
2 

3 

4 

S.No Activity 

6 

SICE) 

7 

Name of Approval 
Authority: 
Signature: 
Date: 

BOS Conduction 

BOS Documents 

Submission to 

Registrar office for 
further Approval of 
Academic Council 

Academic Council 
Meeting 

Convocation 

Duration of 

Semester 

Commencement of 
Semester 

Course Registration 
of Students 

Calculation of 

Teaching Load & 
generation of 

SAGE University, Bhopal 
Standard Operating Procedure 

faculty requirement 
to be given to HR 
through VC 

Vice Chancellor 

In order to bring the Transparency and practicing good Quality Teaching-Learning in the HEls of the 
SAGE Group, various activities / roles to be perform by different Stakeholders time to time during and 
Academic Semesters. The Following table represents various activities with a time line. 

Frequencyl 
Timeline 

March (Once in 
an Academic 

Year or as per 

need) 
April (Within 

One Month after 

Conduction of 

BOS) 

May (Once in a 
Year or as per 

need) 
Oct-Dec as per 
availability of 

the Guests 

(Once in a year) 
6 Months 

(Autumn and 
Spring) 
As per 

Academic 

Calendar 

Academic Activities 

As per 
Academic 
Calendar 

45 days prior to 
the Semester 

Level-1 
Prepared by 

Member 

Secretary of 
BOS 

Member 
Secretary of 

BOS 

Registrar 

Registrar 

HOD 

HOD 

Mentor 

HOD 

SOP No.: 

Page No.: 
Revision No.: 

Date: 

Level -2 

Approving 
Authority 

Chairman of 
BOS/Dean 

Chairman of 

BOS/Dean 

AC Members 

Dean/COE 

Dean 

HOS/Dean 

HOS/Dean 

HOD/HOS/ 

HOS/Dean 

Level -3 

Reporting 
Authority 

Dean 

Academics/ 

Pro-VC/VC 

Dean 

Academics/ 

Pu-VCVC 

VC 

Dean 

Academics/ 
Pro-VC/VC 

Dean 

Academics/ 

Pro-VC/VC 
Dean 

ic idemics/ 

Pru-VC/VC 

Dean 
Academics/ 
Pro-VC/VC 

1 
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Reference Reference 
Document Documen 

Annexure 

BOS Format 

SAGEA 

BOS Format 

AC Meeting 
Format 

Convocation 
SOP 

Academic 
Calendar 

Academic 
Calendar 

ERP 

Dean Teaching 

Academics/ Load Format 

SOP-53 

E-1 

Annex-1 

Number 

Pro-VC/VC 



10 

11 

12 

13 

14 

15 

16 

17 

SLGE 

Name of Approval 
Authority: 
Signature: 
Date: 

Appointment of 

Faculty 

Timetable 

preparation of 
Common courses 

(UC/GE/Inter 
disciplinary 
Minors/Training) 
Teaching load 
allocation and 
timetable 

preparation of 

department / 
Institute/School 

Faculty-wise 
Individual Time 

Table / Day wise 
School timetable 

Lesson Plan of allI 
Subjects 

Course File 

Preparation 

Course File / 

Teachers' Diary 
Check List 

Submission in 
Format 
Experiential 
Learning (Teaching 
Pedagogy Details 
Submission) 
University common 
courses details with 

Syllabus in format 
Submission 

SAGE University, Bhopal 
Standard Operating Procedure 

Vice Chancellor 

30 days prior to 
the Semester 

20 days prior to 
the Semester 

15 days prior to 
the Semester 

10 days prior to 
the Semester 

10 days prior to 
the Semester 

10 days prior to 
the Semester 

5 days prior to 
the Semester 

5 days prior to 
the Semester 

Academic Activities 

25 days prior to 
the Semester 

Q2-02-2%M 

HR/HOD 

HOD 

HOD 

HOD 

HOD 

Faculty 

HOD 

HOD 

Academic 

Coordinator of 
University 

SOP No.: 

Page No.: 
Revision No.: 

Date: 

HOS/Dean 

HOS/Dean 

HOS/Dean 

HOS/Dean 

Dean 

HOS/Dean 

HOD/HOS/ 

HOS/Dean 

HOS/Dean 

HOS/Dean 

Dean 

Academics/ 
I n-VCVC 

Dean 

Academics/ 
Pro-VC/VC 

Dean 

Academics/ 
Pro-VC/VC 

Dean 
Academics/ 
F-VCVC 

Dean 

Academics/ 
Pro-VC/VC 

Dean 

Academics/ 
Pro-VC/VC 

Dean 

Academics/ 
Pro-VC/VC 

52 

!VCVC 
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Faculty 
Recruitment 

Form 
Time Table 

Format 

Teaching 
Load and 

Time Table 

Formats 

Individual 

SAGE& 

Time Table 

Format 

Teachers 
Diary 

Course File 

Formats 

Course File 

Checklist 

Formats 

Dean Exp. 
Academics/ Learning 

Format 

Dean University 

Academics/ COMmon 

submission 

Format 

Annex-IB 

Annex-2 

Annex-lA 

& 2 

Annex-2A 
& 2B 

Annex-3 

Annex-4 

Annex-4A 

Annex-5 

Annex-6 

Pro-VC/VC Courses 



18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

SAGE 

Name of Approval 
Authority: 
Signature: 
Date: 

Mapping of 
Courses and faculty 
in ERP 

University common 
courses group 
creation in ERP 

Subject Master 
Submission and 
Approval 
Submission of 

previous Semester 
Course 

File/Teachers Diary 
in library 
Course registration 
of students and 

verification 

Conduction of 

regular Theory and 
Practical classes 

Class Observation 

Checking of 
Course Files / 

Teachers' Diary of 
faculty 

Students Feedback 
of Faculty in ERP 

Preparation and 
conduction of 

MST-I 

SAGE University, Bhopal 
Standard Operating Procedure 

Vice Chancellor 

10 days prior to 
the Semester 

10 days prior to 
the Semester 

15 days prior to 
the Semester 

10 days after 
End of Teaching 

As per 
Academic 

Calendar 

Throughout the 
Semester 

Regularly 

Monthly 

In 5h week of 
commencement 

of semester 

(Once in a 
semester) 

Academic Activities 

As per 
Academic 

Calendar 

ERP 

Coordinator of 

School/Institute 
Academic 

Coordinator of 

University 
through ERP 

Section 
ERP 

Coordinator of 
School 

Faculty 

TGMentor 

HOD 

HOD 

HOD 

Academic 

Coordinator/ 
DSA 

School Exam 
Cell 

SOP No.: 

Page o : 
Revisi(T No.: 

HOS/Dean 

Date: 

HOS/Dean 

HOS/Dean 

HOS/Dean 

HOS/Dean 

HOS/Dean 

HOS/Dean 

Pro-VC 

HOS/Dean 

Dean 

Academics/ 

Dean 

HOD/HOS/ 

Dean 

Academics/ 

Pro-VC/VC 

Dean 

Academics/ 

Pro-VC/VC 

Dean 

Academics/ 

Pro-VC/VC 

Dean 

Acudemics/ 

Pro-VC/VC 

Dean 

Academics/ 

Pro-VC/VC 

Dean 

Academics/ 
Pro-VCVC 

Dean 

Academics/ 
Pro-VCVC 

Dean 

tiC. demics/ 

P.:o-VCVC 

VC 

Dean 

Academics/ 
Pro-VC/VC 

aSAGEs. 

52 
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ERP 

ERP 

ERP 

Course File/ 
Teachers' 

Diary 

ERP 

As per 
timetable 

Class 
Observation 

Format 
Course File / 

Teachers 
Diary 

ERP 

MST QP 
Format 

E-2 

B-3 

E-4 

Annex-7 

TD Page 
No 107 

Annex-8 



29 

28 

30 

31 

32 

33 

34 

35 

SAGE 

Name of Approval 
Authority: 
Signature: 
Date: 

Evaluation of 

MST-I and 
showing answer 
scripts to students 
and getting it 
signed from them 
and submit in the 
Exam Cell 

Identification of 
fast and slow 

learners 
Academic Report 

Evaluation of 

MST-II and 
showing answer 
scripts to students 
and getting it 
signed from them 
and submit in the 
Exam Cell 

List of Debarred 

Students from 
appearing in ESE 
End Semester 

Exam (Practical) 

End Sem Exam 

(Theory) 

Internal Academic 
Audit 

SAGE University, Bhopal 
Standard Operating Procedure 

Vice Chancellor 

l week after the 
End of MST-I 

I weeks after 
the End of 

MST-I 

Fortnightly (on 
each first and 

third Saturdays) 
1 week after the 
End of MST-II 

2 weeks before 
End of Teaching 

As per 
Academic 

Calendar/Exam 
Time Table 

As per 
Academic 

Calendar 

Nov and May 
(Twice in a 

Academic Activities 

year) 

Faculty 

Faculty 

HOD 

Faculty 

HOD 

Internal Faculty 
Experts and 

External Expert 

Exam Section 

and University 
Exam 

Conduction 
Team 

Documentation 
in-charge/ 

HOD/HOS 

Dean 

HOD/HOS/ 

Dean 

SOP No.: 

Page No.: 
Revision No.: 

HOD/HOS/ 

Date: 

Dean 

HOS/Dean 

HOD/HOS/ 

COE 

HOS/Dean 

HOS/Dean 

Audit Team 

Dean 
Academics/ 
Pro-VC/VC 

Dean 

Academics/ 

Pro-VC/VC 

Dean 

Academics/ 

Pro-VC/VC 
Dean 

Academics/ 
Pro-VC/VC 

Dean 
Academics/ 
Pro-VC/VC 

Dean 

Academics/ 
Pro-VC/VC 

Dean 

Academics/ 
Pro-VC/VC 

Dean 

hc demics/ 
Po-VC/VC 

4 of 6 

52 

02.02.2024 

Course file / 

Teachers 
Diary 

ERP 

As per 
academic 

SAGE« 

calendar. 
exam 

timetable 
Audit Format 

SOP-39 

Annex -9 

Annex-10 

Annex 
1lA & 

11B 



36 

37 

38 

39 

40 

41 

42 

43 

SIGE 

Name of Approval 
Authority: 
Signature: 
Date: 

Setting up ESE 
Question 
Paper/Moderation 

Submission of 
internal assessment 

on ERP 

Assessment of ESE 

Answer Scripts 

Assessment of 

PBL/Minor/Major/ 
Field Project 
Internship 
Attendance 

Compilation and 
sending letters to 
parents (low 
attendance) 
Conduction of 

various academic 
activities like 

SAGE Talks/ 

Workshops/SWS/ 
SSS/Seminars/ 

Conference 
Conduction of 

Advisors' meet 

Participation & 
Conduction of co 
curricular/extra 
curricular/Sports 
activities/Founders 

Day 

SAGE University, Bhopal 
Standard Operating Procedure 

Vice Chancellor 

60 days to 10 
days prior to 

ESE till 

Complete 
Evaluation 

As per 
Academic 
Calendar 

Within 2 weeks 
after Conduction 

of Subject Exam 
Two times in a 
Semester at the 
time of MST-I 

and MST -II 

Monthly 

As per vision 

plan 

Once in a year 

Academic Activities 

As per Event 
Calendar 

Exam Section / 

Faculty 

HOD 

Subject Expert 
Faculty 

Supervisor/HO 
D 

Mentor 

HOS/Dean 

COE 

Faculty 
Coordinator 

COE 

SOP No.: 

HOS/Dean 

Page No.: 
Revision No.: 

Date: 

HOS/Dean 

Pro-VC 

HOS/Dean 

Dean 

HOD/HOS/ 

Dean 

Academics/ 

Pro-VC/VC 

COE/ 

Faculty HOD/ 

Coordinator HOS/Dean Academics/ 

Pro-VC/VC 

Pro-VC/VC 

Dean/ 
Pro-VC/VC 

COE/ 

Pro-VC/VC 

COE/ 

Pro-VC/VC 

Dean 

VC 

Dean 

Academics/ 
Pro-VC/VC 

52 
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1 

02.02.2024 

Presceribed 

format 

approved by 
BOS and AC 

ERP 

(to be 
developed) 

Digital 
Evaluation 

Software 

ERP 

SOP-1 & 
6 

SOP-5 

SOP-9 

SOP-35 



44 

45 

46 

47 

48 

Name of Approval 
Authority: 
Signature: 
Date: 

Conduction of 
Alumni meet 

Result Analysis 

Attainment of 

CO/POPSO/PEOs 
through ERP/ 
Software 
External Audit 

School Summary 
Report 

SAGE University, Bhopal 
Standard Operating Procedure 

Vice Chancellor 

Once in a year 

Once in a 
Semester 

(within 2 days 
after the 

declaration of 

Result) 
Within 15 Days 
after Declaration 

of Results 

Dec and June 

(Twice in a 
year) 

After the end of 
academic 

Academic Activities 

session (July) 

DSA 

HOD 

HOD 

Documentation 
in-charge/ 
HOD/HOS 

HOD 

SOP No. 

Page No.: 
Revision No.: 

Date: 

Pro-VC 

HOS/Dean 

HOS/Dean 

Audit Team 

HOS/Dean 

VC 

Dean 

Academics/ 

Pro-VC/VC 

Dean 

Academics/ 

Pro-VC/VC 

Dean 

Academics/ 

Pro-VC/VC 
Dean 

Academics/ 
Pro-VCVC 

52 
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ERP 

SAGE« 

(to be 
developed) 

Format 

Format 

Annex 
12A & 

12B 

SOP-40 

Annex 
11A & 

11B 

Annex-13 



SACE 

Name ofApproval 
Authority: 
Signature: 
Date: 

Convocation 

SAGE University, Bhopal 
Standard Operating Procedure 

Convocation: Procedure and Guidelines 

Vice Chancellor SOP No.: 

1. Planning and Preparation 

Page No.: 
Revision No.: 

Date: 

53 

SAGE UNIVERSITY BHOPAL 

1of 20 

Convocation is the ceremony to honor the achievements of students and acknowledge their success through 
formal certification. Gold medals and awards are also awarded to the meritorious students on this occasion. 

State clear division of task to all the members of the committee 

B4JNCING 

In Sanjeev Agrawal Global Educational University, Bhopal Convocation for the purpose of conferring 
degrees shall ordinarily be held every year on date fixed by the Vice Chanc:: I r with prior approval of the 
Chancellor and shall be called as Annual Convocation. A special convocation riay be held if found necessary 
and convenient. Major points of Convocation preparation are 

SAGEs 

Formulate a convocation committee comprising representatives from various departments with a 
senior member as a team leader of different committee. 

> Determine the timeline of the convocation like date, time duration and venue for the convocation 
ceremony (e.g., Main Auditorium, University Campus). 

Allocate a specific budget for the event, considering expense. for venue rental, decorations, 
printing refreshments etc. 

> Identify, prepare a list and invite Chief Guests, Guest of Honor, Dignitaries and Special Guests 
(e.g., Alumni, Renowned Scholars). 

Prepare a systematic outline of the sitting arrangement, sequence of speech, felicitation of 
guests, award presentations and other cultural events. 

Page 1 



SACE 

Name of Approval 
Authority: 
Signature: 
Date: 

SAGE University, Bhopal 
Standard Operating Procedure 

Convocation: Procedure and Guidelines 

2. Communication and Invitations 

Vice Chancellor 

3. Logistics and Setup 

SOP No.: 

Page No.: 
Revision No.: 

Send personalized invitations to dignitaries and special guests. 

Date: 

> Design a formal invitation and distribute them to graduating studer s, faculty members and staff. 

Create an online registration system to manage and track attendance. 

> Provide clear instructions regarding registration, attire and any required documentation. 

4. Rehearsals 

53 

2 of 20 

> Visit the selected venue to assess its suitability and make necessary arrangements. 

ASAGEA 

> Coordinate with the venue management committee for seating arrangements, stage 

setup and audio-visual requirements. 

SAGE UNIVERSITY BHOPAL 

Arrange for a hassle free sound system, microphones, projectors and screens for 

presentations and other resources like water bottles etc. 

Decorate the stage with university banners, flower arrangements and backdrop 

signage. 

Ensure the demarcation and designated areas for chief guests, VIPs and graduating 
students (stream wise) and for accompanying person. 

Schedule a proper rehearsal with graduating students, faculty members and event 

staff a day before the main event. 

Guide participants through the sequence of events, including walking on the stage, 
receiving awards exit after receiving the degree and speeches. 

> Conduct a final run-through to ensure a smooth and coordinated ceremony,. 

Address any concerns, clarify procedures and ensure evi vone understands their 

assigned roles & responsibilities. 
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Name of Approval 
Authority: 
Signature: 
Date: 

5. Event Execution 

SAGE University, Bhopal 
Standard Operating Procedure 

Convocation: Procedure and Guidelines 

Vice Chancellor SOP No.: 

Page No.: 
Revision No.: 

Date: 

53 

6. Reception and Refreshment 

3 of 20 

Ensure that all the participants report and are seated before the commencement of the event to 
avoid any unnecessary nuisance in the area. 

Follow the predetermined sequence of agenda including speeche: l y dignitaries. 

Commence the convocation with National Anthem followed by a formal inauguration of lighting 
of the lamp and a performance of the Saraswati Vandana by the Chief Guests, Guest of Honor, 
Distinguished Guests and other dignitaries followed by welcome speech by the University Vice 
Chancellor respectively. 

Present awards, degrees, and certificates to graduating students by announcing their names. 

SAGE UNIVERSITY BHOPAL 

Conclude the event with closing remarks and congratulations to the graduating students. 

> Capture photographs and videos of the ceremony, ensuring consent and privacy considerations. 
Decide a hastag and form a special page for Alumni on all social media platforms to preserve 
their memorable moment (Highlight) 

SAGEA 
B*IGING IIAPIN(SS TO S0CIEY 

> Aange for light refreshments/lunch to be decided by the University management. 

> Assign security guards at regular intervals to avoid any unforeseen cases. 

Set up a designated area for a post-ceremony reception (e.g., University courtyard or nearby 
hall). 

Provide an opportunity for graduates, faculty and guests to inter:1 and celebrate achievements in the 
best possible manner 

> Display photo booths or props for fun and memorable photo opportunities. (QR code to get 
photographs of the event). 
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Name of Approval 

Authority: 
Signature: 
Date: 

7. Registration of Students and Dress Distribution 

form. 

SAGE University, Bhopal 
Standard Operating Procedure 

Convocation: Procedure and Guidelines 

Vice Chancellor 

8. Post-Event Activities 

SOP No.: 

Page No.: 
Revision No.: 
Date: 

53 

> Students to be registered by paying a nominal fee decided by the iversity through website/ Google 

4 of 20 

> On arriving in the University premises, students can confirn their arrival and get the convocation 
dress from the registration desk. 

9. Conferment of the Degree 

Gather feedback from participants and attendees to evaluate the event success and identify areas for 

improvement by sharing a google link on their What's App No. 

> Share event highlights, photographs and videos through University websites, social media platforms, 

newsletters & media coverage. 

SAGE UNIVERSITY BHOPAL 

pSAGEA, 
BRINGIN, HAtMNESS TO sCIN 

> Express gratitude by sending thank-you notes to chief guests, disir guished guests, guests of honor 

and dignitaries. 

Archive relevant documents, photographs and videos for future references and historical records. 

(Since it is our 1 Convocation can make a dedicated wall/space for photograph highlights). 

(i) COE Office would prepare the list of candidates eligible for the award of the Degree after verification. 

(ii) COE Office shall prepare the register with recommendation for the conferment of Degree and forward 
it to Registrar Office. 

(iii) COE Office shall prepare the list of first/second position holder of each program, eligible for the 
Award of Gold/Silver medal, shall be prepared with recommendation f r the Award of Medal and 
forward it to Registrar Office. 

(iv) Registrar shall put the details of conferment of Degree and Medals to Academic Council for further 

approval. 
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SACE 

Name of Approval 
Authority: 
Signature: 
Date: 

10. Award of Degree 

SAGE Üniversity, Bhopal 
Standard Operating Procedure 

Convocation: Procedure and Guidelines 

Vice Chancellor 

11. Fees 

SOP No.: 

Page No.: 
Revision No.: 

Date: 

SAGE University, Bhopal would award degree in three modes -

(v) Meeting of Academic Council is then called 15 days Prior to the date of Convocation. Academic 
Council considers this list and recommend to the Board of Management for further approva. 

(i) In Person- In a formal ceremonial assembly "CONVOCATION" 

(vi) A meeting of Board of Management is called normally 10 days prior to the "CONVOCATION" for 
considering the recommendation of Academic Council and for the approval of conferment of the 
degree. 

SAGE UNIVERSITY BHOPAL 

53 

12. Convocation Committee 

5 of 20 

aSAGEQ 
BINGING tNtSS To XIEI 

(i) In Absentia - Students who are unable to attend the "CONVOCATION" would be conferred the degree 
in absentia. The degree would be dispatched at their address after receiving the prescribed fees. 

(i) In case of cancellation of "CONVOCATION", the degree would be dispatched to all the candidates 
through registered post. 

(i) The Fees for admission to the degree at the Convocation in person or in absentia shall be as 
decided by Academic council. 

(ii) The Fees for convocation dress will be paid by student at the time of registration, it will be 

decided yearly by The Registrar office. 

In order to execute the Convocation Ceremony, a Convocation Committee would be constituted. There 
would be a Core Committee and various Sub Committee as per Annexure-1, 
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SGE 

Name of Approval 
Authority: 
Signature: 
Date: 

13. Guests of Convocation 

(i) The Visitor 

(ii) Chief Guest 

(ii) Guest of Honor (s) 

Convocation: Procedure and Guidelines 

SAGE University, Bhopal 
Standard Operating Procedue 

(v) Graduated students and their parents 

(vi) Secretary, MHRD 

Vice Chancellor 

(vi) Chairman and Secretary of all the Regulatory Bodies 

(viii)Chairman, MPPURC 

(iv) All the members of Governing Body, Board of Management, Acaderic Council, Advisory Board, 

(ix) Chancellor/ Vice Chancellors of selected Universities 

(x) Central, State and District level VIPs 

(xi) Local Government and Private sector officers 

(xii) Industrialists , Personal Guests 

(xiii) Some Selected Alumni 

14. Regulations for Conducting 

convocation. 

SOP No.: 

SAGE UNIVERSITY BHOPAL 

Page No.: 
Revision No.: 
Date: 

1) Convocation at SAGE University, Bhopal will be held every year. 

53 

6 of 20 

SeINGING HtrVESS to s00TY 

2) Date of Convocation will be fixed by Vice Chancellor in consultation with Board of Management 
and mention it in academic calendar well in advance. 

3) The candidates who have passed their exams since the last convocation shall be eligible for the 
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SACE. 

Name of Approval 
Authority: 
Signature: 
Date: 

SAGE University, Bhopal 
Standard Operating Procedure 

Convocation: Procedure and Guidelines 
Vice Chancellor SOP No.: 

Page No.: 
Revision No.: 
Date: 

53 

5) Not less than 2 weeks' notice shall be given to recipients of the degree by the Registrar. 

