DELHI TECHNOLOGICAL UNIVERSITY

SHAHBAD DAULATPUR, BAWANA ROAD, DELHI-110 042
www.dtu.ac.in ,E-mail: ga@dtu.ac.in
Tel: + 91-11-2729 4673

F. No. DTU/GA/44/2023-24/1444 | 52,428 Dated: ¢5.-.11.2026

CIRCULAR

Subject: Strict compliance with SOP for hospitality arrangements — reg.

This is with reference to Standard Operating Procedure (SOP) for Hospitality
Arrangements issued vide F. No. DTU/GA/44/2023-24/1444/1370-77 dated 24.11.2025 (copy
enclosed). It has been observed that the prescribed SOP for hospitality arrangements is not
being followed while making arrangements for the programme/event/meeting efc.

The concerned officials/branches are, therefore, advised to ensure strict cemplinnce
with the prescribed SOP in all their hospitality arrangements. The procedure, approvals and
other requirements stipulated therein to be duly followed.

Any deviation from the prescribed SOP shall be avoided and, wherever necessary.
prior approval of the Competent Authority shall be obtained.

All are requested for strict compliance with the above.
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Enel.: Copy of SOP for Hospitality Arrangéments.

Copy to:-

1. PA to Hon'ble VC for kind information of Hon'ble Vice Chancellor.

2. PA to Registrar.

3. All HODs/ All Deans / All Branch In- cha1 ges — for strict compliance and vide circulation.
4. Head, CC with the request to upload the circular on the university website. '

6. Guard File.

\ u\ >
(Madl uncsll Kr. Jha)
Assistant Registrar, (Gen. Admin.)
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DELHI TECHN OLOGICAL UNIVERSITY
- (Formeérly Delhji Colege of Engineering)
Shahabad Daulatpur, Bawzang Road, Delhi- 1 10042,
Tel: +91-11-27294673 E-mail: za@dtu.ac.in
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It was observed that the depariments and sections were raising indents for providing
hospitality for number of persons more than the numker of members of a particular Comumittee,
It was also observed that a number of members of the Committees do nat consume the
refreshment / hospita]ity served during the course of the meetings, Due to these reasons, the large
quantity of food 20¢s waste and alse puts avoidahbis tinancial burden onn DTY limances, which
otherwise could have been put to better and productive Purposes of student and cmployee weliare.
In view o Streamline the procedure of the indenting and providing o[has,pitalitj, Proper utilization
of funds in hospitality Services, minimizing food wasiage, and méintaiaing quality of food; a
Monitoring Comlqittee Was constituted vide Office Qrcer No., DTU/Reg/00 /2024-25/55 dated
13.01.2025 for making recommendation in thisg regard, The Commitres reviewed the hospitality
] Operating Procedures (SOP) for hospitality.
_ "_place the order/ mdent to stop the food
concerned te voluntarils curtail the expenditure on this
account."ﬂccordmgy, all Departments, Committees._, event-coordinators and organizing Heads
¢ic. are hereby mnformed to adhere to the Standard Operating Procedure (SO
hospitality during all Unii;ersity, Departmental, Comuniitee, Academic, and
per details given belowr, subject to the General Insituctions: -

P} for arranging
Students’ events as

T/

Tea/ Rei'reshment/ High “eg

i iospitality SUTHNEEMEnRLs shall be made at
fActivifies: Lunch/ Dinner, and wvater the level of the General Administration on
&} Independence Day dispenser as per the prior recelving  proposals from  concerned
[ b} Republic Day - .| @Pproval  of the Compezent Departmentsy Sections/ - Centers/
c] BOM meetings - | Authority. Committees/ Deans /Directors/ event
dj AC Mesiing i Coordinarors duly  approved by the
e). RC WMeetings Competent aurhor £y
Y External Aundit
g IQAC (NAAC, NBa For evenis such as Independence Day ete,
Visits) hospitality indent will be eniertained from
h) Other such svents one Central Commitiee only jor full day
approved by the Hon’hle event ‘and not from rmuliiple committees
Vice. Chancellor | &8 Flag hoisting evenr, cultural event and
_’ 1) Training Program / or sports events. General Administration
Il i shall reram such multiple indents 1o the
; proposing Sub-Commiitees. b
‘ The  event arganizing  departmen t/
committees should send duly approved
proposal at least 21 days in advance 1o GA
5 Section for further processing,
e T T e e R ESoramrey e R e ¥ AN e : i s
e University Level Sizeable Refreshment/ High Tea/ Lunany Hospitality arrangements shall be made at
Eventg/ Activities ‘| Dinner, and water dispeascr as the level of the General Admi: istration on |
&) Convocation, ber the directions'and #aproval recelving duly approved proposals from the
bl Orientation Program of the Competent Autherity. respective Event Hospitality Commitiee,
¢} Alumni Meet * . ;
d) Other such events Hospitality indent will be eniertained from
} approved by the Hon’hle one Central Commmittes only for full day.
; ! Vice Chancelior A |

