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ﬂhj-:mtwe To elaborate the procedure for organizing FDP, Seminar, Workshop ete.

Responsibility:
o All the Faculty members of respeclive depariments

o Event Coordinator
e Heads of the respective Departments
L]

Principal
Procedure:
Sl Activities Responsibility Target days
Identify the Program dates based on the y :
1. depantment évent salendar Fvent coordinator Not Applicable
Conduet department meeting to identify the 3 45 Days before the
. area of training required Facilbice, Hols event
3 Prepare the proposal document and getting Event Coordinator, 40 Days before the
" [confirmation and approval HoDs, Principal event.
4. |[Form the committee to coordinate the activilies, et Cog r, A0 Diags hotare the
HoDs event
B. |[dentify, contact and invite the resource persons Event Coordinator 35 Days before the
event
Prepare the brochure for the event, identifying  [Committee members, |
6. various institutions to participate in the event and |Event Coordinator, 30 Days before the
R Ry event
sending invitation. HoDs
7 Set up the hardware and software needed for the I Tmn— 1 week before the
event event
8. |Design the certificates for the participants Committee members ;ﬁ:?ﬁkhﬁfum the
Make all the necessary arrangements such as Committes 3 Days before the
9. |accommaodation, refreshments for the resource members, Event event, the day of
persons and participants Coordinator event
10, Get feedback from the participants went Coordinator On the day of event
11.[Post Publication of the event on zocial media Event Coordinator Onsita Twe dazs
I after the event.
12.{Prepare final report about the event Event Coordinator z:;ia}rs after the
13. Suhmit. all the expense details to the HoD Bvent Coordinator ive days after the
and Accounts vent
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EOMS Team member EOMS [I'eam Leader
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