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Introduction 

 

1.. Audio-Visual Cell-responsible for production and distribution of audio-visual 

materials and maintenance of audio-visual equipment required for training purpose. 

 

The YMRC's organizational structure and job charts of personnel are presented in the 

subsequent pages. 

 

The various activities performed by YMRC are briefly described in this manual. The 

sample copies of records and formats used are also included in this manual. 
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Work allocation in the Publications Cell 
 
 
YMRC  
No. Name and Title Duties 
1. DDG (Res.) & 

HoD, YMRC 
• Policy formulation and strategic planning to achieve the 

objectives of YMRC 
• Overall supervision and direction of YMRC Activity 
• Production of multimedia training modules 
• Any other duties assigned by the DG  

2. Research Officer & 
OIC, Audio-Visual 
Cell 

• Overall supervision on Audio-Visual Cell 
• Production of media training modules 
• Supervision on film production 

3. Audio-Visual 
Officer 

• Video documentation of training sessions, best practices, 
case studies etc. 

• To coordinate with Doordarshan in the production of 
programmes on development and governance issues 

• To network with the public and private mass media, the 
DGIPR, etc. 

• Identification of resources to provide YASHADA with 
state-of-the-art and audio-visual facilities 

• To make the necessary purchases, and streamline 
inventory in these articles 

• Budgeting the reporting - audio-visuals 
4. Assistant  

Audio-Visual  
• Care and maintenance of A-V Equipment 
• Care and maintenance of AV Classroom/theatre 
• Assistance in Press Conferences / Events 
• Establishing and maintaining a video library of 

entertaining and education feature films documentaries 
• Ware, software, peripherals, consumables 
• Maintenance of files dealing with AV equipment 
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PURPOSE :- To provide reliable AV equipments  in the Classroom 
 
SCOPE :- It  covers entire Academy 
 
RESPONSIBILITY :-  AVO, YMRC 
 
Activity No 1 :- Deployment of AV Equipment as per requisition 
 
Sr No Work Activity Time Limit Person/s 

responsible 

1.  Receive requisition for audio visual 

equipment 

H-72 AVA 

2.  Scrutinize demands H-48 AVA 

3.  Plan for supply H-24 AVA 

4.  Install at location H-1 AVA 

5.  Ensure smooth working H AVA  

6.  

 

Return equipment to YMRC and reporting on 

its condition  

H+1 AVA 

 

7.  Initiate action for any repairs/purchases 

needed 

H+24 AVO 

8.  Undertake Preventive maintenance of AV 

equipment other than AMC 

Weekly AVO 

 
Reference Documents:- 

1. Office note 
2. Time table 
3. AV Equipment Requisition Form 

 
Records:- 

1. Equipment Movement Register 
2. Non-AMC Maintenance Register 
3. Imprest Account Records 

 
MIS Parameters :- 

1. YMRC-08: Maintenance Expenses 
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PURPOSE :- To provide suitable AV backup to YASHADA Training 
 
SCOPE :- It covers all Academy 
 
RESPONSIBILITY :-  OIC / YMRC 
 
Activity No 2 :- Purchase of Audio Visual Equipment 
 
Sr 
No 

Work Activity Time Limit Person/s 
responsible 

01 Receive demands  D-30 Head, YMRC 

02 Get decision on file on intent to purchase D-25 OIC / YMRC 
03 Complete Quotation/Tender process D-10 AVO 
03 Complete proposal for purchase D-5 OIC / YMRC 
04 Obtain clearance from Purchase Committee D-3 days OIC / YMRC 
05 Place order D  Head YMRC  
06 Acquire equipment D+N AVO 
06 Enter in the Dead Stock Registrar/ 

Consumable Items Register 
D+N+1 AVA 

07 Notify all YASHADA faculty and staff about 
acquisition, through LAN/ circular 

D+N+5 OIC /  YMRC 

 
Reference Documents: -  

1. Demand/decision for purchase of equipment  
2. Policy Circular on Purchase 

 
Records:-  

1. Minutes of relevant meeting (BOG, EC, Think Tank, YMRC Review etc) 
2. Individual purchase files  
3. Dead Stock Register 
4. Consumable Articles Register 
5. Operational Manuals of equipments 
6. Warranty or Guarantee of the equipments  

