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BRIEF REPORT OF THE COLLEGE:  

Kakaraparti Bhavanarayana College, established in 1965 under the prestigious S.K.P.V.V. Hindu 

High Schools Society, has been a beacon of quality education with the motto “Tejaswina 

Vadheethamasthu.” Over the decades, the college has grown into one of the leading autonomous 

institutions in Andhra Pradesh, offering innovative and career-oriented programs in Science, 

Commerce, Management, Computer Applications, Artificial Intelligence, Data Science, 

Biotechnology, and other emerging fields. With modern infrastructure, advanced laboratories, 

smart classrooms, a digital library, and a vibrant academic environment, the institution continues 

to nurture academic excellence, leadership, and social responsibility among students. 

The college was granted Autonomous Status by UGC in 2010 and has earned several recognitions 

for excellence in academics, research, laboratories, library services, and NSS activities. KBN 

College is ISO 9001:2015 certified for Quality Management Standards and has been reaccredited 

with the prestigious NAAC A++ Grade, reflecting its commitment to quality education and 

institutional growth. The institution has also received recognition under ARIIA by the Ministry of 

Education, Government of India, for promoting innovation and entrepreneurship, while 

consistently supporting students through strong placement and skill development initiatives. 

VISION:  

• To reach the state of perfection through an ardent academic desire for excellence  

• To bestow sincere and dedicated efforts to the cause of education  

• To orient the student towards service through creative, constant, consistent involvement 

in the society.  

MISSION:  

• To produce knowledgeable, responsible, skilled, cultured, confident and competent 

citizens of India with a desire to develop its progress and development  

• These students coming out of the portals of the institution shall have the abilities such 

as learning to know, learning to do, learning to live and learning to be a responsible 

citizen.  

  

  

  
  

 

  



 

 

 

Right to Information Act 2005 

The Right to Information Act, 2005 has been enacted by the Parliament and has come into 

from 15 June, 2005. This Act provides for right to information for citizens to secure access to 

information under the control of public authorities in order to promote transparency and 

accountability in the working of every public authority. According to UGC guidelines all 

Universities and Colleges established by law made by Parliament or by State Legislature or 

by notification by the appropriate Government or owned, controlled or substantially financed 

directly or indirectly by funds provided by the Government shall come within the meaning of 

a Public Authority under this Act. 

Features of the Right to Information Act, 2005 

RTI Act serves as a cornerstone of transparency and accountability in the system. This law 

gives each individual the ability to engage actively by providing them with the privilege to 

obtain data that public bodies hold. 

 

Access to information through legal route: 

The RTI Act provides all citizens with the entitlement to access information which are held 

by government bodies with some exceptions and limitations outlined in the law. 

 

Wide coverage: 

The law applies to every government department, ministry, public sector enterprises, NGOs 

which have got substantial funding from government and other entities established either by 

the Constitution or, through legislation. 

 

Streamlined application process (physical and electronically): 

Indian Citizens have the option to submit an RTI request either in written application form or 

electronically detailing the information they are seeking from the government agency. Along 

with the request application a small fee, which differs based on the data requested must be 

paid. 

 

 

 

 

 



 

 

 

Availability of time bound responses: 

Government agencies must reply to RTI requests, within 30 days of receiving them. If the 

information requested pertains to someone’s life or liberty, then the response time is 

shortened to 48 hours. If you are not satisfied with the response, then you have an option to 

file an appeal to the First Appeal Authority (FAA). 

 

Goals of the Right to Information (RTI) Act, 2005 

The main goals of the Right to Information Act, 2005 are: 

1. To promote transparency and accountability in the functioning of public 

authorities. 

2. To empower citizens by giving them access to information held by government 

bodies. 

3. To reduce corruption and misuse of power in public administration. 

4. To strengthen democracy by encouraging informed participation of citizens in 

governance. 

5. To ensure openness in government functioning and decision-making processes. 

6. To improve administrative efficiency through public scrutiny and responsibility. 

 

Objectives of the RTI Act, 2005 

1. To provide citizens the legal right to access information from public authorities. 

2. To establish practical mechanisms for obtaining government records and documents. 

3. To create transparency in the working of government departments and institutions. 

4. To make public officials answerable for their actions and decisions. 

5. To maintain a balance between disclosure of information and protection of 

confidential information. 

