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Guidelines for Report of an Event:

1. All HoDs are required to follow the guidelines to make all the reports of events make uniform.
2. All have to fill up the information of an events in the given format by following guidelines written in the format.
3. There are four different attendance format is given.
a. Format of attendance if all the participants are our college students.
b. Format of attendance if other college students are also participating.
c. [bookmark: _GoBack]Format of attendance if faculties of our college is participating.
d. Format of attendance if other organization delegates are participating.
4. Attach following documents with the report.
a. Brochure of an event
b. Schedule of an event
c. Attendance sheet (session wise if there are multiple sessions)
d. Proof of communication with expert/guides/guests
e. Proof of communication with sponsored agency if event is sponsored
f. Report of an event
g. Sample certificate
h. Fund/Grant utilization certificate
5. All the documents are duly signed by organizing secretory/person and HoD.
6. Submit softcopy of all the documents to IQAC within 3 days by completion of event.
7. Now onwards we are also planning to upload report of past events in websites. 
