










STUDENTS EXTRA CURRICULAR ACTIVITIES – DOCUMENTS
ART AND CULTURAL EVENTS
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CIRCULAR
Ref.: MCE/Dept. Name/AY/SEM/SEC/CIR           							Date                              
[bookmark: _Hlk198237168]All Departments are hereby informed that the Name of the Event will be conducted on Date at Venue. The objective of this event is to explore the art and cultural skills of our students. 
Event Details:
· Date: [Insert Date Range]
· Venue: [Insert Venue]
· Events Include: Event names.
· Eligibility: Open to students from all departments
· Registration Deadline: [Insert Deadline, e.g., 1st June 2025]
· Contact for Registration: [Insert names, emails, phone numbers of coordinators]
All Heads of Departments are requested to circulate this information among their respective teams and encourage maximum participation. Departments may also nominate coordinators to liaise with the organizing committee.
For further information and registration forms, please contact the undersigned


ART & CULTURAL COORDINATOR
                                                                                       (Name & Signature of the Coordinator)
Copy to:
1. Principal
2. Administrative Officer
3. All HoDs
4. IQAC




[bookmark: _Hlk198287425]Form AC– SEC02


PERMISSION LETTER
								                       
Ref.: MCE/Dept. Name/AY/SEM/SEC/PL-P          							Date     													Chennai- 78
From
Name of the Coordinator,
	Art and Cultural Coordinator,
Meenakshi College of Engineering,
Chennai -600078.

To 
	The Principal,
Meenakshi College of Engineering,
Chennai -600078.

Respected Sir,
Sub: Requesting permission to organize the Art & Cultural event name – regarding
We are planning to conduct the Art & Cultural event name for our year and Department of study students on __________. The events are planned to conduct at mention the location.. The budget proposal to organize the event and the event schedule have been enclosed herewith for your kind perusal.  I am requesting you to consider the request and give the permission to conduct the event.
Thanking you,

Yours Faithfully, 

Signature of the Art and Cultural Coordinator 
Encl:
1. Event Schedule/Brochure
2. Budget proposal

Copy to:
1. Executive Director
2. Administrative Officer
3. IQAC


[bookmark: _Hlk198287463]
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Ref.: MCE/Dept. Name/AY/SEM/SEC/PL-P          						Date     

Name of the Event		: 
Date				:
Name of the Coordinator	:
Venue				:
BUDGET PROPOSAL

	Expenditure Head
	Amount in Rs.

	Stage and podium setup – If desired
	

	Electrical setup and lighting
	

	Hospitality for chief guests and dignitaries
	

	Water, juice, and snacks for players and spectators– If desired
	

	Prizes/ Trophies for Winners
	

	Certificate Design/Printing
	

	Banner (Mention the size and no. of banners required)
	

	Flags, balloons, festoons
	

	Professional photographer/videographer charges
	

	Reserved amount for unforeseen expenses
	

	Total Expenses
	




Note: Expenditure head can be added additionally based on need

	






Signature of the Art and Cultural Coordinator
	






Signature of the Administrative Officer
	






Signature of the Principal
	







Executive Director
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Ref.: MCE/Dept. Name/AY/SEM/SEC/CG-P          						Date     
		

Name of the Event		: 
Date of the Event		:
Name of the Coordinator	:
Venue				:

CHIEF GUEST’S PROFILE

(Describe the profile of the Chief Guest in maximum of 250 words with his/her photograph)






















Signature of the Art and Cultural Coordinator     		               Signature of the Principal
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Ref.: MCE/Dept. Name/AY/SEM/SEC/ES          							Date  
   
Name of the Event		: 
Date of the Event		:
Name of the Coordinator	:
Venue				:

EVENT SCHEDULE

	Session
	Day 1
	Day 2

	F.N.
	Inauguration
(10 a.m. to 10.15 a.m.)

Session1:
Title
(10.15 a.m. – 11.05 a.m.)

	Session5:
Title
(9.45 a.m. – 11.05 a.m.)


	
	Tea Break (11.10 a.m. – 11.25 a.m.)

	
	Session 2:
Title
(11.20 a.m. – 1.05 p.m.)

	Session 6:
Title
(11.20 a.m. – 1.05 p.m.)


	
	Lunch (1.05 p.m. – 1.45 p.m.)

	A.N.
	Session 3:
Title
(1.50 p.m. – 3.00 p.m. )
	Session 7:
Title
(1.50 p.m. – 3.00 p.m. )

	
	Session 4:
Title
(3.00 p.m. – 4.20 p.m. )
	Valediction



Note: Schedule can be adjusted based on event date(s) 





Signature of the Art and Cultural Coordinator			Signature of the Principal
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Ref.: MCE/Dept. Name/AY/SEM/SEC/SNL							Date

Name of the Event		: 
Date of the Event		:
Name of the Coordinator	:
Venue				:


STUDENT NAMELIST

	S. No.
	Register Number
	Name of the Student
	Name of the Event

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	








Signature of the Art and Cultural Coordinator					Principal
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Ref.: MCE/Dept. Name/AY/SEM/SEC/CON											Date

STUDENTS’ EXTRA-CURRICULAR ACTIVITY DETAILS (ART &CULTURAL) - CONSOLIDATION AS ON DATE

	S. No.
	Class & Section
	Register Number
	Name of the Student
	Event details
	Host Institute/Organization
	Date(s)
	Remarks
(Prize won details)
	Certificate/ Participation Photo (Google drive open link)