6. To promote good governance and public trust in administration. 

7. To ensure timely response to citizens requesting information. 

8. To encourage active participation of citizens in public affairs and policy-making. 

 

How to Apply 

          As per the provisions of the Right to Information Act, 2005 any information regarding 

college and the purview of ‘permitted information’ may be obtained from the designated PIO 

by submitting the application in English or Telugu language along with the prescribed fee 

ofRs.10/ vide Indian Postal Order/ Demand Draft in favour of Principal, KBN College, 

Vijayawada or can be submitted directly to the concerned Public Information Officer PIO. 

 



 

 

 

PARTICULARS OF CLAUSE 4(1) B OF THE GOVERNMENT OF INDIA 

INFORMATION ACT– 2005  

SL 

NO.  
CLAUSE  PARTICULARS  

1  CLAUSE 4(1)B(i):  PARTICULARS OF THE ORGANISATION, FUNCTIONS AND DUTIES  

2  CLAUSE 4(1)B (ii):  POWERS AND DUTIES OF ITS OFFICERS AND EMPLOYEES  

3  CLAUSE 4(1)B(iii):  
PROCEDURE FOLLOWED IN THE DECISION MAKING PROCESS, 

INCLUDING CHANNELS OF SUPERVISION AND ACCOUNTABILITY  

4  CLAUSE 4(1)B(iv):  
THE NORMS SET BY IT FOR THE  
DISCHARGE OF ITS FUNCTIONS  

5  CLAUSE 4(1)B(v):  
THE RULES, REGULATIONS, INSTRUCTIONS MANUALS AND  

RECORDS, HELD BY IT OR UNDER ITS CONTROL OR USED BY ITS  
EMPLOYEES FOR DISCHARGING ITS FUNCTIONS  

6  CLAUSE 4(1)B(vi):  
A STATEMENT OF THE CATEGORIES OF DOCUMENTS THAT ARE  

HELD BY ITS OR UNDER ITS CONTROL  

7  
  

CLAUSE 4(1)B(vii):  

PARTICULARS OF ANY ARRANGEMENT THAT EXISTS FOR  
CONSULTATION WITH OR REPRESENTATION BY, THE MEMBERS  

OF THE PUBLIC IN RELATION TO THE FORMULATION OF ITS 

POLICY OR ADMINISTRATION THERE OF  

8  CLAUSE 4(1)B(viii):  

A STATEMENT OF BOARDS, COUNCILS, COMMITTEES AND OTHER 
BODIES CONSISTING OF TWO OR MORE PERSONS CONSTITUTED  

AS ITS PART OR FOR THE PURPOSE OF ITS ADVISE, AND AS TO  
WHETHER MEETINGS OF THOSE BOARDS, COUNCILS,  

COMMITTEES AND OTHER BODIES ARE OPEN TO THE PUBLIC, OR  
THE MINUTES OF SUCH MEETINGS ARE ACCESSIBLE FOR PUBLIC  

9  CLAUSE 4(1)B(xiii):  
PARTICULARS IF RECIPIENTS OF CONCESSIONS, PERMITS OR  

AUTHORISATION GRANTED BY IT  

10  CLAUSE 4(1)B(xiv):  
DETAILS IN RESPECT OF THE INFORMATION, AVAILABLE TO OR 

HELD BY IT, REDUCED IN AN ELECTRONIC FORM  

11  CLAUSE 4(1)B(xv):  
PARTICULARS OF FACILITIES AVAILABLE TO CITIZENS FOR  

OBTAINING INFORMATION, INDLUDING THE WORKING HOURS OF 
A LIBRARY OR READING ROOM IF MAINTAINED FOR PUBLIC USE  

12  CLAUSE 4(1)B(xvi):  
NAMES, DESIGNATIONS AND OTHER PARTICULARS OF THE  

PUBLIC INFORMATION OFFICERS  

13  CLAUSE 4(1)B(xvii):  SUCH OTHER INFORMATION AS MAY BE PRESCRIBED  

  

  

  



 

 

 

  FORMAT- I  

  