|



The event organizing department/
comunittees should send duly approved

.proposal at least 21 days in advance o GA

Section for further processing. «

3. Uz Refreshmeit/ High Téa Hospitality arrangements shall be made at
o - the. level of the concerned department/
I % section/ Coinmittee/ Council iitself by
al o ! placing an order directly only to any of the
[=)] tral Purchas & approved food outlets operating inside the

Corm:mttse DTU Campuses
¢} Local Purchase o ‘ ‘
Committee Meeting an It may be ensured that the indent is raised
d} Other Quch similar 5 for the number of committee members + 3
events as approved by i (3 assisting persons) only and bilis beyond
the Compei.cm 5 this Hmit will not be proreq.:eri Jfor
Authority “ poayment.’

4. Departmen Refreshment: - Hospitality arrangements shall be made at

"oﬂ*f‘r Level A the level of the concerned Department/

ABotivities: Up to 30 pf‘ sons each event or Section/ - Committee/ Center/ ‘Council
a) Faculty Meeting as per the rumber of Faculty itself by placing an order directly only to
b) ¢ DRC} leeting me“’lbem duly approved by the " | any of the approved food outlets operating
c} SRC Meeting Head of the concerned inside the DTU Campuses.

c} DPC Meeting Department. > .

g}’ hD Viva Voce : 5 1t may be ensured that the indent is

f) BOS Meeting High Tea / raised for the members + 3 (3 assisting

2) Tuvited Talk ; ¥ , ! persons) only and bills beyond this limit
h) Expert Talk Lunch ma} be arranged only in | will not be pfocessed for payment.

i) Board of Discipline | cases where' External Experts

i) Recruitment /Guests are invited or after ote:- For more thrm 30 persons, a;pmval
4 . 1: ining Program obtaining the prior approvalof | of the competent quthority shall be

i) Bnd-Term Practical | the Campcte‘u Authority, taken | obtained well in advan(‘e

) Lh" er such similar | well in advance ~

evenis as approved by the

Competent Authority

5. Students’

3) Sporis Bventis (e.g.
Ahwan/ Parakaram eic.}

b) Cultural Events (e.g.
Engif est) }

c} Literary Events

Yuvazan)

Technical Events {e. g

Tovictus

e) NCC / NSS

f) Othelr such evenis as

approved by the Hon'ble

Vice Chancelior

{e.g

J]

a
-

* Reifreshment for participants

»  High-tezfor the évent
coordititing committes
members aniy

= Lunchfyr faculiy ,’F"vpnt
coordirziors only

Hospitality arrangements shall be made at
the level of the General Administration on
- receiving duly approved proposals from the
respective Bvcnt Hospitality Commitice.

HOQpltdht‘,' indent will be entertained fom
one Ceniral Committee only for full day.

The svent organizing department/
committees should send duly approved
proposal at least 21 days in advance to
GA Section for further processing.

v

Academic Bvents:

a) End Term Theory
Examination

b Ceniral Evaluation

cl  Admissions

d) Other similar and .
related events as
approved by the
Competent Authority

Reifr Eeh:’l’lf‘“ﬁf for each duty

Hosp itality arrangements shall be made at

e level of the General
Bram:h on - receiving ed
proposals {at least 7-days in advance),
from concerned Dc—mar’tmcntg/ Sections/
Centers/ Commitices/ Deans / /Directors/
event Coordinators duly approved by the
Competent authority.

Adminisiration

duly approv

Lunch/ High Tea

o
"

If an even: Tasis 6 hours or
longer, favnity/ stall involved
may be pravided with lunch/
dinner vpnn approval from the
Competeni i aL'mn:v :
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1. For Meetings upio 1-
1.5 hours where there
is 1o External
Menmber/ Esmert
1.For Bvents Upio 2.5
hours where there ismo
External Member/
Eaxpert. .

2.For students
barticipating ‘during
SPOris events,

3.For students aittending
Ph.D viva ete

1. For';?\fieetmgs where
External member/
Expert are invited
Including Faculty
Members

For commirtee
members of Sporis
Byents

Hipgh Tea

1. For Meetings which Innch/
Starts in first half and Dinner

Continues heyond lunch
time and is usually long
enough 1o justify the ;
arrangement for hunch,

leeting in which
ernal Experts are
mvited e.g. DRC, Ph.D
viva Voce ete.