 
MIS Parameters: - 

1. YMRC-07: Capital Purchases 
2. YMRC-08: Maintenance Expenses 
* If decision id negative intimate the persona who had raised the demand. in search 
case remaining steps would be come redundant  
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PURPOSE: - To enrich Training Resources at YASHADA 
 
SCOPE: - Entire Academy 
 
RESPONSIBILITY: - Head, YMRC   
 
Activity No 3: – Production of Audio Visual Programmes/Documents  
 
 
Sr 
No Work Activity Time 

Limit 

Person/s 
responsible 

01 Received proposal for video production  D - 60 YASHADA 
Faculty 

02 Proposal for approval to video 
production approval committee 

D - 55 Head, YMRC, 
and OIC / YMRC 

03 Obtain administrative approval D - 50 Head, YMRC, 
and  OIC / 
YMRC  

04 Discussion with producer D -45 Concern faculty 
and OIC / YMRC 

05 Approval of the idea  D - 40  Head YMRC   
06 Selection of producer and calling 

estimate of production by the committee 
D - 30 OIC YMRC  

07 Discussion with the producer D - 25 Head YMRC / 
OIC YMRC  

08 Obtain financial approval D - 10 Head YMRC / 
OIC YMRC 

09 Place the order D - 5 Head YMRC / 
OIC YMRC 

10 Evaluation of script and story board D Head YMRC / 
Concern faculty  

11 Production D + N Head, YMRC 
12 Preview of first cut and approval by 

committee 
D + N + 10 AVO 

13 Preview of final product and approval by 
committee 

D + N + 15 AVO 

14  Release of the final product D + N + 20 Head, YMRC 
15 Payment release D + N + 25 Head, YMRC 
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Reference Documents: - 
 

1. Minutes of relevant meeting. 
2. DGIPR’s shortlist of Outsource Firms 
3. Budgetary provisions. 
4. Demand for production. 
5. AV production review committee. 

 
Records: -  
 

1. Theme paper/Script of the documentary 
2. Annual Production Plan 

 
MIS Parameters: 
 

1. YMRC-04: Number of TV Programmes telecast 
2. YMRC-05: Number of Radio Programmes broadcast 
3. YMRC-06: Number of Films/Slideshows produced 

Title 
 
Document No 

Enrichment of Training Resources 
 
Yashada/SOP/YMRC/AVC/03 

Clause No 
 
6.3 

Rev.  
No. 
NIL 



 
 
 
 
 
PURPOSE: - Long-term Maintenance of Equipment and Breakdown 
 
SCOPE: - All Audio-Visual Equipment 
 
RESPONSIBILITY: - A V Officer 
 
Activity No 4 – Inventory and Maintenance of AV Equipment 
 
 
Sr 

No 

Work Activity Time Limit Person/s 

responsible 

1. Stock-checking and inventory  Half-yearly AVO 

2. Preparing annual maintenance plan, 

including disposal and acquisition 

Yearly AVO 

3. Entering in AMC for specified equipment Yearly Head YMRC 

 
Reference Documents: - 
 

1) Existing Inventory 
2) Maintenance Procedure MOP Manual 

 
Records: -  
 

1. Existing AMCs  
2. Dead Stock Register 

 
MIS Parameters  
 

None 
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ACTIVITY NO. 4 : Organize Radio & TV talks by Resource Persons 
 
Sr 

No 

Work Activity Time Limit Person/s responsible

1. Obtain script from concerned faculty 

members / resource person 

D-90 to D-60 A.P.O. 

2. Obtain approval from HoD, YMRC  D-60 to D-55 A.P.O. / A.P. 

3. Refer the script to AIR / Doordarshan Centre D-55 to D-50 A.P.O. 

4. Receive intimation letter D-50 to D-20 A.P.O. 

5. Organize resource person's visit to studio for 

recording 

D-20 to D A.P.O. 

6. Intimate CAVP to record the telecast  D to D+5 A.P.O. 

 
Reference Documents: 
 

1. KRA Policy 
 
Records: (Files, Formats, Registers, etc.) 
 

1. Requisitions for Organising Programmes on AIR / Doordarshan 
2. Collection of Audio and Video Cassettes / CDs 
 

 



 
 

 

  
ACTIVITY NO. 5 : Publication of Articles in News Papers 
 
 
Sr 

No 

Work Activity Time Limit Person/s responsible

1. Receive indent for publication of articles in 

Newspaper 

D-30 to D-20 A.P.O. 