PARTICULARS OF THE ORGANIZATION, FUNCTIONS AND DUTIES AS PER 

CLAUSE 4(1) B OF THE RIGHT TO INFORMATION ACT 2005  

    Kakaraparti Bhavanarayana College (KBN) is a vivacious outcome of a century old renowned 

charitable organization, Sri S.K.P.V.V. Hindu High Schools Society, which for the last 117 years, 

has been providing education through its eight reputable academic institutions. It is one of the 

pioneer educational institutions in Vijayawada with the motto 

"TEJASWINAVADHITAMASTU" which means "Let us learn while enlightened" clearly 

portraying its unflappable and inexorable commitment to intellectually light up the uniformed and 

unlettered minds. The College firmly believes in the maxim that service to man is service to God, 

especially with regard to education, which is truly the pathway for enlightenment. Our college 

makes information available to the public through our college website. www.kbncollege.ac.in  

Organization  

  

Kakaraparti Bhavanarayana College (Autonomous),   

K.T. Road, Kothapeta, Vijayawada-520 001 Andhra 

Pradesh, India.  

E-mail id: info@kbncollege.ac.in  

Website: www.kbncollege.ac.in  

Phone No. s: Principal’s office: 0866-2565679   

College Reception: 0866-2565679 Morning 

hours of the office:  09.00 A.M.  

Closing hours of the office:  6.00 P.M.  

  

  

  

  

 

  

http://www.kbncollege.ac.in/
http://www.kbncollege.ac.in/
http://www.kbncollege.ac.in/
http://www.kbncollege.ac.in/


 

 

 

FORMAT- II  
  

POWERS AND DUTIES OF THE OFFICERS/ EMPLOYEES AS PER CLAUSE 4 

(1) B (ii) OF THE RIGHT TO INFORMATION ACT 2005  
DESIGNATION  POWERS AND DUTIES OF OFFICERS / EMPLOYEES  

SECRETARY & 

CORRESPONDENT  
1. Supervise the maintenance of the Service Registers and the payment of 

salaries to the employees.  
2. Appointing the staff  
3. Supervise the maintenance of the campus and spiritual and moral growth of 

the staff and students.  

4. Foster and strengthen relationships between Alumnae and college  
5. Involved in overall administration and finance matters.  

  
  

PRINCIPAL  

1. The Principal is involved in overall college administration, the curriculum, 

leadership, community relations, working relationships and various activities 

of the college in accordance with the guidelines, various acts, rules, 

regulations, orders and instructions of the Government, Commissioner of 

Collegiate Education and other competent authorities.  

2. Shall take all steps in consultation with the steering committee and HOD’s of 

the college for smooth and efficient functioning of the college.  

3. To ensure effective and participatory management.  

4. To understand and meet the needs of the staff teaching and non- teaching, 

students and parents.  
5. To plan along with staff, students and parents for promoting high standards of 

learning and teaching and overall development of the staff, students and the 

institution.  
6. To ensure that the scholarship applications of the concerned students are sent 

to sanctioning Departments viz. Social Welfare Department, Backward 

Classes and Minorities department and Department of Collegiate Education, 

etc.,  

7. The Principal shall supervise and conduct regular assembly and meetings with 

students, staff and other committees for the enhancement of quality education.  
8. To    ensure    that    the    proposal    for    renewal    of affiliation /permanent 

affiliation is sent to the concerned University well in time.  

9. To ensure that the reaccreditation of the NAAC is obtained and the preparation 

of SSR on time.  

   

DIRECTOR,  

ACADEMICS & 

PLANNING  

  

1.10.  He tThe aPkreins thecipa l shall charge of academic activities and research 

promotion in the have to teach his concerned subjects six hours per week. 

college.  

2. He plans the academic calendar with the assistance of IQAC and Controller of 

examinations.   

3. Involved in Administration  
4. Doing regular teaching and sharing the responsibility of the Principal  

 



 

 

 

  
         

CONTROLLER  
OF  

EXAMINATIONS  

 1.    

1. The Controller of Examinations shall be responsible for the proper records, 

maintenance of marks list and valued answer scripts. The valued answer 

scripts shall be preserved for one year after the announcement of results 

and the re after dispose them off as per the procedure.  
2. He shall arrange for the evaluation, tabulation and announcement of results 

and arrange for the distribution of the marks memos with the help of the 

college office superintendent.  
3. With the help of the office staff he shall arrange to prepare the merit list 

&rank list. He shall be responsible for the proper custody and maintenance 

of marks registers and other valuable and permanent records of the 

sections.  