2. N
s

oA
XTI

—_— |
Reu_eshmen_t

Standard Menn ' |

_ N i - e
a. . Tea & Biscuit/s On |

D. - Tea & small Samasa/ idhi oR
Any other similar alrangement / items the veridar agrees o

supply with in approved rates ;

“Tea, Biscuit/ Copkies 2 pes) &

c.

D. - one Samoga {1 pc)/ Peannrs {1 Serving)

OR. .:., '
a: -“Tea, Biscuit/ Cooldes (2 pesj & |
b. oneldi {1 pc) / Vada {1 pe) .

OoR - '
2. Juice (1.pg), &
b. banana; {2 pes)

JOR A
€. Any other similar arrangement

/ items the vendor agrees o '

02 Cookies &

ADy one Snacks itemn: Samosa/ Algg Bonda/ Sandwich /
Cutlet/ Miy Palcoda / Pancer Paloda/ Spring Roll/ poha-
dahi & *

One Sweet em {Gulab-Jamun /-Ice-Cream or eéquivalent
sweet)

Or

a- -
OR : e

a: Teaf Juicc,(Tetra«Pacln:) / [Buiter Milkc/ coconut water &
b. Sprouts. with vegetables

OrR

supply with in approved rates

Tea/ Juice/ Butier kY

1ille/ coconur water
Chips/ Peanuts &

"

o o' m

=
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casonal fruits) - (Quarrer plate)

with pancer pisces

|4 One Sweer

Any other simiiar ‘arrangement / items the vendor agrees o

Supply witk inox '

a. Salad °

b. Papad, pickels ]

Mix Vegetables / seasonal vegeiables -1

Dal Makichani / Yellow Daly Chhole/Rajma -1

One Paneer Digh- 1 _

Boondi Raitg /Veg. Raita/ Pineapple Raita-1

Rice / Pulac/ Jeers Rice-1 :

- One Sweet Digh {Gulab-damun / Ice Créam or equivaient
sweet) )

C.

B0

i. Lachha Pa?.:-;-:[ha/ Rot/ Poorif Tawa Roti/ Naan/ Tandoor
Butter Roy

3 Drinking Warer dispensers with raper glasses

OR..* - 1

a. Idli/ Vada with Sambar

b. Dosa (I\';fsléal:;/omon/ Mix Veg.) / Uttaparn {Onion /Mix Veg )
C. Upamg =

d. Coconur Chizmey

€. One Sweet Dish {Sheera / Sujfi Halwa eic.)

1, -Drinking Wager dispensers with Peper glasses

OR L .

. Chowmein/ Hakla Noodles /Fried Rice

b, Veg Manchusian gravy -

¢.' Boiled Vagetable/ Spring Roll "
2em (Gulab-damm n/Ice-Cream or equivaient

sweet))
e. Drx'nkmi;»" W
OR 4

dispensers with paper glasses

lar arrangernent / iiems rhe Vendor agress o

i
iz approved rates

]
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Concerned event-coordinators./ HoD/ In- crm‘”‘fe should make consctous efforts to prevent the food wastage an””
reducing the e*{:)endrl.hc on hospitality ani o order for number ‘of members of the meeting/ commitiee plus~
three persons {to cover the officials involved in the arrangements). .

All concerned are advised not to Dlace O“Q\,’ / '“ment for the duties/events v:hu:h iall under the dzsvoml of the
regular official duties.

The Hoopnaht} arrangements required to h > m:tdc at the level of the General Adminisira Llon, shall be arranged
on receiving proposals from concerned; Departments/ Sections/ Committees/ Deans- /Directors/Event

» Lonrdmatorq duly approved by the Compe eni authority. Tt may be ensured that the indent is raised for fhe

members + .3 (3 assisting perqrms) only ang bills beyond this Hmit will not be processed for payment. The event
organizing department should send the pribosal at least 21 days in advance to GA Section for processing

‘Indent shall be submitted to the General Azmdnistration in specified format only (Annexure T).

Approved list of rates for refreshment, High Tea, Lunch and dinner is attached at annesure II.

In-case any ouisider organizer / Sponsorer is:sponsoring the Event the concerned event-coordinators / HoD/
In~charge should not raise the indent for Easpi Hality,

Lunch / High Tea shall be arranged only-ix
of the Competent Authority.

Competent Authority in each case will be az cv T t). e Powers mentxonet‘( in the Delesation of Financial Power

zadcs where External E*rperts / Guests are invited or aﬁer approval

v

rgements up to 30 persons may be given-dir ectly to the V endox bv

i department and for more than 30 persons prior approval of the
. advance.

e members + 3 (3 assisting persons) only and bills beyond this

All the indents for day-to-day hospitality ar
the HOD/Branch Incharge of the concer:
Competent Authority shall be obiained wel
it may be ensured that the order is placed. for
limit will not be processed for payment.

