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Two Page Summary Report
ON
FDP - 'PERSONAL DEVELOPMENT'

College organised Faculty Development Programme on the title
'PERSONAL DEVELOPMENT for the non teaching staff Dated from 18"
November 2020 to 20" November 2020 for 3 days.The Speaker of this FDP is
Mrs. Pranali Patil 1.T Co-crdinator from Bharat College. This FDP

Program was held at our college IT Lab by 10.00am

The college conducted an FDP on personal development for non-teaching
staff to help them enhance their personal and professional skills.The FDP
was included various sessions on topics such as self-awareness, goal setting,
tilme management, and siress management.

The FDP was conducted by experienced trainers and experts in the field of
personal development. The participants were encouraged to actively
participate in the sessions and apply the skills learned in their daily work.

The sessions were interactive and included activities, exercises, and
discussions to help the participants identify their strengths, weaknesses, and
areas of improvement. The trainers provided personalized feedback to each
participant to help them develop a plan of action for their personal and
professional growth,

At the end of the FDP, the participants were evaluated through a feedback
form to assess the effectiveness of the program. The feedback was positive,
with the majority of the participants stating that they had learned valuable
skills and techniques that they could apply in their personal and professional
lives.

Overall, the college-organized FDP on personal development for non-

teaching staff was a success, with the participants gaining valuable insights
and skills that would help them in their personal and professional growth.
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Two Page Summary Report
. ON
= '"MODF FFICE MANAGEMENT'

College organised Faculty Development Programme on 'Modern Office
Minagcmcut for the non teaching staff Dated from 15™ November 2021 to
177 November 2021 for 3 days. Speaker of this FDP Mrs. Vaishali

Khachane C.S Co-ordinator in S.1.C.E.S College. This FDP Program
was held at our college I'T Lab by 11.00am

Ihe faculty development program on 'modern office management’ was
arranged for non-teaching staff with the aim of improving their skills and
knowledge in managing office tasks and responsibilities. The program
covered various fopics related to office management, such as time
management, communication skills, and record keeping.

The program was structured into several sessions, which were led by
experienced professionals in the field of office management. The speakers
provided practical tips and strategies for managing daily office tasks
efficiently and effectively.

During the program, participants were introduced to various software and
tools for office management, such as project management software, email
management tools, and cloud-based storage systems. The participants were
also trained on how to use these tools and software to streamline their
work and improve productivity.

Overall, the faculty development program on modern office management
was well received by the non-teaching staff who participated in it. They
found the program to be informative, practical, and useful in their day-to-
day work. The program was successful in achieving its goal of enhancing

the skills and knowledge of non-teaching staff in modern office
management.
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FDP - 'TALLY ERP 9 SOFTWARE'

—

College organised Faculty Development Programme on Tally ERP 9 for the
non teaching staff This FDP will be conducted by Mr. Wendrich Sor IT

H.O.D from Vedanta College. This will held from 4th November 2019 to 8th
November 2019 at our college IT Lab,

.p-n_.____‘_. -

The faculty development program on Tally ERP 9 was arranged for non-
teaching staff with the aim of improving their skills and knowledge in using the
Tally ERP 9 software. The program covered various topics related to Tally ERP
9. such as creating and maintaining company accounts, generating invoices and
bills, managing inventory, and creating financial reports.

The program was structured into several sessions, which were Iud‘ by
experienced professionals in the field of Tally ERP 9. The speakers provided
practical tips and strategies for using the software efficiently and effectively.

During the program, participants were introduced to the various features of
Tally ERP 9, including its accounting, inventory, and payroll management
capabilities. They were also trained on how to use the software to create and
manage financial reports, such as balance sheets and profit and loss statements.

The program was well received by the non-teaching staff who participated in it.
They found the program to be informative, practical, and useful in their day-to-
dav work. The program was successful in achieving its goal of enhancing the
skills and knowledge of non-teaching staff in Tally ERP 9, and equipping them
with the tools they need to effectively manage company accounts and finances,
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To,

Mprs. Ashwini Patil
Kamladevi College,
Vithalwadi{W)

Letter of Invitation

Dear Sir/Madam,

| hope this letter finds you well. | am writing to extend an invitation for you to speak at our
upcoming event on the topic of "Advanced Excel”, We believe that your expertise in the field of data
analysis and your experience as a speaker would make you an excellent addition to our event.

The event will be held on 30™ October 2017 to 3" November 2017 at 10.00 a.m at SOT Kalani college.
The purpose of the event is to provide our non teaching staff with an in-depth understanding of
advanced Excel tools, techniques, and functions that can help them improve their data analysis skills.

As a renowned speaker in the field of data analysis, we believe that your insights into the advanced
features of Excel will be valuable to our audience. Your expertise will help our attendees to gain a
better understanding of the various tools and functions available in Excel and how they can be used

to analyze and present data effectively.

We would be honored if you could be a part of this event and deliver your knowledge on the topic of
"Advanced Excel".

We look forward to hearing from you soon and hope that you will accept our invitation.

Thanking you,

Yours truly,

I/C Principal

Principal
S.D.T Kalani Memonrial Trust's

College of Arts, Commerce & Scence

Uthasnagar-421001.
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Two Page Summary Report
ON

FDP ON 'ADVANCED EXCEL'

College organized Faculty Development Programme on the topic "Advanced
Excel' for the non teaching staff. Speaker of the FDP was Mrs. Ashwini Patil
[T Co-ordinator in Kamladevi College. She has extensive knowledge and
expertise in this field. Dated of this FDP from 30" October 2017 to 3°
November 2017 for 5 days. at our college IT Lab.

The college organized an FDP on advanced excel for non-teaching staff to help
them improve their proficiency in using excel for data analysis and management.
The FDP was conducted over a period of five days and included various
sessions on topics such as data validation, pivot tables, macros, and advanced
formulas.

The FDP was conducted by experienced tramners and experts in the field of
excel. The participants were provided with hands-on training and encouraged to
actively participate in the sessions and apply the skills learned in their daily
work.

The sessions were interactive and included practical exercises and case studies
to help the participants understand the practical application of advanced excel
ckills. The trainers provided personalized feedback to each participant to help
them identify their strengths and weaknesses and work on improving them.
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At the end of the FDP, the participants were evaluated through a feedback form
1o assess the effectiveness of the program. The feedback was positive, with the
majority of the participants stating that they had learned valuable skills and
techniques that they could apply in their work.

Overall, the college-organized FDP on advanced excel for non-teaching staft
was a success, with the participants gaining valuable insights and skills that
would help them in their daily work of data analysis and management.

oo

Mrs.Bhavika Makhija
(I/C Principal)

Sh Princingl

D.T. Kalao Liemonial Trust's

College of Arts, Crier2e & Science
Uhasnagei-121001.
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