7 of 20 

4) The Registrar in consultation with the Vice Chancellor can prepare and release the program and 
procedure to be observed during the convocation. 

result not the date of award. 

aSAGEo 

6) The student desires to receive the degree in person must apply to registrar at least seven working 

days before the Convocation. 

BRIW atINKS TO SOCIITY 

7) The Degree/Diploma certificates shall be awarded after the completion of program and fulfilling the 
conditions of award as per rules of respective programs 

8) The Registrar shall send a program of the Convocation and proce iure to be observed during the 
convocation along with a brief to the Visitor, the Chancellor, the P. o-Chancellor, the Governing 
Body, the Board of Management, the Vice-Chancellor, the Pro-Vice Chancellor, the Academic 
Council and Deans of the Schools 

SAGE UNIVERSITY BHOPAL 

9) Vice-Chancellor should sign every degree. The date on each degree will be date of the declaration of 

13) The Chancellor shall, preside over the Convocation for conferring degres 

10) A rehearsal may be arranged before the Convocation, with the students. Students absent in rehearsal 
run the risk of not being admitted to the Convocation. 

11) Graduates desiring to receive the degree in person must apply before the last date fixed by the 
Registrar, together with the fees prescribed by the University. 

12) If any student is unable to present in the Convocation, may ap ly for receiving the degree in 
absentia in the prescribed format along with the prescribed fees. 

14) All the Dignitaries such as Chief Guest the Visitor, Chancellor, Pro-Chancellor, Governing Body, 
Board of Management, Vice Chancellor, Pro-Vice Chancellor, Academic council and Deans shall 
wear the academic dress as approved by the Governing Body. 
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Name of Approval 
Authority: 
Signature: 
Date: 

Convocation: Procedure and Guidelines 

b) Deans of Faculty 

a) The members of Academic Council (Last) 

SAGE University, Bhop :l 
Standard Operating Procedwe 

c) Board of Management 

e) Vice Chancellor 

Vice Chancellor 

d) Pro-Vice Chancellor(s) 

) Pro-Chancellor 

15) Candidates at the Convocation shall wear dress as decided by the University to their respective 
degrees as specified in rules by the University. 

h) Chancellor 

16) No candidate shall be admitted to the Convocation who is not in proper academic dress prescribed 
by the University. 

i) The visitor 

17) The members of the Academic Procession shall assemble at the preseribed time and place and walk 
towards dais, there may be invocation of "any supreme power" to bless the students, while the order 
of the procession is 

g) Other nominated guest (s) 

j) Registrar (Front) 

SOP No.: 

Page No.: 
Revision No.: 

Date: 

SAGE UNIVERSITY BHOPAL 

53 

8 of 20 

All Above other than Deans and Academic Council shall take their seats on dais. 

SAGEa 
RINCIG HiNESS To OiTY 

19) Lamp may be lighted by the Chief Guest and other dignitaries, to invoke the blessings of GOD. 

18) All the students present in the convocation desired to receive the degree shall seat at the places 
reserved for them before the entry of procession. After the entry of procession in hall, all shall 
remain standing until the procession members will take their respective seats. 
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SACE,. 

Name of Approval 
Authority: 
Signature: 
Date: 

SAGE University, Bhopal 
Standard Operating Procedure 

Convocation: Procedure and Guidelines 

Vice Chancellor SOP No.: 

Page No.: 
Revision No.: 

Date: 

53 

9 of 20 

SAGE UNIVERSITY BHOPAL 

20) The Registrar shall take the permission of the visitor and/or the Chancellor and in their absence the 

Pro Chancellor/ Vice Chancellor to start the proceedings by saying "The Convocation of Sanjeev 
Agrawal Global Educational University has been called to confer the undergraduate degrees, 

postgraduate degrees, doctorate degrees, diploma and other academic distinctions (as the case may 
be). May I with your permission declare the convocation opens?" 

ASAGE 

21) The Chancellor in their absence the Pro Chancellor/ Vice Chancellor shall pronounce" I permit the 
convocation to be declared open". Thereafter, Registrar shall pronounce "With the permission of 

Visitor/Chancellor/ Pro Chancellor/ Vice Chancellor, of declare the convocation open". 

22) Then the Vice Chancellor shall present the report of the year's work ir. the University 

23) The Honorary degrees, if any, shall be conferred immediately after the opening of the Convocation. 

24) When all the candidates have been presented, the COE shall lay the record of the degrees that have 

been conferred before the Chancellor, who shall sign the same. 

25) A ward of Degrees Honoris Causa. The Vice Chancellor shall read the citation. The dignitary on 

whom the degree is to be conferred shall rise and receive the degree certificate from the Chancellor. 
The recipient may be permitted to make a speech if he or she so desires. 

The Vice-Chancellor will then request the Visitor/Chancellor to confer the Honorary Degree using 
the following words: �By virtue of the authority vested in me as the Vice Chancellor of the Sanjeev 

Agrawal Global Educational University, I request the Honorable Vis'tor/Chancellor that you may be 

pleased to graciously confer upon [Name of Recipient} the degree «f [Degree Name] for his/her 
outstanding services in the specified area. 

The Chancellor/Vice -Chancellor, while presenting the Certificate of the honorary degree, shall say 

to the recipient, �I confer upon you the degree of [Degree Name]. "Then if required, the National 
Anthem of country of Dignitary/Recipient shall be played [if permitted by Chancellor" 
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SACE. 

Name of Approval 
Authority: 
Signature: 
Date: 

SAGE University, Bhopal 
Standard Operating ProcedUte 

Convocation: Procedure and Guidelines 

Vice Chancellor 

26) The recipient, will than present his address, if any. 

a) D. Litt. (Honorary Degree) (Annexure � II) 

28) The order of the presentation of the Degrees is as follows: 

b) Post-Doctoral degrees 

c) PhD degrees (Annexure -III) 

27) The Vice-Chancellor or, in his absence, the Pro Vice-Chancellor, shall declare, "Let the students be 
presented" 

d) Post Graduate degrees (Annexure -IV) 

e) Under Graduate degrees (Annexure - V) 

SOP No.: 

f) Diploma Certificates (Annexure - VI) 

Page No.: 
Revision No.: 
Date: 

SAGE UNIVERSITY BHOPAL 

53 

10 of 20 

aSAGE 

g) Gold/Silver Medal to Diploma/UG Students/PG Students (discipline/faculty wise): 01 

Gold/01 Silver medal will be provided to topper students who iave secured more than or equal 

to 8.0 CGPA completed the degree in minimum duration withc .. backlog and only into those 

program where student's enrollment is more than 20 in numbers. The University may club two 

or more programs for awarding Gold/Silver medals, if the count of students is different 
Programs is less than 20. 

h) Degree Register will be prepared by COE that will be signed by Chancellor at the time of 

Convocation. 

29) The Dean/HOS/Principal or in their absence Registrar of the University shall present all the students 

of their respective School and the Vice Chancellor shall admit the students to the degree concerned. 

The Dean says "Sir, I present you this/these student/students, who have been examined and qualified 

for the degree of [Degree Name] to which I prey He/ She/ They may be admitted" 
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Name of Approval 
Authority: 
Signature: 
Date: 

SAGE University, Bhopal 
Standard Operating Procedure 

Convocation: Procedure and Guidelines 

Vice Chancellor SOP No.: 

Page No.: 
Revision No.: 

SAGE UNIVERSITY BHOPAL 

Date: 

53 

11 of 20 

aSAGEA 

The Vice-Chancellor shall address each time as follows while awarding the degree say to the 

students, which shall remain standing (This activity may be done collectively after presenting all 
the degrees) "By virtue of the authority vested in me as Vice-Chancellor of the University, I admit 

you to the degree of [Degree Name] in this University and charge you to prove worthy of the 
honor conferred upon you. 

The student shall acknowledge with a bow. The recipients of the degrees shall remain standing 

while the Dean and the Vice-Chancellor admit the students to the degrees. 

30) After the degrees have been conferred, the Dean shall declare the number of Degrees/Diplomas that 

have been conferred on Regular and Part Time Students present in the convocation and also in 
absentia. 

31) The Chancellor/Vice Chancellor shall say "Let all the candidates star' up and take the pledge". The 
Chancellor shall read out the pledge and the candidates shall repeat the oath after the Chancellor. 

While the candidates remain standing, the Chancellor shall say "WE SHALL IN THOUGHT, 

WORD AND DEED EVER ENDEAVOR TO BE SCRUPULOUSLY HONEST IN THE 

DISCHARGE OF OUR DUTIES IN OUR PROFESSION AND SHALL UPHOLD THE DIGNITY 

AND INTEGRITY OF OUR PROFESSION AND THE HONOUR OF OUR UNIVERSITY AND 

NATION", The Chancellor/Vice Chancellor, followed by all else shall be seated. 

32) The Visitor/The Chancellor/The Pro-Chancellor or Vice-Chancellor, shall then present the medals 
and prizes to the recipients of the medals/prizes, who shall be called individually by the Vice 
Chancellor/Pro Vice Chancellor and shall stand before the Visitor/The Chancellor/The Pro 

Chancellor, as the case may be. 
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SICE; 

Name of Approval 
Authority: 
Signature: 
Date: 

Chief Guest 

SAGE University, Bhopal 
Standard Operating Procedure 

Convocation: Procedure and Guideli es 

Vice Chancellor SOP No.: 

Page No.: 
Revision No.: 

Date: 

34) The Chief Guest then will deliver the Convocation Address 

SAGE UNIVERSITY BHOPAL 

33) The Chancellor/ Pro-chancellor/ Vice Chancellor or Master of Ceremony (MVC) will introduce the 

35) The Governing Body member (anyone) will propose Vote of Thanks 

53 

12 of 20 

SAGEa 

36) The Registrar with permission of the Visitor and/or the Chancellor, and in his absence with the 

permission of the Pro-Chancellor will then declare the convocation closed. 

37) National Anthem shall then be played, after requesting all to stand up for the National Anthem. 

38) Then after the playing of National Anthem, the procession will leave the Convocation hall in the 

reverse order in which it entered. All shall remain standing till the procession moves out of the hall. 

39) The Chancellor may suspend holding of the Annual Convocation. In such case, the degrees will be 

sent to the students, duly signed, at their address. The Registrar sh all notify the suspension of the 
convocation and invite applications from the students, who desire to ta.e the degree. The degree will 

be sent to those students, who have applied for obtaining the degrees on payment prescribed by the 

University. 

40) A special convocation may be held for the purpose of confering Honorary degree on a distinguished 

person. The general procedure of same shall remain the same as listed above. 
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SACE 

Name of Approval 
Authority: 
Signature: 
Date: 

15. Academic Costumes 

3. Category: Students. 

SAGE University, Bhopal 
Standard Operating Procedure 

Convocation: Procedure and Guidelines 

2. Category: Academic Council, Deans, Registrar, COE. 

Vice Chancellor 

16. Sitting Arrangement on the Dias 

Podium 

The Academic Costumes shall be worn at the time of convocation lor conferring degrees. The 
specifications of the colour, material, weaving, dying etc. shall be as under: 

|Registr 

1. Category: Visitor, GB Members, BOM, Vice Chancellor, Pro Vice Chancellor, Other Nominated Guest. 

4. Remaining all faculty and Staff: As decided by University time to time. 

ar 

Following member will sit on stage and all other as per auditorium arrangen e nt 

SAGE UNIVERSITY BHOPAL 

SOP No.: 

Page No.: 
Revision No.: 

Pro Vice Execut 

Chancel ive 

lor-1 Direct 

Date: 

First Row of the auditorium will be occupied by Dean's and Academic Councii members and special guests. 

or 

Pro 

Chanc 

ellor 

53 

Guest Chief Cha 

of Guest nce 

Hornor 

13 of 20 

llor 

SAGE 

( Guest of 

Hornor 1) 

MPPURC Guest Vice 

Chairman of Chancel 

Horn lor 

Pro vice 

Chancel 

lor-2 
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la. 

1b 

The following committees will be constituted for the Convocation of SAGE University, Bhopal. 

2a. 

2b. 

3. 

SAGE 

Vice Chancellor 

COE 

S. No. 

I UNIVERSITY 
-BIHOPAL 

the University 
Registrar 

Other 4-7 Senior authorities of Member 

Name of the 

Committee 

Invitation 

Committee (for 
Chief Guest/ Guest 

of Honour/ D.Lit 

awardee) 

Invitation 

Committee (Other 
Guests) 

Students 

Registration 

Branding, 
Promotion in 

Digital, Social, 
Print, Radio and 
TV 

SAGE UNIVERSITY, BHOPAL 

Degree 
Distribution 

Katara Extension, Sahara Bypass Road, Bhopal (MP) 0755-6614400 

SAGE UNIVERSITY BHOPAL 

Core Committee 

Chairperson 
Vice Chairperson 

Convocation Committee 

Member Secretary 

Committee 
Members 

Two Senior 
Authorities 

Two Senior 

Authorities 

Two Senior 
Authorities 

Two Senior 

Authorities 

Two Senior 

Authorities 

Responsible for overall «cordination 
and execution of Convocation 

Date of 

Completion 

One Month Prior to 
the date of 

Convocation 

15 days Prior to the 
date of Convocation 

15 days Prior to the 
date of Convocation 

1-2 days Prior to the 
date of Convocation 

One Month Prior to 

the date of 

Convocation 

One Month Prior to 
the date of 

Responsibility 

To prepare list of senior 

experts 
To get it approved from 
University Senior 
authorities 
To send invitation & follow 

up with their office. 
To pre:a Guest list. 
Printins : Distribution of 
Cards to guests. 

Prepare a confirmed list of 
attending Students & 
Parents. 

Ensuring their attendance. 
Arrangement of attire as per 
approval 
Collecting the Degree 
fee/Dress fee as decided. 
To prepare a final list of all 
attendees. 
To coordinate for the 

measurement, preparation 
and distribution of 

Convocation dress to 
registered students. 
To dist il gte the dress to 
register r. students. 
Conducting Rehearsal of the 
event. 

Complete promotion of the 
event on all Medias. 

To prepare, check and 
distribute degrees to the 

Annexure- I 

Core 

Committee 

Representative 

To be decided by 

the Vice 
Chancellor 

To be decided by 
the Vice 

Chancellor 

To be decided by 
the Vice 

Chancellor 

To be decided by 
the Vice 

Chancellor 

To be decided by 
the Vice 

Chancellor 

To be decided by 
the Vice 
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6. 

7. 

8 

9 

10. 

11. 

12. 

Committee 

Convocation Dress 

of all Stakeholders, 
Procession, Dias 

arrangement, 
Convocation by 
following 
convocation SOP 

Hospitality 

Sound, Light, 
Video 

Hall Management 
& Discipline 

Stage Management 

Decoration 
Committee 

Refreshment 

Committee 

Housekeeping, 
Security, Parking 
& Maintenance 

Cultural 

Committee 

SAGE UNIVERSITY BHOPAL 

Two Senior 

Authorities 

Two Senior 

Authorities 

Two Senior 

Authorities 

Two Senior 
Authorities 

Two Senior 
Authorities 

Two Senior 

Authorities 

Two Senior 

Authorities 

Two Senior 
Authorities 

Two Senior 
Authorities 

Convocation 

One Month Prior to 

the date of 

Convocation 

15 days Prior to the 

date of Convocation 

15 days Prior to the 
date of Convocation 

4 days Prior to the 
date of Convocation 

4 days Prior to the 
date of Convocation 

One Week Prior to the 

date of Convocation 

One Week Prior to 

the date of 

Convocation 

15 days Prior to the 
date of Convocation 

15 days Prior to the 
date of Convocation 

registered students. 

To finalize the dress & its 

timely delivery to 
registr ion team for 
studen 

To deli the dress to 
faculty and all guests. 
To ensure that convocation 

is conducted as per SOP. 
To organize for Ticket & 

Taxi Booking for Guests. 
To make payment for their 

To finalize Hotel/Guest 
House for stay. 
To arrange Taxi for local 
travel/Pick & Drop at 
Airport/ 
Railway station. 
To organize for the local 

visits/Sanchi visit of guests. 
Arrangement of still 

Photog raphy, Videography 
of the y :nt, external audio 

system ñ angement, 

Projector arrangement for 
the event. 

Seating arrangement with 
separate indicator for 
Graduating Students 
Invited Guest, Parents, 

Media, Faculty & Students. 
Maintaining Discipline & 
Decorum in the Hall. 

Preparation of stage as per 
the Protocol of the Program. 
Comparing for the event. 
Tilak at main gate to guests 
and put Badges to all 
Guests. 

Decoration of the Venue. 
Decora ion of the Premises by 
Flex &'. zs at different 
locatior s 

To arrange for High Tea in 
Chancellor's Office for 

Dignitaries. 
To arrange for High Tea 
after the event for attendees. 

To arrange Tea/Coffee on 
the Dias. 

Parking Arrangement 
Housckeeping & 
Maintenance of the Campus 

If required 

Chancellor 

To be decided by 
the Vice 

Chancellor 

To be decided by 
the Vice 

Chancellor 

To be decided by 
the Vice 

Chancellor 

To be decided by 
the Vice 

Chancellor 

To be decided by 
the Vice 

Chancellor 

To be decided by 
the Vice 

Chancellor 

To be decided by 
the Vice 

Chancellor 

To be decided by 
the Vice 

Chancellor 

To be decided by 
the Vice 

Chancellor 
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SAGE 

Dr. V K Jain 
Vice Chancellor 

UNIVERSITY 

SAGE UNIVERSITY BHOPAL 

Sanjeev Agrawal Global Educational University hereby confers upon 
<<NAME OF PERSON>> 

The Degree of 
DOCTOR OF LETTERS 

(HONORIS CAUSA) 
in recognition of his 

"Eminent Accomplishments and Attainments" 

No.: Year/00_ 

Annexure- II 

Er. Snjeev Agrawal 
Chancellor 
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ABC ID 

Enrollmnent No. No.: 

On the ecommendations of the Academic Counci, the Sanjeev 

Agrawal Global Educational University, Bhopal hereby confers upon 
NAME OF CANDIDATE 

S/D of FATHERS NAME 
The Degree of 

DOCTOR OF PHILOSOPHY 

in the 

SAGE UNIVERSITY BHOPAL 

FACULTY OF DISCIPLINE 

in SUBJECT / SPECIALIZATION in the YEAR 

Annexure- III 

On having successfully completed the requirements prescribed under 
the regulations of the University. 

The Topc of Research was �THESIS TITLE" 
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ABC ID 

Enrollment No. 

On the recommendations of the Academic Counci, the 
Sanjeev Agrawal Global Educational University, Bhopal 

hereby confers upon 
«StudentName» 

S/D of «FathersName» 
The Degree of 
«Program» 

SAGE UNIVERSITY BHOPAL 

in Branch/ Specialization 
«Branch_Sp» 

No.: 

Annexure- IV 

On having successfully completed the requirements prescribedunder 
the regulations of the University 

in the year «Passing_Yean. 
The Student has secured Cumulative Grade Point Average (CGPA) of 

«CGPA» on a 10 point scale and is placed in «DIVISION». 
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ABC ID 

Enrollment No. 

On the recommendations of the Academic Council, the 
Sanjeev Agrawal Global EucationalUniversity, Bhopal 

hereby confers upon 
«StudentName» 

S/D of «FathersName» 
The Degree of 
<Program» 

SAGE UNIVERSITY BHOPAL 

in Branch / Specialization 

NO.: 

«Branch_Sp» 

Annexure- V 

On having successfully completed the requirements prescribed under 
the regulations of the University 

in the year «Passing Year». 
The Student has secured Cumulative Grade Point Average (CGPA) of 

«CGPA» on a 1o point scale and is placed in «DIVISION». 
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Dr. V K Jain 

SAGE, 

Vice Chancellor 

UNIVERSITY 

Sanjeev Agrawal Global Educational U:versity, Bhopal 

SAGE UNIVERSITY BHOPAL 

here by confers upom 
<<NAME OF PERSON>> 

The Honorary Degree of 
DOCTOR OF LETTERS 

(HONORIS CAuSA) 

in recognition of his emiínent accomplishments and attainments. 

Annexure- VI 

No.: 23/00 

Er. Sanjeev Agrawal 

Chancellor 
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SAGE 
ry UNIWERSITI 

Personal Information: -

Date Of Registration 
Name of School 

Course : 

Specialization : 
Semester : 

Enrollment No 

Name of the Student 

Mobile No 

Email 

Blood Group 
Gender 

Domicile 

Permanent Residential 
Address 

Father's Name 

Father's Information : -

Mobile No 

Mother Name 

Paid Fees Details : 

Due Amount 
Comitted Date 

Bank Ref. No. : 

Sr. 

