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Form – Requisition of Approval for conducting
Events / Seminars / Meeting etc.S.No. 
[bookmark: _GoBack]Date:


	1.
	Name of the Event
	

	2.
	Department
	

	3.
	Name of the Organizer
	
	Signature

	4.
	Phone No. of the Contact person
	
	

	5.
	Date:
	Venue:
	Time:



	1.
	VIP Lunch
	No. of Guests
	Responsible Head

	
	
	Internal
	External
	Total
	Dean (Hostels)

	
	
	
	
	
	

	2.
	VIP Tea & Snacks
	Count
	Dean (Hostels)

	3.
	Tea & Snacks
	Count
	Dean (Hostels)

	4.
	Guest House Accommodation
	No. of Guests
	
	Guest House In-charge

	
	
	From
	To
	

	5.
	Reception Items
	Yes
	No
	Programme Manager

	6.
	Venue
	Yes
	No
	Programme Manager

	7.
	Photography
	Yes
	No
	Mr. Srinivasa Rao



Approval is granted to proceed with the support of the responsible Heads accordingly.


Head of the Department
Dean
Registrar

image1.png
Rangarajan Dr. Sagunthala
R&D Institute of Science and T'echnology

U ® DEEMEDTOBE ¢
(Estd. u/s 3 of UGC Act, 1956) j
Avadi, Chennai