4. He shall attend to the re-totalling of the valued answer scripts, challenge 

valuation, Redressal of grievances, make enquiries into mal-practices 

committed by students and lapses of examiners, etc., in consultation with 

the Principal as per the rules.  
5. In coordination with the office staff, he shall arrange for printing of 

question papers well in advance.  

6. He shall issue duplicate marks memos, consolidated marks memos and 

rank certificates to the college office to be distributed to the students.  

7. He shall   make   an   enquiry   into   the   lapses/   mistakes committed by     

anyone    involved    in    the    conduct    of examination under this manual 

and fix fine/penalty and issue an order to give effect to his  
     

  

TEACHING 

STAFF  

1. The stdecaifsf ion in conducconsults the tactliaon wisses ath the s per Pthrine 

tcimipea-l.t able.  

2. Complete the syllabus prescribed by the college well in time.  

3. Extend their full co-operation to the heads of the departments in completing 

the syllabus before the commencement of the Semester End Examinations.  

4. Co-operating with the Principal and Controller of Examinations to conduct the 

Mid and Semester End Exams successfully.  
5. To maintain the attendance of the students of the respective classes.  

6. The staff conducts the practical classes as per the time-table.  
7. The Staff conducts mentoring and remedial classes for the failed and slow 

learners.  
  

    

LIBRARIAN  

1. Issue books to the teaching, non- teaching staff and students and collect it back.  

2. Maintain necessary records/registers etc., in the library.  

3. Make arrangements for annual stock verification of the library books and send 

annual stock verification report to the concerned officers etc.,  
4. Conduct of Library week, Orientation classes and competitions to encourage 

and motivate the staff &students to cultivate reading habit.  



 

 

 

  

  
  
  
  
  

OFFICE  
SUPERINTENDENT  

1. The Superintendent shall be primarily responsible for the efficiency of his 

section. The records must be accurate and conform to the rules and procedures.  
2. He shall scrutinize all the papers/files before they are submitted to the higher 

officers.  
3. The Superintendent shall personally handle all important and complicated 

cases.  
4. He shall guide his subordinates in all respects and make them put up the records 

in accordance with the rules.  

5. H e shall maintain his section neat and clean. He shall supervise the section 

and submit reports to his immediate higher officers.  

6. He shall sign and issue acknowledgement letters.  

  
  
  

NON-TEACHING  

  STAFF  

  

1. Maintain the various registers prescribed under the rules of office procedures.  

2. Carrying a file from one section to another or from one case to another, etc.  

3. Arranging of furniture keeping the office premises clean  
4. They shall sweep or wipe, the room, verandas, steps, etc., with wet cloth, 

allotted to them, well before starting of office and also during office timings 

if need be. They shall carry the waste/ rubbish for disposal outside the 

department under the supervision.  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  



 

 

 

  

FORMAT III 

  

PROCEDURE FOLLOWED IN THE DECISION MAKING PROCESS, 

INCLUDING CHANNELS OF SUPERVISION AND ACCOUNTABILITY AS 

PER CLAUSE 4(1) B (iii) OF THE RTI ACT 2005  
 

DESIGNATION  POWERS AND DUTIES OF OFFICERS/EMPLOYEES  

SECRETARY & 

CORRESPONDENT  

1. Supervise the maintenance of the Service Registers and the payment of 

salaries to the employees.  
2. Appointing the staff  
3. Involved in overall administration and finance matters.  

  

PRINCIPAL  

1. The Principal shall exercise all administrative powers as are delegated under 

various acts, rules, regulations, orders and instructions of the government, 

Department of Collegiate Education and other competent authorities. He shall 

take all steps for smooth and efficient functioning of the College.  

DIRECTOR,  
ACADEMICS & 

PLANNING  
1. He shares the responsibilities of the Principal.  

CONTROLLER OF 

EXAMINATIONS  

1. The Controller of Examinations shall be responsible for the proper 

records, maintenance of marks list and valued answer scripts. The 

valued answer scripts shall be preserved for one year after the 

announcement of results and the re after dispose them off as per the 

procedure.  