1 

2 

3 

4 

5 

Mother's Information : -

6 

7 

10 

11 

Subject Code 

MA20B103T 

PY20B104T 

CS20B106P 

PY20B104P 

UC20B101T 

UC20B102T 

PB20B101P 

ME20B105T 

ME20B105P 

AI123B101T 

: 14-Oct-2023 

AI123B101P 

:B.Tech AI 

SAGE University, Bhopal, BHOPAL 

: School of Advance Computing 

: Bachelor of Technology 

: B.Tech - Artificial Intelligence I Semester 
: 23BTA3ARI10001 

: 8629911981 

:ABHAS SOMKUWAR 

:A+ 

:Male 

Sahara Bypass Road, Katara Hills, Extension Bhopal 

: abhassomkuwar7@gmail.com 

SEMESTER REGISTRATION FORM 

:ASHOK SOMKUWAR 

: 8629911981 

:86500.00 

: 29-Sep-2023 

:RAJNI SOMKUWAR 

: WARD NO. 12,DAMUA NO. 12 NEAR DURGA MANDIR CHHINDWARA CHHINDWARA 

Engineering Maths-I 

Subject Name 

Engineering Physics 
Programming Practice - I 

Management 

Engineering Physics 
Environment Studies and Disaster 

Communication Skills 

Project Based Learning-I 

Signature of the Applicant 

Engineering Drawing 
Engineering Drawing 

Category 
Date of Birth 

Print| 

Occupation 
Email : 

Mobile 

Foundation to Artificial Intelligence, Data 
Science and Machine Learning 
Foundation to Artificial Intelligence, Data 
Science and Machine Learning 

Paid Amount 

TransactionID 

: SC 

: 18-Sep-2003 

:74892 15404 

University Core 

University Core 
University Core 

Type 

Program Electives (Major) 

Program Electives (Major) 

E-1 

Signature of HOD 



Annexure - 1 

 

1. Total teaching load of the Department/School (hrs/week)    X =  

2. Total teaching load of the other Schools/Dept.      Y =  

3. Total teaching load being taken by faculty of other Schools/Dept.   Z =  

4. Net teaching load of the school        (X+Y-Z) =  

5. No. of available faculty members               

6. Total teaching load for which faculty members are available              

7. Total load for which new faculty required          

8. No. of Faculty required           

9. Specialization of faculty to be appointed with teaching load per week 

10. No. of Lab Assistant required (Specify labs)  
 

 

 

 

Signature Forwarded by Approved by 

 HOD HOS/Dean/Pro-VC VC 

 

SAGE UNIVERSITY, BHOPAL 

 

School of ________________________ 
SESSION Spring 2023-24 

Department Name:  

1 2 3 4 5 6 7 8 9 10 

S.No. Program Semester Course Name Course Code 
No of 

Students 

Weekly Teaching Load No. of 

Sections 

Total Load 

(7x8) 

Faculty 

Name/Remarks L T P Total 

1             

2             

3             

















Annexure-2

School
Program
Semester Section
Slot No. 1 2 3 4 5 6 7 8 9 10

Lecture no. 1 Lecture 2 Lecture 3 Lecture 4 Lecture 5 Lecture 5 Lecture 4 Lecture 5 Lecture 6 Lecture 7 Lecture 

DAY/TIME 8:30 To 9:20 9:20 To 10:10 10:10  To 11:00 11:00 To 11:50 11:50 To 12:40 12:40 To 13:10 13:10 To 14:00 14:00  To 14:50 14:50 To 15:40 15:40 To 16:30
MON
TUE
WED
THU
FRI
SAT

Sr. No Course Code Room Number

1
2
3
4
5

wef: 05.02.2024

SAGE University, Bhopal
Class Time Table

Session: Spring 2023-24

Faculty Name with abbreviationCourse Name

Prepared By
Approved By

(Pro-VC/Dean Academics/VC)
Approved By

(HOD/HOS/Dean)



Date: 01/12/2021

Th Pr Project Total Th. Pr. Project Total
No. of 

student
Br. / 

Section
Sem. 1 2 3

EVEN Semester  (Jan. - June 2024)

1. Theory includes lecture as well as tutorials

2. Theory and practical  shall be assigned in separate rows

9. Ph.D. course work load to be considered as per actual work load.

Total Load Mentorship Load Other Responsibilities / Taskgroups
Weekly 
Load

Course Code Course Name Section
UG / PG / 
DIP / PhD

Sem
No. of 

students
Program / 

Branch

Annexure - 1A

1

SAGE UNIVERSITY, BHOPAL
 Summary of Faculty Wise Teaching Load (Session Jan. - June 2024)

Institute/School

Credits

Department

8. PG load of non-attending/placed students shall be considered as one lecture per week of mentoring/class.

10. Provide information for only those courses which are to be handled by your institute/school.

Approved By HOI/HOS/Dean/Pro-VC

S.No.

2

Name of Faculty

3. No Assistant Professor to have less than 16 lectures load/week. Further (s)he shall have minimum 3 theory subjects in his load schedule.

4. No Associate Professor to have less than 12  lectures load/week. Further (s)he shall have minimum 2 theory subjects in the load schedule. This relaxation is subject to other works to credit including PhD 
supervision and shall be properly justified. If not justified then load allocation shall be same as that of Assistant Professor.

5. No Professor to have less than 8  lectures load/week. Further (s)he shall have minimum 2 theory subjects in the load schedule. This relaxation is subject to other works to credit including PhD supervision 
and shall be properly justified. If not justified then load allocation shall be same as that of Associate/Assistant Professor.

6. No  HOI/HOS/Dean to have less than 4  lectures load/week. Further (s)he shall have minimum 1 theory subjects in the load schedule. This relaxation is subject to other works to credit including PhD 
supervision and shall be properly justified. If not justified then load allocation shall be same as that of Professor.

7. Enlist the name of all faculty of your school/institute.

Please Follow The Below Guidelines Strictly

Prepared by HOD



Annexure-2A

Slot No. 1 2 3 4 5 6 7 8 9 10

Lecture no. 1 Lecture 2 Lecture 3 Lecture 4 Lecture 5 Lecture 5 Lecture 4 Lecture 5 Lecture 6 Lecture 7 Lecture 

DAY/TIME 8:30 To 9:20 9:20 To 10:10 10:10  To 11:00 11:00 To 11:50 11:50 To 12:40 12:40 To 13:10 13:10 To 14:00 14:00  To 14:50 14:50 To 15:40 15:40 To 16:30
MON
TUE
WED
THU
FRI
SAT

Sr. No Course Code Room Number

1
2
3
4
5

Program / Semester
 

Course Name

Approved By
(Pro-VC/Dean Academics/VC)

Approved By
(HOD/HOS/Dean)

Prepared By

SAGE University, Bhopal
Class Time Table

Session: Spring 2023-24
wef: 05.02.2024

Name of Faculty



Annexure - 2B

Session Spring 2023 - 24

wef 05.02.2024

Slot No. 1 2 3 4 5 6 7 8 9 10
Lecture no. 1 Lecture 2 Lecture 3 Lecture 4 Lecture 5 Lecture 5 Lecture 4 Lecture 5 Lecture 6 Lecture 7 Lecture 
DAY/TIME 8:30 To 9:20 9:20 To 10:10 10:10  To 11:00 11:00 To 11:50 11:50 To 12:40 12:40 To 13:10 13:10 To 14:00 14:00  To 14:50 14:50 To 15:40 15:40 To 16:30

B.Tech III Sem

B.Tech V Sem

B.Tech VII Sem

B.Tech III Sem

B.Tech V Sem

B.Tech VII Sem

B.Tech III Sem

B.Tech V Sem

B.Tech VII Sem

B.Tech III Sem

B.Tech V Sem

B.Tech VII Sem

B.Tech III Sem

B.Tech V Sem

B.Tech VII Sem

Prepared By Approved By

FRI

SAGE University Bhopal

Name of School: Btech CSE

Program/ 
Semester

MON

TUE

WED

THU

Approved By
(Pro-VC/Dean Academics/VC)

Approved By
(HOD/HOS/Dean)

Prepared By



Annexure - 3 
LESSON PLAN (LECTURE WISE) THEORY COURSE 

Program: __________________ Sem: _______ Course Code: ___________ Course Name: ________________________ Lecture per Week: _____ Hrs: _______ 

Lect. 

No 
Unit No. 

Planned 

Date 

Dates of 

Actual 

Conduction 

Topics / Sub Topics 

Planned Actually Covered Remarks 

1       

2       

3       

4       

5       

6       

7       

8       

9       

10       

       

       

       

       

       

       

       

 

 



SAGE UNIVERSITY, INDORE 

Annexure - 4 

      

 

 

INDEX 

 

Sr. No. Content Page No. 

1 Vision & Mission  

2 List of PEOs, POs and PSOs  

3 Academic Calendar  

4 Scheme of Examination  

5 
Syllabus having CO's mapped with POs, PSOs and Knowledge Level (K1, K2, 
... As per BLOOMs Taxonomy) 

 

6 Time Table: Individual and Class  

7 
Lecture Plan mapped with CO's and BLOOMs Taxonomy  
And Mention Teaching Pedagogy plan to apply 

 

8 Record of Lectures missed & engaged  

9 Additional Lectures/Guest Lectures Conducted  

10 Course/Study Material  

11 Quiz's mapped with CO's and Knowledge Level.  

12 Unit wise Assignments mapped with CO's and Knowledge Level  

13 Tutorial's mapped with CO's and Knowledge Level  

14 
Case Study / Project / Internship / Presentation / Demonstration / etc... mapped 
with CO's (if applicable) and Knowledge Level 

 

15 Unit Test's Question Papers mapped with CO's and Knowledge Level  

16 Attendance: Theory  

17 Record of Low Performing Students and Performance after remedial action  

18 Record of Top Performing Students and extra task allotted  

19 Assessment of other activities done by students related to course  

20 Material Beyond Syllabus  

21 University Question Papers: Sample  

22 Sample Answer Books (Best, Avg., Poor): Tutorial, Assignment, Unit Test  

23 CIE marks Sheet  

24 
Attainment: Course Outcome (CO) - Program Outcome (PO) and Course 
Outcome (CO) – Program Specific Outcome (PSO)  

 

25 Feedback & Suggestions: Students, Faculty (Course related)  



Annexure - 4A

Coverpage 
Index      

(1)         

Vision & 
Mission

and 
PEO,PO,

PSO     
(1)

Academic 
Calender     

(1) 

Scheme of 
examination 

(1)

Syllabus  
(1)

Time 
Table    

(5)

Lecture 
Plan     
(10)

Teaching 
Pedagogy 

Plan to 
Apply

(5)

Tutorial 
Sheets    

(5)

Assignme
nt Unit 
Wise     
(10)

Unit Test 
question 
papers   

(5)

Unit Test 
results   

(5)

Mid sem 
question 
papers   

(5)

Mid sem 
results   

(5)

Universtiy 
question 
papers  

(10)

Course 
material  

(10)

Material 
beyond 
syllabus  

(6)

Faculty 
Feedback 

(4)

CO 
Attaintm
ent level  

(10)

Total 
Marks 
(100)

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

Marks 
obtained 

1

2

3

4

5

6

7

8

SAGE University, Bhopal
Course File / Teachers' Diary Inspection Report

Jan - June 2024 (Spring Session 2023-24)

Inspected by:   Signature--------------------------------------

Institute Name …..………………………

Approved by:  Signature-------------------------------------

Name ------------------------------------------------

S. 
No
.

Faculty Name
Course 
Name

Sem

Remarks 

Name ------------------------------------------------



Annexure-5

Department Name:

Date: 

Topic
Teaching 
Pedagogy

Topic
Teaching 
Pedagogy

Topic
Teaching 
Pedagogy

Topic
Teaching 
Pedagogy

Topic Teaching Pedagogy

1 Program1 Subject Name

2 Program1 Subject Name

3 Program1 Subject Name

4 Program1 Subject Name

Topic
Teaching 
Pedagogy

Topic
Teaching 
Pedagogy

Topic
Teaching 
Pedagogy

Topic
Teaching 
Pedagogy

Topic Teaching Pedagogy

1 Program2 Subject Name

2 Program2 Subject Name

3 Program2 Subject Name

4 Program2 Subject Name

Unit-II Unit-V

Topic
Teaching 
Pedagogy

Topic
Teaching 
Pedagogy

Topic
Teaching 
Pedagogy

Topic
Teaching 
Pedagogy

Topic Teaching Pedagogy

1 Program3 

2 Program3 

3 Program3

4 Program3

S. 
No.

Program
Course 
Code

Course Name
Unit-III Unit-IV

Semester
Name of 
Faculty

Unit-I

S. 
No.

Program
Course 
Code

Course Name Semester

SAGE University, Bhopal
Details of Experiential Learning for  Semester___________Session ____________________

S. 
No.

Program
Course 
Code

Course Name Semester

Institue/School Name: 

Unit-IV Unit-V

Unit-IV Unit-V

Unit-I Unit-II Unit-IIIName of 
Faculty

Name of 
Faculty

Unit-I Unit-II Unit-III



Annexure - 6

S.No Course Name Course Code Syllabus
Tentative 

Student Count
Class Room Block Faculty Name Offering School / Institute

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

Academic Coordinator HOS/Dean/Pro-VC Vice Chancellor

SAGE UNIVERSITY, BHOPAL
SPRING SESSION 2023-24

 UG/GE/AEC/SEC/Interdisciplinary Minor/SPI



AccSoft 

D University Forms 

$ Fees 

Academics 

Inventory 

! utilities 

Student List 

A student Progress > 

Q OPAc (Search Books) 

Update Profile 

V View Attendance 

o Faculty Portfolio 

Miscellaneous 

2024 

Teacher Subject Link 

Year/Session 2023-2024 

Faculty Name 

Program / 
Course 

Teacher Sub. Single Link Teacher Sub. Link 

From Date 

1 

SAGE University, Bhopal 

2 

3 

02-Feb-2024 

4 

Faculty of Advance Computing 

Total No. of Hours (Lectures) 

Bachelor of Technology 

SNO Academic Session 

Course Name 

--Select-

Autumn 2023-24 

Autumn 2023-24 

Autumn 2023-24 

Autumn 2023-24 

From Date 

05-Sep-2023 

05-Sep-2023 

16-Aug-2023 

16-Aug-2023 

2023-2024 

Section Name 

--Select-

Total No. of Theory Lectures 

To Date 

01-Jan-2050 

01-Jan-2050 

01-Jan-2050 

Batch Wise 

01-Jan-2050 

Class Name 

Print 

Academic Session 

Department Name 

Branch Name 

Batch Name 

--Select-

Total No.of Tutorial 

Lectures 

B.Tech - Artificial Intelligence 
I Semester 

Copy From Previous Sessiot 

B.Tech - Artificial Intelligence 
I Semester 

B.Tech - Artificial Intelligence 
III Semester 

B.Tech - Artificial Intelligence 
III Semester 

Section Name 

A 

A 

A 

A 

Autumn 2023-24 

School of Advance Computing 

B.Tech AI 

Subject Name 

--Select-. 

New 

Total No. of Practical Lectures 

Batch 

Name 
Subject Name 

Teacher Name 

--Select 

Foundation to Artificial 

Save 

Foundation to Artifiial 

Exit 

Pinaki Ghosh 

Probabilistic Modeling and 
Reasoning : AI20B304T 

Probabilistic Modeling and 
Reasoning: AI20B304P 

Intelligence, Data Science and Syed 
Machine Learning : Usman 

AI123B101T 

Teacher 
Name 

Intelligence, Data Science and Syed 
Machine Learning: 

AI123B101P 

E-2 

Usman 

Syed 
Usman 

Syed 
Usman 

Help 

Edit 

Edit 

Edit 

Edit 



Institute Name 
Course Name 

Branch Name 

Class : 
Proposed Scheme 

Sr. 

1 

2 

3 

4 

5 

Sr. 

1 

2 
3 

4 

|Main/ Core Subjects List : 

5 

6 
7 

Sr. 

1 

2 

4 

5 

6 

7 

8 

9 

10 

11 

Sr. 

1 

2 

DSE 

DC 

3 

JC 

4 

Subject Type 
Code 

GE 
VAC 

Deparmental Core 
Deparmental Core 
Deparmental Core 

Deparmental Core 
Deparmental Core 
Deparmental Core 
Deparmental Core CS20B504P 

University Core / Elective Subjects List : 
Group 

BTech-AI Adv V 
Sem DSE 

Type 

Program 
Electives 
Program 
Electives 
Program 
Electives 

Core 

University UC-V 

Core 

Program 
Electives Sem DSE 
|University UC-V 

|University UC-V 

Core 

Value 
Added 

Type 

University UC-V 

|Course 

Value 
Added 
Course 
Value 
Added 
Course 

Type 
Generic 
Electives 

General Elective Subjects -

Generic 
Electives 
Generic 
Electives 

Core SEM(Engineering) 

Generic 

Electives 

SAGE University, Bhopal 
Academic Year: 2023-2024 

Academic Session: Autumn 2023-24 
Scheme of Examination 

: School of Advance Computing 
: Bachelor of Technology 

Program Electives 

: B.Tech AI 

Deparmental Core 

: B.Tech - Artificial Intelligence V Semester 

University Core 
Generic Electives 
Value Added Course 

|UGQAPSVA V 
2023 

JUGQAPSVA V 
|2023 

|UGQAPSVA V 
2023 

BTech-AI Adv V 
Sem DSE 

BTech-AI Adv V 
Sem DSE 
BTech-AI Adv V 

Subject Type 

Subject Code 
cS20B501T 

|SEM(Engineering) 

CS20B501P 

CS20B502T 

CS20B503T 
CS20BS503P 

SEM(Engineering) 

CS20B504T 

SEM(Engineering) 

Subject Code 

AI20B501T 

AI20B501P 

AI20B502T 

AI20B502P 

IY20B501P 

GC20B501P 

PB20B501P 

UC20B501T 

UGOA504T 

UGPS501T 

UGVA503T 

Subject Code Group 

GE V(2023) GE20B507P 

GE V(2023)GE20B508T 

GE V(2023)GE20B510T 

|GE V(2023) |GE20B506T 

Subject Group 

BTech-AI Adv V Sem 
DSE 

UC-V 

SEM(Engineering) 
GE V(2023) 
UGQAPSVA V 2023 

|Computer Networks 

Computer Networks 
Theory of Computation 

Subject Name 

Analysis and Design of Algorithms 

Biometrics 

Analysis and Design of Algorithms 
Microprocessor and Microcontroller 
Microprocessor and Microcontroller 

Biometrics 

BTech-AI Adv V Sem 
DSE 

Neural Networks and Deep Learning 

Subject Name 

Neural Networks and Deep Learning 

Yoga and Meditation-V* 

Green Credit-V* 

GroupName 

UC-V 

SEM(Engineering) 
GE V(2023) 

UGOAPSVA V 2023 

Project Based Learning-V 

Professional Skills(PS) 

IIntroduction to Management and Leadership 

Quantitative Aptitude(QA) 

Verbal Ability (VA) 

Subject Name 

Web Designing (GE20B508T) 

Bollywood Fusion Music (GE20B507P) 

Resolving Conflicts and Negotiation Skills 
(GE20B510T) 

General Studles-III (GE20B506T) 

Print 

Total 
Subjects 

4 

1 

3 

Credits 

3.00 

1.00 

4.00 

3.00 

1.00 

3.00 

1.00 

Credits 

3.00 

1.00 

3.00 

1.00 

0.00 

0.00 

2.00 

2.00 

0.00 

0.00 

0.00 

Credits 

2.00 

2.00 

2.00 

2.00 



AccSoft 

0 University Forms 

$ Fees 

Academics 

Inventory 

Utilities 

Student List 

Student Progress 

Q OPAc (Search Books) 

G Update Profile 

View Attendance 

Faculty Portfolio 

Miscellaneous 

2024 

PEO,PO,PSOoSubject CBCS University Subjects Sub. Details 
Subject Master CBCS 

System 

Program Level * 

Subject Name * 

Subject Type 

Course Type * 

Subject Short Name * 

IsCore Subject 

Do not show in Admin Card And 

Exam Form 

Do not show 

SAGE University, Bhopal 

Subject Intake 

Prerequisite Subject 

Anti-requisite Subject 

Year No. 

Applicable School / Department : 

OCBCS ONON CBCS 

OAcademic 

UG 

1 

2 

3 

--Select-

Sr 

OTheory OPractical Ostudio ONTCC OMOOc OBlended MOOCs OTheory+Practical 

--Select-

2023-2024 

-Select-

ONon Academic 

School / Department 

Sub Category 

Sagar Institute of Research & Technology-Pharmacy 

Sage College of Nursing 

Sage Summer School 

School Name 

Subject Group 

Subject Code * 

Credits 

Co-requisite 
Subject 

Semester No. 

School of Advance Computing 

--Select-

--Select-

--Select-

E-4 

Pinaki Ghosh 

Select 



Annexure-7 

SAGE UNIVERSITY, BHOPAL 

Class Observation Report 

Faculty Name: School: 

Course Name: Prog, Sem: 

Date: Time Duration of Observation 
From:                          To: 

Observation Number:  

Previous Score(s): 1. 2. 3. 
 

Evaluate each of the following parameters and tick your observation as Excellent/Very Good/ 

Good/Poor/Very Poor. Also give your remarks in support of your observation. 

S No Points of Observation Excellent 
5 

Very 
Good 

4 

Good 
3 

Poor 
2 

Very 
Poor 

1 

Suggested 
actions for 

improvement 

1 Connect of this session to 
previous session 

      

2 Overview of present session      

3 Emphasis on the key points      

4 Capture and maintain 
student interest 

     

5 Subject Knowledge      

6 Level of two-way 
communication 

     

7 Summarize the session      

8 Quality of Teaching 
&teaching aids used 
(PPT/Green Board used) 

     

9 Teaching Etiquettes (Body 
Language, Verbal Clarity. 
Audibility, Dress Code, 
Badge and I Card) 

     

10 Overall Observation      

11 Total (50)       

12 Classroom Infrastructure/ 
Online Resources  
(Tube light/Fans/Furniture/ 
Fixture/ OHP/LCD/Green 
Board/Curtains/ Camera 
Quality/PPT visibility/Audio) 

      

 

Name &Signature of Observer  

Date: 

CC:  

Concerned Faculty and his/her personal File 

Concerned HOS/Dean (for compliance/counselling) 

Vice Chancellor (for information) 



04-May-2023 
 

SAGE University, Bhopal                         Annexure-8 
Sahara Bypass Road, Katara Hills, Extension 

www.sageuniversity.egu.in 

Ph: - 0755-4915522,0755-6614400 

From : Inter Office Memo To: 

Dr. V.K.Jain Dr ----------------- 

Vice Chancellor School of  
 

 
Dear -------------------------, 

In Order to create the best Teaching-Learning environment in the University, a system of feedback is developed. 

A Faculty member has been evaluated by student on the following paramenters. 

 
 
 
 
 
 
 
 

Each parameter has been evaluated on the scale of 01 to 05 from : 
 
 
 

Please find below the feedback of students taken in : Spring 2022-23 

 
S.No 

. 

 
School (Program) 

Course 

Name 

Course 

Code 

Total 

Stude 

nts 

 
P1 

 
P2 

 
P3 

 
P4 

 
P5 

 
P6 

 
P7 

 
P8 

 
P9 

 
P10 

 
Aver 

age 

1 School of Journalism & 
Mass Communication ( 
BAJMC) 

Essentials of 
Marketing 
Management 

JM20B4 
05T 

4 4.25 4.50 4.25 4.25 3.75 4.00 4.25 4.25 4.25 4.50 4.23 

2 School of Journalism & 
Mass Communication ( 
BAJMC) 

Event 
Management 

JM20B6 
02T 

1 5.00 5.00 5.00 5.00 5.00 5.00 5.00 5.00 5.00 4.00 4.90 

3 School of Journalism & 
Mass Communication ( 
BAJMC) 

Event 
Management 

JM20B6 
02P 

1 5.00 5.00 5.00 5.00 5.00 5.00 5.00 4.00 5.00 5.00 4.90 

 
 
 
 
 

Dr. V.K.Jain 

Vice Chancellor 

 
CC : 

. Personal File Of faculty (HR office) 

. Office file of the School. 

. VC Office file. 

P1 Subject Knowledge P6 Participation in Class 

P2 Explanation Power P7 Presentation Skills 

P3 Speed of Teaching P8 Quality of Assignments 

P4 Problem Solving Ability P9 Understanding of the Content 

P5 Punctuality in Class P10 Comfort level with the Faculty 

Excellent 

(5) 

Good 

(4) 

Average 

(3) 

Needs Improvement 

(2) 

Poor 

(1) 



Vice Chancellof SOP No.: _39_
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Name of Approving
Authority:
Signature:
Date:

ffi, Page No.:

Revision No.:
Date:

0 4

1. Introduction

Teachers are required to deal with students of different capabilities of learning. Few students
are very fast in learning and few are weak and learn very slowly. Hence, it is essential to find out the
abilities of the students in the class to guide them properly as per identified potential.

With this Policy SAGE University, Bhopal assures the vital facilitation of advance and slow
learners after the assessment based upon comprehensive tests and evaluation at early stage.

