	LETTER HEAD OF THE INSTITUTION


Annexure (a)
Letter of Intent
Reference No. ……………………………………                        Dated …………….
The Director

C-PEC 
Bankers Institute of Rural Development (BIRD)

Sector H, LDA Colony, Kanpur Road

Lucknow  - 226 012  (Uttar Pradesh)
Dear Sir
Subject :  Application for grant of Accreditation
We would like to submit ourselves to the process of accreditation at the hands of Center for Professional Excellence in Cooperatives (C-PEC).  

We enclose the Self Assessment Report in prescribed format relating to the financial year ------------- (immediate previous year) along with necessary Board resolution / Management Committee consent for getting accreditation.  We inform that we have read accreditation guidelines issued by C-PEC and undertake to abide by its rules and regulations as prescribed by C-PEC from time to time.  

A demand draft No. ___________ dated ____________ for an amount of Rs. ________ drawn in favour of “BIRD” payable at Lucknow on --------------- bank is enclosed towards the fee for accreditation.
Yours faithfully
(Name)
Director / Principal / Head of Institution
with Seal
Encl.: a) Self Assessment Report and 

          b) Board Resolution / Committee Approval 
Annexure (b)

SELF ASSESSMENT REPORT

PART I : General Information

1.   Name of the Institution (Please leave one blank space between two words)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


2.   Name of the Sponsoring Institution / Parent Organisation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


3.   Address of the Institution for communication 
	First Line
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Second Line
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Third Line
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	CITY
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	STATE
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	PIN
	
	
	
	
	
	
	STD Code
	
	
	
	
	
	
	
	
	
	

	Website
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E-Mail
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Fax Number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Telephone 1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Telephone 2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	4
	Date of Establishment

/ Incorporation (dd/mm/yy)
	
	5
	Rented or owned Premises
	


	6
	Location of the Institution
	North-Eastern State   :               Yes            / No  

	
	
	Urban        / Semi-Urban         /  Rural         / Tribal         / Hilly


7.   Head of the Institution (Please leave one blank space between two words)
	Name
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Designation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Principal / Director
	Temporary
	Permanent
	Organisation from which deputed
	

	Mobile No.
	
	
	
	
	
	
	
	
	
	
	Fax
	
	
	
	
	
	
	
	
	
	

	Landline
	
	
	
	
	
	
	
	
	
	
	E-Mail
	


8.   Staff Strength – Number (including Temporary / Contract) 
	
	On 
Deputation
	Core Faculty

/ Own Recruitment
	On 

Contract
	Total 

Strength

	Faculty Members
	
	
	
	

	Administrative Staff
	
	
	
	

	Other Staff
	
	
	
	


PART II: Information for Assessment (please tick ( √ ) wherever required)
	1
	Curricular Design and Development

	1.1
	Training Needs Assessment and Preparation of Course Calendar

	
	a)

b)

c)

d)
	TNA conducted

Syllabus Committee

Preparation of Annual Calendar

Approval of calendar
	Yes       /      No
Yes       /      No
Yes       /      No
Yes       /      No

	1.2
	Preparation of Course Materials

	
	a)

b)

c)

d)
e)
	Material Preparation 

Languages used

Inclusion of case studies, 

Articles and Success Stories

Relevance of course   

materials to programmes

Handouts 
	Yes       /      No
English / Local / Both
Yes       /      No

Yes       /      No
Yes       /      No

	1.3
	New / Customized Programmes

	
	a)

b)
	No. of New Programmes 
Customized Programmes
	__________
Yes       /      No

If Yes, No.s _________

	1.4
	Updation of training modules and course material

	
	a)
b)
	Updation of training module (if required)
Updation of course material (if required)
	Yes       /      No
Yes       /      No

	1.5
	Academic Flexibility

	
	a)
b)
	Whether Institute has flexibility in
scheduling academic plans 
Ability to customize/ formulate 
new programmes
	Yes       /      No
Yes       /      No

	1.6
	Feedback from participants and institutions

	
	a)

b)

c)
	Whether structured feedback obtained at 
the end of each  programme
Whether impact study conducted
Whether feedback is considered
for making improvement
	Yes       /      No
Yes       /      No
Yes       /      No

	1.7
	Adherence to sessions as per the training module

	
	a)
	Adherence to sessions as per 
programme schedule
	Yes       /      No


	2
	Faculty Expertise and Development

	2.1
	No. of Training days per faculty

	
	a)
b)

c)
	Total number of programmes conducted 

Average duration of programmes 

No. of training days per faculty (no. of progs. X  Average duration) / No. of faculty
	_________ No.s
_________ Days

_________ Days

	2.2
	Qualifications
	Details may be furnished as per the enclosed format
for each faculty separately

	2.3
	Experience
	-- do --

	2.4
	Faculty developments
	-- do --

	2.5
	Number and % of sessions handled by core faculty to total sessions

	
	a)

b)

c)
	Total no. of sessions 

Sessions handled by core faculty 

Sessions handled by guest faculty
	_________ No.s

_________ No.s, _____ %

_________ No.s, _____ %

	2.6
	Catering to diverse needs

	
	a)

b)

c)
	Ability of the faculty in formulating and
conducting programmes off the shelf

