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Report of Event(s) and Activities

	Name of the Event/Activity
	:
	

	Date and Time
	:
	

	Venue
	:
	

	Faculty Coordinator(s)
	:
	

	Student Coordinator(s) (If any)
	:
	

	

	Short Summary of Event/Activity:


































	Faculty Coordinator
	Head of the Department
	Dean of the School


Content of Report

	Sr. No.
	Particulars
	Yes/No

	A
	Pre-Event Documents (As Applicable)
	

	1
	Event Approval Letter
(Approval from Head of Department/ Dean/ Director/ Registrar)
	

	2
	Event Notices / Circulars / Internal Communication
(Email Announcements / WhatsApp notice / Academic portal notice)
	

	3
	Brochure / Flyer / Poster / Invitation Card / Creative
	

	4
	Official Meeting Minutes
(if the event is part of committee proceedings)
	

	5
	Budget Approval / Financial Sanction (if applicable)
	

	B
	Event-Day Documents (As Applicable)
	

	6
	Programme Schedule / Agenda
	

	7
	Photographs
(Inaugural session / Main sessions / Valedictory session / Audience participation)
	

	8
	Video Recording / Screenshots (for online events)
	

	9
	Guest Consent / Acceptance Mail
	

	10
	Resource Person Profile & Photograph
	

	11
	List of Participants with Signature (physical events)
	

	12
	Online Attendance Sheet / Google Form Attendance Sheet
	

	13
	Registration List / Registration Forms
	

	C
	Post-Event Documents (As Applicable)
	

	14
	Outcome Analysis / Impact Report
	

	15
	Feedback Forms (Students / Faculty / Participants
	

	16
	Feedback Analysis & Action Taken Report (ATR)
	

	17
	Certificates Issued (Participation / Resource Person / Volunteers)
	

	18
	Copy of Appreciations / Testimonials (if any)
	




