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Objective: To elaborate the procedure for organizing first year's ovientation program

Responsibility:
e Principal of the institution.
o All the Heads of the Departments,
e 1 year coordinators.
o Heads of the various organizing committees
s All the teaching/non-teaching staff members.
Procedure:
51. |Activities Responsibility Target Days
1 Dne:_ﬂahnn programme date to be Bt 1# week of July
finalized
2.  |Chief Guest to be finalized i H.Te?h {_erdmatnr 3¢ week of July
and Principal
Formation of Committees: Seating,
3. Stage, Reception, Transport, Food  [Prineipal 3 week of July
and Information Commitiee
. _+|Heads of respective .
4. [Roadmap pamphlets (Department wise) Departiment 3'd week of July
To inform newly admitted Senior Manager,
5. Istudents and their parents about Committee & Team, 3¢ week of July
the orientation Programme Faculty Advisors
. SO - days
6. [Invitation and Agenda Ermmpf:itlt& U];'Eg;glmng before
Finalization LR T orientation
Meeting of committee members with [Principal, -
g z 2 15 days
7 the Organizing Committee Head to [Organizing b
* discuss about their roles & [Committes head and < {m: i
responsibilities, Committee Members |01 - ration
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SL |Activities Responsibility Target Days
| . x 1
Meeting with the transport committee Committee Head .a“d 6 days
8. A o Transport Commitiee [before
to finalize the bus routes and timings. > :
Members prientation
Meet:mg with thel seating committee to Comimittee Head and 115 digs
finalize the seating arrangements for : s
? students, parents, guests and for the ﬁﬁtmg Commmitive fess
r PARCHNS, QHCAS embers orientation
press.
Committee Head and |15 dayvs
Meeting with the Reception Reception Committee |before
10. 2 : :
Committee members orientation
iMeeting with the Food
Committee to finalize 15 davs
11 « The menu for lunch and  Committee Head and e ¥
' the list of volunteers. Food Committee R e
= Number of members o
participants
Meeting with the stage
committee to finalize
« the flow of events on stage Committee Head and |15 days
12. e stage decoration, tage Committee |before
e arrangement of Design of members orientation
stage backdrop and the
introduction videos.
1 week
13. [Finahization of academic schedule  |[Principal & HoDs before
for academic year [ B.Tech Coordinators  |orientation
To check the readiness of all Principal and
; : g s 4 days before
14. ‘committee works with committee Organizing S
Heads and Members Committee Head
Sending Time table, Academic
16. grchedula_, syllabus and course I B.Tech Coordinators 2 _ dajfs_ hefore
information to studenta, orientation
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_ : Principal,
7. Finall meeting _ajmh all the Grmmg liay hef_c-re
organizing committees. Committee hoad and Orientation
HoD=
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