2. Obtain approval from HoD, YMRC  D-20 to D-15 A.P.O.  

3. Send to relevant Newspapers D-15 to D-10 A.P.O. 

4. Follow-up and get it published D-10 to D A.P.O. 

5. Distribute the cuttings to concerned resource 

person and collection file 

D to D+5 A.P.O. 

 
Reference Documents: 
 

1. KRA Policy 
 

 
Records: (Files, Formats, Registers, etc.) 
 

1. Requisitions for Publication of Articles in Newspapers 
2. File for preservation of published Articles 
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ACTIVITY NO. 6 : Publication of News items in Newspaper 
 
Sr No Work Activity Time Limit Person/s responsible

1. Receive indent for publicity  A.P.O. 

2. Finalize the draft of news item  A.P.O.  

3. Deliver the news item to Newspaper / Radio / 

TV 

 A.P.O. 

4. Intimate the concerned officials about 

publication and display on notice board 

 A.P.O. 

5. Preserve in collection of news items.  A.P.O. 

 
Reference Documents: 
 

1. KRA Policy 
 
 
Records: (Files, Formats, Registers, etc.) 
 

3. Requisition for Organizing Programme on AIR / Doordarshan 
4. File for preservation of published News Items 
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Format for Requisition of Organizing Programme on AIR/ Doordarshan 
 

+ÉEòÉ¶É´ÉÉhÉÒ / nÚù®únù¶ÉÇxÉ´É®ú EòÉªÉÇGò¨É ºÉÉnù®ú Eò®úhªÉÉºÉÉ`öÒ 
 
 
 1. +ÉEòÉ¶É´ÉÉhÉÒ / nÚù®únù¶ÉÇxÉºÉÉ`öÒ ºÉÉnù®ú Eò®úÉ´ÉªÉÉSÉÉ EòÉªÉÇGò¨ÉÉSÉÉ Ê´É¹ÉªÉ 
 
 
 
 2. ¨ÉÖ±ÉÉJÉiÉ / SÉSÉÉÇºÉjÉ / ¦ÉÉ¹ÉhÉ 
 
 
 
 3. ºÉ½þ¦ÉÉMÉÒ ´ªÉCiÉÓSÉÒ xÉÉǼ Éä 
 
 
 
 4. +´ÉvÉÒ 
 
 
 
 5. EòÉªÉÇGò¨É ºÉÉnù®ú Eò®úhªÉÉSÉÉ Ê´É¹ÉªÉ +É{ÉhÉÉºÉ `ö®ú´ÉÚxÉ Ênù±Éä±ªÉÉ KRA ¶ÉÒ ºÉÆ¤ÉÆÊvÉiÉ +É½äþ / xÉÉ½þÒ 
 
 
 
 6. ªÉÉ{ÉÚ́ ÉÔ EòÉªÉÇGò¨É ºÉÉnù®ú Eäò±Éä±ÉÒ iÉÉ®úÒJÉ 
 
 
 
 7. ªÉÉ{ÉÚ́ ÉÔ ºÉÉnù®ú Eäò±Éä±ªÉÉ EòÉªÉÇGò¨ÉÉSÉÉ Ê´É¹ÉªÉ 
 
 
 
 8. ºÉÉä¤ÉiÉ EòÉªÉÇGò¨ÉÉSÉÒ ºÉÆÊ½þiÉÉ VÉÉäb÷±ÉÒ +É½äþ / xÉÉ½þÒ. 
 
 
  
 

Title 
 
Document No 

Format for Requisition of Organizing Programme 
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Format of Requisition for Publication of Articles in News Papers 
 

´ÉÞkÉ{ÉjÉÉÆ̈ ÉvªÉä ±ÉäJÉ |ÉEòÉÊ¶ÉiÉ Eò®úhªÉÉºÉÆ¤ÉÆvÉÒ 
 
 
 1. ±ÉäJÉÉSÉÉ Ê´É¹ÉªÉ 
 
 
 
 
 2. ±ÉäJÉ |ÉEòÉÊ¶ÉiÉ Eò®úhªÉÉSÉÉ =qäù¶É 
 
 
 
 
 
 3. ±ÉäJÉ KRA ¶ÉÒ ºÉÆ¤ÉÆÊvÉiÉ +É½äþ / xÉÉ½þÒ 
 
 
 
