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Objective: To elaborate the procedure for preparing Quarterly Report.

Responsibility:
o All the teaching/non-teaching staff members

o Department Quarterly Report Coordinator
o [Institution Quarterly Report Coordinator
» Heads of the respective Departments
. P'I‘i]lﬂ‘i]]ﬂ]
Procedure:
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Sha;mgu e various activity Dep siit 1% working day of
1. |option sheet to all faculty ,
Quarterly Report Every Quarter
members. 4
coordinator
Day to day update of the shared All the teaching/non- i ;
n sheet along with photographs teaching staff members Py working day
3 Consolidation and Preparation of Department Final week of every
" |department Quarterly Report. Quarterly Report Quarter
coordinator.
issi fi g .
Submission to I'_Ilu]J or m‘:mesqanr Depistient bRy diy of
4. |approval for Department
Bartodly Witiont Quarterly Report Every Quarter
POTL. coordinator, .
5 Consolidation and Preparation of Institution Quarterly ;:1"1 week of
" Institution Quarterly Report. Report coordinator Subsequent
Quarter.
1 —p T |
Submission to Principal fn.u- ; Institution Quarterly 6t working day
6. necessary approval for Institution Ronart coordinator bt every Qrupte
Quarterly Report. P | i s
: Presentation of MIR to Executive EZ;:;?;E FfDean / |T”1 working day
Q)wectur HoD of every Quarter
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