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Ref.: MCE/COMM. NAME/AY/REF. NO.							Date:

COMMITTEE CONSTITUTION
								
The following members are nominated from each department as the Committee members for the academic year mention the academic year, for the Name of the Committee. The members are asked to ensure timely conduction and follow-up the Name of the Committee activities in their respective Departments as per the direction of Coordinator of the committee.
	S. No.
	Name of the faculty
	Designation
	Dept.
	Position

	1 
	
	Principal
	-
	Chairperson

	2 
	
	
	
	Coordinator

	3 
	
	
	
	Member

	4 
	
	
	
	Member

	5 
	
	
	
	Member

	6 
	
	
	
	Member

	7 
	
	
	
	Member

	8 
	
	
	
	Member

	9 
	
	
	
	Member

	10 
	
	
	
	Member

	11 
	
	
	
	Member

	12 
	
	
	
	Member

	13 
	
	
	
	Member

	14 
	
	
	
	Member

	15 
	
	
	
	Member

	16 
	
	
	
	Member

	17 
	
	
	
	Member



Roles of the Committee:
1. ………………………………………………………………………………..
2. ………………………………………………………………………………..
3. ………………………………………………………………………………..
4. ………………………………………………………………………………..
5. ………………………………………………………………………………..
Contact Details:
	Name of the faculty
	Designation
	Dept.
	Position
	Contact number
	Email ID

	
	
	
	Coordinator
	
	Committee Email ID

	
	
	
	Member
	
	

	
	
	
	Member
	
	

	
	
	
	Member
	
	




PRINCIPAL
Copy to 
· Members of the committee
· IQAC 
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Ref. No.: MCE/COMM. NAME/AY/SEM/CIR.NO.                                       				Date: 

Minutes of the Meeting
The member coordinator of the Name of the Committee welcomed the members and made the discussion on the following agenda points.

Agenda:-
1. Point 1
2. Point 2
3. Point 3
4. Point 4
5. Point 5
6. Point 6, etc

	Agenda No.
	Subject/Points discussed
	Discussion/Resolution
	Action Planned
	Target
Date
	Responsibility

	Review on the last meeting & confirmation
	The Member Coordinator has reviewed and approved the minutes of the previous meeting, which were then unanimously accepted by the members of the committee.

	Point 1
	
	
	
	
	

	Point 2
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Point ‘N’
	
	
	
	
	



Members present:
	S. No.
	Name of the faculty
	Designation
	Dept.
	Position
	Signature

	1
	
	
	
	Coordinator
	

	2
	
	
	
	Member
	

	3
	
	
	
	Member
	

	4
	
	
	
	Member
	

	5
	
	
	
	Member
	

	6
	
	
	
	Member
	

	7
	
	
	
	Member
	

	8
	
	
	
	Member
	

	9
	
	
	
	Member
	

	10
	
	
	
	Member
	

	11
	
	
	
	Member
	

	12
	
	
	
	Member
	


Note: Add 2-3 geo-tagged photos of the Committee meeting


					                                                  Member Coordinator
Copy to:
1. Principal
2. All HoDS
3. IQAC
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