




















Rizvi Education Society's 

RIZVI COLLEGE 
OF ARTS, SCIENCE & COMMERCE

EDUCATION sOCIET 

RIZV 
RIZVI EDUCATIONAL COMPLEX, OFF. CARTER ROAD, BANDRA (W), MUMBAI - 400 050 

email principal.asc@rizvicollege.edu.in Website: www.rizvicollege.edu.in 
Phone: 2648 0348/ 2600 4245 Fax: 2649 7448 

NOTICE 

(Degree College) 

14 December, 2021 

1QAC and Department of Economics jointly organize a Certificate Course in 

Basic Mehndi Designing. 

Duration: 30 Hours 

Time: 11.00 am to 1.00 pm 

Course Fee: Rs. 450/ 

Interested students may contact Mrs. Shweta Dubey or Ms. Tabassum Shaikh 

Dr. (MrsAnjum Ara Ahmed MK 
Principal I/C 
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NOTICE 

(Degree College) 

10th December, 2021 

1QAC and Department of Economics jointly organize a Workshop on Loop 

Bands' under the Skill Based Programme on Tuesday, 14" December, 2021. 

Time: 10.12 am to 11.00 am 

Place: Room No. 206 

Interested students may contact Mrs. Shweta Dubey or Ms. Tabassum Shaikh 

w 
Dr. (Mr_) Anjum Ara Ahmed M K 

Principal I/C 



Report 

Workshop on Loop Bands' 

14th December, 2021 

Dept. of Economics and 1QAC jointly organize a Workshop on 'Loop Bands' on 
14" December, 2021 at 10.12 am To 11.00 am under the Skilled Based Training 

Programme. 

Ms. Sakina M. was the resource person. 

She demonstrated the skill with live presentation. Students actively participated in 

the same and learnt the skill of 'Loop Bands'. 

17 students participated in the workshop. 

(Mrs. Shweta Dubey) 
Co Coordinator, 1QAC & HOD, Economics 

(Dr. Mrs. Anjgm Ara Ahmed M K) 
Principal I/C 
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ONE DAY TRAINING PROGRAM ON

‘VARIOUS ASPECT OF DOCUMENTATION’

Saturday, 26th February, 2022

(6th Floor, Seminar Room)

Program Schedule

10:30 am Assemble in 6th floor, Seminar room

11:00 am Greetings by Dr. Suhana Khan

11:01 am Introduction on Management

11:02 am Brief about College

11:03 am Invite Dr. (Mrs.) Anjum Ara Ahmad, (Principal I/C) for a welcome

address brief note

11:07 am Invite Mrs. Mehjabeen Khan, (Office Superintendent) for a brief note

11:09 am Invite Mr. Syed Qamar Haider (Deputy Superintendent) for a brief note

11:08 am Introduction on Program

11:10 am Introduction on Resource Person, Ms. Keyaa Mukherjee, (Office

Superintendent, Maniben Nanavati Women’s College) followed by

Felicitation by Principal

11:15 am Session I

(Topics: Digitization, Documentation and Data Handling)

01:00 pm Break

01:30 pm Session II

(Topics: Admin Audit and Quality Management System)

03:25 pm Votes Of Thanks by Mrs. Shweta Pandey

(Assistant Professor- Department of Economics & Co-Coordinator of

IQAC)



ONE DAY TRAINING PROGRAM ON

‘VARIOUS ASPECT OF DOCUMENTATION’

Saturday, 26th February, 2022

Topic: Digitization

Importance of Digital Archive for Admin Office

Role of ICT in Administration

Topic: Documentation

Document Control/ Record Management

Documentation with NAAC perspective

Topic: Data Handling

Data Centricity & Decentralization for Prompt Coordination and easy access

Data Centricity with NAAC Perspective

Topic: Admin Audit

Internal Audit of Administration Department for smooth functioning of daily process

with Quality Management System

Admin Audit with NAAC Perspective

Topic: Quality Management System

Importance of PLAN-DO-CHECK-ACT Cycle for smooth functioning of Administration

Department

S O P for Administration Department

Importance of Annual Calendar

Duties and Responsibilities of Administration Staff

Duties and Responsibilities of Class IV

Staff Welfare Policies
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Date: 26 February, 2022 

Ms. Keyaa Mukherjee

Office Superintendent, 

Maniben Nanavati Women's College, 

Vallabhbhai Road, Vile Parle-West, Mumbai 400 056 

Dear Madam, 
Subject: Note of Gratitude as Resource Person for the one day training program on, 
Various Aspects of Documentation", scheduled for Saturday, 26h February, 2022 at 10:30 

am. 

It gives us immense pleasure to extend our sincere thanks and gratitude for your gracious 

presence with us on Saturday, 26 February, 2022 

We thank for sparing your valued time in accompanying us and providing training to our
college administrative staff and the incharges of Internal Quality Assurance Cel along with their 
team members. The learning from the training program will have a huge impact on their way of 

working 

It was really a delightful experience to hear you. We shall look forward for your cooperation in 

future aswell. 

Thanking you 
Yours sincerely

Dr. (Mrs.) Anjum Ara Ahmad 

Principal 1/C 


