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1. INTRODUCTION:

The purpose of this document is to be a useful planning tool for anyone organizing an event in the
University. It's crucial to have realistic expectations while organizing an event apart from ensuring that
it is effective. When planning a conference/seminar/workshop/symposium/short term training
programme or lecture series in the University, there are some things to keep in mind. Planning for such
events can be difficult due to the numerous logistical factors that must be taken into account. The
Lecture Series Approval Committee has put together a list of items that must be taken into account
before organizing an event. This could be conference, seminar, symposium, workshop, short term
training program or a guest lecture. The event activities are divided into 3 categories:

PRE-EVENT ACTIVITIES
DURING THE EVENT ACTIVITIES
POST EVENT ACTIVITIES

Determining Event Objectives:

The Dean/Principal may initiate a preliminary survey to decide in his/her School/College, the need
for the type of event, which can be a conference, seminar, workshop etc., with a brief justification and
relevance of organizing the same. In case of Guest Lecture proposed by a School/College/University,
the lecture may not be subject specific and the School or the departments should ensure, through
various social media platforms/sources, that the invited guest speaker has expertise in the area of his
talk and is well-known for his good communications skills so that the students/staff of SGRR University
are benefited by the lecture delivered by him/her. The Dean/Principal should ensure that sufficient
resources are available and the organizers know exactly what they are aiming to accomplish. Complete
details of the Resource person (Whether local or outside) i.e., Name, Address, and Contact, Email, etc
and benefit thereof. Complete details of organizing committee with roles and responsibilities.

Standard Operating Procedure:

In addition to the above-mentioned details, the following details are required:
1. Whether the particular type of event is being organized for the first time or it has been organized by
the School/College/department in the past. The details to be provided including the Title of the event,
Name of the Organizing Secretary, Date of the event etc. in the Application form to be submitted by
concerned School.
2. Financial Assistance is required for conducting National or International Conference/Seminar/FDP
etc. Therefore, a tentative estimate must be appended with the justification. Possibility of Govt.
Agencies as sponsors may also be explored.
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3. The event proposal must be submitted along with the Application Form duly signed and forwarded
(through proper channel) for approval by the Honourable Vice Chancellor and/or the Committee
chaired by the Vice Chancellor or his representative.

4. School level Committees may also be formed, with prior approval of Honourable Vice Chancellor, to
decide on the proposal of Guest Lecture to be organized by a School/College/Department. The Dean of
the respective School will not participate during the decision taken by the Lecture Series Approval
Committee on the proposal submitted by him/her and the proposal will be rejected if the
updated/proper CV of the resource person is not enclosed.

5 Once approved, minute-to-minute program of the event proposed
(Seminar/Conference/workshop/FDP/Lecture series etc.) must be strictly followed. The itinerary of the
invited Guest is to be attached.

6. After execution of the respective event, complete details of the event are to be submitted to the
IQAC office.

7. The tentative month/date of Workshops/Seminars/Conferences/Lecture Series/Awareness
week/FDPs etc. must be proposed by each School/College to be incorporated in the University
Academic calendar. The School(s) may propose monthly Lecture series in their Academic Calendar.

8. Once approved, a circular from the Invitation committee must be sent to all concerned and aligned
departments.

9. For wider coverage, prior information/invitation may be given to the Media committee so that the
Committee takes appropriate measures to prepare relevant content of the event for electronic and
print media before, during, and after the event. In addition, the University Website, newsletters and
Social Media must be involved for adequate promotion of the event. The possibility of live streaming of
the event for remote participants should also be explored. IT Committee should be actively involved in
all Online/Offline events.Dean Student Welfare must ensure the participation of the student council to
sensitize all students to the proposed event.

10. To ensure best hospitality aspects for the invited guests/resource persons, application form with
respect to the event must be filled completely and due approval must be taken from the Competent
Authority to ensure adequate and well managed administrative arrangements viz., detailment of
escorts/ticket booking, if  required/arrangement of  protocol vehicles/coffee/tea,
lodging/boarding/reimbursement (TA/DA)/ etc. Advance payments shall not follow for reimbursement
(TA/DA).

11. Involvement of security/police and other in-house arrangement of NCC must be planned by the
concerned department.

12. Participation of student council/Cultural Committee for cultural and event management must be
ensured for the welcome ceremony of the guests, and other related hospitality aspects.

13. The organizer/team must ensure that the event venue is accessible to participants with disabilities.
Proper dissemination of information about the event should be made through website, WhatsApp
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