University caters to the needs of students from various backgrounds i.e. rural and urban, along with
this University also aims to aid the advance learners to make them achievers and slow learners to be

competitive to face challenges in academic life and professional career.

For newly admitted students, identification is based on their previous academic records,
performance in entrance exam and in the first two weeks of class. For other year students

identification is based on their previous exam performance, current course performance, and class

observation.

2. Policy for Identification

a) Identification of learning abilities will be done through comprehensive evaluation to be taken

by course teacher after two weeks of commencement of session along with his/her
participation in classes.

b) Slow learner and advanced learners would be identified for each course separately by

teacher.

c) Every course teacher should conduct class test/ Unit test (Objective/Descriptive) after 2

weeks of teaching on the syllabus covered till date of 20 marks and duration of one hour to
identify slow learners and advanced learners.

d) Remedial classes to be arranged for specific course for slow learners. The classes shall be

continued tiil first mid semester test.

e) In MST -l all the student who fall into category of slow learners shall be identified for remedial

measures.

SAGE UNIVERSITY BHOPAL Page 1

SAGE University, Bhopal
Standard Operating Procedure

SOP for Identification of Slow Learners and
Advance Learners



SAGE University, Bhopal
Standard Operating Procedure

SOP for Identification of Slow Learners and
Advance Learners

^ ."3$1,. .

#S"&.F"$'<"
ii,lj.lfrlr#ii+ i1$]ii

Name of Approving
Authority:
Signature:
Date:

Vice Chancellor SOP No.r _39-
.1,v, 2o 4Page No.:

Revision No.
Date:

0 If any slow Iearner continues to perform low in MST II after remedial classes, then case should

be considered for personal coaching/ mentoring and/or counselling.

g) The remedial classes for slow learners identified after MST I shall continue till MST-Il.

h) The analysis of slow learner shall be maintained in course file/ teacher's diary and to be

renewed by concerned HOD/H0S/Dean on regular basis.

i) Students who have irregular attendance, absenteeism, lateral entry and students involved in

sports/curricular/ extra-curricular activities shall be consider for remedial classes.

j) Progression Checks of improvements in Slow learners

a) After 02 weeks of schedule of classes

b) After MST-I

c) Aftel MST-ll

d) ESE lesult

Performa for tracing the improvement in performance of students

School

Name of the Faculty Member

Progra Sem Sessi

S. No. Number of Slow Learners

After 02

weeks
MST -I MST.II Total Class

Strength

SAGE UNIVERSITY BHOPAL Page 2

ESE
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SAGE University, Bhopal
Standard Operating Procedure

SOP for Identification of Slow Learners and
Advance Learners

Vice Charlcellor SOP No.:

-d.

,..,.:&1.r..,

aS*sr.+;
llti i,+rtltiil i.:.::::L:

Name of Approving
Authority:
Signature:
Date:

_39_
3of4Page No.:

Revision No.:

Date:

k) SIow and advanced learners are identified based on following parameters and their
weightage-

S. No Parameter Weightage

L

Past Performance of students

[CGPA/ Percentage of Marks)
25o/o

2
Course teacher observation/ Class

Participation
25o/o

3

Marks obtained by student in Class test / Unit
test (Obiective/Descriptive) conducted for

respective course
5Oo/o

Rubrics for Ideqtification

In each class, the marks out of 100 to be awarded to each students, Average [M) and Standard

Deviation [S) to be computed through MS Excei'

S. No Score Identification

1 >M+S Advance Learner

2 BetweenM-StoM+S Average Learner

3 < M-S Slow Learner

SAGE UNIVERSITY BHOPAL Page 3

ffiYW*t}



SAGE University, Bhopal
Standard Operating Procedure

SOP for Identification of SIow Learners and
Advance Learners

Vice Chancellor SOP No.:

-nL-

"'trI".!. {f8.1

q"$?ss.+
i:ffi..-:--

Name of Approving
Authority:
Signature:
Date:

_39
4of 4Page No.:

Revision No,:
Date:

3. Activities for Slow and Advance Learner

A. Conduction of activities for Slow learners in a course

a) Extra class of respective course should be added in weekly time table for problem solving

/revision sessions. Online classes can also be planned on Saturday as per mutual concern.

b) Personal attention should be provided by respective teacher in classes.

c) Additional assignments and solving of past question papers of the University.

d) Solving question bank and proving Lecture notes/ PPTs/ learning materials

e) Counselling - special hints and techniques

0 Special tutorial sessions.

g) Making team of advance and slow learners to make their learning process more

participatory and interesting.

B. Conduction of activities for Advanced Learners

a) Advanced assignments should be assigned to advanced learners.

b) Motivate them to do MO0C/Advanced courses/ Projects/ 0n job training/ Industrial training

and projects

cJ Participation in Seminars/conferences/professional Events

d) Motivate them to do Case Studies/ Patent / Copyright/ Research Publications in good journals

SAGE UNIVERSITY BHOPAL Page 4



Annexure - 9

Session : 2023-24
Department :
No. of support staff:

S.No. Program Semester Number of Students
Number of 
Registered 
Students

Number of 
Unregistered 

Students
1
2
3
4
5

S.No. Program Semester
Total Classes 
Conducted

Internal Tests 
Conducted

Regular 
Assignments 

Given

Average attendance 
% of the month

Course Coverage 
% till date

1
2
3
4
5

Class (Sem & Sec) Subject Topic Date and Time Pedagogy used Class (Sem & Sec) Subject Topic Date and Time Pedagogy to be used
1
2
3
4
5

Total No of Lectures 
Conducted this month

Signature of HOD/HOS/Dean

List of Extra Curricular/Academic activities organized (report in format to be annexed)

Any other important academic information

Brief of ATR for improving registrations and attendance

Attendance, Lecture, Course Coverage

No. of Faculty:                    

Student Report

Remarks

SAGE UNIVERSITY, BHOPAL
Fortnightly Academic Report

(To be submitted every first and third Saturday of the month before 12:00 Noon)

Name of Institute/School:
Duration of report:             
Semester:

S.No.
Plan for Upcoming Fortnight

Experiential Learning
Conducted in Current Fortnight

Total No of courses offered 
by Institute/School

No of Lectures started late/ended early

No. of Course Files checked
No of Lectures observed by 

HOD/HOS/Dean
No of Lectures observed by AC/PVC/VC No of Counselling done as per observation report



Annexure - 10

S.No Name of Student Program Semester
Registration 

Status
Attendance 

%
Indisciplinar

y Issues
Debarred
(Yes/No)

Remarks

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

HOD HOS/Dean Pro-VC/Vice Chancellor

SAGE UNIVERSITY, BHOPAL
SPRING SESSION 2023-24

List of students debarred from appearing in end term examination
Name of School:



Annexure – 11A 

SAGE UNIVERSITY INDORE /BHOPAL / SGI 
Kailod Kartal, Indore-Dewas By-Pass, Road, Indore, Madhya Pradesh 452020 

School/ Department Audit Report	(Six	Monthly) 

Section	A	
	
#	During	 the	Visit	 in	School	Observers	 rate	each	activity	on	a	 scale	of	1	 to	5,	where	1‐Highly	Dissatisfied,	2‐
Dissatisfied,	3‐Neutral,	4‐Satisfied,	5‐Highly	Satisfied	

#	Proof	of	annual	and	monthly	target	achievements	shall	be	recorded	in	specific	files	as	per	the	process	laid	down.	
Each	file	and	activity	shall	be	checked	for	value	of	task	accomplished,	time	line	adhered	and	SOPs	followed.	

 
S.	
No	

Documents	 Grading	 Remarks	 Action	
Taken	

Date	of	
Compliance	

Total	
Marks	

1	 2	 3	 4	 5	 	

1	 Vision,	Mission,	PO,	PSOs	
and	COs		

a) University,  
School and 
Department (duly 
approved) 

	 		 		 		 		 		 		 	 	

b) Monthly Vision copy 
Monthly Attainment  

	 	 	 	 	 	 	 	 	

c) Integration of vision 
and mission of 
department with 
university 

	 	 	 	 	 	 	 	 	

d) Integration of Vision 
and mission with 
local and global 
needs  

	 	 	 	 	 	 	 	 	

e) Integration of POs 
with vision and 
mission 

	 	 	 	 	 	 	 	 	

f) Integration of PSOs 
and POs 
Cos with POS and 
PSOs 

	 	 	 	 	 	 	 	 	

g) Assessment of 
appropriateness of 
implementation   of 
blooms taxonomy 

	 	 	 	 	 	 	 	 	

Visit	Report	No:	 Date:	

Name	of	School/Department	:	

	

Total	members__________________		Present	today	____________	

Time	:	

	

	



Annexure – 11A 

SAGE UNIVERSITY INDORE /BHOPAL / SGI 
Kailod Kartal, Indore-Dewas By-Pass, Road, Indore, Madhya Pradesh 452020 

h) Record of syllabus  
revision with new 
courses in BOS of 
previous five years  

 

	 	 	 	 	 	 	 	 	

i)  % of courses having 
employability/skill 
development  

 

	 	 	 	 	 	 	 	 	

j) Record of VAC with 
report   

	 	 	 	 	 	 	 	 	

	 Marks	 50	 	 	 	 	 	 	 	 	
2	 Faculty	members		

a) Year wise List of 
positions, working 
Faculty members and 
non-teaching staff  

	 		 		 		 		 		 		 	 	

b) UGC norms 
implementation of 
Faculty number and 
qualification  

	 	 	 	 	 	 	 	 	

c) Faculty wise list with 
proof of  academic 
achievement 

	 	 	 	 	 	 	 	 	

d) Faculty wise list with 
proof of  academic 
advancement 

	 	 	 	 	 	 	 	 	

e) Faculty wise 
achievement of 
consultancy and 
research attainment 
of targets  

	 	 	 	 	 	 	 	 	

f) File of CVs and 
faculty appraisal 
record  

	 	 	 	 	 	 	 	 	

g) List of Mentors and 
proof of mentorship 
activities  

	 	 	 	 	 	 	 	 	

h) Program-wise 
Student Teacher 
Ratio 

	 	 	 	 	 	 	 	 	

i) TG Files maintenance 
status 

	 	 	 	 	 	 	 	 	

	 j) Analysis of class 
observation report 
by HOD/HOS/ 
Director /VC  & 
Action taken  

	 	 	 	 	 	 	 	 	

 
k) % of Teachers with 

PhD year wise 
 

	 	 	 	 	 	 	 	 	



Annexure – 11A 

SAGE UNIVERSITY INDORE /BHOPAL / SGI 
Kailod Kartal, Indore-Dewas By-Pass, Road, Indore, Madhya Pradesh 452020 

 
l) List of teachers 

received 
recognition/ award  

 

	 	 	 	 	 	 	 	 	

	 Marks	 60	 	 	 	 	 	 	 	 	
3	 Visiting	Fellows/ Teachers/ 

Industry Experts, Adjunct and 
Emeritus Professors 

a) Appropriateness of 
persons engaged   

	 		 		 		 		 		 		 	 	

b) CV File of Visiting 
Faculty  
	

	 	 	 	 	 	 	 	 	

c) List of VFs 	 	 	 	 	 	 	 	 	
	 Marks	 15	 	 	 	 	 	 	 	 	
4	 BOS	

a) Composition with 
industry and 
academic experts   

	 		 		 		 		 		 		 	 	

b) Agenda with 
recommendation of 
Departmental 
Council and feedback 
analysis 

	 	 	 	 	 	 	 	 	

 
c) Minutes shall be 

drafted in reference 
to agenda points 
 

	 	 	 	 	 	 	 	 	

d) ATR with changes in 
syllabus/ program 
scheme  

	 	 	 	 	 	 	 	 	

	 Marks	 20	 	 	 	 	 	 	 	 	
5	 Scheme	and	Syllabus	

a) Relevance to POs and 
PEOs 

	 		 		 		 		 		 		 	 	

b) % courses on 
employability skills 

	 	 	 	 	 	 	 	 	

c) % of credits on 
OJT/Projects  
 

	 	 	 	 	 	 	 	 	

d) % of credits for 
internship and 
application courses 

	 	 	 	 	 	 	 	 	

e) % of courses on 
technical skills   

	 	 	 	 	 	 	 	 	

	 Marks	 25	 	 	 	 	 	 	 	 	

6	 Budget	
1. Infra maintenance  

Budget 	

	 		 		 		 		 		 		 	 	

2. Library Budget 
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3. Departmental Budget 
 

	 	 	 	 	 	 	 	 	

4. Infra Development 
Budget 

	 	 	 	 	 	 	 	 	

	 Marks	 20	 	 	 	 	 	 	 	 	
7	 Scholarships	

1. Number of students  
benefited with 
amount by 
SC/ST/OBC 
Scholarship  

	 		 		 		 		 		 		 	 	

 
2. Number of students  

benefited with 
amount by SAGE 
Scholarship 

	 	 	 	 	 	 	 	 	

	 Marks	 10	 	 	 	 	 	 	 	 	
8	 Academic	Tie‐ups	

a) Programs conducted 
in collaboration with 
Industry  

	 		 		 		 		 		 		 	 	

b) Programs conducted 
in collaboration with 
academic 
partners/EdTech 
companies  

	 	 	 	 	 	 	 	 	

c) Programs conducted 
in collaboration with 
foreign universities 

	 	 	 	 	 	 	 	 	

 
d) Percentage of classes 

taken by Industry 
Expert/visiting 
faculty (program- 
wise information) 

	 	 	 	 	 	 	 	 	

	 Marks	 20	 	 	 	 	 	 	 	 	

9	 Career	Counseling	
1. List of activities with 

report for career 
counseling  

	 		 		 		 		 		 		 	 	

 
2. Skill Development 

programs conducted 
with report  
	

	 	 	 	 	 	 	 	 	

 
3. % of students for 

joined higher 
education  
 

	 	 	 	 	 	 	 	 	

4. % of students passed 
CAT/JRF/ GMAT Etc  
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	 Marks	 20	 	 	 	 	 	 	 	 	
10	 Activity		

a) Sufficiency of 
number of Sage talks, 
Workshops, Seminar 

	 		 		 		 		 		 		 	 	

b) Qualification and 
experience of 
speakers persons 
visited the school  

	 	 	 	 	 	 	 	 	

c) Quality and number 
of Extra Curricular 
events organized 

	 	 	 	 	 	 	 	 	

d) Participation of 
students in events 
outside the 
university /institute  

	 	 	 	 	 	 	 	 	

e) NSS / Extension 
activity  

f) Summer schools 

	 	 	 	 	 	 	 	 	

g) VAC   	 	 	 	 	 	 	 	 	
h) List of activities for 

women 
empowerment  

	 	 	 	 	 	 	 	 	

i) Events for social 
responsibility 

	 	 	 	 	 	 	 	 	

j) Cultural Events  	 	 	 	 	 	 	 	 	
k) Sports Events 

Organized  
	 	 	 	 	 	 	 	 	

l) Sports events 
participated  

	 	 	 	 	 	 	 	 	

	 Marks	 60	 	 	 	 	 	 	 	 	
11	 Teaching 

a) Coverage of Syllabus 
as per academic 
calendar 

	 		 		 		 		 		 		 	 	

b) Continuous 
evaluation as per 
schedule  

	 	 	 	 	 	 	 	 	

c) Result analysis of 
batch 

	 	 	 	 	 	 	 	 	

d) Appropriate 
development of 
session plan  

	 	 	 	 	 	 	 	 	

e) Appropriate 
development of 
course files 

 

	 	 	 	 	 	 	 	 	

f) Maintenance of 
course file, 
attendance record  
and teacher’s diary  

	 	 	 	 	 	 	 	 	

g) Record of meeting 
with parents  
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h) % of sessions by CEO 
or expert talks  

i) Attainment of 
learning outcome of 
each program 

	 	 	 	 	 	 	 	 	

	 Marks	 45	 	 	 	 	 	 	 	 	

12	 Study	Material 
Used/Developed 

a) MOOCS developed   

	 		 		 		 		 		 		 	 	

b) Innovative methods 
used  
	

	 	 	 	 	 	 	 	 	

 
c) Digital Material from 

open sources used  

	 	 	 	 	 	 	 	 	

 
d) Cases/Exercises 

developed  

	 	 	 	 	 	 	 	 	

e) Digital Datra bases 
used  

	 	 	 	 	 	 	 	 	

 
f) AV Material/methods 

used  

	 	 	 	 	 	 	 	 	

	 Marks	 30	 	 	 	 	 	 	 	 	
	

13	 Research	
a) Availability of 

Research policy  

	 		 		 		 		 		 		 	 	

b) National 
/International 
fellowship or grants  

	 	 	 	 	 	 	 	 	

 
c) Number of Journal 

Publications against 
the targets  

	 	 	 	 	 	 	 	 	

d) Number of 
Conference 
Publications  

	 	 	 	 	 	 	 	 	

e) Number of Phd 
Awarded 
 

	 	 	 	 	 	 	 	 	

 
f) Record of research 

associates appointed  
 

	 	 	 	 	 	 	 	 	

g) Details of research 
eco system  
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h) Recognition of 

Department  
 

	 	 	 	 	 	 	 	 	

i) Number of PhD 
candidates registered 

	 	 	 	 	 	 	 	 	

j) Number of projects 
guided  

	 	 	 	 	 	 	 	 	

 
k) Number of articles 

written  
 

	 	 	 	 	 	 	 	 	

l) Number of copy 
rights developed 
 

	 	 	 	 	 	 	 	 	

 
m) Number and amount 

of grants  of projects 
by govt bodies & Non 
Govt Bodies  

	 	 	 	 	 	 	 	 	

n) Research Eco system 
available  

	 	 	 	 	 	 	 	 	

o) Number of FDP 
conducted on RM and 
IPR 

	 	 	 	 	 	 	 	 	

p) Number of awards 
received for Research  

 

	 	 	 	 	 	 	 	 	

q) Number of projects 
by non govt bodies 

	 	 	 	 	 	 	 	 	

r) Extra mural Amount 
of fund generated by 
R&D 

	 	 	 	 	 	 	 	 	

s) Number of patents 
awarded  

 

	 	 	 	 	 	 	 	 	

 
t) Number of national 

conference organized 
 

	 	 	 	 	 	 	 	 	

u) Number of 
international 
conference organized 

 

	 	 	 	 	 	 	 	 	

 
v) Minutes of meetings 

of research advisory 
committee meeting   
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w) Implementation of 
Code of Conduct 

 

	 	 	 	 	 	 	 	 	

 
x) Incentive Policy for 

research  
 

	 	 	 	 	 	 	 	 	

y) H Index for teachers 
and department & 
Total Credit  

 

	 	 	 	 	 	 	 	 	

	 Marks	 125	 	 	 	 	 	 	 	 	
14	 Consultancy	

a) Availability of 
Consultancy Policy  

	 		 		 		 		 		 		 	 	

b) Number of industrial 
consultancy 
assignments 
generated  

	 	 	 	 	 	 	 	 	

c) Amount of money 
generated 

d) Number of academic 
consultancy 
assignments 

	 	 	 	 	 	 	 	 	

e) Record of Approvals, 
Utilization certificate 
and project 
completion reports. 

	 	 	 	 	 	 	 	 	

	 Marks	 25	 	 	 	 	 	 	 	 	
15	 MOUs	

a) Number of 
operational MOUs 
with Industry 

	 		 		 		 		 		 		 	 	

b) Number of 
operational MOUs 
with foreign 
university (if any)	

	 	 	 	 	 	 	 	 	

c) Number of student 
chapters  

	 	 	 	 	 	 	 	 	

d) Number of MOUs 
with other bodies  

	 	 	 	 	 	 	 	 	

	 Marks	 20	 	 	 	 	 	 	 	 	
16	 Industry	Interface		

a) Number of 
placements provided 

	 		 		 		 		 		 		 	 	

 
b) Number of trainings 

provided  

	 	 	 	 	 	 	 	 	

 
c) Number of 

internships provided  
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d) Number of 

immersions provided  

	 	 	 	 	 	 	 	 	

e) Number of Industry 
visits provided 

	 	 	 	 	 	 	 	 	

	
f) Number of students 

provided field 
projects/Internship  

	 	 	 	 	 	 	 	 	

	 Marks	 30	 	 	 	 	 	 	 	 	
17	 Student	Council	

1. Existence of council  
	 		 		 		 		 		 		 	 	

	 Marks	 5	 	 	 	 	 	 	 	 	

18	 Students	Achievements	
a) Level and list of 

Academic 
Achievements  

	 		 		 		 		 		 		 	 	

b) Level and list of 
Cultural 
Achievements 

 	 	 	 	 	 	 	 	

c) Level and list of 
Sports Achievements  

	 	 	 	 	 	 	 	 	

d) Level and list of co-
curricular 
achievements  

	 	 	 	 	 	 	 	 	

	 Marks	 20	 	 	 	 	 	 	 	 	
19	 Sufficiency, quality and 

number of Study tour / 
industrial visits / exhibitions 
/ Internship / Training 

	 		 		 		 		 		 		 	 	

	
Marks 5	 		 		 		 		 		 		 	 	

20	 Library –  
a) Number of books, 

and journals in 
reference to 
UGC/AICTE/Governi
ng body Norms 

 

            

  

b) Number of digital 
resources available   

 
      

  

c) Levell of reference 
resources available  

 
      

  

d) Suitability of library 
for PhD and research 
& any members in 
the library 
committee. 

 

      

  

	 Marks	 20         
21	 Schedule 

a) Academic calendar 
 

            
  

b) Time Table, Faculty 
Load,  
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c) Slow learners 
schedule of tutorial 
and makeup classes 

 

      

  

d) Sports Calendar          
e) Academic Events 

Calendar 
 

      
  

f) Extra-Curricular 
Events calendar 

 
      

  

g) Grand Events          

	 Marks	 35         
22	 Student	Research 

a) List of students’ 
papers along with 
hard-copies of the 
publications;  

 

            

  

b) professional society 
publications/magazi
nes, etc. 