In case the required hospitality arrangements zre different from the prescubed SOP, the concerned Head of the

- Department / Branch Incharge shall obigin .m Administrative Approval of the Competcnt thorm' well in

of food/ R

tvtws

and smont‘v execution of hcsmtﬂ‘vty arramgements ‘or vuflous events.

Copy to the following for compliance:

v
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- The order shall be given to the any outlets / ¢.can te

- To streamline the procedure snd better sefvics
Junch in pacikeged form/ thali as may be

advance for the same. : .
The rates in Annexure - 1T are inclusive of & ‘“"”, w2 p

iteens in the Ca:rzipus of University as notified bv the GA Branch
for this purpose.

The monitoring committee will review the uenartmcnt wise expenditure on hospitality arrangement after CVETY
six months and will issue the instruction £ccordingly.

GA section shall maintain an expenditure fegister for all expenditures booked for providing hospitality for all
events/ meetings etc.
ce; ..hc vendor may asked to provide the Refrpshmwtf high tea/
wrdinated with the indentor/coordinator.
Lunch will be aG'm«jbkA for only those me~as gs, which start in forenoon and continue beyond the Junch hom S
in evening.

For events such as Independence Day, chu}:lic Day, Engifest, Yuvaan, Sports Meet ete. hospitality indent will
be entertained from one Central Committez only for full day event and not from multiple committees such as
Flag hoisting event, culiural event and / cf sisoris events. For this purpose a separate circular is being issued
for clarification. General Administration siizi’ return such multiple indents to the proposing Section.

For all gvents such as convocation, QOrieitazion and sports etc the coupon system shall be devised in the
proposals. For convocation 03 coupons ({gizstudent & their parents) will be allowed.

f, there are more than one SRC/DRC/sny such event or meetings in a Depariment/Section/Branch on the

same day and 80% of the mr*—nbvrs are sa '“m in such cases, a single indent for hospitality arr angement shall’

be placed.

A{t?r satisfactory arrangements of homu“ ¥, duly verified bﬂ_s by concerned HOD /In—'“hal ge (listed

sequentially} along with the nomal Inden: -—Jlu copy of the meeung notice sl"all be forwarded to the GA Branch
thhm 7 days for payment.

”I_w L‘eau of the Department may enswie eliorts are made tc order only the minimum reguired guanftity
pitality to prevent wastage and €6 covirol routine expenses nnder bnﬂp‘taltty services for var

211 concerned are requested to adhere strictly to the SOP to ensure

f even t

niformity, transparency

PA 1o VC : For information of Hon’ble ¥ice Chancellor : ' :

PA to Registrar, DTU

All Deans, ail HODs, all Dnechﬁ/OU“ o T

COF, DTU / DDO, DTU

Director, EDC, DTU ;

COE, \,h'v*fnan Sports (‘nuncﬂ Libzarian/ Security Officer/ Chief Warden, Hostel office/ Guest
House-in=charge . : '

Guard File 3

Head, CC: with the rpquem to upload un. "'r*qu*
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o By e u
ATERS {Please sze e SOPs jssy

ing d

7. Provide details of the Eveny/ mesting/- Imterview for which hospitatity is required;
- {Attach Copy of approval, if any, and the COpy  of Fveniy meeting/ Corference/ Interview notice eiC. for which
hospitality arrangement is io pe made) -

- 2. Details of Hospitaljty Required: Venue: A
{(For multiple daies, details- duly signed yped in below format, riay pe aliached)
{idention date, time ang No, of Persops) - : e

fany ofher Specific requirement and indent for mare than 30 bersons, the'concermed Head or the Deparfme NG eLC. wilt
eek administrative apgproval from ithe Compez‘entAufboﬁfy at his /her env

and atiach the driginal noteshest w ith the indent. Flease
feler circulars / SGPs issued in this regard, Pleasg affach Separale sheet if i event js mulii-day event

¢
I3
1

_C”(_S_i‘g;ﬁ_ajgure & stamp of indenting officer)
- Name of the officer-

.Branch / Department:

i Mobile-No.:

Concernad HOD / Event Coordinator
Name of the HOD:

(Pleass Do not write anything below this. line) FOR GFFICE USE of GA Branch only

Indent Regisier gy, No. Lt at

o~
Srsiunza SARsesavszsamsazaashs h‘Ahl)tl»lﬁtal’-'..l)alpad‘nll ...... D»l&.e,. ........ Semazza Anaa

