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Activity Notice 

 
Write Notice for conducting the activity with all details like  

1. Name of activity, Department, Schedule, coordinators, name of guest / Expert invitees.  

2. Also write details about registration link, last date of registration, and registration fees, if any.  

3. Get sign by HoD or Dean of your department. 

4. Get Outward number of your department on notice. 

5. Publish notice on website, notice boards, students WhatsApp or Spaces groups, mails, etc.  

6. Create Webpage, Google site, flyers, posters, brochures, and/ or leaflets for publicizing the event.  

7. Include LOGO of GCOEJ, Departmental Student Associations, and any other related agency 

whenever and wherever possible. 

8. The sample flyer / background poster is attached herewith for reference.  
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Activity Report 
Name of the Activity:  

                                   --------------------------------------------------------------------------------------------------------- 

Type of  Activity: Training / CEP Program / Workshop / Seminar / Conference/ Expert Talk / Remedial  

class / T&P / Co-curricular/ Extra-curricular / other  ______________________________________ 

Duration (Attach complete schedule):  

Coordinator:  Co-Coordinator: 

Organizing Department /club  : Civil / Mech / Elect / E&TC / Comp / Instru /App. Science / Workshop / 

Library / Hostel / Office / Institute / Dean __________________________ / Club  ______________________ 

Name of Guest / Experts (if any): 

Objectives & 

Abstract of 

proposal: 

 

Methodology : 

 

Outcome: 

 

No of attendee (Attach separate attendance sheet):  

Total Expenditure:  

Sign of Coordinator:  Sign of Co-Coordinator: 

Sign of Head / Dean:  
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Activity Photographs  
Name of the Activity:  

                                   --------------------------------------------------------------------------------------------------------

- 

Duration:   
 

 

Attach few Geotag photographs (Ensure that activity details/posters are observed in background) 

  

  

  

Sign of Coordinator:   Sign of Co-Coordinator: 
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Activity Schedule 
Name of the Activity:  

                                   --------------------------------------------------------------------------------------------------------

- 

Duration:   

Name of the department: 

 

Date Time Venue Session Title / Topic Session Coordinator 
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Activity Attendance 
Name of the department: Name of class:  

Name of the Activity:  

Duration:   

Attendance date and time: Session name: 

Sr. No.  PRN/Registration No. Name of Attendee/student Session I Session II Session III 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 Sign of Coordinator:   Sign of Coordinator:   

Sr. No.  PRN/Registration. No. Name of Attendee/student Session I Session II Session III 
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Sign of Coordinator:    Sign of Co-Coordinator: 

 


