SR Pielsl, TFHEIR

=1 05.08.2023
Nfey

v wlds & W) S/ fvrrEget s qider far arr & B R 07062023 @

SRPT @IS @ PYEY Fld 3 7 STerE 330 99 W Fged) B @y arsger @ o

TR @i T STl [T S

ST el ST/ [rTeRel @ SR 8 & e werw wewn @ R e
T ST WY W gl drdw & aftalong 819 8g e 8 @ e v

. LRP gt
/
;’{

7. S/ fawrgeger [ faarr

2. &l lqyrarasr srgev Thieery
3 fqareae; aiforse 3T

4. [Frieng; SRS 134T

5. [urreme; e Rer [yt
araeae e wrsw Ay
194reas; oy Rsirr By

8 laurEae lerd derm faur

NS

.o s e yeers v

10. JFURITEIET, GH@IRAT VT o= @
11. [durenE,. dlarg (G ) Rarr
12, [ sIeg 1T

Co-ot ator X

1€ +C. Shri Ram College, sﬁ}a%a
g S n .
..,,.szfa nagar ' IQAC.,

hri Ram College,
Muzaffarnagar



i
|
k& |
R Dlelvl, HSTWhIAIN |
’ = Ao . [
YR PRIGA-H T8 Wee UTHRUY Hsad
yd FreiRa erlmarR 70w 7.06.2023 IR BiTSr b HTEY YANILTET W AIUwE 3:30
aor | Al @ v wregd & ford afwivr srdmw @t amior R w0 R PR ST,
9, T Qk’f PR @) Sederan 4 ) were yudie, e Ve grr aRenr @il e e T
yfRieor 4 guRerer Rerepr oft wlfl wang &
uduem gl U Ndl, S dRger e g iR e waell @ dardy )
PRIV & ST R q frm T qArn A b S W W Wy wael el iRk et g
- SRyl & AegE & f Ep |
| A1 HAST YUK, e TSP g demedt dide R Bl wv demdt it w wnl e 2y R
famgall & AR % 99 Rrere) @y ufleror fur wr - :
1 A s YR B g1 gar T s SaRdy o) RE we eTss Reer o @
b fenferdl @ wigfa srer gemdy we vy yer el frr omer &)
3 frenfeia < wiafer erer wedm af Rba yer aude fsar v &
4 YRG weamd g el gd. e By HRes TG S AR Ry ey 82

5 feenfil A wiwr Wi @Y dard o B sifva R s 87 s wea) wrg wdite B9 CEF

6 el @ weumy @ SRR O W we B 9 Sared gw sifsa @) o) 27
7 e W & Rellar B v e e 3 gomdl o® & e fear s 87
8 TSI i eI See) Wi @l fe yeR devdt ov siaRa foay wirarary?

A T ‘f“%” W wraieraed gRT gorr Tar B e g
iy o wan sl @ eﬁ S wEE 8

15
,éfa?:fef Faredt

(o e gure o))
ETEL daredy

- Co- tor !
IQAC. Shri Ram College, AN
Wiuzaffarnagar I0AC. §fri Re han ra%

Muzaffarnagar



SHRI RAM COLLEGE ,MUZAFFARNAGAR
TRAINING ON ERP

Date 7/06/2023
Attendance List
Training Module: Fees & Student Module
$.No Name ‘ Bepar&rﬁent N Signature
1 M, Gajendra Chauhan Finance Controiler K
2 Wby, Nand Kishore Administration
3 WMr. Nitin Sangst Administration
4 (Mr. Bitte kumar Administration
& iMr. Pravesn Gautam Administration
& WM. Neera] Gupta Administration
7M. Ajay Kumar A Adrministration
g M BB Singh Administration
g |Mr. Ram Bingh Administration
1G {Mr. Bunit Tyagi Administration
11 iMr R Tyagl Administrgﬁon
12 iMrs. Vinta Dhaka /«\dmi.nistraticm
13 IMrVinay Tiwar Admmist}aﬁon
14 iMrVinay Pathak Administration
18, IMr.Pawan Sharma Administration
16 M RKarunakar Administration
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SHRI RAM COLLEGE, MUZAFFARNAGAR
TRAINING ON ERP
Date-8/85/2023
Attendance List
Training Module: Admission Module

IS.No Name . Department - Signature
I |Mrs.Neetu Singh{Convener) |Computer Application ‘? iﬂgﬁw
2 |Mohd. Yusaf Computer Application ¢
3 {Dr. Amit Tvagi Computer Application | =~ G4 s

