
 

 

              

One-day motivational training programme on office procedures 

and file management for non-teaching staff held on 12-03-2020 
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BRIEF REPORT ON PROGRAMME / EVENT ORGANISED 
 

1. Title of the programme/event : One-day motivational training programme on office                          

                                                                     procedures and file management for non-teaching staff 

2. Nature of the event  : Training programme 

3. Duration    : 12-03-2020 

4. Venue    : Seminar Hall, Madura College 

5. Hosting Department/Cell  : TMC in association with Institute of Co-operative Management 

6. Funding agency & grant (if any) : - 

7. Beneficiaries   :  Non-Teaching Staffs 

8. Number of participants  : 45 

9. Details of Resource person(s) : 

S. No Name and designation Topic of Talk 

1 Dr. R. Gopalasamy, Director Office procedures and file management 

2 Mr. Jeyaprakash Narayanan,  

Co-operative Officer (Retd.) 

 

10. Brief the proceedings of the programme along with some photographs   

A one-day motivational training programme on “Office procedures and file management for non-

teaching staff” was organized on 12-03-2020. Dr. R. Gopalasamy, Director and Mr. Jeyaprakash 

Narayanan, Co-operative Officer (Retd.) were the resource persons. A total of 45 non-teaching staff 

got benefitted out of the programme. Dr. J. Suresh, Principal welcomed the gathering and inaugural 

address given by Sri. S. Natanagopal, Secretary. Mr. M. Venkataraman, Office superintendent 

delivered the vote of thanks. 
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