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Rayat Shikshan Sanstha's
C. D. Jain College of Commerce, Shrirampur

Staff Training Program
On
“A Training Program on Record Keeping and Office Management”
Report
Date: 9" FEB 2016 Time: 3:30PM

Training Program on “A Training Program on Record Keeping and Office

Management” was organised by Rayat Shikshan Sanstha’s C. D. Jain College of
Commerce, Shrirampur on 9" FEB 2016. Total 29 staff participants were present for training
programme.

e Inaugural Function

The Inaugural session of this training programme was chaired by Principal Dr. Mukund
Pondhe (S.S.B.College of Education) and IQAC Chairman Principal Dr.L.D.Bhor.

IQAC Co-ordinator Dr. G.H.Barhate gave introductory speech for need of record keeping
in college and office management.

Principal Dr. Mukund Pondhe was given the detail procedure of the documentation as per
the need of University of Pune and Government of Maharashtra. How to collect data form the
MIS System and now MIS Playing key role of data Management System.

Scholarship Table, University Table, Examination Table and Cash Counter records must
be prepared in a unique format that everyone can understand easily. He has given many
examples regarding computerised data processing and record keeping.

The Rayat Shikshan Sanstha’s Audit System and their requirement, procedures and
purchase committee report to maintain the financial transparency he stated the report in front
of delegates.

Principal Dr. L.D.Bhor has shared his experiences as an Auditor of Rayat Shikshan
Sanstha Satara and he has given emphasis on authenticity of records to be maintained. He has
shared his view on computerised data and ICT tools and techniques to strengthen the data

processing and management system.

Mr. Bhigardive R.D. expressed vote of thanks.

Dr. IL
Principal,
C. D. Jain College of Commerce,
Shrirampur
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1. | Sowavz 5.0 A Sus
2 | Ahokkel D 4. Klotelt”

3. Clhandwolve M-V @’l\;m J,WL
4. | (D 56‘41‘{55! cB }’éﬁ‘lﬁ—‘

5. | Rakamltr  R£ | £ wnsr

6. |\voerdeukae P S QP -

7| s Gega S - mﬂ}%

5 O Podake B p o
o | Qref- Brugqad S W\ﬁ
10. RQUL}’ %Q‘QSG%% Rcilhﬁ Cr.«};mf/\ RQL\V&—E;

1| Nivtkee ™M move Jﬁﬁj;OE

12 Q:r:dfm M3 (Phedwso

5| Landd @ D Cebnd,
14, ’Kawcwﬁ (;S;S_\Q-

15, ’Q‘ﬂhﬁuﬂe @-@- (7Z\/

16. | chodalee B @L:_(‘T’\

17. Swﬂqeél A %

e | Bhavosay B3-S @

19 | Kollewtt S\ Yo
= | waghmare B o |




Rayat Shikshan Sanstha's
C. D. Jain College of Commerce, Shrirampur
Staff Training Program
On
“A Training Program on Record Keeping and Office Management”

Date: 9" FEB 2016 Time: 3:30PM
S.N. Name of the Participant Staff-Member Signature
21 | sATRRLLAR P P Srseadlon

| Gunal T 5
73, P@ML&T g;ﬂ QQq/}/[/\ .
2. | O >/ > eshome bl @é&ﬁb

2 | Show. phindgrdve R.D (s

26 | e\ \eO . oy =1
27. | orp- Qa\.m\i 2. *g@mﬂ
28 | Katit 07 A o
29, Kﬂwm 2145 ’éy
30.

31.

32.

33.

34,

35.

36. B
37.

38.

39.

40. | (\\
. UL
¢ B V3 PRINC]%T '

C D Jain College of Commerce
Shrirar .