> -1 4 |Ms. Shreela Pareek Computer Application
5 [Mr. Vikas {vagi Bioscience
2 6 Rishabh Bhardwaj Basic Science
7 iMr. Jugmaheer Gautam Teacher Education
8 Mr.Sandeep Rathi Teacher Education
9 |Mr. Sandeep Kumar Physical Education
10 [Ms. P(*z()j::i Choudhary Commerce
, 1 11 {Mr, Mukesh Kumar Commerce
' . F ey
12 By Himanshu Verma Business Administration|\_ ¥ 7%
" o &
13 |Ms. Shivani Barman MC L%
14 IMs. Anu Navak Fine Art
15 M. Mukul Motla Agriculture Science
16 {Mr. Abid Ahmad Agriculture Science
. Co-ofdimator
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. SHRI RAM COLLEGE, MUZAFFARNAGAR
s ERP TRAINING FOR ACADEMIC MODULE
L3O NAWME Sign
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PG M Vivew
Ms Apali Gos!
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& {Ms Manisha Madan

Teacher Education Department

Mrs. Prerna Mittal {Dean)

s,

e

Physical Education Department

-~

T Pramod Kumar(HoD) Ly L
B - wigend

4

‘ Agricutiure Science Department

Dr. Nagem{HoD)

3 Wds Anal

4 P Vikrant Rumay

By Alnd Ans

B Suras &

gt

e Sachun Kubls

5 M Mukal B

. Shri Ram Cellege
Muzaffarnagar

L



@

$no| NAME

Sign

- PlaScience Department

T Thar Vikas Kumar (HobDy

Ry
\iKob

M Ankit Kumar

o K&%}{:z‘%ﬁ E((‘%V'fjf\,;%

;ca ﬁ&;’% -

t

NS o

7
;%@ag s

A Asst )

Husiness Administration Department

H N Pankag Shamng {Dvand

s buaen (IOHY

P

$ S Shubesh Stueins
B ;
oA NI hajor N

T
JMEC Department
%

NAME

am [l

¢
TR 238
M‘uzatra,naOa' ge

A7

Chairman
IQAC, ShriRam College,
Muzaftarnagar




i e

R NAME
[ sNO

MM RAVEGAT T et

e
T3 NE MAY ARR
3 AN S AN

Mot

ij i
huvand_

Fing

Arts Department

w Adane) Hhasian

| \\A»W ‘fjﬁ i/w‘;;’i;*;td_w

T f1
<NV 4
) = Sien Roupal Mahik (1OD) ,‘;M f
3 My kattl
i Cl (FERTE t

N~ b

I

{ znz::}{i 1A

S Biong Ml

Mo Himansin Comtan

o

Co-er aﬁr/

IQAC, Shri Rdm College
Muzaffarnagar '

b

~ Chairman
IQAC, Shri Ram College,
| Muza.ffarnagar



E
Shri Ram College, Msamffarnfagar

l
Traning Program on File Maintenance and Office llk/Ianagement

Attendance Sheet

5/7/2022 6/7/2022

S No Name of Staff
1 |Mr. Nand Kishor ﬁ;}/ @,
2 |Mr. R.P. Tyagi C@; ;i Cf/é/
3 |Mr. Praveen Gautam “’%—f’"’” T e
4 1Mr. Neeraj Gupta (\ / | ; =
5 |Mr. Nitin Sangal | | 31 -
6 |Mr. Vineul';; Dhaka Q% "“’9 21— \ 23; A
7 |Mr. Karunakar Sharma % %#
& |Mr. AShW?J.; Kumar ” 5-\*‘/"’” W
9 [Mr. Anshul Verma Mﬂg w ZJ&J
10 |Mr. V.i_}r\\lay Pathak gqu jﬂ/ @&W‘ M\,}/
11 |Mr. Pawan Sharma {.i/;;/}f:’\’vfl_/\ f ﬂh\l\:{ n
12 |Mr. Mukul Jain t e mﬂ
13 |Mr. Bittu Kumar S) ) — " Y
i4 |Mr.R B Singh iV /;1/[/
15 |Mr. Ajay Kumar AN |

\
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Principal
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- Shri Ram College,.Muzaffgarnagar

i

01-07-2022

Ihis Is to inform you that two days training on “File Maintenance and Office
|

Management” is being organized by Shri Ram College from -F5—07—2022 to 06-07-
[1

2022 at 2:30 PM onwards in Lecture Theatre, Block A. *

CA (Dr) Saurabh Mittal, Head, Department of Commerce will be the

resource person for this training program. All office staff is required to attend this
'i
training session. Attendance of the office staff is compulsory.|

i

| \\uk/u v
A
| (Dr Prerna Mittal)

Principal,




Day-1

1
FILE MANAGEMENT (STUDY MATERIAL)

The purpose of good file management is to keep the papli;r flowing to its final
destination. Piles of paper, are lost papers looking for a h(?me! Creating a filing

9 .
system is like finding the pot of gold at the end of a rainbow. A good filing system

will organize your operations, enhance your professional image and increase

productivity. When it comes 1o files and piles, people have three fears. Do any of

these haunt you?