Name of Vendor: /s S TR Be seenees 18 heréby directed to supply above said hospitality
and coordinate with the above Indenter. LS

Office-in Charge {G.4)

Nracantea i, ~F &L, R pm
reprasentative of the vendos

No plastic / disposabie e SO ST B e

¥ e 3



{Annexure — 1)

of sports events

" For faculty

Any one Snacks itern: Samosa/
Aloo Bonda/ Sandwich/ Cutlet/
Mix Pakoda / Paneer Pakoda/
Spring Roll/ poha-dahi

ibject: ;
Purpose Particuiars Standard Menu- Rate per person
; {zp chrr_n'v'* ail
= A : s.)
For Meetings upte 1-1.5 hours Tea. a. - Tea & Biscuit/s {2 pcs)/ 20/-
where there is 1o external ' Peanum/ Roasted Gram OR
member/ expert . b. Tea & small samosa (1)/ Idk {1 1/
: OR
¢. Any other eguivalent item the
vendor agrees o supply

@ For Meetings upto 2.5 Refreshinent | a. Tea, Biscuit/ Cookies & one | 30/-
hours where there is no external Samoga/ Pr‘snuts / Roaﬁted Gram
member/ expert. N . OR
. For students during b. Tea, Biscuit/ Cco}mes & one 1d11/
sports events | vada OR
® For students attending c. Juice, banana-2 OR
viva ofc d. Any Olll”r similar arrangement OR

e. An*« other equivalent itern the

! . ___vendor agrees-to supply

o For Meetings where High Tea a. Tea/ Juice/ /Butier Millt/ Lassi Lm 65/-
external member/ expert are ‘ "% " | b. Chips/ Peanuts / Roasted Gram 55/~ {If number
invited ; ¥ c. 02 Cookies of persons is
. For commitiee members d.

more than 100)

e. One Sweet item {Gulab-Jamun/
Ice-Cream or equivalent sweet)
a. Cut mix fruits {4 to 5 seasonal
fruits) - (Quarter plate)
OR
a. Tea/ Juice {Tetra Pack}/ Butter
- Milk/ Lassi
.. Sprouts with vegetables with
: paneer pieces
For Mectings which starts in Lunch? a. Salad Rs. 240/7-if
forenoon and continue beyond Dinner b. Papad, pickels number of
hunch time till evening and is c. Mix Vegetables / seasonal persons is upio
usually long enough to justify _ vegetables -1 100
the arrangement for lunch. d. Dal Makishani / Yellow Dal/' :
Chhole/ Rajma -1 Rs. 220/~ if
e. One Paneer Dish- 1 i number of
f. Boondi Raita/Veg, Raita/Pineapple personsis 101-
Raita-1 | 500
g. Rice / Pulac/ Jeera Rice-1
h. One Sweet Dish (Gulab-Jamun / Rs: 200/~ if
‘Ice Cream or equivalent sweet) number of
i. Lachha Parantha/ Roti/ Poori/ persons is ghove
- Tawa Rou/ Naan/ Tandoor Butter | 500
Roti
j- Drinking Water dispensers with
paper glasses
a. Idli/ Vada with Sambar
b. Dosa (Masala/Onion/Mixz Veg.) /
Uttapam (Onion/Mix Veg.)
c. Upama :
d. Coconut Chutney
€. One Sweet Dish (ShPcra / Suiji
? Halwa etc.)
f. Drinking Water dzspenqers with
paper glasses
C’" .
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% ; - Paper glasses
—\\\‘ \\“

scamed a_,aantity o:‘f i’agd/' hGQ'

- All concerned 'are'reQQ

b.dated: 24. ii

&
hosSpitaliter oo :
108 SERR-R Gk oy siranigems

The Head of the ]

Chowmein
Rice

. Veg TvIancbunan gravy

Boiled Vegetable / Spring Roll

One Sweet item {Gulab-

Jamun /Ice-Cream or cquivalent

Swezat)).

€. Drinking Water disr RENSErs with

/ Hald:a Noodles /Fried

o

r;.o

P N |

& ,chaxges will paid on account of g iung k Obplta.h. ] refres shraent/.
meeting/ \,vent

¥

Depmm;nt mdy e:zsuxe czmrts 3..1{, made t urdu only the minimun

vol routine ewpenses
u;em:b The type of hOQpltahl‘y as mentioned
y¥ever, the vendor on the Tequest of the event

b

ted to adhe:e stnctly to an buP notified ¥F.Wa. DT U/GA/44 /2023

2025 to ensure uniformity, iranugarency, and smooth execution of
uts for varvious events,