 

      

  

c) Patents generated by 
students  

 
      

  

d) Copy rights 
generated by 
students  

 

      

  

e) Conference 
participation by 
students  

 

      

  

f) Books published by 
students  

 
      

  

g) Participation of 
students in 
professional events  

 

      

  

	 Marks	 35         
23	 Faculty	Interaction	

a) List and proofs of 
faculty interaction 
with Industry 

 

            

  

b) List and proofs of 
faculty interaction 
with professional 
bodies 

 

      

  

 
c) List and proofs of 

faculty interaction 
with FDPs 

 

      

  

d) List and proofs of 
faculty interaction 
with MDPs 
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e) List and proofs of 

faculty interaction 
with 
professionals/person
alities/ events etc  

 

      

  

	 Marks	 25         
24	 Meetings:		

a) Formation, minutes 
and ATR for 
Departmental council 

 

            

  

b) Formation, minutes 
and ATR for Research 
advisory council 

 

      

  

c) Formation, minutes 
and ATR for Research 
Ethics Committee 

 

      

  

d) Formation, minutes 
and ATR for Library 
Committee 

 

      

  

e) Formation, minutes 
and ATR for 
Purchase Committee 

 

      

  

 
f) Formation minutes 

and ATR for student 
Grievance committee 
and anti-ragging 
committee 

 

      

  

g) Formation, minutes 
and ATR for Women 
Grievance committee  

 

      

  

h) Formation, minutes 
and ATR for 
admission committee 

 

      

  

i) Formation, minutes 
and ATR for Relevant 
BOM and Academic 
council 

 

      

  

j) Formation minutes 
and ATR of 
operational 
committee of 
department  

 

      

  

k) Formation minutes 
and ATR of 
operational 
committee of 
department 

 

      

  

	 Marks	 55         
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25	 SOPs	
1. Availability with 

proof of 
operationalization of   
SOPs at University 
level 

 

            

  

2. Availability with 
proof of 
operationalization of   
SOPs at 
Departmental level. 	

 

      

  

	 Marks	 10         

26	 .	Extension	Activities 
1. Working on NSS with 

proof with 
appropriate activity 
report  

 

            

  

2. Extension of 
activities other than 
NSS with appropriate 
activity report 

 

      

  

3. Awards for institute 
or teachers for 
extension activities  

 

      

  

	 Marks	 15         
27	 Student	Progression	Index	

1. Zero Level Test and 
further level tests	

 

            

  

2. Declaration of 
student list in grades 	

 
      

  

3. Development of 
index 

 

      

  

	 Marks 15         
	 Total	Marks	 815 

      
  

	 Marks	Obtained	  
      

  

	

Action	Taken	Report	to	be	Submitted	within	.................	Days	

	

	

Name	&	Signature	of	Dean/HOS	

	

	

Name	&	Signature	of	Observers	
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Details of the Academic Activities 
 

1. Provide	details	of	 the	additional	course/	 learning	material/	content/	 laboratory	experiments/	projects/Seminar	
Conference/	workshops	in	the	format	given	below	

 
S.	
No.	 Activity	 TOPIC	 Date‐	Month‐

Year	
Resource	Person	with	

Designation	
Relevance	to	
POs,	PSOs	

1      

2      

 
2. 	Give	details	of	the	Industry	Oriented	Activities	

(Industry	supported	labs/Visit/Training/Internship/Expert	Talk)	

S.	No	 Activity	 Topic	 Date	of	
activity	

Resource	
Person	

Venue/	
Location	

Students	 Funding	
Involved	

Relevance	
to	POs,	
PSOs	

Remarks	

Program	
and	
Semester	

Attended	

1           

2           

3           
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Section	B	

Visit	Report	No:	 Date:	

Name	of	School/Department:	
	
	
Total	members__________________		Present	today	____________	

Time:	

 
#During	the	Visit	in	School,	Observers	rate	each	activity	on	a	scale	of	1	to	5,	where	1‐Highly	Dissatisfied,	2‐Dissatisfied,	
3‐Neutral,	4‐Satisfied,	5‐Highly	Satisfied	

 
S	No	 Activity	 Grading	

Remarks	
Action	
Taken	

Date	of	
Compliance	Total	

Marks	
1	 2	 3	 4	 5	

1.	 Cleanliness	
a) Classrooms 

	 	 	 	 	 	 	 	 	

	 b) Laboratories 	 	 	 	 	 	 	 	 	
	 c) Corridors 	 	 	 	 	 	 	 	 	
	 Marks	 15	 	 	 	 	 	 	 	 	
2.	 Visualization	of	the	School	

a) Display of Vision & 
Mission, Lab 
information  

	 	 	 	 	 	 	 	 	

b) Display of Academic 
Calendar 

	 	 	 	 	 	 	 	 	

c) Maintenance of Notice 
Board 

	 	 	 	 	 	 	 	 	

d) Display of current time 
table 

	 	 	 	 	 	 	 	 	

e) Display of Posters in 
corridor 

	 	 	 	 	 	 	 	 	

f) Display of achievements 
in corridor 

	 	 	 	 	 	 	 	 	

g) Display of projects, R&D 
achievements and 
student achievements in 
exhibition  

	 	 	 	 	 	 	 	 	

h) Quality of ambience 
created for teachers, 
students and visitors  

	 	 	 	 	 	 	 	 	

i) Wall magazine, front 
Office and reception 
area  

	 	 	 	 	 	 	 	 	

j) Name Plates of faculty 
members/ Staff 

	 	 	 	 	 	 	 	 	

k) Display of Activity 
Calendar (Monthly/ 
Annually) 

	 	 	 	 	 	 	 	 	

l) Display of approved 
monthly Vision with 
strategy by each of the 
team member 

	 	 	 	 	 	 	 	 	

	 Marks	 60	 	 	 	 	 	 	 	 	

3	 Student	Discipline		
a) % of Student’s Discipline 

cases in reference to 
student number and 
time taken to of resolve 
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b) Anti-Ragging Affidavit 
filling status  

c) Uniform and ID Card 
Status 	

	 	 	 	 	 	 	 	 	

	 Marks	 15	 	 	 	 	 	 	 	 	

4	 Faculty	Discipline		
a) Wearing up of uniform 

and ID Cards by Faculty 
Members and Students 

	 	 	 	 	 	 	 	 	

b) Leave frequency and 
leave procedure 
following 	

	 	 	 	 	 	 	 	 	

	 Marks	 10	 	 	 	 	 	 	 	 	

5	 Infrastructure		
a) Availability of IT Policy, 

Infra Maintenance policy 
and infra utilization 
policy  
 

	 	 	 	 	 	 	 	 	

b) Number of computers, 
students computer ratio 
and Internet Bandwidth  
	

	 	 	 	 	 	 	 	 	

c) E-Content development 
 

	 	 	 	 	 	 	 	 	

 
d) List and Sufficiency of 

Number of 
Classrooms/Infra 
facilities  as per 
UGC/AICTE/Governing 
Body norms 
 

	 	 	 	 	 	 	 	 	

e) Sufficiency of smart 
classrooms  
 

	 	 	 	 	 	 	 	 	

 
f) List of program specific 

labs and computing 
facility 
 

	 	 	 	 	 	 	 	 	

g) List of sports, yoga and 
other facility  
 

	 	 	 	 	 	 	 	 	

 
h) ERP/LMS/IT infra for 

teaching learning  
 

	 	 	 	 	 	 	 	 	

i) Hostel availability and 
sufficiency  
 

	 	 	 	 	 	 	 	 	

j) Canteen availability 	 	 	 	 	 	 	 	 	

k) Availability of seminar 
halls and furniture  
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l) % of Smart/ICT Enabled 
Classrooms in reference 
to total classroom. 
Benchmark UGC Norms 
 

	 	 	 	 	 	 	 	 	

m) Maintenance record of 
Computers/ Computer 
Labs and physical infra 

	 	 	 	 	 	 	 	 	

	 Marks	 65	 	 	 	 	 	 	 	 	

6	 Status	of	Laboratories	
including	IT	Lab	

a) Stock Register (please 
check all the entries 
specially Signatures) 

	 	 	 	 	 	 	 	 	

b) List of Experiments 	 	 	 	 	 	 	 	 	
c) List of Equipment’s 	 	 	 	 	 	 	 	 	
d) Lab Manuals with SOPs 	 	 	 	 	 	 	 	 	
e) Attendance Record 	 	 	 	 	 	 	 	 	
f) Lab Records 	 	 	 	 	 	 	 	 	
g) Display of Equipment 

Name 
	 	 	 	 	 	 	 	 	

	 Marks	 35	 	 	 	 	 	 	 	 	

7	 Admission		
a) Program wise record of 

yearly seats, admissions 
and fee 

 

	 	 	 	 	 	 	 	 	

b) % of seats filled  
	

	 	 	 	 	 	 	 	 	

c) Ratio of applications to 
admission  

 

	 	 	 	 	 	 	 	 	

d) % of students from 
Outside city 

	 	 	 	 	 	 	 	 	

e) % of students from 
outside  of state  

	 	 	 	 	 	 	 	 	

f) % of international 
students 

	 	 	 	 	 	 	 	 	

 
g) Number of SC/ST/OBC 

admissions  

	 	 	 	 	 	 	 	 	

	 Marks	 35	 	 	 	 	 	 	 	 	

8	 Experiential	Learning	
a) Proofs of experiential 

learning 

	 	 	 	 	 	 	 	 	

b) Sample Videos & quality 
of video lectures 

	 	 	 	 	 	 	 	 	

c) Feedback of students on 
experiential learning 

	 	 	 	 	 	 	 	 	

	 Marks	 15	 	 	 	 	 	 	 	 	

9	 Project	Based 
Learning/Graduation Project/ 
OJT/Internship 

a) List of PBLs semester-
wise 
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b) List of students allotted 
company wise 

c) Record of mid-term 
review  

	 	 	 	 	 	 	 	 	

d) Completion certificate 
record  

	 	 	 	 	 	 	 	 	

e) Evaluation Sheet 	 	 	 	 	 	 	 	 	

	 Marks	 25	 	 	 	 	 	 	 	 	

10	 Slow	Learner	and	Fact	learner 
a) List of slow and fast 

learners  
 

	 	 	 	 	 	 	 	 	

b) record  with Proof of 
Tutorials/initiatives for 
slow learners  
	

	 	 	 	 	 	 	 	 	

	 Marks	 10	 	 	 	 	 	 	 	 	

	
11	

Feedback		
a) Teaching Feedback 

(Verbal from Students) 
On satisfaction with  
Teacher on issues like 
behaviour, punctuality, 
trainability, language 
skills and mannerism  

	 	 	 	 	 	 	 	 	

b) % of students recorded 
feedback and availability 
of filled forms for each 
Program in every 
semester 

	 	 	 	 	 	 	 	 	

c) % of attendance 
maintained on monthly 
basis with record  

	 	 	 	 	 	 	 	 	

d) Appropriate recording 
of syllabus coverage in 
course files  

	 	 	 	 	 	 	 	 	

e) Record of submission of 
reports like DAR, WAR 
etc   

	 	 	 	 	 	 	 	 	

f) Recording of alumni 
Feedback  

	 	 	 	 	 	 	 	 	

g) Recording of employer 
feedback 

	 	 	 	 	 	 	 	 	

h) Recoding of teachers 
feedback 

	 	 	 	 	 	 	 	 	

i) Recording of experts 
feedback  

	 	 	 	 	 	 	 	 	

j) Feedback analysis 
report and ATR  

	 	 	 	 	 	 	 	 	

	 Marks	 50	 	 	 	 	 	 	 	 	

12	 Examination	
a) Availability of ESE 

Question papers with 
school /Department  
 

	 	 	 	 	 	 	 	 	

b) Internal assessment 
appropriateness  
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c) Mid Term Papers/ 
Assignments/ Tutorials 

	 	 	 	 	 	 	 	 	

d)  List of eligible students 
permitted to appear in 
examination   

	 	 	 	 	 	 	 	 	

e) List of students 
appeared in 
examination 

	 	 	 	 	 	 	 	 	

f) Updated File of Result 
declaration  

	 	 	 	 	 	 	 	 	

g) List of students having 
ATKT  

	 	 	 	 	 	 	 	 	

h) List of batch wise 
student progressions 

	 	 	 	 	 	 	 	 	

i) Pass % of students  
 

j) Record of mark sheet 
receiving and 
distribution 

	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	

Marks	 50	 	 	 	 	 	 	 	 	

Alumni	Association	
a) Formation & Funds 

generated  

	 	 	 	 	 	 	 	 	

Strategies	and	Event	
b) Existence of strategic 

plan 
 

	 	 	 	 	 	 	 	 	

 
c) ISO Certification 

 

	 	 	 	 	 	 	 	 	

d) IQAC system 
 

	 	 	 	 	 	 	 	 	

 
e) Water conservation 

 

	 	 	 	 	 	 	 	 	

f) Eco Friendly campus 
 

	 	 	 	 	 	 	 	 	

 
g) Code of conduct for 

students 
 

	 	 	 	 	 	 	 	 	

h) Code of conduct for 
employees  

	 	 	 	 	 	 	 	 	

	 Marks	 40	 	 	 	 	 	 	 	 	

13	 Website	content	and	updation	
&	Social	Media	Exploration	

a) Number of Facebook 
Post done and reach 
generated against the 
departmental target  

	 	 	 	 	 	 	 	 	

b) Number of You tube 
video Lecture views 
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against the 
departmental target  

c) You tube video Updates 	 	 	 	 	 	 	 	 	

d) Number of Instagram 
followers target and 
achievements  

	 	 	 	 	 	 	 	 	

e) Number of Instagram 
reels and metrics 
achieved against the 
target   

	 	 	 	 	 	 	 	 	

f) Experiential Learning 
Videos  & updates  

	 	 	 	 	 	 	 	 	

	 Marks	 30	 	 	 	 	 	 	 	 	

14	 Use	of	ERP	
a) Number of modules 

under use 

	 	 	 	 	 	 	 	 	

b) % of use 	 	 	 	 	 	 	 	 	

c) Frequency of report 	 	 	 	 	 	 	 	 	

d) Pending updation 	 	 	 	 	 	 	 	 	

	 Marks	 20	 	 	 	 	 	 	 	 	

15	 Course	Files	
a) As per format of SUB 

	 	 	 	 	 	 	 	 	

b) Regular Uses 	 	 	 	 	 	 	 	 	

c) Checked by HOS/ HOD 	 	 	 	 	 	 	 	 	

	 Marks	 15	 	 	 	 	 	 	 	 	

16	 Teaching Diary duly checked and 
signed by HOS/ HOD 

	 	 	 	 	 	 	 	 	

	 Marks	 5	 	 	 	 	 	 	 	 	

17	 List of mentors with assigned 
students 

	 	 	 	 	 	 	 	 	

	 Marks	 5	 	 	 	 	 	 	 	 	

18	 Mentor Files counter Signed by 
HOS/ HOD 

a) List of students with all 
contact details 

	 	 	 	 	 	 	 	 	

b) Calling record 	 	 	 	 	 	 	 	 	

c) Meeting record 
(students/ Parents) 

	 	 	 	 	 	 	 	 	

	 Marks	 15	 	 	 	 	 	 	 	 	
19	 Academic  Audit 	 	 	 	 	 	 	 	 	

	 Marks	 5	 	 	 	 	 	 	 	 	

20	 Availability/ Maintenance of 
Departmental files (required for 
inspection of UGC/ NAAC/ other 
statutory bodies like AICTE, PCI, 
BCI, ICAR etc.) 

	 	 	 	 	 	 	 	 	

	 Marks	 5	 	 	 	 	 	 	 	 	

21	 Task Group 
a) Functionality of task 

group 
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b) Conduction of regular 
meetings 

	 	 	 	 	 	 	 	 	

c) Availability of MOM 	 	 	 	 	 	 	 	 	
d) Action taken report of 

Last meeting 
	 	 	 	 	 	 	 	 	

	 Marks	 20	 	 	 	 	 	 	 	 	
22	 Happiness index of the 

school 
a) Interaction among the 

members. 
 

	 	 	 	 	 	 	 	 	

b) Behavioural 
environment in the 
School 

	 	 	 	 	 	 	 	 	

c) Leadership in the school 	 	 	 	 	 	 	 	 	
d) Work freedom 	 	 	 	 	 	 	 	 	
e) Satisfaction level of 

faculty members and 
students 

	 	 	 	 	 	 	 	 	

	 Marks	 25	 	 	 	 	 	 	 	 	
	 Total	Marks	 570	 	 	 	 	 	 	 	 	

	 Marks	Obtained	 	 	 	 	 	 	 	 	 	

	

	

Observations:		

______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________	

Action	Taken	Report	to	be	Submitted	within	.................	Days	

	

	

Name	&	Signature	of	Dean/HOS	

	

	

Name	&	Signature	of	Observers	
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Definition 

Project Based Learning (PBL) is an understudy focused teaching method that includes a unique study 

approach in which it is accepted that under studies procure a more profound information through 

dynamic investigation of genuine difficulties and problems. Students find out about a subject by 

working for an all-encompassing time frame to examine and react to a mind boggling question, 

challenge, or issue. 

Learning Objectives 

1. To integrate the knowledge and skills of various courses on the basis of multidisciplinary projects 

2. To develop the skill of critical thinking and evaluation. 

3. To develop 21st century success skills such as critical thinking, problem solving, communication, 

collaboration and creativity/innovation among the students. 

4. To enhance deep understanding of academic, personal and social development in students. 

5. To employ the specialized vocabularies and methodologies.

Course Outcomes 

On successful completion of the course students will be able to: 

1. Apply3 a sound knowledge/skills to select and develop their topic and project respectively. 

2. Analyzet a problem is the context of Science, Engineering & Technology, Social and Economic 

perspective. 

3. Evaluate5 the proposed method/technology/solution with reference to the existing solution. 

4. Develop plans and allocate roles with clear lines of responsibility and accountability.

5. Design6 solutions to complex problems following a systematic approach like problem 

identification, formulation and solution. 

6. Collaborates with professionals and the community at large in written and an oral forms. 

7. Correlatet the knowledge, skills and attitudes of a professional. 

SAGE UNIVERSITY BHOPAL Page 1 
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Authority: 
Signature: Page No. 2 of 17 

A8u011 Date: Revision No.: 

Date: 

General Guidelines 

PBL will be an integral part of UG/PG Programs at different levels. 

Each semester offering PBL will provide a separate Course Code, the no of credits will be allotted as 

per the requirement of a program.. 

Faculty will be assigned as mentor/supervisor to 5 groups each group may have maximum s 

students. 

Faculty mentor/supervisor will be alloted 4 hours/week to conduct PBL for assigned students 

Student will select a topic of their choice from syllabus of any course offered in respective semester 

(in-lines with sustainable development goals). 

For MSE, student's performance will be assessed by a panel of 2 experts either from other 

Department/School, or from same Department/School based on chosen topic. This will be comprised 

of a presentation by student followed by viva-voce. It will be evaluated for 30 marks. 

20 marks would be allotted for continuous performance assessment by concerned 

supervisor/mentor, for more clarity internal marks (50) will be given in three phases: 

Phase No._ Activity Date of conduction Marks Allotted Remarks 
Finalization of List is to be Within one week 

of start of Topic, Tools, 
Technology and 

Mentor/Supervisor. 

10 Submitted to 1 
semester Department 

As Per Academic List is to be 
Presentation of Half 

Work Done. 
Calendar/with 20 Submitted to 

Department 
List is to be 

MST-I 

Presentation of 
As Per Academic Submitted to Final Work Done/ 
Calendar/with 20 3 Continuous Department 

MST-11 
Assessment. 

. For ESE, student will need to submit a Project Report in prescribed format (Annexure-4), duly 

signed by concerned supervisor/mentor and Head of the School. 

SAGE UNIVERSITY BHOPAL Page 2 
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SAGE 
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Date: 

SNo. Activity 
Preparation of 

PBL report 

Date of conduction Marks Allotted 
As per ESE 

Schedule 
As per ESE 

Schedule 
As per ESE 

Schedule 

Remarkss 
List Submitted to 

20 
Department 

List Submitted to Presentation of 2 15 Work Done. 
Performance in 

Department 
List Submitted to 3 15 Viva Voce Department 

The report should be comprised of following components in a prescribed format (Annexure-5) 
1. Introduction 
2. Review of literature 
3. Methodology 
4. Result and Discussion 
5. Conclusion and Project Outcomes 
6. References 
In ESE, Internal as well as External examiner will joinly award marks out of 50 on the basis of Report, 
Presentation & Viva-voce. 
Student will need to submit three copies 1. Concerned School 2. Central Library 3. Self. 
The integrity of the report should be maintained by student. Any malpractice will not be 
entertained. 
.Writing Ethics to be followed by student, a limit of 10 % plagiarism is permissible. Plagiarism 
report is to be attached along with the report. 
Project could be a case study/ analytical work /field work/ experimental work/ programming or as 
per the suitability of the program. 

At last, in order to enhance the Competitive Spirit and Quality Projects under PBL in our University, 
we have decided to Award in two Categories in each semester: 

a) Best Project Award at School Level (Best Three) 
b) Best Project Award at University Level(Best Three) 

Various formats are available in Annexure as under: 
1. Project Based Learning Evaluation Sheet Phase 1 (Annexure-1) Page No4 
2. Project Based Learning Evaluation Sheet Phase 2 (Annexure-2) Page No5 
3. Project Based Learning Evaluation Sheet Phase 3 (Annexure-3) Page No 6 
4. PROJECT BASED LEARNING EVALUATION FINAL (Annexure-4) Page No 7 
5. Project Based Learning Evaluation Ruberics (Annexure-4.1) Page No 8 
6. PBL Report (Annexure-5) Page No 9 to 17 
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SAGE UNIVERSITY BHOPAL 
PROJECT BASED LEARNING EVALUATION RUBERICS (Annexure-4.1) 

sCHOOL OF ENGINEERING & TECHNOLOGY 

Below Avg 
(Below 50) 

Sub Assessment Excellent Good Average Marks 
Criteria (100-80) (80-60) (60-50) 

Report-120 Marks Average 

Has collected some literature 
Has collected substantial amount of Has gathered few literature relevant| 

to research work to prepare the 

report with copy paste of data 

without format. 

literature to prepare the report with 
Written (1007o) proper format, font, spacing, header included header footer, irregular 

toprepare the report with fair 

formatting of report but not 
Has collected only few or no 

literature to prepare the report. 
20 

footer etc. 
spcing 

Average Presentation-[15 Marks) 

Does not have properShows thorough, in depth 
understanding of the domain. Well 

described the domain and the 

Shows good understanding of the Shows shallow understanding of 

domain. Able to describe the 
understanding about the domain. 

Unable to connect problem to the 
General domain 3.7 the domain. Able to connect 
knowledge (25%) domain and problem in the context. problem to the domain. 

domain. problem in succinct manner. 

Unable to explain how techniques 
have been developed to solve the

problem at hand. 

Unaware of other alternatives. 

Knows how specific techniques Described comprehensively, how Described how specific techniques 
specific techniques have been 

developed and used to solve the 

problem. Can describe alternatives. 

have been modified and used to have been used to solve the 3.7 Specific domain 

knowledge (25%) 
problem. Know availability of 

alternatives. 
solve the problem. Can mention 

alternatives. 

Used a technology which is 
Used latest and appropriate Used an appropriate technology to Used a technology which 15 Suitable comfortable. Unable to justify the 

Use of Technology technology to develop ine sou| develop the solution. Describe the to develop the solution. Awarc o selected technology. Unaware of 3.7 

Can justify the selected 

technologies.
(25%) alternative technologies. alternatives. alternative technologies. 

Fairly described how the indusiyCan mention the industry practices Described an ad-hoc methods to Confidently described how the 

latest industry practices were 

develop, and maintain the employed to design, develop, and design, develop, and maintain the 
software/solution development. 

practices were employed to design, 

maintain the software/solution .7 
Use of Best Practices employed to design, develop, and 

maintain the software/solution So1TwarcsouuO devcop development. Describe the methods|Unable to describe advantageous 

Over other methods (25%) describe advantageous of the 

methods used 
development. Can justify the used. 

methods used. 