Afraid to make a decision - If you don't know what to call ag‘piece of paper, you'll

|
end up calling it nothing. If it doesn't have a name, it doe%n't get a home. Such .
orphans collect in unnamed stacks, piles, drawers and in boxek.

Afraid to discard anyvthing - You might need it someday. Better to keep it, even if
|

you can’t lay your hands on it when you need it. ;

Afraid you'll never see it again - Filing an item in some sys_t%:ms is like flinging it
into a black hole. If that describes your system, stacks and piles are indeed a lot

safer. The point of filing is, easy placement and access to information.
= i‘

it
|

Four Fasy Steps to Improve File Management

\ _

Cotinat airman

IQAC LZSh-r" R;}s ggilea IGAC, Shri Ram College,
i i 98, 1 Muzaffarnagar
Muzatfarnagar } ey




iz
b
I
[\

Step 1: Separate Working from Archival Material — There dre two basic types of
!
files, temporary (working) and permanent (archival). Determining when and how

often a file will be used should tell you which type it is. Tejmporaly files include

k
b

the following;:

1. Action items - frequently used items requiring regular decisions and action.

2. Project items - plans, notes and documents related to current projects.

3. Reading items - must-read materials from any source.
4. Tickler files - organizing material for future use on a specifltc day.
‘ |
5. Chronological file - tracking correspondence sequentially.

I
i
il

Step 2: Label Working Files — Label action, project and readir‘;lg files by purpose or

;
function. Use broad, generic headings that are meaningful to you. If the files are

shared, the categories and headings must make sense to everyone involved.
Tips :

1. Don't create thin file headings that are hard to keep track of. Use headings that
cover a substantial amount of material (up to 2 inches of paper. Box containers are

great for thicker files.).

"
k) i -
Y v -
;

& E tAarmn
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2. Design your system, complete with headings and sub—healdings, before actually
I

creating the files.
3. Use nouns for headings. Adjectives tend to get lost in memory.
4. Create a master index by primary headings so that anyone ¢an locate a file.

5. Make it as easy as possible to add new files to your system. Keep a stock of

labels, folders (manila and hanging), tabs and other filing materials close at hand.

Be ready to quickly create a home for any lost piece of paper. :

Step 3: Choose Locations and Fixtures - Decide who will bejusing the files, when

they will be used and how much room is available for stora'gfe. Should tke files be

1

in, or close to your desk for frequent retrieval? Should they‘ be centrally located,

accessible to several people? Is security a factor? Are some ﬁ%:les confidential, such
as personnel files that should have limited accessibi]ity?.% Choose appropriate
fixtures for holding files. ‘Hot Files’ are receptacles that atta :h to the wall next to
you and hold about 100 sheets of paper. File cabinets can l?e vertical, lateral or

open shelf. Choose wall storage units or rolling file racks.| The type of fixture

depends on your space and needs. Don't forget that binders \%vork well for storing

articles, newspaper clippings, reports, job descriptions, policies and procedures and

other reference materials.

Co-&n narar ; : \\ )
JQAC, Shri\Bam -1 | ﬁﬁ?n/
4 CeNr\Ram Coilsye IRt A
Muzaffar ‘<ye, . IQAC /Ahiri Ram College,
fhagar Muzatfarnagar
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Step 4: Arrange the Files - Once you have appropriate ﬁxturtbs in place, decide how

I
|

you want to arrange your files. Choices include:
1. Alphabetically - great for client or customer name files.
2. Subject - a good choice if you're using subfolders. |

- Numerically - excellent for dated material, such as purchase orders and bills.

(O]

N

- Geographical - appropriate if you have satellite operations|.
|

- Chronological - a pood solution for back-up files that need to be set up by

sl

{
i

month. ;]
6. Tickler files - great for very detailed tasks, such as tracking bills,

correspondence and reading material. Set up tickler files by tixe day, month, and/or

year.

