkarcollege.org 

4. Mail ID: botadkarcollege@gmail.com 

5. Working Days and Timings: 
Monday to Saturday  
From 08.00 A.M. To 01.30 P.M. 
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2. Powers and Duties of its Officers and Employees 
 Principal: 

 As Head of office all administrative and financial powers delegated by Govt.of 

Gujarat. 

 Academic administration is performed guided by the rules and regulations laid 

down by the University and State government. 

 Financial: As per the GFR, contingency rules delegation of financial power laid by 

Govt. of Gujarat. 

 Purchase: as per procedure power delegated by the government of Gujarat. 

 Administrative Officer: To assist in all administrative duties, to control different 

organizational coordination mechanisms as per instruction from the Head office. 

 Accounts Officer:  To manage all financial matters of payment & receipt as per the govt. rules. 

 Store Officer: To carry the purchase of material and equipment as per the requirements 

and indent from the various departments and other units of the college and take work 

from subordinate staff for effective execution of the assigned task. 

 Librarian: 

 To acquire and collect books, manuscripts, Journals, and other reading 

materials and organize them. 

 To make available the resources to students and teaching as well as non-teaching 

communities. 

 Student Section In-charge: Managing student records and carry, liaising with the university 

in academic and other student-related activities with the help of subordinate staff. 

 TPO: Arranging industrial & institute visits and placement drives for students. 

 Professor: Managing the respective academic program as well as looking for the 

development to faculties of research and consultancy in coordination with other faculties 

of  the department. 

 Associate & Assistant Professor: To carry out the academics and all allied duties assigned 

by the competent authorities. 

 Head clerk: Administration operations pertaining to audit, Vikashlakshi, roster register, 
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overload, charge allowance, increment, pension, and service-related matters as well as 

supervise and guide subordinate staff. 

 Senior Clerk: Statistical information, register of resolutions, probation and CR, details of 

temporary posts, TADA bills, Contingency bills  preparing estimates. 

 Junior Clerk: Vacation detention, GPF, inward/outward file, salary bills, arrear bills, IT forms 

 Peon: Work assigned by the principal, head of the department, or officers 

 

 

3. Procedure Follows in the decision-making process 
 The establishment comprising of administrative officer, Accounts officer, and Store officer 

follows the rules of the Government of Gujarat for service, finance, and disciplinary power 

delegated. 

 University rules are followed for academics, examinations, and declaration of results of the 

students. 

 For academic matters, Head of the department's opinion is considered in an absolutely fair 

and neutral way. 

 

4. The norms set for the discharge of its functions 
 Norms are framed by Govt. of Gujarat and Commissionerate of Higher Education for 

administration. 

 For academic matters, Maharaja Krishnakumarsinhji Bhavnagar University and guidelines are 
followed. 

 The rules, regulations, and guidelines also followed. 

 For student admission, Admission Committee guidelines are followed. 
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5. The rules, regulations, instructions, manuals, and records 

used by employees for discharging their functions are under 

Sr Detail Rules & Regulation Monitoring body 

1 Student Admission Admission Rules Admission Committee 

2 Academic University rules MKBU,Bhavnagar 

3 Transfer of employee Transfer Rules CHE,Gandhinagar, Education 

Dept. Gandhinagar 

4 Promotion of employee Promotion Rules CHE,Gandhinagar, Education 

Dept. Gandhinagar 

5 Workload Workload Rules CHE,Gandhinagar 

6 Payment Payment Rules CHE,Gandhinagar 

7 Purchase Purchase Govt. 

Rules 

Govt. guidelines 

 
6. A Statement of the categories of the document held 

 

 
Sr 

Category of 
Document 

 
Detail of Document 

Procedure to 
Obtain 

Document 

Held by/Under 
the Control of 

1 Academic Syllabus Personally 
Head of 
Department 

2 Admission Admission details Personally 
Admission 
Committee 

3 Purchase 
Purchase Rules & 
Regulations 

Personally 
Purchase 
Committee 

4 Finance 
Financial Rules & Resolution and 

rules by Govt. Personally Account Officer 

5 Administration Administration rules Personally Admin officer 
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7. The particulars of any arrangement that exists for 
consultation with or representation by the members of 
the public, in relation to the formulation of policy or 
implementation thereof. 

 
Academic and administrative norms or reform or policies are being formulated by 

statutory authorities at the central level and at the level of the Government of Gujarat 

and are being implemented by the college as per the given guidelines. The college does 

not have independent authority to formulate the policies or norms. 

 

8. A statement of the boards, councils, committees, and 
other bodies consisting of two or more persons 
constituted by it additional information as to whether 
the meetings of these are open to the public, or the 
minutes of such meetings are accessible to the public. 