2. He shall arrange for the evaluation, tabulation and announcement of 

results and arrange for the distribution of the marks memos with the help 

of the college office superintendent.  

STATUTORY & NON  
STATUTORY 

COMMITTEE  

1. The committees have been constituted under the convener- ship of senior 

teachers for the smooth functioning of the college. Planning& 

Evaluation, Examination and Finance Committees involved in the 

decision making process.  

  

  

  

  

  

  

  

  

 



 

 

 

FORMAT-IV 

NORMS SET BY IT FOR THE DISCHARGE OF ITS FUNCTIONS AS PER 

CLAUSE 4(1) B (iv) AS PER RTI ACT 2005  
  

  

KAKARAPARTI BHAVANARAYANA COLLEGE  

Organization Chart  

 

  

 

GOVERNMENT OF ANDHRA PRADESH  

  

ANDHRA PRADESH STATE COUNCIL FOR HIGHER EDUCATION  
  

COMMISSIONERATE OF COLLEGIATE EDUCATION   

 

KRISHNA UNIVERSITY 

  

SECRETARY & CORRESPONDENT  

  

PRINCIPAL  

  

DIRECTOR, ACADEMICS & PLANNING  

  

TEACHING STAFF  

  

OFFICE SUPERINTENDENT  

  

NON – TEACHING STAFF  



  
 

 

FORMAT V 

  

RULES, REGULATIONS, INSTRUCTIONS, MANUALS AND RECORDS, 

HELD BY IT OR UNDER CONTROL OR USED BY ITS EMPLOYEES FOR 

DISCHARGING ITS FUNCTIONS AS PER CLAUSE 4(1) B (v) AS PER RTI 

ACT 2005  

  

The rules and regulations applicable to the college and its employees are:  
  

1. The Ordinance and regulations approved by the Government of A.P from time to time 

for teaching and non-teaching staff.  

2. A.P Education Code  

3. Rules and regulations approved by the Governing Body  

      

  

  

         

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

FORMAT VI 

Statement of the Categories of Documents that are held by it or under 

control as per Clause 4 (1) (B) (VI) of the Right To Information Act 2005  

  
SL. NO.  CATEGORIES OF DOCUMENTS THAT ARE HELD BY  

IT OR UNDER CONTROL  

1  Attendance Registers  

2  Movement Registers  

3  Casual Leave Registers  

4  Letters Inward Registers  

5  Postal Stamps Account Registers  

6  Letter  outward Registers (RC Numbers)  

7  Files Sending Registers (Signal Files System)  

8  Cash Books  

9  Day Books  

10  Grant Release Registers  

11  Salary Disbursement Registers (Acquittance)  

12  Stock Registers  of Stationery items  

13  A. G. Audit Observation Compliance Report Registers  

14  Subject Diary  

15  Scholarship Register  

16  Staff Notice Register  

17  Governing Body Register  

18  Log Register  

19  Late Comers Register  

        

  

 

 

 

  



  

 

 

FORMAT VII 

 

PARTICULARS OF ANY ARRANGEMENTS THAT EXISTS FOR 

CONSULTATION  WITH, OR REPRESENTATION BY, THE MEMBERS OF 

THE PUBLIC IN RELATION TO THE FORMULATION OF ITS POLICY OR 

ADMINISTRATION THERE OF TO GET HER AS PER CLAUSE 4 (1) B (vii) 

AS PER RTI ACT 2005  

  

  

o Governing body  

o Executive Officer (EO)  

o College Alumni  

o Anti-Ragging Committee  

  

  

  

  

  

  

  

  

  

  

  

  

  



 

 

 

FORMAT–VIII  

Statement of boards, councils, committees and other bodies consisting of 

two or more persons constituted as its part or for the purpose of its advise 

and as to whether meetings of those boards, councils, committees and other  

bodies are open to the public, or the minutes of such meetings are 

accessible for public as per clause 4(1) B (VIII) as per RTI Act 2005.  

