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A) Descriptive Report:  (Maximum 500 words)
	a) Introduction 
	b) Description of event, Name of Funding Agency, Amount Sanctioned, Other Details 
	c) Outcome 
B) Table Format : 
	Sr.No.
	Date 
	Time / Duration 
	Name of Activity 
	Name of Coordinator 
	Speakers / Experts
	No. of Participants 

	
	
	
	
	
	
	Teacher 
	Students 

	
	
	
	
	
	Name
	Designation
	Contact No
	Institute
	Male
	Female
	Male
	Female

	
	
	
	
	
	
	
	
	
	
	



C) Students’ Attendance Format:
	Sr.No.
	Name of Student 
	Class 
	Mobile No.
	Email ID 
	Sign 

	
	
	
	
	
	


D) The following documents should be attached with report: 
1. Notice, 2. Program Card, 3. Students’ Attendance Sheet as shown above, 4. Minimum 4 photos, 5. Students’s Feedback randomly at 10%, 6. Utilization letter if any may be submitted after the audit by C.A., Newspaper cutting, if any.
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