Ability of the faculty to 
formulate programmes at short notice 
Ability of the faculty to conduct 
On-location programmes. 
	Yes       /      No
Yes       /      No
Yes       /      No

	2.7
	Utilization of subject experts as guest faculty

	
	a)

b)
	Whether the Institute is 
maintaining a panel of guest faculty 
Whether the guest faculty are 
drawn from various special disciplines
	Yes       /      No

Yes       /      No

	2.8
	Participants Feedback for programme effectiveness

	
	a)

b)
	Whether session wise feedback is obtained 
Whether corrective steps are resorted to, for enhancing faculty 
	Yes       /      No

Yes       /      No

	2.9
	Any other achievements by faculty

	
	a)

b)

c)

d)
e)
	Consultancy activity undertaken 

Project preparation / Research work

Exposure tours undertaken

Visiting faculty assignments 
Experience in handling diploma 
and professional courses 
	Yes       /      No
Yes       /      No
Yes       /      No
Yes       /      No
Yes       /      No



	3
	Training Methodology

	3.1
	Use of Audio Visual & other Aids 

(please tick (√) if used)
	OHPs                             
LCDs                             
Public Address System     

Laptops/Computers      
Flip charts                     
Meta-plan cards           
Boards, etc.                 

	3.2
	Use of case Studies, etc. 

(please tick (√) if used)
	Case studies               
Management Cases   
Case Exercises                  

	3.3
	Assignments, etc. 

(please tick (√) if used)
	Assignments               
Presentations             
Role Plays                     

Group Discussions    
Games                      

	3.4
	Field Exposure Visits
	Yes       /      No                


	4
	Project Preparation and Consultancy

	4.1
	Projects undertaken
	Yes       /      No         

If yes, give Annexure – ‘e’

	4.2
	Consultancy provided
	Yes       /      No         

If yes, give Annexure – ‘f’

	4.3
	Assisting other institutions 
in Projects and Consultancy
	Yes       /      No         

If yes, give Annexure – ‘g’

	4.4
	Involvement of core faculty 
and staff in projects and consultancy
	Yes       /      No


	5
	Governance and Leadership

	5.1
	Vision, Mission and Leadership

	
	a)

b)

c)
	If the Institute has a Vision document 
If the Institute has a Mission Statement 

Head of the Institution – 

Nature of appointment
	Yes       /      No

Yes       /      No

Permanent / Temporary /

Additional Charge

	5.2
	Strategy Development and Deployment

	
	a)
b)

c)

d)

e)

f)

i)

ii)
	Whether the policies and functions

are guided by the Management Committee
Judicious Work allocation 
amongst faculty and staff
List out areas of outsourcing
Conflict Resolution Strategies adopted
Time Management practices
Effective utilization of resources
       Average no. of programmes 
       conducted by each faculty 
       Utilization of class rooms, 
       Library and Computer Lab
	Yes       /      No
Yes       /      No

i)

ii)

iii)

Yes       /      No

Yes       /      No

________ No.s

Yes       /      No

	5.3
	Selection process and tenure of faculty & staff

	
	a)

b)


	Is there a process for selection 
of Principal, Faculty and Staff
Minimum tenure  
amongst faculty and staff
	Yes       /      No

Principal: ------- years

Faculty  : ------- years

Staff      : ------- years 

	5.4
	Organizational Culture, Process and  Arrangements

	
	a)

b)

c)
	Organizational structure  
Allocation of work amongst faculty and staff 

Existence of reporting 
system and Compliance Mechanism
	Attach Organisational Chart

Yes       /      No

Yes       /      No

	5.5
	Financial Management

	
	a)

b)

c)

d)e)
	Preparation of Annual Budgets

Mobilization of resources

Effective utilization of resources

Maintenance of books & records 
Timely submission of accounting 
statements, returns, reports and 
claims to concerned agencies
	Yes       /      No
Yes       /      No
Yes       /      No
Yes       /      No
Yes       /      No


	5.6
	Marketing of training programmes

	
	a)

b)

c)
	Whether calendar of programmes 
sent to client organizations 
Timely intimation of every  
programme to client organizations
Follow up measures taken 
for ensuring participation 
	Yes       /      No

Yes       /      No

Yes       /      No


	6
	Infrastructure

	6.1
	No. of Classrooms
	_____________

	6.2
	Availability of conference hall / auditorium
	Yes       /      No         

	6.3
	Computer Lab and Internet Facility

	
	a)

b)
	Computer Lab
Internet Facility for Faculty and Participants
	Yes       /      No
Yes       /      No

