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Annexure-A

PROPOSAL FORM FOR THE EVENT

Title of the Event
Dates (tentative)

Level of the event

International/ National/ State/ Regional/
University/ Other (specify)

Main Theme (Subject)

Allied themes(Sub-Subjects if any)

Name of the Organizing Department

Name of the Head of the Department

Name of the Convener/or Secretary

Name of the Co-conveners (if any)

Name of the Joint Organizers
(Society/Bodies/Institutions etc)

Role of the Joint Organizers in the
event

Aims and Objects of the event

Estimated budget of the event
Total Expected Receipts:
Total Expected Expenditure:

(Figures are to be brought from the
Annexure-B)

Benefits expected out of organizing an
event / Beneficiaries

Tentative List of the Invited Guests/
Speakers with their Names/ Affiliation/
contact address details

15

Tentative Program schedule

16

Advisory Committee

17

Organizing Committee
(International/ National /Local etc)

Scientific Program Committee

Event organizing Material Purchase
Committee

20

Publication & Publicity Committee

21

Accommodation & Transport
Committee

22

Hospitality (Catering) Committee

23

Tentative First Circular of the event

24

Signature of the Convener/ Secretary

25

Signature of Head of the Department
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Annexure-B

TENTATIVE BUDGET FOR THE EVENT

TENTATIVE RECEIPTS TENTATIVE EXPENDITURES
S.N. Funding Agency Tentative S.N | SUB | Expenditure Head Tentative
receipted PART Amount  of
Amount Expenditure
1 UGC Share Under 1 a TA/DA Resource
Unassigned Persons
Grants
2 Govt. of India b TAJ/DA to Contributors
Agencies
A 3 a Catering
(BF/L/D/T/HT)
B b Hospitality
c 4 a* Proceeding Print
version
D b Proceeding Electronic
Version
E 5 |a Circulars (17 + 2™)
Pre Conference
Printing
F b Conference Material
G c Souvenir printing
H e Conference  kit(Bag)
Pad, Pen, ID Card,
Coupons
3 Registrations fees 7 Accommodation
4 Sponsorships/ 8 Local Transport
Advertisements
A Industrialists 9 Stationary/Postage/
Phone/ Fax/ Net
services
B Marketing Firms 10 Miscellaneous
C Educational a Meeting expenses
Institutions including Tea/biscuits
D Individuals b Photo
E [ Flowers
F d Video
5 University General e Press Conference
Fund expenditure for
publicity
6 f Light
7 g Sound
8 h Cultural
9 11 Others e.g. Manpower
etc.
Total Total
Notes:

1. Making provisions in the receipts side the possible limits of the funding agencies for the

concerned event are taken

funding/sponsoring agencies.

into account as per the guidelines of the related

2. While preparing the budget for the event the Quantity, Quality and Approximate rate be
taken into account as per the prevailing market rates so far as expenditure is concerned.

Only 10 % variations will be allowed at the time of submission of accounts of the event.
4. Additional Budget heads could be added/ modified if required.




