MIS Format Guidelines

**The data mentioned in the MIS of the department has to be only those that are represented on behalf of the college
***Any Common activity of a particular School has to be mentioned only in one department MIS. It should not be repeated. 

**English and Language Department has to include the Theater and other activities participated by the students on behalf of the English and Language Club.
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The MIS is broadly classified into

· Department

· Student

· Staff

· Others
Description:

· Workshop for Students: Any Practical Exposure of an event (other than Sports, English and Language Club) will have to be mentioned.
· Seminars/Symposium/Colloquia:

· Colloquia: Only for M.B.A.Department
· Seminar/Symposium: Only conferences, Speaker Session and discussion forums conducted by the department

· Guest Lecture: any lectures organized by the Department for the Students

· Students’ Achievements: Any Academic and Non-Academic (other than Sports, English and Language Club) to be mentioned.
· Outstanding Students’ Internship: 

· Any unique internship project that has been certified by the organization
· Any internship with remuneration
· Any internee who has been offered a part-time/full-time job in the same organization
· Practice School: Any Practical Exposure given to the subject in the way Exhibition, Running a Business on Campus ect..
· Staff Participation in Workshops: Faculty representing the College or Department as participant in any of the workshop conducted by Educational Institution/NGO/Organization/Corporate.(Workshop Conducted by the College for the staff will be included by the staff secretary and not by the department)
· Event Participated by the students :Any Event participated by the student outside the college representing the College including any workshop(Eg: Hillary Clinton Event) 
· Special skills : Any Skill offered by the department to its students as a part of completion of the course to be mentioned.(General Skill not to be specified Example: Presentation and Communication Skill
· Guidance/ Consultancy: 

· Guidance: Any Guidance given for M.Phil or PhD
· Consultancy: Any consultancy services offered to an educational Institution/NGO/Organization on behalf of the College

*** Any other information that does not fit in any of the categories can be mentioned in the last page.

Name of the Department
   
· DEPARTMENT 

· Department Club

Name:

Date of Inauguration:

Chief Guest:

Designation:

Organization:

Level of Department Activities: Intra Mural or Inter Collegiate

	Department club Activities:


	


· Journal          

Name of the Journal:

Name of the best article in the journal:

Name of the student:

Year:

· Mono Graphs and E-Graphs

Topic:

· Seminars/Symposium/Colloquia(Organized)   

	Date
	Topic
	Resource Person Name
	Organization
	Designation
	Level –Regional, National and International

	
	
	
	
	
	


· STUDENTS
· Guest Lecture

	Date
	Topic
	Resource Person
	Organization
	Designation

	
	
	
	
	


· Workshop for Students

	Date
	Topic
	Resource Person
	Organization
	Designation

	
	
	
	
	


· Students Achievements                                                                          

	Date
	Name of the Student
	Class
	Event
	Level –Regional, National and International
	Organizer
	Prize

	
	
	
	
	
	
	


· Outstanding Students Internships

	Name of the student
	Year
	Company Name
	Project Topic
	Evaluated by

	
	
	
	
	


· Overall Trophies Won

	Date
	Event
	Organizer/ College
	Name of the Trophy
	Level-Regional/National and International

	
	
	
	
	


· Field Trips                                    

	Date
	Place of visit
	Purpose
	Number of Students

	
	
	
	


· Practice School

	Name of the Department
	Class/Year
	Nature of the Practice Schools

	
	
	


· Community Service/Community Radio

	Date
	Number of Students Participated
	Event
	In-collaboration with

	
	
	
	


· Event Participated by the Students

	Date
	Name of the Event
	Number of Students
	Organized by
	Level –Regional, National and International

	
	
	
	
	


· MOU’s

Name of the Organization /University/ College:

Purpose:
· STAFF
· Staff Paper Presentations
	Date
	Name of the Staff
	Organizer
	Title of Seminar
	Title of Paper
	Prizes Won /Special Mention
	Level

	
	
	
	
	
	
	


· Staff as a Resource Person/Chief Guest/Judge
	Date
	Name of the Staff
	Institution
	Nature of work done
	Topic

	
	
	
	
	


· Staff Awards:

	Name of the Staff
	Name of the Award
	Awarded by

	
	
	


· Staff Publications

	Date
	Name of the Staff
	Title of Paper 
	Name of  the Journal / Book
	Issue no/ ISBN No/ISSN No

	
	
	
	
	


· Staff Participation in Workshop 

	Date
	Name of the Staff
	Title of the Workshop
	Organizer
	Level

	
	
	
	
	


· Staff Participation in Seminars

	Date
	Name of the Staff
	Title 
	Organizer
	Level

	
	
	
	
	


· Workshops Conducted by Staff

	Date
	Topic
	Resource Person / Chief Guest
	Designation
	Organization
	Level
	No. of Participants

	
	
	
	
	
	
	


· Staff Refresher Programmes

	Date
	Name of the Staff
	Title of the Programme
	Organizer

	
	
	
	


· Additional Qualification / Guidance/ Consultancy

· OTHER DETAILS
· Special skills

	Class
	Year
	Course

	
	
	


· Classroom Seminars 

	Class
	Year
	Topic

	
	
	


· Audio Visual aids used

	Class
	Year
	PPT/Video/Audio/Movies/Photographs

	
	
	


· Research and Development (projects)

	Class
	Year
	Topic

	
	
	