Viva Voce- [15 Marks Average 

Answers do not flow naturally. 

Takes time to articulate ideas. 

Answers do not flow naturally 

Takes time to articulate ideas. 
Answers flow naturally Answers flow naturally.

But, takes time to articulate 6.00 Knowledgeable about the problem 

solved. Student provided direct and| answers. Student provided direct Answers are verbose and do not Responsiveness 
(40%) 

Answers are verbose 

but shallow answers. but align with the work done. align with the work done. 
in depth answers. 

Makes many mistakes during the Conversation has lot of mistakes 

and word selection is poor. 
Makes few mistakes during the 4.5 Speaks grammatically correct 

Language skills 

(30%) 
conversation. 

conversation. 
sentenceS. 

Student does not show confidence.| Student does not show confídence. 
Student does not maintain eye Shows very confident. Excellent 

eye contact when answering 

questions 

4.5 IC Shows confident. Good eye COntacPoor eye contact while answering 

Confidence (30%) while answering questions. questions contact. 
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Topic of PBL" (Annexure-5) 

"Topic of PBL" 

SAGE 
UNIVERSITY/ 

A 

PBL Report 

is submitted to the 

SAGE University Bhopal, M.P. 

in partial fulfillment of the requirements for award of the Degree of 

"PROGRAM NAME" 

With specialization in 

(BRANCH) 

By 
Name of Student 

Enrollment No: - 21BTE5SE10001 

UNDER THE GUIDANCE OF 

Name of Supervisior 

Department of Supervisor 

SCHOOL OF ENGINEERING & TECHNOLOGY 

SAGE UNIVERSITY BHOPAL 

Month, Year 

Page 9 
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Topic of PBL" 
(Annexure-5) 

SANJEEV AGRAWAL GLOBAL EDUCATIONAL (SAGE) 

UNIVERSITY, BHOPAL 

SAGE 
UNIVERSITY 

Department of Civil Engineering 

CERTIFICATE 

This is to certify that the work embodies in this dissertation entitled 
" 7Topic of 

PBL 
" being submitted by Name of Student Enrollment No. 

21BTE5SE10001 for fulfilment of the requirement for the award of "Program 

Name in Branch" discipline to SAGE University, Bhopal (M.P.) during the 

academic year 2020-24 is a record of bonafide piece of work, undertaken by 

him under the supervision of the undersigned. 

Supervisor 
Dr. Name of HoS 

Prof. Name HOS 

Name of School Name of School 

Department of Civil Engineering, SUB, BHOPAL 
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Topic of PBL" (Annexure-5) 

SANJEEV AGRAWAL GLOBAL EDUCATIONAL (SAGE) 
UNIVERSITY, BHOPAL 

SAGE, 
UNIVERSITY 

Department of Civil Engineering 

CERTIFICATE OF APPROVAL 

The Dissertation Entitled "Name of PBL Topic" being submitted by name of 

studnets Enrollment No. XXXXXXXX has been examined by us and is hereby 

approved for the award of " Program Name in Branch ", for which it has been 

submitted. It is understood that by this approval the undersigned do not 

necessarily endorse or approve any statement made, opinion expressed or 
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SAGE University, Bhopal 
E Standard Operating Procedure SAGE < 

SIP/Dissertation/Industrial/Major/Minor Projects 
Vice Chancellor Name of Approval Authority: 

Signature: 
SOP No.: 06 
Page No.: 1 of 15 

Date: Revision No.: 

Date: 

Introduction: 

Students of all school of SAGE University Bhopal are required to submit 
SIP/Dissertation/Industrial/Major/Minor project for which credit points are allocated in scheme 
of their respective program and the marks are to be endorsed in their markshets. In order to 

maintain transparency, maintains of records and proper conduction of exam it is required to 

submit one copy of SIP/Dissertation/Industrial/Major/Minor Project in each Library, 
School/Department, and Mentor/Supervisor. The marks are awarded to the students only on the 

receipt of the said documents. 

1. Guideline for submission of SIP/Dissertation/Industrial project by students and their 

respective marks 

SIP/Dissertation/Industrial/Major/Minor project done by students will be submitted and 

credits will be awarded as per scheme of respective program. 
All such document associated with credit point 2 will be spiral binding and hard binding 
in case of credit point more than 2. Consolidated marks will be forwarded to exam 

section with the breakdown of viva voce and other aspects. The marks submitted to the 
examination section will be signed and forwarded by Supervisor (Internal and External), 

I. 

II. 

the HOD/HOS/Dean. 
2. SIP/Dissertation/Industrial/Major/Minor project done by the students should follow 

guidelines given Annexure-I (Page No. 3) 
3. Organization and formatting instructions for project and dissertation as given as under: 

There wil be four major sections in the Report 

. Pre-text pages 

2. Text 

3. Appendices 
4. References/Bibliography 

The list below shows the pages in each part; not all are required, but the above sequence must 

always be followed: 

1. Pre-text pages 
Title Page/Cover Page (Annexure -II) Page No -9 

Certificate from the Supervisor/Research Center (Annexure - II) Page No - 10 

Plagiarism Report & Copyright (Annexure - IV) Page No - 11 

Acknowledgments (optional) 
Abstract/Summary of work (2-3 pages) 
Table of Contents (Annexure -V) Page No 12 

List of Tables (if used) (Annexure - VI) Page No - 14 

List of Figures (if used) (Annexure - VII Page No - 15 

List of Illustrations, Symbols, etc. (if used)
1 
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SIP/Dissertation/Industrial/Major/Minor Projects 
Name of Approval Authority: Vice Chancellor 
Signature: 

SOP No.: 06 
2 to 15 Page No.: 

Date: Revision No.: 

Date: 

2. Body of Text (Chapters) 
3. Appendices (if used) 
4. Bibliography/References Cited 
5. Assigned Responsibilities Page (Social Work Program ONLY) 
6. List of Publications/Award (if any) 



Annexure-I 
Guidelines for sIP/Dissertation/Industrial/Major/Minor Project 

1. General Appearance 

a) Typeface/Font 

SIP/Dissertation/Industrial/Major/Minor Project by students should be typed double 
spaced in Arial 12 point type; do not üse Arial Narrow, Arial Black, Arial Rounded MT Bold, or any other variations. The same type is used throughout the manuscript - headings, chapter titles, page numbers, table of contents, etc. 

b) Line Spacing 

All text, including lists, must be double-spaced. Exceptions to this requirement include extended quotations, bibliographies, and footnotes, as per required by program. 

c)Margins 

The left, or binding edge, margin should be one and one-half inches (1"). 
The right margin should be one inch (1") and the margins at the top and bottom of the page 
should be one and one fourth inches (1Y°). Pages should be set up to print single sided, not 

double sided. The bottom margin refers to the distance between the last line of the text and the 
bottom of the page. The page number will be slightly below the last line of text. These margin 
regulations apply to every page of the manuscript, including appendices and additional items 

d) Paragraph Indentation 

All paragraphs throughout the entire work are indented " from the left margin. 

e) Pagination 

The pages preceding the First Chapter of the manuscript should be numbered with a lower 

case Roman numeral. Exceptions are the Certificate of Supervisor/Research Center, Plagiarism 
Report & Copyright, and Acknowledgments. Certificate of Supervisor/Research Center, 

Plagiarism Report & Copyright, and Acknowledgments pages are counted, but no number 

appears on the pages themselves. Thus, the first numbered page is the Abstract/Summary of 

work; it should be numbered page "". Continue numbering consecutively with lowercase 

Roman numerals throughout the pre-text pages. The pre-text pages are presented in the following 

order: 

The body of the work (chapters) all appendices, and references should be numbered with 
Arabic numerals consecutively throughout the manuscript (1, 2, 3, etc.). Therefore, chapter one 

should begin on page 1. All page numbers should be centered three-quarters of an inch (3/4") 

above the bottom of the page. 

2. Formatting Pre-Text Pages/Front Matter 

The pre-text pages are those that precede the first chapter as listed above. 
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Title Page/Cover Page 

Section 1: Title. The title of Project/dissertation should be typed in all capital letters one and 
one-quarter inch (1A") down from the top of the page (at the top margin). If title is longer than 
one line, double-space the title and follow the inverted pyramid format. 

Section 2: Identification of the Type of Culminating Experience i.e. project or dissertation? On 

the first line of this section, indicate which one you are completing. 
Section 3: Identification of Your Degree Title. The third component indicates the degree and the 

discipline for which the project/dissertation has been prepared. 

Section 4: Author Namees) and Graduation Date. The fourth component presents the full name 

of the author(s) and the month and year in which the degree will be granted. On the line below 

your name, type the month and year you will graduate. 

a) Acknowledgments Page 
Here you may recognize specific contributions by other persons or institutions, especially if 

financial support was received. It is also customary to recognize the assistance of the graduate 
committee and/or graduate coordinator. The acknowledgment page has only one heading, the 

word "ACKNOWLEDGMENTS" typed in all capital letters. 

b) Abstract 

The SIP/Dissertation/Industrial project by students MUST be accompanied by an abstract. 

The abstract page should have only one heading: ABSTRACT. Type the word "ABSTRACT" 

in all capital letters, 14" down from the top of the page, centered within the required margins. 

The abstract should contain all the essential information about the project/dissertation and 

provide the reader with an overview of the study. 

c)Table of Contents 

The heading "TABLE OF CONTENTS" should appear in all capital letters 1" down from 

the top of the page. The table of contents has four major sections: pre-text pages, body of text 

(chapters or statemetnt of purpose), appendices, and bibliography/references. 

Pre-text Pages in the Table of Contents. The only pre-text pages listed in the table of contents 

are the "ABSTRACT" page, "ACKNOWILEDGEMENTS" page, and the "LISTS" pages, (e.g. 

LIST OF TABLES, LIST OF FIGURES, etc.) in all capital letters. These entries should be flush 

with the left margin; double spacing between each entry. 

d) Chapters and Headings 

List all chapters and first level (centered) headings in manuscript. On the left margin, type 

the word "CHAPTER ONE" in all capital letters followed by a colon (:) and the title of the 

chapter, the chapter titles should also be in all capital letters. If the chapter title is too long to fit 

on one line, single space the carry-over line and line it up directly beneath the first letter in the 
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first line of the title. Number each chapter consecutively, spelling out the number (e.g. 
CHAPTER ONE," "CHAPTER TwO," "CHAPTER THREE," etc.). 

After that, list the first-level headings (i.e., those that are centered in the text). First-level
headings should be indented % inch from the left margin. Double-space between each new 
heading you list. Headings should not be typed in all capital letters; instead, only capitalize the 
first letter of each major word. If a heading is too long to fit on one line, single space the carry 
over line. Only first-level headings are required to be listed. Follow the same guidelines for 

listing the second and third level headings, but indent each an additional half-inch from the left 
margin to indicate their level in the text. Therefore, second level headings would be indented one 

(1) inch, and third-level headings would be indented one and a half (1.5) inches. The table of 

contents should include all the chapter divisions and first- level (centered) headings of text, but 
do not list additional levels of subheadings unless you choose to do so. All similar subheadings 
should be indented an equal amount, i.e. chapter headings are at the left margin, subheadings are 

indented one-half inch ("). Further divisions within the subheadings should be indented an 
additional half inch from the left margin. Make sure that the headings and chapter titles listed in 

your table of contents are worded exactly the same way in the body of the text. All titles and 
headings in the table of contents must be exactly like those in the text in wording, spelling and 

capitalization. 

e) Appendices 

In the table of contents, appendices are listed BEFORE the references(or bibliography). Each 
appendix should be titled "APPENDIX" in capital letters. If you have more than one appendix, 

each must be assigned a capital letter (e.g "APPENDIX A", "APPENDIX B", "APPENDIX C", 

etc.). 

f Bibliography/References 

The last entry of the Table of Contents is the heading "BIBLIOGRAPHY, or 
"REFERENCES," or "WORKS CITED," typed in all capital letters. 

g) Format for List of Tables 

The List of Tables follows the Table of Contents on a new page and is numbered with a 

lowercase Roman numeral. A List of Tables is only used when tables appear in the main body 

of the text. Tables located in the appendices are not included in the List of Tables. 

The title, "LIST OF TABLES," falls 14" down from the top of the page. Table titles should 
begin with the word "Table" and are numbered sequentially in the order in which they appear in 

the text. A period usually separates the table number and table title. Single-space titles too long 

for one line and line up the first word in the second line with the first word in the title. Double 

space between titles. 

h) Format for List of Figures 

The List of Figures follows the List of Tables and uses the same format. A List of Figures is 

only included when figures appear in the main body of the text. If figures are listed as appendices, 
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do not create a list of figures. The title, "LIST OF FIGURES" falls 1* down from the top of 
the page and the page is formatted like the List of Tables. Figure titles should begin with the 

word "Figure" and the figure number. A period usually separates the figure number and title. The 
List of Figures should be double-spaced, as is the rest of your manuscript. Single- space titles 

too long for one line and line up the first word in the second line with the first word in the title. 

At least three dots should be left between the end of the last word in the title or caption and the 

page number. 

Make sure that the List of Figures contains exactly the same title used in the body of the 

manuscript. All page numbers in the List of Figures should be right justified at the right margin. 
The titles and page numbers should be separated with a series of periods and spaces (dot-leaders). 
Dot leaders must either extend all the way to the page numbers or line up vertically before them. 

3. Format for Body of Manuseript 

The body of the text explains, illustrates, argues for, and in some cases proves by 

organizing in a coherent manner the evidence gathered from various sources. The manuscript 
will usually be divided into several chapters, some or all of which may be prescribed by the 

department. The text should be clear, accurate, and written in an academic, scholarly style. The 

presentation of the manuscript is nearly as important as the research; take time to edit and 

proofread the final copy of the work carefully. 

Manuscripts should be typed double-spaced in Arial 12- point font. The same font is used 

throughout the manuscript- headings, chapter titles, page numbers, table of contents, etc. should 

be in Arial, 12 point font. Paragraphs should be indented % inch, or five spaces. The margins 

throughout the manuscript should be as follows: left margin, one and one-half inches (1%"); right 

margin, one inch (1*"); top and bottom margins, one and one fourth inches (14"). Pages should 

be set up to print single-sided, not double- sided. 

a) Chapter Titles and Headings 

Chapter Titles 

Begin each chapter on a new page. Place the word "CHAPTER" and the number at the 

top of the page and the chapter title one double-spaced line below this. The number of the chapter 

is always spelled out (e.g. ONE, TWO, THREE, etc.), and chapter titles and numbers are always 

in all capital letters. These should both be centered over the body of the text. If the title exceeds 

one line, double-space and center all additional lines in the inverted pyramid style. Place two 

double spaces between the chapter title and the text or centered heading, if one is being used. 

Headings 

Headings vary according to the number of levels required to present the material most 

effectively. The three most commonly used levels of headings are the centered heading (first 

level), the flush-left heading or free-standing side- head (second level), and the paragraph 

heading or paragraph side-head (third level). These are demonstrated in the examples below. In 

some works, the number of levels of headings required may vary from chapter to chapter, but 

each chapter must begin with the first level heading. Except for the paragraph heading (third 
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level), headings are set on a separate line from the text, the differentiation between the levels 
being indicated by placement and punctuation. Headings should not be in bold type. 

4. Additional Formatting Matters 

a) Epigraphs 

When used as the heads of chapters, epigraphs are blocked on the right half or two-thirds 
of the page, and they are not enclosed in the quotation marks. They may be typed in italics. The 

author of the quotation and title of the work are given below the epigraph, flush right. A full 
citation should be included in the list of references or works cited. 

b) Listings 

All listings, numbered or otherwise presented, are indented " from the left-hand margin 
and double spaced. 

Any carry-over lines should line up with the first word in the first line of text in the listing. 
Listings may be preceded by numbers, dashes, bullets, or other embellishments. 

c) Block Quotations 

When formatting long quotations, follow the style guide for your program. If you are 

using APA format, block quotations that are 40 words or more should be indented " from the 
left margin. If using MLA format, direct quotations which are four or more lines in length are 

presented as block quotations and indented 1" from the left margin. Block quotations are usually 
double spaced; check with the style guide for your field. If the quoted material begins mid- 

sentence, a series of three ellipsis points, each separated by one blank space should precede the 

material (for example".. that the entire system is growing"). Do not use quotation marks around 
block quotations as the process of blocking indicates that the material is a direct quotation. Unlike 
in-text quotations, for block quotations, all reference citation material falls outside of the closing 

punctuation. 

Tables d) 
Numerical results of research are frequently presented in tabular form. Some programs require 

students to follow the programs' style manual for creating tables. 

e) Placement of Tables within Text 

All tables should include a table number and title, placed directly above the table. Tables placed 

within the text should be numbered consecutively. All tables are numbered in Arabic numerals. 

Each table should be placed as close to the first reference to it as possible. However, the table 

should not be placed in the middle of a sentence, breaking up the text. Leave two double-spaces 

(four blank lines) above and below each table to set it off from the rest of the text. 

Figures 

All figures, illustrations, photographs, maps, diagrams, and similar presentations must be 

professional quality. Graphs and diagrams may be created through computer graphics programs. 

Placement of Figures within Text 



Place your figures in the body of your text. Figures are usually labeled at the bottom and the 

caption should not exceed the width of the figure. All figures are numbered in Arabic numerals, 
and all references should be by t 

g) Appendices 

An appendix contains material too detailed for inclusion in the body of the work. When 

diverse materials are included, create an appendix for each group of data (questionnaires, 

correspondence, figures, etc.). Appendices will vary in format, and a certain degree of freedom 

is allowable. Spacing (single or double) is determined by the content; the appendices must 

observe the margin requirements, but NOT the font, type size, or other requirements. This is 

where pictures, tables or other items can be placed; however, large items must be reduced to fit 

within the required margins. The decision to include the information is determined by readability 
and overall importance and relevance to the work. 

Each appendix should be assigned a consecutive uppercase letter and title, (APPENDIX A: 

TABLES, APPENDIX B: FIGURES, APPENDIX C: 

5. Bibliography/References 

The format for citing sources in a project/dissertation will be determined by the appropriate 

departmental style guide. In addition, the title of the reference section (for example, 
"REFERENCES," "BIBLIOGRAPHY" OR "REFERENCES CITED") is determined by the 
departmental style guide and should be typed in all capital letters and centered 1" down from 
the top of the page. The same title appears in the table of contents. Double space between the 

title and the first entry in the list of references. 

Referencing styles: 

APA (American Psychological Association) system (https://www.student.unsw.edu.au/apa) 
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(Name of Program) 

by 

(Name of Candidate) 

Under the Supervision 
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Annexure -lI 

CERTIFICATE FROM THE SUPERVISOR 

This is to certify that the work incorporated in the project report entitled "TITLE OF THE 

PROJECT is a record of work carried out by Name, Enrol. No. Under my guidance and 

supervision for the award of Degree of . .SAGE University, Bhopal.************************** 

To the best of my/our knowledge and belief the project report 

I.Embodies the work of the candidate/s himself/themselves, 

II. Has duly been completed, 

II. Fulfils the requirement of the ordinance/guidelines relating to the ... degree of the 

University and 

V. Is up to the desired standard both in respect of contents and language for being referred to 

the examiners. 

Name of Supervisor Name of Co-Supervisor 

(Affiliation) (Affiliation) 

The project work as mentioned above is here by being recommended and Forwarded for 

examination and evaluation. 

HOS/ Dean 

Name of School 
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Annexure IV 

PLAGIARISM CERTIFICATE 

.We (Name of Supervisor) .. (Nameof 
** ** ********** 

Co-Supervisor) certify that the Thesis/Report titled 

Submitted by Mrl Ms 

Enrollment No... .. has been run through a 

Plagiarism Check Software and the Plagiarism Percentage is reported to be 

%. 

. Plagiarism Report generated by the Plagiarism Software is attached. 

I. The project has not been submitted elsewhere for publication or award of any other 

Degree. 

Signature of Co Supervisor Signature of the Supervisor 

Signature of the Student 
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SAGE University, Bhopal
Standard Operating Procedure

Students' Semester Registration & Attendance
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Name of Approval
Authority:
Signature:
Date:

Vice Chancellor SOP No.:

Page No.:
Revision No.:
Date:

of7

03-10-2022

General Guidelines

academic calendar.

current semester through ERP.

which a student is not able to clear the fees and register. In all such cases, an application is to
be taken by mentor and forwarded by HOS/HOD/DEAN to DG/VC rhrough CSA for the
rectification and resolution of the issue and gets the candidate registered.

School in the current semester like UC, DC, DSE, GE/Minor specialization courses etc.

Registrar Establishment and subsequent approval of concerned HOS,

concerned course teacher.

Teachers Diary on daily basis.

attendance to be marked in ERP on the same day. There would be NO BACK entry possible if
the faculty missed marking attendance in ERP.

student who have not registered or having low attendance then their parents are required to
be informed [Annexure-V)

the student/parents.
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Name of Approval
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Signature:
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Page No.:
Revision No.:
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S.No Time Period Suggested Format Page No

L Before start of Semester Annexure-l 3

2
Up to 10 days after the last date of

Registration
Annexure-ll

4

a
J

Between 20 days to 1 month after the last

date of Registration
Annexure-lll

5

4 7 Days before MST-I Annexure-lV 6

5 At the end of every month Annexure- V 7

in academic activity, placement or any other circular & co circular activities.

achievement of any student fails to register for the semester and/or has less attendance with
reference to the minimum requirement he/she may be debarred from ESE[Theory +

Practical's).

SAGE UNIVERSITY BHOPAL Page 2
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SAGE UNIVERSITY, BHOPAL
Katara Extension, Sahara Bypass Road, Bhopal (MP) 0755-6614400

Ref .No, SAGE/ADMIN/NOTICE /2022/ -- Date-------

NOTICE

To

F /M/o.

Sub : Start of I J Semester [Autumn/Spring Semester) fsessionJ from (date)

Details of Student

Name Enrolment No

Program Semester

Dear Student / Parents,

Greetings from Sage University Bhopal !!!

This is to bring into your kind notice that we would like to start Autumn/Spring semester of

[session) from [date). [Please refer the academic calendarJ.

Online Registration and fee payment Schedule through ERP
a. Registration Start date (date)
b. Registration End date (date)
c. Commencement of Classes (date)

For registration through ERP, you need to deposit Autumn /Spring Semester Tution Fees &
Hostel/Bus fee [if applicableJ of [session). 0nly registered students would be al]owed for attending

the classes and online attendance marking in ERP by concern department,

If he/she fails to register till (date), may leads to disciplinary action as decided by the University.

Dy Registrar
[Establishment)

CC:All HoS

SAGE UNIVERSITY BHOPAL PAgE 3
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SAGE UNIVERSITY, BHOPAL
Katara Extension, Sahara Bypass Road, Bhopal (Mp) 0755_6614400

Ref : ...,.,

To

Shri/Sm
F /M/o.

