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Ref:                                                                                                                          Date	
Notification

All Heads of Departments and Event Coordinators are hereby informed that the Standard Operating Procedure (SOP) and the Prescribed Format for submitting reports related to the organization of Conferences, Seminars, Workshops, and other Academic Events (as per NAAC Guidelines) are attached with this notice.
All departments must strictly follow the SOP and use the attached reporting format for planning, conducting, documenting, and submitting reports of their academic events to the IQAC.
Adherence to these guidelines is essential for maintaining uniformity in documentation and ensuring compliance with NAAC requirements.
All concerned are requested to cooperate.

IQAC Coordinator
C. M. Science College, Darbhanga










Standard Operating Procedure
For Organizing Conferences, Seminars, Workshops & Academic Events (As per NAAC Guidelines)


1. Purpose
This SOP is formulated to ensure that all conferences, workshops, seminars, FDPs, and academic events organized by the department are systematic, transparent, quality-driven, and fully compliant with NAAC requirements under Criterion 3 and Criterion 7.

2. Scope
This SOP applies to all academic and professional development activities organized by the department including national and international conferences, seminars, workshops, FDPs, guest lectures, and student academic events.

3. Committee Formation
For every event, the following committees shall be constituted with formal approval:
- Organizing Committee
- Academic Committee
- Finance Committee
- Publicity & Registration Committee
- Documentation & Reporting Committee

4. Pre-Event Planning & Approval
- Proposal Submission
- Administrative Approval
- Budget Sanction
- Speaker Invitation
- Schedule & Brochure Design
- Website Upload & Publicity

5. Financial Procedures
All financial transactions must go through the official institutional account with proper records including sanction letter, bills, vouchers, and utilization certificate.

6. Implementation of the Event
- Attendance Record
- Session-wise Photographs
- Video Recording (if possible)
- Display of NAAC & Institutional Logo
- Certificate Distribution

7. Post-Event Documentation & Reporting
- Event Report
- Program Schedule
- Resource Person Details
- Brochure
- Attendance Sheets
- Feedback Analysis
- Financial Statement
- Press Coverage 
- Website Link
- Geotagged Photographs

8. Record Maintenance
All records must be archived in soft and hard copy for a minimum of 5 years.

9. Feedback & Quality Improvement
Feedback must be collected and analyzed. Action Taken Report must be prepared.

10. Inclusivity, Environment & Ethics
Each event must ensure gender equity, inclusivity, eco-friendly practices, accessibility, and academic integrity.

11. Responsibility Matrix
HoD: Overall Monitoring
Event Coordinator: Planning & Execution
Finance Officer: Accounts & Audit
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Ref:                                                                                                                          Date	
[bookmark: _GoBack]

Name of the Department: _______________________________

Academic Year: _______________________________
Program Type: (Conference/Seminar/Workshop/FDP/Guest Lecture): _______________________________

1. Title of the Program:
_______________________________________________________

2. Theme of the Program:
_______________________________________________________

3. Date(s) of the Program:
_______________________________________________________

4. Duration:
_______________________________________________________

5. Mode of Program:
(Offline / Online / Hybrid)

6. Venue / Platform Used:
_______________________________________________________

7. Organizing Committee Details:
Chairperson: __________________________________________
Coordinator: __________________________________________
Members: _____________________________________________

8. Objectives of the Program:
_______________________________________________________
_______________________________________________________

9. Resource Person(s) Details:
Name:
Designation:
Affiliation:

10. Number of Participants:
Faculty: ____________ Students: ____________ Others: ____________

11. Brief Report of the Program:
_______________________________________________________
_______________________________________________________

12. Outcomes of the Program:
_______________________________________________________
_______________________________________________________

13. Feedback Collected:
(Yes / No)

14. Website Link of the Program:
_______________________________________________________

15. Financial Details:
Total Budget Sanctioned: _______________________________
Total Expenditure: ____________________________________

16. Enclosures: 
- Program Brochure
- Attendance Sheet
- Photographs
- Feedback Report
- Press Coverage 
- Financial Statement

Prepared By:
Name: ________________________________________________
Designation: __________________________________________


Verified By:
Head of the Department: _______________________________
Signature with Seal
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