 
Not Applicable, only implement the policy 
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9. A directory of its officers and employees 
 

Sr Department Name Designation 
1 OFFICE DR.A.J.MAKWANA PRINCIPAL 

2 ADMINISTRATIVE DEPT. MR.K.J.PARMAR JR.CLERK 

3 ECONOMICS DR.J.R.VISHWAKARMA HOD,ASST.PROF. 

4 ECONOMICS DR.R.K.ODEDRA ASST.PROF. 

5 HISTORY DR.R.M.JADAV HOD,ASST.PROF. 

6 HISTORY DR.V.M.BATHAVAR ASST.PROF. 

7 HISTORY DR.T.R.ACHARYA ASST.PROF. 

8 GUJARATI DR.J.G.RAVAL HOD,ASSO.PROF. 

9 GUJARATI DR.S.K.PARALIYA ASST.PROF. 

10 SANSKRIT DR.D.H.GAVALI HOD,ASSO.PROF. 

11 SANSKRIT DR.H.U.RAJYAGURU ASSO.PROF. 

12 PSYCHOLOGY DR.H.D.VAGHAMSHI HOD,ASST.PROF. 

13 HINDI DR.B.V.MARU HOD,ASSO.PROF. 

14 HINDI DR.M.A.KUCHHADIYA ASST.PROF. 

15 ENGLISH DR.S.J.BAROT HOD,ASST.PROF. 

16 COMMERCE PRO.N.J.PATEL HOD,ASST.PROF. 

17 ACCOUNTANCY DR.D.D.MAKWANA ASST.PROF. 
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 Work Assignments To faculties and related 
portfolios. 

 
Sr.no Work assigned Office in charge Supporting officer 

1 Minutes of women development 
cell 

Dr.A.J.makwana 
Dr. SHARMILABEN K. PARALIYA 

Dr. Jyoti R. Vishwakarma 
Dr. Hita U. Rajyaguru 

2 Other Backward Classes Dr.A.J.makwana 
Dr. SHARMILABEN K. PARALIYA 

Dr. Jyoti R. Vishwakarma 
Dr. DINKARBHAI H. GAVALI 

3 Library committee 
Dr.A.J.makwana 
Dr. Babulal V. Maru 
 

Dr. Hita U. Rajyaguru 
Dr. Janakray G. Raval 

4 Finance committee Dr.A.J.makwana 
Mr. Nimeshkumar J. Patel 

Dr. Dipalee D. Makwana 
 

5 Anti-sexual harassment committee 
Dr.A.J.makwana 
Dr. Hita U. Rajyaguru  
 

Dr. SHARMILABEN K. PARALIYA 
Dr. Babulal V. Maru 
Dr. DINKARBHAI H. GAVALI  
Dr. Janakray G. Raval 

6 Grievance Redressal 
Dr.A.J.makwana 
Mr. Nimeshkumar J. Patel 
 

Dr. Dipalee D. Makwana 
 

7 Anti-ragging Dr.A.J.makwana 
Dr. Hita U. Rajyaguru 

Dr. Babulal V. Maru 
Dr. DINKARBHAI H. GAVALI  
 

8 N.S.S 
Dr.A.J.makwana 
Mr. Nimeshkumar J. Patel 
 

Dr. DINKARBHAI H. GAVALI  
Dr. Dipalee D. Makwana 
Dr. Sweta J. Barot 

9 N.C.C  Army Dr. Haresh D. Vaghamshi  
10 N.C.C Naval Dr.Rajeshkumar Jadav  

10 Youth festival 
Dr. Dipalee D. Makwana 
 Dr. Sweta J. Barot 

11 Cawach Mr. Nimeshkumar J. Patel  
12 Finishing school Dr. Sweta J. Barot  

13 Innovation club Dr.Rajeshkumar Jadav Dr. Shantiben K. Odedra 
 

14 ABC id Dr. Haresh D. Vaghamshi  
15 NAAC Dr.A.J.makwana Dr. DINKARBHAI H. GAVALI  
16 SSIP Dr.A.J.makwana Dr. SHARMILABEN K. PARALIYA 

17 GCAS Dr.A.J.makwana Dr. Vinod M. Bathavar 
Mr. Nimeshkumar J. Patel 

18 IQAC Dr.A.J.makwana 
 

Shree Jayeshbhai Bagadiya 
Dr. Babulal V. Maru 
Dr. DINKARBHAI H. GAVALI  
Dr. Janakray G. Raval 
Dr. Jyoti R. Vishwakarma 
Dr. Haresh D. Vaghamshi 

19 EDC Dr. SHARMILABEN K. PARALIYA  
20 AKAM Coordinator Dr. Dipalee D. Makwana  
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21 Cleanliness Nodal Officer Dr. Malde A. Kuchhadiya  
22 Climate Change Coordinator Dr. Haresh D. Vaghamshi  
23 Cyber Club Coordinator Mr. Nimeshkumar J. Patel  
24 Electoral Literacy Coordinator Dr. DINKARBHAI H. GAVALI  
25 Environmental Nodal Officer Mr. Nimeshkumar J. Patel  
26 ETRP (COGENT Coordinator) Mr. Nimeshkumar J. Patel  
27 G20 Nodal Officer Dr. Vinod M. Bathavar  
28 GSVS Institute Co-Ordinator Dr. Dipalee D. Makwana  

29 HarGharTiranga Coordinator 
Dr. TRUPTIBEN R. ACHARYA 
  

30 Innovation Coordinator 
Dr. Shantiben K. Odedra 
 

 