 
 4. |ÉEòÉÊ¶ÉiÉ Eò®úhªÉÉSÉÒ ºÉÆ¦ÉÉ´ªÉ iÉÉ®úÒJÉ 
 
 
 
 
 
 Ê´ÉtÉ¶ÉÉJÉÉ +ÊvÉEòÉ-ªÉÉSÉä xÉÉÆ´É ´É º´ÉÉIÉ®úÒ 
 
 

Title 
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Format of Requisition for Publication of Articles 
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Format of Requisition for Publication of News Items in News Papers 
 

|ÉºÉÉ®ú¨ÉÉvªÉ¨ÉÉÆºÉÉ`öÒ ¤ÉÉiÉ¨ÉÒ näùhªÉÉºÉÉ`öÒ 
 
 
 

 1. EòÉªÉÇGò¨ÉÉSÉä xÉÉǼ É 
 
 
 
 
 2. EòÉªÉÇGò¨ÉÉSÉÒ iÉÉ®úÒJÉ ´É ´Éä³ý 
 
 
 
 
 3. EòÉªÉÇGò¨ÉÉSÉä ºlÉ³ý 
 
 
 
 
 4. |É¨ÉÖJÉ ={ÉÎºlÉiÉÉÆSÉä / ¨ÉÉxªÉ´É®úÉÆSÉä xÉÉǼ É 
 
 
 
 5. +ÉEòÉ¶É´ÉÉhÉÒ / nÚù®únù¶ÉÇxÉ / ´ÉÞkÉ{ÉjÉä ªÉÉ{ÉèEòÒ EòÉähÉiªÉÉ ¨ÉÉvªÉ¨ÉÉÆºÉÉ`öÒ ¤ÉÉiÉ¨ÉÒ tÉ´ÉªÉÉSÉÒ iªÉÉSÉÉ 

iÉ{É¶ÉÒ±É 
 
 
 
 6. ¡òÉä]õÉä / Î´½þb÷Ò+Éä Clip ËEò´ÉÉ ¤ÉÉ½äþ®úÒ±É {ÉjÉEòÉ®úÉÆxÉÉ ÊxÉ¨ÉÆÊjÉiÉ Eò®úÉ´ÉªÉÉSÉä +É½äþ / xÉÉ½þÒ 
 
 
 
 
 
 
 
 
 
 
 
PURPOSE :- To provide reliable AV equipments  in the Classroom 
 

Title 
 
Document No 

Format of Requisition for Publication of News 
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SCOPE :- It  covers entire Academy 
 
RESPONSIBILITY :-  AVO, YMRC 
 
Activity No 1 :- Deployment of AV Equipment as per requisition 
 
Sr No Work Activity Time Limit Person/s 

responsible 

9.  Receive requisition for audio visual 

equipment 

H-72 AVA 

10.  Scrutinize demands H-48 AVA 

11.  Plan for supply H-24 AVA 

12.  Install at location H-1 AVA 

13.  Ensure smooth working H AVA  

14.  

 

Return equipment to YMRC and reporting on 

its condition  

H+1 AVA 

 

15.  Initiate action for any repairs/purchases 

needed 

H+24 AVO 

16.  Undertake Preventive maintenance of AV 

equipment other than AMC 

Weekly AVO 

 
Reference Documents:- 

4. Office note 
5. Time table 
6. AV Equipment Requisition Form 

 
Records:- 

4. Equipment Movement Register 
5. Non-AMC Maintenance Register 
6. Imprest Account Records 

 
MIS Parameters :- 

2. YMRC-08: Maintenance Expenses 
 



 
 
 
PURPOSE :- To provide suitable AV backup to YASHADA Training 
 
SCOPE :- It covers all Academy 
 
RESPONSIBILITY :-  OIC / YMRC 
 
Activity No 2 :- Purchase of Audio Visual Equipment 
 
Sr 
No 

Work Activity Time Limit Person/s 
responsible 

01 Receive demands  D-30 Head, YMRC 

02 Get decision on file on intent to purchase D-25 OIC / YMRC 
03 Complete Quotation/Tender process D-10 AVO 
03 Complete proposal for purchase D-5 OIC / YMRC 
04 Obtain clearance from Purchase Committee D-3 days OIC / YMRC 
05 Place order D  Head YMRC  
06 Acquire equipment D+N AVO 
06 Enter in the Dead Stock Registrar/ 