Special Filing Categories - Product samples, photos and catalogues are examples
of items that don't readily fit into file folders. Organizing fixtures for filing or

storing such items include:

1. Boxes that hold both samples and hanging file folders.

i

2. Cardboard, metal or plastic holders (great for magazines and catalogues) that sit

nicely on vour bookshelf.




3. Tubes that accommodate large, rolled-up prints or maps.

4. Large envelopes that hold oversized papers in the bottom of a file drawer.

a‘
= ﬂ
Permanent Files — i

i
if

After the project is finished or the action complete, temporéry files move into the

permanent file category. Moving a file from temporary:
requires analysis and purging. Decide if items contain quah

keeping and storing. Are they timely? Can they be obtained

i

to permanent status
ty information worth

elsewhere? Are they

accurate and reliable and will they continue to be s0? How will you use them in the

future? Must vou keep them by law?

" Once you decide to store a file, it is absolutely necessary

to set up a retention

schedule specifying how long the material will be kept befoljre purging. Without a

retention schedule, your office files will eventually flow 1nt0

1nclud1ng public storage units. Maintain the retention schedul

any space available,

e separately from the

files themselves. The dates for consideration/purging shouid show up on your

calendar (or a shared calendar) and should be the same|

consideration/purging become a habit for those involved. ;

every year so that

hli Ram L0724 JQAC,

\%ﬁm
Shfi Ram College.

Muzgﬁar DAgE



Day-2

Office Management

1. Proper work Distribution
2. Proper filing of files

3. Accountability l
4. Cash management

3 Documepts safety and security
6. Accounting of relevant records

7. Kceeping of records

8. Efficient and responsive work system ;
9. Managing stationery and equipments
[U.Coordinating the activities
11.Working environment

12.Layout of office

13.Correspondence

Co . iator
IQAC. S%Mam College,

Muzaffarnagar
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SHRI RAM COLLEGE MUZAFFARNAGAR
ERP TRAINNIG ATTENDANCE LIST

'MODULE- HOSTEL

S. No. Name ] ) Signature
' { Mr. Kapil Dev Dhiman- i \\
(Convenor) a '
2 | Mr. Rajiv Rawal | O {EV.

Mr. Pusphendra Kumar
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Shri Ram College, Muzaffamggar
Department of Business Administration

Notice

DATE: 19/09/2022

All the faculty members of Shri Ram College, Muzaffamagar are hereby
informed that Department of Business Administraéion is organizing a
professional development programme on “Confnmunication Skill
Development” on 28" September 2022 to 30™ Septemher 2022 at
10:30 AM. Venue:- Auditorium, Management Block.
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Shri Ram College, Muzaffarnaégar

Department of Busmess Admnms’a&ratlon
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} DATE:01-10-2022

Professional Development Prégmm

On

“Communication Skill Development”

REPORT

i
|
OBJECTIVE:- . |
|

e Develop verbal and non-verbal communication skills to betterT[connect with students and
create a positive learning environment. i

e Develop conflict resolution skills to effectively address and resolve conflicts with
students, parents and colleagues. '

e Improve feedback and constructive criticism skills to provﬂe meaningful and helpful
feedback to students. |

e Develop empathy and emotional intelligence to better understand and - connect with
students on a personal level.

Topics covered by the Speaker:-

Day-1

e Effective listening Skills ' ‘
e Verbal and Non-Verbal Communication |
e Assertiveness and Self-Confidence

e Conflict Resolution

e Emotional Intelligence i
e Public Speaking !
e Interpersonal Communication |
e Feedback and active listening !




e Professional Communication

e (Cross-cultural Communication

e Negotiation Skills

e Communication in leadership roles

Lay out for the Program:-

e  Welcome to the Guest

e Lamp Lighting

e Bouquet presentation to the Guest
e Introduction to the Guest

Other Important Information:-

Time of the Program : 10:30AM - 2:30PM
Venue of the Seminar : Auditorium, Management Block.
Date : 28-09-2022 to 30-09-2022
Participants : 82
Summary
_ Event Coordinator - Mr. Himanshu Verma
Anchor - Mr. Sagar Shukla
Supporting Faculties- Mr. Rajeev Rawal

Ms. Shruti Mittal
Mr. Pankaj Kaushik
Speaker - Dr. Ashok Kumar

Dr. Saurabh Mittal
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Shri Ram College, Muzaffarﬁagar

Department Of Business Administrﬁtion
Professional Development Program on Communication Skill Development
Attendence (28/09/2022 to 30/09/2022)
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SHRI RAM COLLEGE MUZAFFARNAGAR
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