Sub : Semester Registration
Details of Student
Name Enrolment No_-

t

Program Semester

Dear Parents,

[Autumn/SpringJ Semester classes started at University from [Datej and the last date of
registration by clearing fee dues was [DateJ. But, till date, your warcl has not reported for
Registration, hence he/she has been suspended and debarred from attending the classes.
Before it becomes too late, you are requested to contact the undersigned in person
immediately failing which, we will be forced to take further necessary action against him/her.

Please note that attendance of all students are being compiled at regular intervals. If at the
End of Semester the overall attendance is less than 75o/o, we will not allow vour ward to
appear in the university Mid Term / End semester Examination.
Thanks & Regards,

Faculty Mentor

t,... .,...... .....)

Mob No.

Note : To be sent within 10 days of last date of Registration.

H0D/H0S

[Dr. .,......,,..
(Se'al)

Mob No. ...

SAGE UNIVERSITY BHOPAL Page 4
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Annexure- III

SAGE UNIVERSITY, BHOPAL
Katara Extension, Sahara Bypass Road, Bhopal (MP) 0755-6614400

Date

F /M/o.

Sub : Reminder for Registration
Details of Student
Name Enrolment N

Program Semester

Dear Parents,

Your ward has not registered in the Semester so far inspite of so many telephonic calls /
messages through whats app and an email on (Date)

Please note that attendance of all students are being compiled at regular intervals. If at the
End of Semester the overall attendance is less than 750/0, we will not allow your ward to
appear in the University Mid/ End Semester Examination.

You are once again being given an opportunity to send your warcl for reporting in the
University within 3 days otherwise University will be forced to debar your ward from this
Semester.

Thanks & Regards,

Faculty Mentor Hob/H0s
[Dr. ....,.,.... , ...)

ISeal)
Mob No. ...

t. )
Mob No.

Note : To be sent within a month from start of the Semester.

SAGE UNIVERSITY BHOPAL Page 5
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SAGE UNIVERSITY, BHOPAL
tilillnt{$l1I

$tI0rtt Katara Extension, Sahara Bypass Road, Bhopal (MP) 0755-6614400

Shri/Sm
F /M/o.

Sub : Debarment of your ward from appearing in I Mid Term Examinatiorl

Details of Student

Name Enrolment N

Program Semester

Dear Parents,

Inspite of our three letters dated (Date 1,Date Z,Date3Jyour ward has not registered for the

current semester and his/her attendance as on date is very poor. Hence, your ward is being

debarred from attending I- Mid Term Examination'

please note that attendance of all students are being compiled at regular intervals, If at the

End of Semester the overall attendance is less than 75o/o, we will not allow your ward to

appear in the University Mid/ End Semester Examination.

Thanks & Regards,

Faculty Mentor

)

Mob No.

Note: To be sent one week before the start of I - MST

HOD/HOS

[Dr. ... . ..'." .".)
ISeal)

Mob No.

SAGE UNIVERSITY BHOPAL Page 6
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SAGE UNIVERSITY, BHOPAL
Katara Extension, Sahara Bypass Road, Bhopal (MP) 0755-6614400

Date

Shri/Sm
F /M/o.

Sub : Short Attendance Notice

Details of Student
Name Enrolment N

Program Semester

Dear Parents,

As per our records, attendance of your ward as on date is very poor. Hence, your ward is may

be debarred from attending I- Mid Term Examination scheduled from Nov Tonwards.

Please note that attendance of all students are being compiled at regular intervals. If at the

End of Semester the overall attendance is less than 750/o, we will not allow your ward to

appear in the University Mid/ End Semester Examination'

Thanks & Regards,

Faculty Mentor H0D/HOS

. [Dr ....)

Mob No. ISeal)
Mob No.

Note: To be sent at the end of every month'

SAGE UNIVERSITY BHOPAL Page 7
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SAGE University, Bhopal 
SAGE 

Standard Operating Procedure 

Organizing Academic Events 

(Conference/Seminar/Workshop/FDP/HR Meet/Advisory Meet) 

09 
1 of 15 

SOP No.: 
Name of Approval Authority: Vice Chancellor 

Signature: 
Page No.: 

1o se2 Revision No.: 

Date: Date: 

Introduction 
It is very important for any University to organize various activities which are academic in nature such as 

Conference/Seminar/Workshop/FDP/HR Meet/Advisory Meet for the growth and development of the 

Students/Teachers/Other stakeholders of the University. 

ObjectivesS 
The events are organized with the following objectives 

i) To have knowledge about current trends in the research areas/Technology/ Industry practices 

ii) To give exposure to Stakeholders 

i) To have Networking with Peers /Professional Bodies/Industrial Organizations 

iv) To have strong branding for the University 

vTo Score better marks under various categories in NBA/NAAC/ NIRF/QS/THE rankings. 

Process 
i) School should appoint Coordinator(s) of the event Proposed 

ii) Coordinator will prepare a draft proposal and get it forwarded through HOD/HOS/Dean for the 

recommendation /approval of DG/Nc/ED/Pro Chancellor. Draft proposal should have the 

(Annexure-1) Page No 3-6 
following: 

a) Theme 

b) Brochure 

c)Proposed dates 

d) Advisory Board 

e) Tentative proposed expert 

f Tentative Budget/ Budget 

8)Expected amount of Sponsorship from outside University 

University Contribution / Sponsorship (if any) 

SAGE INIVERSITY RHOPAI. Paoe 1 



SAGE University, Bhopal 
SAGE SAGË Standard Operating Procedure RINGING HsriNESs T0 OIETY 

*** 

Organizing Academic Events 

(Conference/Seminar/Workshop/FDP/HR Meet/Advisory Meet) 

Name of Approval Authority: 

Signature: 
Vice Chancellor SOP No. 

Page No.: 
09 

2 of 15 
Date: Revision No.: 

Date: 

i) Coordinator should apply for the grant from various Sponsoring agencies such as DST/MPcoST/ 

CSIR/AICTE/UGC/NAAC/AIMS/ NABARD or any other relevant organization. 
iv) For effectively organizing event, various,committees to be formed (Annexure-2) Page No 7-8 

v Sponsorship letter needs to be prepared to take Sponsoring form organizations against stalls 
/advertisement in Souvenir Product display/nomination of faculty/Students etc. (Annexure-3) 
Page No 9-10 

vi) Brochure needs to be circulated to various organizations for nomination of students/faculty 

vi) All the guests to be invited through Phone/E-mail etc. by sending an invitation Draft. invitation letter is 

attached (Annexure-4) Page No 11 

viii At the end of event, all the guests to be sent a thanks letter along with related photographs and 

event report (Annexure-5) Page No 12 

ix) At the end of the event, a concluding file to be prepared and submitted in Library/ School 

(Annexure-6) Page No 13 

x A brief summary of the event to be prepared and its soft copy to be send to Registrar office for record 

(Annexure-7) Page No 14-15 
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Annexure-1 

SAGE University, Bhopal 
SAGE E Standard Operating Procedure 

Organizing Academic Events 

(Conference/Seminar/Workshop/FDP/HR Meet/Advisory Meet) 

SOP No. 
Page No.: 

09 
3 of 15 

Vice Chancellor Name of Approval Authority: 
Signature: 
Date: 1oo Revision No.: 

Date: 

Brochure Contents 
About the University 
About the Event 
Event Obiectives 
Call for Papers & Posters 
The broad areas/ sub-areas that will be of interest for the conference are 
Guidelines for Abstract Submission_(In Case of Conference) 

Only Registered delegates can attend the Conference. 

The abstract should not exceed 400 words and have a maximum of five keywords. 

Posters must be submitted electronically as a PDF with following specifications: 
One Power Point Slide using the 16:9 ratio resolution setting 

Font: Times New Roman 

No video 
Maximum file size 10 MB 

Save the final slide presentation as a PDF file 
The research paper is to be typed in Times New Roman with font size 12 and line spacing 1.5, headings 

to be typed in font size 14 bold and footnotes in font size 10. 

Only original, unpublished research work, not exceeding 5000-6000 words, should be sent. 

All the authors, in case of co-authors, must register individually. At least one co-Author should be 

available to present the paper at the conference. 

Registered candidates cannot claim for a refund due to absence or withdrawal from the conference. 

. The abstract must include the title of the paper, author(s) name, designation, Name Of Institution/ 

Organization, mailing address, email address and contact number. 

Softcopy of the paper must be submitted in A4 size page, portrait lay out using Times New Roman font 

with the heading in size 14 and the body of the text in size 12 with 1.5 line spacing. 

Selected papers will be notified by email. 

.Please follow the link for electronic submission: Easy Chair link 

The author(s) should clearly mention under what track of the conference the abstract is to be included. 
Authors shall use APA 7th edition formatting style. 

Points to be considered while designing the poster: 
Scientific problem (what's the question?) 

Its importance (why should we care?) 

How the experiment addresses the problem (what's your strategy?) 
The experiments performed (what did you actually do?) 

The results obtained (what did you actually find?) 
.The conclusions (what do you think it all means?) 

. Future prospects (where do you go from here?) 

Page 3 SAGF IINIVERSITY RHOPAI. 



Note: Other relevant research papers may also be considered after extensive review for presentation and 

publication. 

Design your poster to address one central question and to provide an explicit take-home message. The Poster 

Category can be any one: 

1. Original study or research displays an abstract, strategy, methods, results, and conclusion. 

2. Evaluation of a method, device, or protocol-describes a systematic evaluation of a newer technique or 

device. 

Who should Participate 

Academicians 

Entrepreneurs 
Research Scholars 

Policymakers 
.Practitioners 

UG/PG Students 

Important Dates: 
Last date for abstract submission 

Full Paper Submission Deadline 

Acceptance of Full Paper 

.Registration Deadline 
Conference Date 

Abstract Submission Link 

Registration Fee 
Fees SN Category 

1. Academicians (Single/First Author) 
2. Research Scholars 

INR 

INR 

INR 
3. UG/PG Students 

4. For each Co-Author/Attendees 

5. International Participants 

INR 

US $ 

Payment Link: 
Contact Detail 
Contact Person: 

Contact No: 

Email: 

Paoe 4 
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Advisory Board 

Chief Patron 

Er. Sanjeev Agrawal 
Honorable Chancellor 
SAGE University Bhopal and SAGE University Indore 

Patron(s) 
Dr. Prashant Jain 

Honorable Pro-Chancellor SAGE 

University Bhopal 

Ms. Shivani Agrawal 
Honorable Executive Director SAGE 

University Bhopal 

Dr. V.K. Jain 

Honorable Vice-Chancellor 

SAGE University Bhopal 

There must be 5-10 National/lnternational Senior persons in the Advisory Board 

Resource Persons/Experts Details 

Event Chairperson 

Event Convener(s)/Coordinator(s) 

auaL nILOn AL Page 5 



Tentative Budget 

A. )Sources of Income 

Amount () S No Sources 

1. Registration Fee (@---per head *expected registration no of students) 

Registration Fee (@-per head expected registration no of delegates) 2. 

3. Sponsorships (External/lnternal) 

Total 

B.) Expenditure Heads 

S No Heads Expenditure Remarks 

amounts ) 
TA to Experts Approx No of Experts 

1. 

Honorarium to Experts(if any)
Lunch 

Accommodation of Speakers 
Brochure/Preconference 

Souvenir 
High Tea 

Certificates 

1a. 
Appx. No of person@ 
Delegate will stay at Guest House SUB 

Brochure send by Email/Whatsaap 

Soft copyY 

2. 
3. 

4. 

. 
No of persons @- 

No of Certificate @- 

Approx No of Kit @@ 

6. 

Kit 

Banner 
Memento 
Best paper/poster presenter 

Awards 
Misc.( Campus Decoration, 

Stationary items) 
Total 

9. 

10. 

11. 

12. 

Students Competitions (if any) 
1. Research Paper Competition (First@-- Rs Cash, Second *****=-*-*-- Rs Cash) 

Rs Cash, Second @--- Rs Cash) ***** 

2. Poster Competition (First @-. 

3. Project Competition (First@- ******* Rs Cash, Second @ 
4. Business Proposal Competition (First @ 

Teachers Competitions (if any) 
1. Research paper Competition Category 1 (First @- Rs Cash, Second@- Rs Cash) 
2. Research paper Competition Category 2 (First @- Rs Cash, Second @-- Rs Cash) 

----- Rs Cash) 

---------- Rs Cash, Second @-- - Rs Cash) 

Page h 
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Annexure-2 
SAGE University, Bhopal 

SGE 
Standard Operating Procedure SAGE. 

Organizing Academic Events 

(Conference/Seminar/Workshop/FDP/HR Meet/Advisory Meet) 
Name of Approval Authority: Vice Chancellor 
Signature: 

SOP No.: 09 
Page No. 
Revision No. 

7 of 15 
Date: o5ho 

Date: 
Ref: SUB/. Date... ********** 
To,

Conference/Seminar/Workshop/FDP/HR Meet/Advisory Meet on 

Date: 

Organizing Committee 
|Sr Name of Members Functions/Responsibilities Due Date 

No Committee Name 

Core 1. To plan, prepare budget, get From conception till 
approval, prepare brochure (Conveners) Closure report 
2. Promotion of Conference and submission file in Lib. 
attracting a good no of 

papers/Models/Projects/Posters, 
participants etc. 
3.To invite all experts 
4.To coordinate with Technical 

Program Committeee and other 
committee 

5.To send thanks letters to all experts 
6.To prepare the Conference file and 

submit it in Lib for reference 
1.To arrange Guest House/Hotel to One Month prior till 
Invitee experts/participants 
2.To make travel arrangements to 

Reception and 

Hospitality 
2 

conclusion of the event 

guests 
3.To take the guests to local sight 

seeing 
4.To Make arrangements for the High 

Tea, Lunch Dinner etc. 
1. To review and edit the research Two Months prior to the 
papers and communicate with the | date of Conference till 

3 Technical Program 

authors Conference organization 
2.To make the Paper presentation plan 

3. To arrange for the messages to be 

published in Souvenir of Dignitaries 
such as PM, CM, Minister, Sr Scientists 
and Professors. 
4. To coordinate with Session 
Chairs/Co Chairs and arrange for the 
Memento, Certificate, TA etc. 
5.To be available as rapporteur in all 

A IoD 



the sessions and coordinate with 
experts and participants 

6. To create, circulate and collect the 

feedback from all the 

participants/experts. 
1. To arrange for the Funds from 

funding agencies, Book Suppliers, 
Industry or any other relevant agency. 
2. To get advertisement of Sponsors in 

Sponsorship 
Committee/Brand 

Six Months prior to the 

date of Conference till 

ing Conference organization 

Souvenir 

3.To print required banners/standees 
and promote the event through social 

Media/Print Media 
1. To finalize the Kit/Bag/Pad/Pen etc. 5 Registration and One Months prior to the 

Certificate 2. To finalize Memento to date of Conference till 
Guests/Winners/Runners up 
3. To get Certificates Printed 

prepare & distribute 

Distribution Conference organization 

4.To the 

certificates 
1.To arrange for Venue, its decoration, One day prior to the 
installation of Banners, standees, event dates 

Venue 

Management 
flowers etc as per need 

checking 
System/Pad 

bottles/University 
Literature and related promotion 

2.To arrange for 

Projector/AC/Audio 
Pen/Water 

material 
3. Arrangement for Tilak, Saraswati 

vandana, bouquet, memento to guest. 
1.0rganize for Cultural program as per Cultural On the days of event 
need 

2.To organize for the students 

dresses/makeup/take budget approval 
3.To maintain discipline back stage 
1. To maintain students discipline in 

Auditorium/ venue 
8 Discipline and On the day of event 

Attendance 
2.To take attendance as per 

requirement 
1. To see Audio Visual Display, A Day Prior and on day of 
Projector etc 

2.Depute staff for the onsite support 

during the program 
1.To make the venue ready before the 

9 Tech Support

event 

10 Admin Support Before, during and after 
event the event 
2.To depute sufficient support staff at 
the venue 

3.To Change/Modify the bus timingsas 
per the event 
4. Make the things organized after the 

event 

SAGE IINIVERSITY RHOPAI. 



Annexure-3 

SAGE University, Bhopal 
SEE Standard Operating Procedure SAG 

Organizing Academic Events 

(Conference/Seminar/Workshop/FDP/HR Meet/Advisory Meet) 

Name of Approval Authority: Vice Chancellor SOP No.: 09 
Signature: Page No. 9 of 15 
Date: Revision No.: 

Date: 

Ref: SUB/.. Date.. ********* 

Sponsorship Letter 
To, 
---- ------~ 

SAGE University Bhopal cordially invite you as a sponsor in Conference/Seminar/Workshop/FDP/HR 

Meet/Advisory Meet to be held on -(Date--) at SAGE University, Bhopal 

In making a commitment to become a sponsor, your company will be assured high profile exposure at this 

Conference/Seminar/Workshop/FDP/HR Meet/Advisory Meet. 
Please take a few moments to read our proposal. We have appended the brochure for your perusal. If you 
require further information about sponsoring, please contact Dr, ------ - at the SAGE University 

Bhopal, +91 --- or email: ----- ---- To secure your place in the event, 
simply choose the sponsorship option that best suits you, and contact the organization team the event. 

Event Details 

Kind of Event: 
Date: 

Venue: 

The prime objective of this event is to bring experts, researchers and innovators from academia, R & D and 

industry working in the various fields of science & technology together and provide them a forum for knowing 

what is happening in the research arena, identifying and conceptualize new ideas and sharing their valuable 

findings and thoughts. The event also aims to create research interest in the minds of young graduates to 

pursue research as their career. It will facilitate and promote interdisciplinary research among researchers and 

help in reducing the gaps between different disciplines. 

Who will attend? 

The event is relevant to: 

Students 

Researchers 
Faculty Members 
Industry Executive 

Expected Number of Participants: We are expecting over- attendee from all over the country. The event will 
be promoted through websites, newspapers, and extensive email lists. 

SAGE IINIVERSITY RHOPAI. Page 9 



Sponsorship benefits 

1. The event will be promoted to key Stakeholder in (relevant field) worldwide through newsletters, 

websites, brochures, Social Media and publicity, ensuring wide exposure for sponsors and their 

identification with related research. Your brand will also receive extensive exposure on conference 

material, banners and in the satchel. 
2. Networking with event Speakers/Expert of the event will share their views and insights on the event 

topics. Their presence will be valuable to sponsors who wish to interact with them. Your 

representatives can network with key national & international event delegates to update their 

knowledge and understanding of your organization and services. 
3. Strengthening the corporate Image through the event, your company will be projected as an important 

player and leader committed to activities that benefit the academic &sclence life community. The 

event can also directly support your venture's marketing efforts by offering brand positioning, and 

image association. 

All sponsors are promoted prior to and at the event as well as in the event, depending upon the level of 

sponsorship agreed. 

PLATINUM SPONSOR - INR- 

Exclusive: only few Platinum Sponsorships are available 

Naming a session or reception (poster reception or icebreaker) after the sponsor 

Prominent display of company logo in presentation rooms and Banners 

Company logo included in the souvenir 

Space for a booth at the venue to the company during the whole event. 

Complimentary full registrations which includes attendance at all event sessions 

Acknowledgement of Platinum Sponsorship on all promotional material 

Inclusion of leaflets, flyers and paraphernalia (e.g. writing pads, pens) in event bag 

Specific requests might be accommodated (upon further agreement) 

GOLD SPONSOR - INR--- 

Display of company logo in presentation rooms and Banners 

Company logo included in the souvenir 

Complimentary full registration which includes attendance at all event sessions. 

Acknowledgement of Gold Sponsorship on all promotional material 

Inclusion of leaflets, flyers and paraphernalia (e.g. writing pads, pens) in event 

SILVER SPONSOR - INR -

Acknowledgement of Silver Sponsorship on all promotional material 

Inclusion of leaflets, flyers and paraphernalia (e.g. writing pads, pens) in event bag. 

Please note 

1. The production of banners and any promotional material is the responsibility of the sponsor. 

2. The arrangement of booth/business stand out has to be arranged by sponsor. 

Page 10n 
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Annexure-4 

SAGE University, Bhopal 
Standard Operating Procedure 

SAGE 
SIGE BRIING HArrNS TO SOCIITY 

Organizing Academic Events 

(Conference/Seminar/Workshop/FDP/HR Meet/Advisory Meet) 

Vice Chancellor SOP No.: 09 Name of Approval Authority: 

Signature 
Page No.: 11 of 15 
Revision No.: Date: 
Date: 

Date: .********** Ref: SUB/...... 

Invitation Letter 
To, 

Sub.: Invitation as Chief Guest/Guest of Honor/Special Guest/Expert in Conference/Seminar/Workshop/FDP/ 

HR Meet/Advisory Meet on Date-- in the Inaugural/Valedictory function at Time ---Venue- 

Dear Sir/ Madam 

Greetings of the day!! 

The SAGE University, Bhopal is a fastest growing Educational Institute of central India under the banner of 
SAGE Group. The SAGE group under the dynamic vision and persevered leadership of Honorable Chancellor Er. 
Sanjeev Agrawal has earned erudition in various disciplines of Learning. In pursuit of its sustained mission of 
sharing qualitative knowledge and research in partnership with highly qualified faculty, in fields of 

SAGE Group provides excellent learning centers with the state-of-the-art facilities. The unmatchable 
twenty years of experience at the Learning Centers has contributed in pioneering outstanding teaching skills 
and practices, most suitable for ever evolving industrial and environment sector. 

This event is going to provide a platform to Researchers, Academician and Industry Person working in 

various areas of Broader Discipline to represent their works and to flourish the dimensions of the theme of 

the conference. The speakers would be coming from most of the well reputed Universities/ Research 

Institutes. Participants will be well conceptualized and benefitted by interactive sessions to be delivered by 

subject experts from both Academics and Industry which will help in enhancing the quality of their research 

& teaching, giving new dimensions to their research. 

The programme details (brochure) are attached herewith for your kind perusal 

We would be grateful to you for your kind presence as 

Thanking you in anticipation. 

Warm Regards 

SAGE INIVERSITY RHOPAI. 
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Annexure-5 

SAGE University, Bhopal 
Standard Operating Procedure SGE 

SAGE 4 
INCINGItartssrs TO s1eTY 

Organizing Academic Events 

(Conference/Seminar/Workshop/FDP/HR Meet/Advisory Meet) 

Name of Approval Authority: Vice Chancellor SOP No. 09 

Signature: 
Page No.: 12 of 15 

Date: 
Revision No.: 

Date: 
Date.. ******e** 

Ref: SUB/. **** 

To, 

Thanks Letter 
Dear Sir/Madam, 

Greetings of the Day!! 

On behalf of SAGE University Bhopal I would like to express sincere gratitude to your for taking time from your 

busy schedule to be the Expert in the (event name) organized at SAGE University, Bhopal. 

Your presence and wise words helped magnify our cause in the best possible way. The (event name) was a 

huge success. 

I also thank you on behalf of our other speakers and guests who were thrilled to have you and for the 

deliberations done. Your enlightening words inspired so many people out there. 

