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A) A Summary Report of the Activity 
 

1) Title of Programme: 
Faculty Development Programme 
on Handling Institutional Mail ID 

2) Name of Organizing Department: 
Department of Information 
Technology 

3) Name of the Coordinator(s)/ 
Convener(s)/ Organizer(s) of the 
Programme:m 

Programme Coordinator: 

Mrs. Jayshree Jadhav 

4) Date(s) of the Programme: 07.12.2022 

5) Venue: LabNo. 4 

6) Target Group: 
Head of Departments and In-charge 
of Support Units 

7) Number of Participants: Male Female Total 

A separate list with 
signatures be maintained in 
the department/Unit 

 
Teaching 

 
33 

 
13 

 
46 

8) Name(s) and details of Resource 
Person(s), if any: 

Mr. Manoj Birajdar, 
Assistant Professor, 
Department of Information 
Technology, R.S. M. Latur 

9) Total Expenditure for the Programme: --- 

10) Source of Funding: Not Applicable 



B) Report 
 

i. Title: Faculty Development Programme on Handling Institutional Mail ID 
 

ii. Introduction 
 

In virtual official communication, institution of the employee should be reflected intheir 

mail ID. To achieve this, college has taken an initiative to provide institutional mail ID to 

each department and support unit of the college.For that Faculty Development Programme 

on Handling Institutional Mail IDwasorganized by Department of Information Technology 

on 07.12.2022 for heads of department and incharge of support units of college. 

iii. Objectives of the programme 
 

 To provide information regarding need of Institutional mail ID 

 To promote secure virtual communication through institutional mail ID 

 To conduct hands on training on usage of institutional mail ID 

 
 

iv. Details of Participants 
 

46 participants (Male 33 and Female 13) attended the programme 
 

v. Brief Summary of Events / Sessions 
 

At the inception of the programme, Mr Vishal Puri welcomed the Chairperson of the 

Programme Principal of college Dr. Mahadev Gavhane, Vice Principal Prof Sadashiv Shinde, 

all HoDs, incharge of support units and faculty members of IT Department. 

 
The resource person Mr. Manoj Birajdar gave information about importance of 

Institutional mail ID, how to usemail ID of department/support unit provided by college. 

He demonstrated how to login with provided username and password, how to compose 

email and send to other email platforms with attachment. Later in practical session all the 

participants logged in their assigned account and performed the email related activities.  

The faculty members of IT department helped the participants during practical session. 

 
The Chairperson Dr. Mahadev Gavhane motivated the participants to make use of 

assigned institutional Mail ID for virtual official communication. Mr. Vishal Puri expressed 

vote of thanks at the end of the programme. 



 



C) Geotagged Photographs/ Screenshots 
 

 

 

 

 

Principal Dr Mahadev Gavhane, Vice Principal 
Prof Sadashiv Shinde, Department Coordinator 
Mr. Vishwanath Panchal, Resource Person Manoj 
Birajdar, programme Coordinator Jayshree 
Jadhav present for the programme 

Resource person Manoj Birajdar guiding the 
participants about institutional mail ID 

 

 

 

 

Resource person Mr Manoj Birajdar delivering 
the session 

Vice Principal Prof Sadashiv Shinde guiding 
the participants 



 

 

 

 

Chairperson of programme Principal Dr 
Mahadev Gavhave delivering presedential talk 

Mr. Vishal Puri expressing vote of thanks 



D) Brochure of the programme 
 
 
 



 
 

E) Notice of programme: 
 

 
 

F) Any Other Publicity Material : Nil 
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