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	








Art & Cultural Committee Incharge				IQAC						Principal



Parent Consent Letter (Art & Cultural Activity)Form AC– SEC08


Ref.: MCE/Dept. Name/AY/SEM/SEC/SNL						Date

From
	Name of the Parent,
	Address with Contact Number.
To
	The Principal,
Meenakshi College of Engineering,
Chennai -600078.
Sir,
I, _____________________ am the Parent/Guardian of ________________________ (Roll No.:                    ), who is a student of Department of _____________________________________ studying in ______ Year of Study. I hereby give my consent for _(Student Name)_______ to participate in the Art & Cultural organized by the Host Institute Name and Address on/from (Start Date) to (End Date).
I understand that (Student name) will be supervised by accompanying Department Faculty member during the entire Art/Cultural event. I acknowledge that the College has taken all necessary precautions to ensure the safety and well-being of the students. However, in case of any unforeseen circumstances, I have provided all necessary information regarding my Son’s/Daughter’s health conditions and emergency contacts.
I hereby authorize the College to obtain medical treatment for my ward in case of an emergency. I agree to assume all the expenses related to any medical treatment required during the event participation. I send my ward at his/her own risk to the Art & Cultural activity name, and I will take complete responsibility for his/her safety and health condition. I won’t blame the College regarding this in the future if anything happens wrong with my ward during the event.
Thank you for your attention to this matter.
Yours Truly,

Parent’s Contact Number:				                     		    Signature of the Parent
Declaration by the Student
I am conscious that I am solely responsible for my safety and security during the travel and in Art & Cultural event name and I undertake to conduct myself accordingly to ensure the same. I further confirm that I am participating in the Art & Cultural event name with the knowledge and concurrence of my parents.
	
Student’s Contact Number:						Signature of the Student
PERMISSION LETTERForm AC– SEC09


								                       
Ref.: MCE/Dept. Name/AY/SEM/SEC/PL-P						Date
Chennai- 78
From
Name of the Coordinator,
	Art and Cultural Coordinator,
Meenakshi College of Engineering,
Chennai -600078.

To 
	The Principal,
Meenakshi College of Engineering,
Chennai -600078.

Respected Sir,
Sub: Requesting permission to send the students to attend the Inter College Art & Cultural meet – regarding
I wish to inform you that our College student(s) is planned/selected to attend the Inter College Art & Cultural meet at Name of the Host Institute on Date(s) of the event. The parent’s consent letter, students name list and budget proposal for taking the students to participate in the event are enclosed herewith. Name of the Faculty is accompanying the students for this event. I am requesting you to consider the request and give the permission to participate in Inter College Art & Cultural meet. 
Thanking you,

Yours Faithfully, 

Signature of the Art and Cultural Coordinator
Encl:
1. Event Schedule/Brochure
2. Budget proposal
3. Parents’ Consent letter

Copy to:
1. Executive Director
2. Administrative Officer
3. IQAC
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Ref.: MCE/Dept. Name/AY/SEM/SEC/BP							Date

Name of the Event		: 
Date				:
Name of the Coordinator	:
Venue (Host Institute)		:


BUDGET PROPOSAL

	Budget head
	Amount in Rs.

	Expenditure Head

	Travelling expense for participants and accompanying faculty
	

	Stay expenditure – If desired
	

	Food expenses for participants and accompanying faculty – If desired
	

	Reserved amount for unforeseen expenses
	

	Total Expenses
	



Note: Expenditure head can be added additionally based on need




	







Signature of the             Art and Cultural Coordinator
	








Signature of the Administrative Officer
	








Signature of the Principal
	









Executive Director





 PERMISSION LETTERForm AC– SEC11


								                       
Ref.: MCE/Dept. Name/AY/SEM/SEC/PL-P						Date
                                                                                                                 Chennai- 78
From
Name of the student,
Class and Section,
Department of ______________________,
Meenakshi College of Engineering,
Chennai -600078.

Through

 	Head of the Department,
            Department of ______________________,
Meenakshi College of Engineering,
Chennai -600078.

To 
	The Principal,
Meenakshi College of Engineering,
Chennai -600078.

Respected Sir,
Sub: Requesting permission for going to attend Inter College Art & Cultural event – regarding
I am planning to attend the Inter College Art & Cultural event conducting by the Name of the host Institute on/during Date(s) of the event. I assure you that I will take care of regular academic work missing during my absence also assure you that I adhere to the Rules and Regulations of host Institute during the event. I am kindly request you to consider my request and provide the on-duty to attend the event.
Thanking you,
Yours Faithfully, 

Signature of the Student 

	


Signature of the Parent/Warden
	Signature with Comments (Current Attendance %)

Class Advisor
	Signature with Recommendation


HoD
	



Principal
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DEPARTMENT OF NAME OF THE DEPARTMENT
									
Ref.: MCE/Dept. Name/AY/SEM/SEC/SAR							Date

Name of the Student	:
Name of the Event	: 
Host institute		:
Date			:


STUDENT ACTIVITY REPORT
(Describe the event attended details in maximum of 150 words and provide the photographs with necessary description)












Outcomes of the Program/Event:

Write 2-3 outcome statements of the event.




	






Signature of the Student

	
Verify that the same has been uploaded in ERP by the Student




Signature of the Class Advisor
	






Signature of the HoD
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