Consumable Items Register 
D+N+1 AVA 

07 Notify all YASHADA faculty and staff about 
acquisition, through LAN/ circular 

D+N+5 OIC /  YMRC 

 
Reference Documents: -  

3. Demand/decision for purchase of equipment  
4. Policy Circular on Purchase 

 
Records:-  

7. Minutes of relevant meeting (BOG, EC, Think Tank, YMRC Review etc) 
8. Individual purchase files  
9. Dead Stock Register 
10. Consumable Articles Register 
11. Operational Manuals of equipments 
12. Warranty or Guarantee of the equipments  

 
MIS Parameters: - 

3. YMRC-07: Capital Purchases 
4. YMRC-08: Maintenance Expenses 
* If decision id negative intimate the persona who had raised the demand. in search 
case remaining steps would be come redundant  

Title 
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Provision of suitable Audio Visual backup to 
Yashada Training 
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PURPOSE: - To enrich Training Resources at YASHADA 
 
SCOPE: - Entire Academy 
 
RESPONSIBILITY: - Head, YMRC   
 
Activity No 3: – Production of Audio Visual Programmes/Documents  
 
 
Sr 
No Work Activity Time 

Limit 

Person/s 
responsible 

01 Received proposal for video production  D - 60 YASHADA 
Faculty 

02 Proposal for approval to video 
production approval committee 

D - 55 Head, YMRC, 
and OIC / YMRC 

03 Obtain administrative approval D - 50 Head, YMRC, 
and  OIC / 
YMRC  

04 Discussion with producer D -45 Concern faculty 
and OIC / YMRC 

05 Approval of the idea  D - 40  Head YMRC   
06 Selection of producer and calling 

estimate of production by the committee 
D - 30 OIC YMRC  

07 Discussion with the producer D - 25 Head YMRC / 
OIC YMRC  

08 Obtain financial approval D - 10 Head YMRC / 
OIC YMRC 

09 Place the order D - 5 Head YMRC / 
OIC YMRC 

10 Evaluation of script and story board D Head YMRC / 
Concern faculty  

11 Production D + N Head, YMRC 
12 Preview of first cut and approval by 

committee 
D + N + 10 AVO 

13 Preview of final product and approval by 
committee 

D + N + 15 AVO 

14  Release of the final product D + N + 20 Head, YMRC 
15 Payment release D + N + 25 Head, YMRC 
 
 
 

Title 
 
Document No 

Enrichment of Training Resources 
 
Yashada/SOP/YMRC/AVC/03 

Clause No 
 
6.3 

Rev.  
No. 
NIL 

Title 
 
Document No 

Enrichment of Training Resources 
 
Yashada/SOP/YMRC/AVC/03 

Clause No 
 
6.3 

Rev.  
No. 
NIL 



 
 
Reference Documents: - 
 

1. Minutes of relevant meeting. 
2. DGIPR’s shortlist of Outsource Firms 
3. Budgetary provisions. 
4. Demand for production. 
5. AV production review committee. 

 
Records: -  
 

3. Theme paper/Script of the documentary 
4. Annual Production Plan 

 
MIS Parameters: 
 

4. YMRC-04: Number of TV Programmes telecast 
5. YMRC-05: Number of Radio Programmes broadcast 
6. YMRC-06: Number of Films/Slideshows produced 



 
 
 
 
 
PURPOSE: - Long-term Maintenance of Equipment and Breakdown 
 
SCOPE: - All Audio-Visual Equipment 
 
RESPONSIBILITY: - A V Officer6 
 
Activity No 4 – Inventory and Maintenance of AV Equipment 
 
 
Sr 

No 

Work Activity Time Limit Person/s 

responsible 

4. Stock-checking and inventory  Half-yearly AVO 

5. Preparing annual maintenance plan, 

including disposal and acquisition 

Yearly AVO 

6. Entering in AMC for specified equipment Yearly Head YMRC 

 
Reference Documents: - 
 

1) Existing Inventory 
2) Maintenance Procedure MOP Manual 

 
Records: -  
 

3. Existing AMCs  
4. Dead Stock Register 

 
MIS Parameters  
 

None 
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Long-term Maintenance of Equipment and 
Breakdown 
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