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శ్రీ వేంకటేశ్వర కళాశాల
श्री वेंकटेश्वर महाविद्यालय
SRI VENKATESWARA COLLEGE
(University of Delhi)
NAAC Grade A+

PERMISSION FOR ORGANIZATION OF EVENTS

Guidelines: 
1. Please ensure a pre-booking of the venue before getting the permission letter signed.
2. A copy of this duly filled form signed by the TIC/ Convener, IQAC Coordinator, and Principal shall be submitted to ICT and/or Caretaker for necessary action.
3. The completion certificate of the event should be physically signed by the Convener of the event, the IQAC Coordinator, and the principal after the event report has been prepared. The duly signed certificate should thereafter 	be uploaded to the College website
4. No extension of time will be granted; the schedule mentioned in this form shall be strictly adhered to.
5. No decoration, display material, or installation shall be placed in a manner that obstructs movement or causes any damage to college property, including walls, floors, furniture, fixtures, or other infrastructure. If such matters are noticed after the event, the concerned Convenor/TIC shall be held accountable.
6. The use of permanent adhesives, double-sided tape, nails, screws, paint, or any material that may damage College property is strictly prohibited. Any damage caused during the event shall be the responsibility of the organizing society/event team, and appropriate action may be taken against them.
7. Playing songs, loud Music/DJs, etc., is not permitted.
8. No Compensatory attendance shall be given to participating students unless specifically permitted by the Principal.
9. All concerned are requested to ensure proper coordination while scheduling events so that no two events conflict with each other.
10. The College authority reserves the right to cancel any event even after granting permission.
11. The IQAC file number should be written as follows: For example, the first event for Chemistry will be numbered as IQAC/Rasagya-Chemical society/ 2026-27/01

EVENT DETAILS

1. Name of the Department/Society/Association:…………………………………………………………………………….…

2. Name of the TIC and/or Convenor: Prof./Dr./Mr./Ms…………………………………………….………………………….

3. Proposed Title of the Event:  ………………………………………………………………………………………….….…..

4. Nature of Event: Seminar/Conference/Symposium/Workshop/FDP/Public or Community outreach/ Skill enhancement/others (Please specify): ……………………………………………………………….……………..……..
5. Participants: Student-centric /Faculty/ Other stakeholders (Please specify) ………………………….…………..……

6. Event Type:	Offline/ Online/ Hybrid;		Indoor/ Outdoor

7. Collaborating Agency /Organization (If any): …………………………………………………………….….……………..

8. Tentative List of Speakers with affiliations: ……………………………………………..……….…………….……...……

::2::

9. Event Date: …………………………..…………..Time (from – to): ….……………………………………………….……

10. Financial Assistance/ Funding received (if any) (Please specify the amount): ………………….……..………….

11. Proposed Budget (please attach details in a separate enclosure): ……………..…………………………………...

12. Faculty responsible for Geo Tagged Pictures ……………………………………………..……………..…….………..

13. Faculty responsible for Event Report	………………………………………..……………………………………………..

14. ICT support required, if any (ICT Lab, Laptop, LCD projector)………………….…………………………..…………

15. Caretaker support required (tables, chairs, public addressing system, sanitation, manpower assistance) 

…………………………………………………………………….………..…………………………….…………………….…

16. Venue requirement (Seminar Hall/ College Ground/Class Room/other) ……………….………………….…………

17. IQAC File No. (IQAC/Society or department or cell name/ YYYY-YY/ Event No.: 01, 02): ……………………………………………………………………………………. 

18. Please fill in the following details about the previous two events conducted:

	S. No.
	Name of the Event
	Date 
	Report
 submitted
(Y/N)
	Date of 
report submission

	
	
	
	
	


	
	

	
	
	





       TIC/Convenor Sign. With Date			Signature of the (TIC)/ In-charge of the room/venue (For  
                                                                                         Room/ Venue allotment only)

 For official purpose Comments (If any):

IQAC, Coordinator			PRINCIPAL
Date:			Date:
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