Once again thank you for your participation. We would look forward to have more such interactions with 

your in the future. 

Please find attached the event coverage in Print/Electronic Media, report of the event along with few 

photographs for your records. 

Best Regards 

Pace 12 



Annexure-6 

SAGE University, Bhopal 
SIGE; SAGE Standard Operating Procedure 

Organizing Academic Events 
KIETY 

(Conference/Seminar/Workshop/FDP/HR Meet/Advisory Meet) 

Name of Approval Authority: Vice Chancellor 
Signature: 

sOP No.: 09 
Page No.: 13 of 15 

Date: Revision No.: 

Date: 

Event File Creation 

In order to have better documentation of the events being organized by Faculty/HOD/HOS/ Clubs/Societies, 

please maintain a file (Hard copy) and keep one copy in the Library and one copy in the School within one week 
after conduction of the event with the following documents: 

Documents List 

1. Report of event with Photographs 

2. Copy of news coverage, If any 

3. Copy of detailed Schedule/ Minute to Minute Program of Inaugural, Valedictory, Technical 

Sessions etc 

4. Detail of all the Income &Expenses with Budgeted and Actual expenditure comparison 

5. Basic Proposal which was duly approved by Senior Authorities of University 

6. List of participants with paid fee details 

7. Receipt /Acknowledgement of A/C Department 

8. Brochure(s) 

9. Creatives (all) 

10. Copy of invitation mail to experts 

11. Copy of thanks letter to experts 

12. Sample copy of the Flex/Certificates/ Standees 

13. Sample copy of the Memento/text printed in it etc 

14. Details/brief resumes of all experts invited 

15. Copy of the Souvenir /any other document printed 

16. All the original messages of the Dignitaries, Experts printed in Souvenir 

17. Any other relevant document 

Note: Librarian will confirm the receipt of the Physical file in the Library duly signed by Coordinator and 
HOD/HOS through mail to Vc/Registrar/ Concerned HOS/HOD/Faculty members. 



Annexure-7 

SAGE University, Bhopal 
SIGE Standard Operating Procedure SAGE. 

OIFTY 

Organizing Academic Events 

(Conference/Seminar/Workshop/FDP/HR Meet/Advisory Meet) 

Name of Approval Authority: Vice Chancellor 
Signature: 

SOP No. 09 
Page No.: 14 of 15 

Date: Jolosh Revision No.: 

Date: 

Ref: SUB/.. ************ Date:. *********** 

Report of Event 
A) Brief Detail 

Sr No Head Remark/ 

Requirements 
Description 

Name of the School 

(Organizer) 
Type of Event/Activity Conference/Seminar/Workshop/FDP/HR Meet/ 

Advisory Meet /Seminar/ Extension Activities/ 

Training Program/Culture/Sports/Outreach 
Program/Day Celebration/Skill Development/ 
Gender Sensitization/Anti Ragging/Placement 

2 

Training/Competitions/NSS/others 
(From-To): DD/MM/YYYY 3 Dates of Event 

Title of Event Example- 4 

International Conference on Recent Advances in 

Science and Engineering-2022" 
Venue 

Name(s) of Chief 

Guest/Special 
Guest/Resource 
Person/Speaker(s): 
If any 

6 

Name of Coordinator 

8 Details of Collaborator/ 

Sponsor: If any 

Details of Participants 
(Faculty Members and 

Students separately) 

9 

SACEIUNIVERSITY RHOPAL Paoe 14 



B) Brief about the Event (Minimum 50 Words) 

C) Outcome/Impact of Event / Activity in Brief 

D) Attachment: (Where ever Available) 

Photographs 
Press Release 

Fund utilization in case of external sponsorship 

Letter of Collaboration/Sponsorship 

Signature of Coordinator 

(Name) 

Signature of HOS 

(Name) 
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SAGE University, Bhopal
Standard Operating procedure

Conduction of University Level Events including
National Festivals
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Name of Approval
Authority:
Signature:
Date:

Vic_e Chancellor SOP No.; 
--35_Page No.:

Revision No.:

Date:

Introduction
With a view to streamline the set of events required to conduct various activities like Annual
function, Annual sports meet and celebration of National festivals, Interuniversity events, fresherparty, farewell party etc. it is necessary to a simple mechanism where it guides the performer to do
the assigned tasks in a better way to achieve quality through continuous iriprovement.
Process

Whole event management activities can be dirrided into three categories i.e
o Pre Event Activities
o During the Event Activities
o Post Event Activities.

Pre-Event Activities
In Principle Approval
The Event Coordinator should take principle approval to conduct the event from University
Management.

Team Formation
A team comprising of active members from the University should be formed headed by Honorable
Vice Chancellor/Director-General, depending on the type of event. An event coordinator and other
members should be deployed with responsibilities on the following subcommittees, such as:

Organizing Committee

13

SN Committee Member Functions sibilities Due Date
1 Core would be responsible for Budget, nt approval,

Strategic Planning, Overall Monitoring, Wrap-Up,
DocumentationFee

2 Venue
Management

Logistics, Transportation, Parking, VIP Guest
arran me & mana ment
invitations, RSVPs, greeters, registration, seating
arra en etc

3 Guest
Management

4 Speakers/
Presenters
Management

selecting, confirming, logistics, management, etc

5 Activities/Entert
ainment

Web presence, events calendars, printed programs,
media relations, signage, social media, etc
Sponsor/partner management

SAGE UNIVERSITY BHOPAL Page 1



SAGE University, Bhopal
Standard Operating procedure

Conduction of University Level Events including
National Festivals

SOP No.: _-_35_
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Name of Approval
Authority:
Signature:
Date:

Page No.:

Revision No.:

Date:

2 13

Determining the Theme of the Event
choosing a timely and compelling theme to complement event objectives (i.e. expectation from theevent, how to get attraction and title of the event)

Budget Establishment
A comprehensive budget, listing all expenses for all functional areas of event, and determiningwhich
expenses will be assumed by the host, potential sponsors, and/or by the attendees [fee) neeJs to beworked out (Annexure - I)

Determine Venue/Location

When determining the location for the event, the following points needs to be considered:
a) The Capacity of the venue to accommodate the Guests and the Target Audience
b) Considering weather, especially if considering an outdoor venue. Security (needed? If so,

how much and for how long?)

c) Be sure to build in ample set-up and clean_up time
dJ Parking availability [including designated parking for Trustees and other VIps).
e) Audiovisual needs, consider the following potentialA/v needs..

o Sound system

o Projector

o Screen

o Microphone [podium mic, standing mic, handheld, collar mic, etc.)

o Internet connection (for accessing YouTube or other online contentl
o Laptop fprovided by facility vs. bring your own to connect to their system)

SAGE UNIVERSITY BHOPAL
Page 2



SAGE University, Bhopal
Standard Operating procedure

Conduction of University Level Events including
National Festivals

Vice Chancellor SOP No.:
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Name of Approval
Authority:
Signature:
Date:

_35_
3of 13Page No.:

Revision No.:

Date:

0 Consider other potential facility needs as well:

o Podiums

o Conference Speaker Name plates

o Extension cords

o Photography

o Videography

g) Accommodation of Guests:

If the event involves out-of-town guests, travel time and cost to reach a destination, cost of
accommodation of the guest to be taken care.

Invitation to Guest

All the guests to be invited through Phone/E-mail etc. by sending an invitation Draft.
Invitation Ietter is attached (Annexure - II)

Setting up an Event Date
while setting up to event following points needs to be considered:

o Checking the Academic Calendar and seeking permission from the respective HoS

o Checking availability with key participants- e.g., speakers, presenters, VIp guests, etc.

Checking the statutory and religious holidays

Advertising & Promotion
Adequate publicity and promotional items Iike invitation, Web page, powerpoint template, posters,
directional signage, etc needs to be designed and printed.

SAGE UNIVERSITY BHOPAL Page 3



SAGE University, Bhopal
Standard Operating Procedure

Conduction of University Level Events including
National Festivals

Vice Chancellor SOP No.:

c
Page No.:

Revision No.:

Date:
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Name of Approval
Authority:
Signature:
Date:

-_35_
4 f13

Identify and Establish Partnerships & Sponsors
Seeking corporate sponsors and partners, to fund a portion of the event. The partnership could
defray the costs and increase potential participation. The partnership & sponsorship can range from
small scale to large scale Industries. Sponsorship letter needs to be prepared to take Sponsoring form
organizations against stalls/advertisement in Souvenir Product display/nomination of
faculty/Students etc. (Annexure - III)

SAGE UNIVERSITY BHOPAL Page 4

Plan Menu for Meals and Refreshments

o Plans refreshments accordingto nature of the event [if any)

o Ensuring enough time for guests to eat leisurely, network, or socialize with colleagues
and friends

o Time allocation for refreshment: 20 minutes for morning snacks, 60 minutes for
luncheon & 15 minutes for high tea, applicable as per the event. Timing Variation to be
incorporated as per the size of the audience

o Ensure an adequate supply of water for guests & participants.

Create a Communications Plan
A strong communication strategy is vital for effective execution of an Event. So a strong
cornmunication strategy is needed to promote the event, which may include:

o Invitations

o Web site story andf or banner

o Newsletter

o Emailannouncement(sJ

o FIyers/posters

o Direct mail

o Social media [Facebook, Twitter, Linkedln, Instagram, YouTube, blogs.)

Activities during the Event

On the. day of event, confirm media attending, ensure all signages are in place, ensure that
registration and media tables are prepared and stocked with necessary items Ensure all promotional
items, gifts, memento, etc. are on-site, Ensure catering services, ensure Security and Parking.



SAGE University, Bhopal
Standard Operating Procedure

Conduction of University Level Events including
National Festivals

Vice Chancellor

,.i$}:,,

",:$s$s,<,
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Name of Approval
Authority:
Signature:
Date:

! --35_5of13tb Page No.:

Revision No.:

Date:

Post-Event Activities
The event should be duly completed with a post-event thank-you messages to speakers sponsor,
media and ensuring adequate media coverage in both the Electronic, E -.Jir, print Media. Creating
materials for the media as appropriate, including selective photos, videos, press release detailing the
outcome[sJ of the event.

r Post-eventAdvertisingActivities

a) Include post-event stories and photos in:
a. Web page[s)

b. Newsletters

c. Blog posts

d' Post videos and/or speaker presentation on your Web site and/or social media

e' Update your event page to include information on the event's success adding
testimonial of the participants, guest, speakers etc.

o At the end of event, all the guests to be sent a thanks letter along with related photographs
and event report (Annexure-IV)

o At the end of the event, a concluding file to be prepared and submitted in Library / School
(Annexure-V)

o A brief summary of the event to be prepared and its soft copy to be sent to Registrar office for
record (Annexure-Vl)

SAGE UNIVERSITY BHOPAL Page 5
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Tentative Budget

A.) Sources of Income

B.) Expenditure Heads

SAGE UNIVERSITY, BHOPAL
Katara Extension, Sahara Bypass Road, Bhopal (Mp) 0755-6014400

SN Sources Amount (t)

L Registration Fee [@---per head xexpected registration no of
students)

2 Sponsorships IExternal/lnternal)

Total

SN Heads Expenditure
amounts [t)

Remarks

1 TA to Experts ected Numbers of erts

2 Honorarium to Experts

[if any)

Expected Numbers of Experts

J Lunch ed Numbers of erson

4 Accommodation of
Speakers

Delegate will stay at Guest House SUB

5. Creative Brochure send Email

6. High Tea No of ons @ ----

7 Certificates No of Certificate @----

9 Banner

10 Memento

IL, Misc.( Campus Decoration,
Stationary items)

Total

SAGE UNIVERSITY BHOPAL Page 6
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SAGE UNIVERSITY, BHOPAL
Katara Extension, Sahara Bypass Road, Bhopal (Mp) 0755-6614400

Invitation Letter
To,

sub.: Invitation as chief Guest/Guest of Honor/special Guest/Expert

Name of Event....

at Time -----Venue------.

Dear Sir/ Madam

Greetings of the day!l

Aboutthe SAGE University and Event (100 Words)

The programme details [brochure) are attached herewith for your kind perusal.

We would be grateful to you for your kind presence as

Thanking you in anticipation.

Best Regards

SAGE UNIVERSITY BHOPAL Page 7
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Annexure- III

To,

SAGE UNIVERSITY, BHOPAL
Katara Extension, Sahara Bypass Road, Bhopal (Mp) 0755-661440

Sponsorship Letter

SAGE University Bhopal cordially invite you as a sponsor in ..................... (Event Name) to be held on

------ [Date--) at SAGE University, Bhopal

In making a commitment to become a sponsor, your company will be assured high profile exposure

at this Event.

Please take a few moments to read our proposal. We have appended the brochure for your perusal. If
you require further information about sponsoring, please contact Dr. at the

SAGE University Bhopal, +91--------- or email - To secure

your place in the event, simply choose the sponsorship option that best suits you, and contact the

organization team the event.

Event Details_
Kind of

Date:

Venue:

Obiective (100 Words)

Who will attend?

Expected Number of Participants: We are expecting over- attendee from all over the country. The

event will be promoted through websites, newspapers, and extensive email lists,

SAGE UNIVERSITY BHOPAL Page B
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SAGE UNIVERSITY, BHOPAL
Katara Extension, Sahara Bypass Road, Bhopal (Mp) 0755-661440

Sponsorship benefits

1. The event will be promoted to key Stakeholder in [relevant field) worldwide through

newsletters, websites, brochures and Social Media.

2. Networking with event Speakers/Expert of the event will share their views and insights on

the event topics. Their presence will be valuable to sponsors who wish to interact with them.

Your representatives can network with key national & international event delegates to update

their knowledge and understanding of your organization and services.

3. Strengthening the corporate image through the event, your company will be projected as an

important player and leader committed to activities that benefit the academic & science life

community. The event can also directly support your venture's marketing efforts by offering

brand positioning, and image association.

All sponsors are promoted prior to and at the event as well as in the event, depending upon the level

of sponsorship agreed.

PLATINUM SPONSOR. INR

. Exclusive: only few Platinum Sponsorships are available

. Naming a session or reception [poster reception or icebreakerJ after the sponsor

. Prominent display of company logo in presentation rooms and Banners

. Space for a booth at the venue to the company during the whole event.

. Acknowledgement of Platinum Sponsorship on all promotional material

. Inclusion of leaflets, flyers and paraphernalia [e.g. writing pads, pens) in event bag

. Specific requests might be accommodated [upon further agreementJ

GOLD SPONSOR. INR

. Display of company logo in presentation rooms and Banners

. Acknowledgement of Gold Sponsorship on all promotional material

. Inclusion of leaflets, flyers and paraphernalia (e.g. writing pads, pensJ in event

SILVER SPONSOR - INR

. Acknowledgement of Silver Sponsorship on all promotional material

. Inclusion of leaflets, flyers and paraphernalia [e.g. writing pads, pensJ in event bag.

Please note

L. The production of banners and any promotionalmaterial is the responsibility of the sponsor,
2. The arrangement ofbooth/business stand out has to be arranged by sponsor.

SAGE UNIVERSITY BHOPAL Page 9



Annexure- IV

SAGE UNIVERSITY, BHOPAL
U}iIMil$ITY

EII|]Xrit Katara Extension, Sahara Bypass Road, Bhopal (Mp) 0755-661440

Ref: SUB/

To,

Appreciations Letter

Dear Sir/Madam,

Greetings of the Day!!

On behalf of SAGE University, Bhopal, I would like to express sincere gratitude to your for taking time
from your busy schedule to be the Expert in the (event name) organized at SAGII University, Bhopal.

Your presence and wise words helped magnify our cause in the best possible way. The fevent name)
was a huge success.

I also thank you, on behalf of our other speakers and guests who were thrilled to have you and for the
deliberations done. Your enlightening words inspired so many people out there.

Once again thank you for your participation. We would look forward to have more such interactions
with your in the future.

Please find attached the event coverage in Print/Electronic Media, report of the event along with few
photographs for your records.

Best Regards

SAGE UNIVERSITY BHOPAL Page 10

ffi
.Tffi*s'*



a

Annexure- V

$A#t
tllitra&$tTT
- $il$rAt

ffi
5ffi,,s"

SAGE UNIVERSITY, BHOPAL
Katara Extension, Sahara Bypass Road, Bhopal (Mp) 0755_661440

Event File Crgation

In order to have better documentation of the events being organized by Faculty /HoD/Hos/clubs/Societies, please maintain a file [Hard copy) and keep one copy in the Library and one copy inthe school within one week after conduction of the event -ith th" foiiowing documents:
Documents List

1. Report of event with photographs

2. Copy of news coverage, If any

3' copy of detailed schedule / Minute to Minute Program of Inaugural, valedictory, TechnicalSessions etc

4' Detail of all the Income & Expenses with Budgeted and Actual expenditure comparison
5' Basic Proposal which was duly approved by Senior Authorities of University
6. List of participants with paid fee details

7. Receipt /Acknowledgement of A/C Department

B. Brochure[sJ

9. Creatives [allJ

10. Copy of invitation mailto experts

11. Copy ofthanks letter to experts

12. Sample copy of the Flex/Certificates/ Standees

13. Sample copy of the Memento/text printed in it etc

14. Details/brief resumes of all experts invited
15. Copy of the Souvenir /any other document printed
16. Allthe originalmessages of the Dignitaries, Experts printed in souvenir
17. Any other relevant document

Note: Librarian will confirm the receipt of the Physical file in the Library duly signed bycoordinator and HoD/Hos through mail to vc/Registrar/ concerned Hos/HoD/Faculty
members.

SAGE UNIVERSITY BHOPAL
Page 11



Annexure- VI
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SAGE UNIVERSITY, BHOPAL$A#U
Katara Extension, Sahara Bypass Road, Bhopal (Mp) 0755-6G1440

Ref: SUB/ Date:

Report ofEvent
A) Brief Detail

SAGE UNIVERSITY BHOPAL Page 12

Sr No Head Remark /
Requirements

1 Name of the School

[0rganizer)
2 Type of

Event/Activity
Culture/Sports/0utreach Program/Day
Celebration/Skill Development / Gender
Sensitization/Anti Ragging /Placement
Trai m others

a
J Dates ofEvent [From-To) DD/MM/YYYY

4 Title of Event Example-

5 Venue
6 Name[sJ of Chief

Guest/Special
Guest/Resource
Person/Speaker[s):
If any

7 Name of
Coordinator

Details of
Collaborator/
Sponsor: Ifany

9 Details of
Participants

[Faculty Members
and Students
separatelyJ

Description

B
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SAGE UNIVERSITY, BHOPAL

Katara Extension, Sahara Bypass Road, Bhopal (Mp) 0755-661440
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B) Brief about the Event (Minimum S0 Words)

C) Outcome/Impact of Event / Activity in Brief

D) Attachment: (Where ever Available)

o Photographs
o Press Release
o Fund utilization in case of external sponsorship
o LetterofCollaboration/Sponsorship

Signature of Coordinator

(Name)

Signature of HOS

(Name)

SAGE UNIVERSITY BHOPAL page 13
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Annexure - 12A

School Name Session
Program Semester

S.No Parameters Course 1 Course 2 Course 3 Course 4 Course 5 Course 6

1 Total no of Students

2 Appeared Students

3 All clear students

4 % Pass

5 No of students with ATKT (1-2)

6 No of students with ATKT (>2)

HOD HOS/Dean DA/Pro-VC/VC

       SAGE UNIVERSITY, Bhopal
Result Analysis Session July-Dec 2022

Department Name



Annexure - 12B

School Name Session
Program Semester

S.No Parameters Faculty 1 Faculty 2 Faculty 3 Faculty 4 Faculty 5 Faculty 6

1 Total no of Students

2 Appeared Students

3 All clear students

4 % Pass

HOD HOS/Dean DA/Pro-VC/VC

       SAGE UNIVERSITY, Bhopal
Result Analysis Session July-Dec 2022

Department Name

















































































Name of School/Institute:

No. % Regular
Lateral 
Entry

Regular
Lateral 
Entry

Total Regular
Lateral 
Entry

9 to 10 8 to 8.9 7 to 7.9 6 to 6.9 5 to 5.9 < 5 Total 1+ 2+ 3+ 4+ 5+

I 11 YES 1 20% NIL 240 240 06.09.22 06.01.23 16.01.23 300 30 300 0 300 300 2022 NA 0 2 54 109 95 40 300

III 9 YES NIL NIL NIL 225 225 26.08.22 17.12.22 26.12.22 300 30 218 0 218 218 2021 NA 0 2 25 50 64 77 218

V 12 YES NIL NIL NIL 225 225 15.07.22 12.11.22 21.11.22 300 30 34 3 37 37 2020 2021 0 4 10 11 6 6 37

VII 11 YES NIL NIL NIL NA NA 01.07.22 12.11.22 21.11.22 NA NA NA NA NA NA NA NA NA NA NA NA NA NA 0

II 12 YES 1 20% NIL 240 240 20.02.23 17.06.23 24.06.23 300 30 300 0 300 300 2022 NA 0 0 91 114 65 25 295

IV 11 YES 1 20% NIL 225 225 06.02.23 03.06.23 10.06.23 300 30 218 0 218 218 2021 NA 0 9 70 76 27 28 210

VI 13 YES NIL NIL NIL 225 225 23.12.22 21.04.23 29.04.23 300 30 34 3 37 NA 2020 NA 0 4 6 19 6 2 37

VIII 3 YES NIL NIL NIL NA NA 23.12.22 21.04.23 29.04.23 NA NA NA NA NA NA NA NA NA NA NA NA NA NA 0

TOTAL 82 0 3 0 1380 1380 1800 180 1104 6 1110 0 0 21 256 379 178 1097 17 1 4 12 9 7 4 3 2 1

S.No.

Annexure - 13

7 4 3 2 117 1 4 12 9

Exam End 
date 

End date of 
Session as per 

academic 
calendar

Start date of 
Session as per 

academic 
calendar

Lectures 
taken

1

2

3

4

5

Prof.

Program 
Cont. / 

Disconti
nue

Yes / NO

B.Tech 
CSE

Any new 
course 

Introduc
ed

Program 
Name

L T P PBL
Scheduled 
Lectures

Exam Start 
date 

No. of courses in 
which any changes 
done from previous 

year (changes in 
20% content)

Total 
Number 

of 
Courses 

in the 
semester

Semester

admitted/promoted 
students 

Admission Year 
of Passout 
students

Passout 
students

Projec
t/Inter
nship

SPI
Total 

Credit

Students Details Faculty Details

RESULT DETAILS
( No. of Students has SGPA)

Totlal 
Faculty

SAGE UNIVERSITY, BHOPAL

SCHOOL SUMMARY REPORT FOR SESSION (2023-24)  

Program/ Course/ Subject Details Lecture Details Session Schedule

Date: 30/11/2023

CREDIT Details

Asso. 
Prof.

Asst. 
Prof.

1-5 year 
(1+ to 

5+) 
experie

nce

Years of Experience with SUBStudent Intake
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