31 Panchprakalp Coordinator 
 

Dr. Shantiben K. Odedra 
 

 

32 Scope Coordinator 
 

Dr. Sweta J. Barot  

33 SSIP Activity Coordinator 
 

Dr. Jyoti R. Vishwakarma  

34 Startup Event Coordinator Dr. Babulal V. Maru  

35 Swachhta Hi Seva Coordinator Dr. Malde A. Kuchhadiya  

36 Voter Awareness Coordinator Dr. Janakray G. Raval  

37 Yoga Day Coordinator Dr. Hita U. Rajyaguru  

38 Exam form 
Dr. Haresh D. Vaghamshi 
 

Dr. Hita U. Rajyaguru 
Dr. SHARMILABEN K. PARALIYA 
Dr.Rajeshkumar Jadav 
Dr. Jyoti R. Vishwakarma 
Dr. Malde A. Kuchhadiya 
Dr. Sweta J. Barot 
Dr. Dipalee D. Makwana 

39 All scholarship of digital gujaat & pmss 
Dr.Rajeshkumar Jadav 
 

 

40 MYSY Dr.Rajeshkumar Jadav 
 

 

41 National scholarship portal 
Dr.Rajeshkumar Jadav 
 

 

42 NIRF/GSRE Dr. Haresh D. Vaghamshi 
 

 

43 SC & ST & OBC Dr. Babulal V. Maru 
 

Dr. DINKARBHAI H. GAVALI  
Dr. Jyoti R. Vishwakarma 
Mr. Nimeshkumar J. Patel 
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10. The monthly remuneration received by each of its officers and employees, 
including the system of compensation as provided in its regulations 

 
Sr 

 
Name 

 
Designation 

 
Department 

 
Pay Scale 

Determined 

Procedure to decide remuneration 

1 DR.A.J.MAKWANA PRINCIPAL OFFICE 144200-218200 

As per Government rules 2 DR.H.U.RAJYAGURU ASSO.PROFESSOR SANSKRIT 131400-217100 

3 DR.J.R.VISHWAKARMA ASSI.PROFESSOR ECONOMICS 57700-182400 

4 PRO.N.J.PATEL ASSI.PROFESSOR COMMERCE 57700-182400  

5 DR.B.V.MARU ASSO.PROFESSOR HINDI 131400-217100  

6 DR.S.K.PARALIYA ASSI.PROFESSOR GUJARATI 57700-182400  

7 DR.R.M.JADAV ASSI.PROFESSOR HISTORY 57700-182400  

8 DR.D.H.GAVALI ASSO.PROFESSOR SANSKRIT 131400-217100  

9 DR.J.G.RAVAL ASSO.PROFESSOR GUJARATI 131400-217100  

10 DR.V.M.BATHAVAR ASSI.PROFESSOR HISTORY FIX PAY  

11 MR.K.J.PARMAR JUNIOR CLERK ADMIN FIX PAY  

12 DR.M.A.KUCHHADIYA ASSI.PROFESSOR HINDI FIX PAY  

13 DR.H.D.VAGHAMSHI ASSI.PROFESSOR PSYCHOLOGY FIX PAY  

14 DR.T.R.ACHARYA ASSI.PROFESSOR HISTORY FIX PAY  

15 DR.S.J.BOAROT ASSI.PROFESSOR ENGLISH FIX PAY  

16 DR.D.D.MAKWANA ASSI.PROFESSOR ACCOUNTANCY FIX PAY  

17 DR.S.K.ODEDRA ASSI.PROFESSOR ECONOMICS FIX PAY  
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11. The budget allocated to each of its agencies indicating 
the particulars of all plans, proposed expenditures and 
disbursements made 

Financial 

Year 

Budget Head Item Grant(Rs.) Expenditure(Rs.) 

2025-26 NIL NIL NIL NIL 

 
12. The manner of executive of subsider programmes, 

including the amounts allocated and the details and 
beneficiaries of such programmes. 

 
Not applicable 

 

13. Particulars of recipients of concessions, permits or 
authorizations granted by it. 

 
Not applicable 

 

14. Details of the information available to or held by it 
reduced in an electronic form. 

 
Website of the college : www.botadkarcollege.org  provides adequate information 
 
 

15. The particulars of facilities available to citizens for 
obtaining information including the working hours of a 
library of reading room if maintained for public use. 

Students can use the library from 08:00AM to 1:30PM on working days. It is a available for 
the students and faculty of this institute 
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16. The names, designations, and other particulars of the public 
information officers 

 
Sr Name Designati

on 
ContactNo. Mailid Address 

Public Information Officer 

 
1 

Dr.A.J.Makwana 
Principal 9429413271 botadkarcollege@gmail

.com 
Himmatbhai Gandhi 
Marg, Paliyad Road, 
Botad-364710 

Appellate Officer 

 
2 

Dr.Kaushik L.Bhatt 

 

M.K.B.Univ
ersity 
Registrar 

9725466333 registrar@mkbhavuni.e
du.in   

Maharaja 
Krishnakumarsinhji 
Bhavnagar 
University, 
Bhavnagar. 364002 

 
 
17. Such other information as may be prescribed and 

there after updated every year. 