	6.4
	Library and Reading Room

	
	a)
	No. of books in the library
	English      ____________
Vernacular ____________

	
	b)
	No. of CDs in the library
	English      ____________
Vernacular ____________

	
	c)
	No. of magazines and Periodicals subscribed
	English      ____________
Vernacular ____________

	
	d)
	No. of newspapers subscribed
	English      ____________
Vernacular ____________

	
	e)
	Availability of Reading Room
	Yes       /      No

	6.5
	Hostel and Catering

	
	a)

b)

c)
d)
e)
f)
	No. of Hostel Rooms

No. of Beds

Basic amenities in hostel rooms

Dining hall with basic amenities 
Full fledged kitchen with 
utensils and equipments
Hygienic food & drinking water
	____________
____________
Yes       /      No
Yes       /      No
Yes       /      No

Yes       /      No

	6.6
	Office Equipments and Others

	
	a)

b)

c)
d)

e)
f)

g)

h)

i)

j)

k)

l)

m)
	No. of Personal Computers

No. of Laptops

No. of Printers

Total capacity of UPS 
No. of Scanners
No. of Fax Machines
No. of Photostat Machines

No. of OHPs

No. of Multimedia LCDs

Public Address System

No. of Podium

Adequate Furniture and Fixtures

Details of Vehicles
	____________
____________
____________

____________
____________
____________

____________

____________

____________

____________

____________

____________

____________

	6.7
	Maintenance

	
	a)

b)

c)
d)

e)
	Maintenance of premises

Electricity and water supply
Generator availability
Waste Management 
Security of the premises
	Yes       /      No
Yes       /      No
Yes       /      No
Yes       /      No
Yes       /      No


	7
	Best Practices

	7.1
	Curricular Development

	
	a)

b)

c)
d)
e)

f)
g)

h)
	Hands-on experience to participants 
Refresher programmes
Opportunities for presentation, 
interactive and group discussion 

Role play, Simulation 
and other novel methods 
Availability of own Website
Posting of calendar of programmes 
in website No. of Photostat Machines

Inclusion of topics of practical importance
Conduct Entry and Exit test to participants
	Yes       /      No
Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No
Yes       /      No
Yes       /      No 

	7.2
	Faculty Expertise and Development

	
	a)

b)
c)
d)

	Proactive role of faculty in 
collating their experiences in training
Continuous learning

process by faculty team
Documentation and 
data management by faculty
Faculty conversant with Word, Excel and
Powerpoint or their equivalents (Linux)
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

	7.3
	Training Methodology

	
	a)

b)

c)
	Expertise in using Audio Visual Aids

Expertise in using computers & LCDs Reaching client institutions through e-mails
	Yes       /      No
Yes       /      No
Yes       /      No

	7.4
	Project preparation and Consultancy

	
	a)

b)
	Undertaken Govt. / Community Projects

Offered Consultancy Services 
	Yes       /      No
Yes       /      No

	7.5
	Governance and Leadership

	
	a)

b)

c)
d)
e)

f)
	Broad basing clientele 
Inclusive practices

Maximum utilization 
of manpower and other resources 

Regular faculty and staff meetings  
Economizing the expenditure
Transparency in Operations
	Yes       /      No
Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No 

	7.6
	Infrastructure

	
	a)

b)

c)
d)
e)

f)
g)

h)
	Maximum utilization of available facilities 
Recreational facilities
Indoor and outdoor games  
Yoga and Health care
Latest version of computers
Books added to library during last 3 years

Fire extinguishers
Rain water harvesting
	Yes       /      No
Yes       /      No

Yes       /      No
Yes       /      No

Yes       /      No

i)    _________

ii)   _________

III)  _________

Yes       /      No

Yes       /      No


Note: The institution apart from furnishing all the information required in the formats prescribed, may also append any additional information on their achievements.
Certification by the Head of the Institution
I, _______________________ (name) as the Head of the ____________________________________ (name of the Institution) hereby certify that the information provided in the above formats is true to the best of my knowledge.  
Place :






             
 Signature with 

Date  :





             Seal of the Institution

PROFORMA for ANNEXURES “C” to “G”

---------------------------------------------------------------------------------------------------------------------

Annexure (c)

Faculty Profile
	Name
___________________________      Designation ___________________
Qualification:        Academic  ______________  Professional  _______________




     Technical
_________________________________________


Experience:          Work ___________________ Training  __________________
Training Programmes / Workshops attended

Seminar Presentations


Articles Published *




Case Studies prepared *



Book Reviews *





Exposure tour





	* pertaining to last five years only


Annexure (d)

Programmes conducted during the year -------------
	Sr. No.
	Name of the Programme
	Duration
	No. of Participants

	
	
	
	

	
	
	
	


Annexure (e)

Project work undertaken during the year ---------------
	Sr. No.
	Name of the Project
	Sponsoring Authority
	Duration 

	
	
	
	

	
	
	
	


Annexure (f)

Consultancy undertaken during the year ---------------
	Sr. No.
	Name of the Consultancy
	Sponsoring Authority
	Duration 

	
	
	
	

	
	
	
	


Annexure (g)

Consultancy / Projects done for 
 


Other Institutions during the year --------
	Sr. No.
	Name of the Project
	Sponsoring Authority
	Duration 
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