  

LIST STATUTORY & NON-STATUTORY COMMITTEES  

 

STATUTORY COMMITTEES  
NON-STATUTORY 

COMMITTEES  

PLANNING, EVALUATION 

& STANDING COMMITTEE  

RESEARCH 

PROMOTION & 

MONITORING CELL  

GRIEVANCES & REDRESSAL 

CELL  

ADMISSION COMMITTEE  RESULTS COMMITTEE  ANTI-RAGGING CELL  

INTERNAL QUALITY 

ASSURANCE CELL  
LIBRARY COMMITTEE  SC & ST CELL COMMITTEE  

EXAMINATION 

COMMITTEE  

UGC - WOMEN’S 

STUDIES CENTRE  OBC CELL  

EXAMINATION 

GRIEVANCES COMMITTEE  
STUDENTS COUNCIL  MINORITY CELL  

WARD COUNSELING 

COMMITTEE  
TIME-TABLE 

COMMITTEE  
INTERNAL COMPLAINTS 

COMMITTEE  

KBN COLLEGE CONSUMER 

CLUB  
COLLEGE MAGAZINE & 

HANDBOOK 

COMMITTEE  
EAGLE CLUB 

PLACEMENT CELL  

NSS & UNNAT 

BHARAT  

ABHIYAN (UBA) 

COMMITTEE  

EQUAL OPPORTUNITY 

CELL 

RED RIBBON CLUB  NCC COMMITTEE   

KBN COLLEGE OLD  
STUDENTS ASSOCIATION 

(KOSA)  

DEBATING & QUIZ 

CLUB  

 

DRAMATIC ASSOCIATION  
SPORTS & GAMES 

COMMITTEE  

ECO-CLUB COMMITTEE    

   



 

 

 

  

  

FORMAT– XIII  

PARTICULARS OF RECEIPTS OF CONCESSIONS, PERMITS OR 

AUTHORIZATION GRANTED BY IT AS PER CLAUSE 4(1) B (XIII) 

OF RTI ACT 2005  

  

Scholarships are given to the needy and deserving students as per the College Free ships Policy 

which is provided in the College Website.   

  

FORMAT– XIV  
  

DETAILS IN RESPECT OF THE INFORMATION AVAILABLE TO OR 

HELD BY IT, REDUCED IN AN ELECTRONIC FORM AS PER CLAUSE 

4(1) B (XIV) OF RTI ACT 2005  
  

1. Attendance  

2. Marks  

3. Staff List  

4. Students Information  

5. Management Information (College Website: www.kbncollege.ac.in)  

6. Fee Structure  

7. Bio-metric Machine  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

http://www.kbncollege.ac.in)/
http://www.kbncollege.ac.in)/


 

 

 

  
  

FORMAT– 15  
  

PARTICULARS OF FACILITIES AVAILABLE TO CITIZENS FOR 

OBTAINING INFORMATION INCLUDING THE WORKING HOURS 

OF A LIBRARY OR READING ROOM, IF MAINTAINED FOR PUBLIC 

USE AS PER CLAUSE 4(1) B (XV) OF RTI ACT 2005  
  

1. Library Hours Displayed– 7.30 A.M. to 6.30 P.M.  

2. Library Notice Board  

3. Digital Library Facility  

4. Access to E-Books & E-Journals in Campus and Remote Access  

5. Open Access System  

6. Display of New Arrivals of Books  

7. Internet Facility for Students & Faculty.  

FORMAT– 16 NAMES, DESIGNATIONS AND OTHER PARTICULARS 

OF THE PUBLIC  

INFORMATION OFFICERS AS PER CLAUSE 4(1) B (XVI) OF RTI ACT  

2005  

  

S.  

No  Designation  Nominated as  Mobile No.  

1  
Dr. G. Krishnaveni 

Principal   Appellate Authority  94911 30111 

2  Sri P L Ramesh  
College Public 

Information Officer  98488 50252  

3  
Sri Y. Krishna Bhagavan 

 Office Manager  

College Asst. Public 

Information Officer  81431 27414  

  

 

 

 

 



 

 

 

FORMAT-17  
  

SUCH OTHER INFORMATION AS MAY BE PRESCRIBED AS PER 

CLAUSE 4  (1) B (XVII) OF RTI ACT 2005  
  

  The other information about the policies, procedures and services of a college, admissions, 

academics, student life, student organizations, clubs, and activities is provided to each and every 

student through College Handbook.  


