ULAB Gift (Souvenir) Item Management and Distribution Policy

Communication Office Date: 10 December 2025
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1. Background

Normally, the Office of Communication provided branded gift/souvenir items (including regular
bags, jute bags, and other promotional materials) to various departments, offices, and student clubs
upon request. These items have been distributed free of charge, without a formal policy structure,

approval hierarchy, or budgetary framework.

While this practice has supported internal events and activities, it has also resulted in increasing and

untracked financial pressure on the Communication Office budget. As demand continues to rise, the
absence of a formal gli_iﬁ"eline has created confusion over responsibility, authgrity, and cost
ownership. < =
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Hence, a standardized and sustainable management policy is now necessary.;
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2. Current Situation '
— |
Based on internal data and inventory records, the.Communication Office has gistributed over BDT
7,00,000 worth of gift items annually since 2024. e
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These have been provided to: Vv
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e Academic depa@ents b
¢ Administrative units é
e Faculty members (for academic and institutional activities) _;
/ &
e Student clubs (throu’gﬁl heir faculty advisors) g’jé“
e Special programmes and-eve
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At present:
e There is no formal approval process
e No defined usage limitation
e No cost-sharing or reimbursement mechanism
e No central monitoring system for distribution

The Communication Office consequently bears the full financial and logistical burden, which is not
sustainable in the long term.
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3. Purpose of the Proposal
The proposed guideline aims to:

Introduce structure, accountability, and transparency in gift item’s distribution
Reduce unnecessary or unplanned expenditure

Clearly define approval authority

Align the use of gifts with ULAB’s institutional priorities

Protect Communication Office resources for strategic and university-level initiatives
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4. Proposed Policy Guidelines (Effective from 1 January 2026)
C: —
A. University Event Priority

<l
The Communication Office’s gift inventory shall be reserved strictly for central, university-level
events only. Distribu@ will require formal approval from any of the followirg:
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e Vice Chancellor- P’—

e ProVice Char&sl]or L

¢ Treasurer — =

e Registrar — %
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B. Department-Level Usage Sy L;,
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All academic and adm};:;’i‘strative departments wishing to distribute gift items.for their respective
programmes or activiti,%;,must directly purchase those items from the ULAB store or approved

external vendors usingtheir own allocated budgets.
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C. Exceptional Requests & /e
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In exceptional cases where sup{/oferrom the Communication Ofﬁéﬁg\required, items may be
provided only with explicit writt rﬁzajgr\g,val from bot_l_‘lrﬂ\lgkagistrar and the Pro-VC.
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D. Student Clubs

Student clubs will no longer receive complimentary gift items from the Communication Office.
They may purchase required materials independently from the Store, depending on the nature of
their activities and available funding.

5. Benefits of Implementing This Policy

e Reduces annual unplanned expenditure of over BDT 7,00,000
e Establishes a clear chain of responsibility and approval

e Encourages departments and clubs to plan events based on defined budgets 7
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e Prevents misuse and over-reliance on the Communication Office |
e Reinforces the Communication Office’s role as a strategic and branding-focused unit

e Supports better financial governance and resource management at ULAB

- 6. Recommendation

proposed Gift Item

It is strongly recommended that ULAB formally adopts and enforces the
ensure

Management Policy starting January 2026, in order to standardize procedures,
accountability, and support long-term sustainability.

The Office of Communication requests approval and further ‘nstructions for implementation.

7. Approval Section
Prepared by: Endorsed by: Approved by:
Asifur Rahman Khan Prof. Milan Kumar Bhattacharjee, PhD Prof. Jude William Genilo, PhD
Deputy Director Treasurer Acting Vice-Chancellor

Signature: Signature: e Signature:
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