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Reference: Revised Guideline for participation in conference/ seminar/ workshop/ trainings/ 
symposia etc. by faculty & staff of constituent institutions of Poornima Foundation

A : Application for participation

Session: 20___ – 20___ Semester : ¨ ODD   ¨ EVEN

Category –  A: Skill & Knowledge Enhancement  B: Technical¨     ¨
stParticipating for  1  time /  > one time in a session¨ ¨

Justification for participation explaining relevance to self, department and institution

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

Documents to be attached: 1. Program Brochure; 2. Copy of notification of activity; 3. Copy of E-Mail communications 
(acceptance / invitation)

Recommended by
Reporting Officer 

Recommended by
Reviewing Officer

Approval by
Registrar/ CF & AO

 YES  NO 
If yes, 

 
Category: ________ 

 
Amount: _________ 

 

 YES  NO 
For Maximum Amount 

 
____________________ 
(As per category & grade) 

 

 

 YES  NO 
Under Category 

 
____________________ 

 (Ex. A.1, B.2) Date, Name & Signature

Date, Name & Signature

Date, Name & Signature
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COLLEGE OF ENGINEERING



E18

Page 2 of 4

Reference: Revised Guideline for participation in conference/ seminar/ workshop/ trainings/ 
symposia etc. by faculty & staff of constituent institutions of Poornima Foundation

B : Application for reimbursement

Session: 20___ – 20___ Semester : ¨ ODD   ¨ EVEN

Category –  A: Skill & Knowledge Enhancement  B: Technical¨     ¨
st

Participated for  1  time /  > one time in a session¨ ¨

Documents to be attached: 1. Form E-18A along with Program Brochure, Copy of notification of activity & Copy of E-Mail 
communications (acceptance / invitation); 2. Original receipt towards payment of registration fee; 3. Copy of certificates; 
4. Original travel tickets

Approved for reimbursement 
by Chief Finance & Accounts 

Officer (Sh. CR Kothari) Date, Name & Signature

(within 15 working days)

Amount

_________________

Hardcopy of report submitted 
to Reporting Officer

Soft copy of report, 
certificate, paper & photographs 

of participation 
emailed on pic@poornima.org 

with CC to reporting officer

Recommended for 
reimbursement by 
Reviewing Officer 

Date, Name & Signature

(within 5 working days)

Date, Name & Signature

(within 10 working days)

Date, Name & Signature

(within 10 working days)

YES NO

For Amount
_______________

 YES  NO 

 YES  NO 

All documents checked & 
verified by Registrar 

Date, Name & Signature

(within 12 working days)

 YES  NO 
 

Amount to be Reimbursed 
 

_______________________
(Double check category & grant)
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Management of Poornima Foundation is pleased to introduce the revised guidelines for participation in conference/ seminar/ 
workshop/ trainings/ symposia (to be termed as activity) etc. by faculty & staff of constituent institutions of Poornima 
Foundation. The guidelines are aimed to provide opportunity to all Faculty & Staff members to interact at international and 
national level.

Criteria for participation – 
· Each Faculty & Staff member will normally be allowed to attend one activity from either of the categories in a 

session excluding those internally hosted by Poornima Foundation (Institutions) itself by filling complete format: E-18A & E-
18B available on website under download section.

· Under category B, for any paper having more than one author from Poornima Foundation (Institutions) only first author 
would be allowed to attend the activity.

· For any exceptional situations, participation in more activities over & above of what is stated in the guidelines may be allowed 
but subject to the approval of Head of the Institution.

· The suggestive list of programs and limits of grants (including registration & TA/DA charges) & on duty leave for attending an 
activity to be debited & accounted from Institutional budget (available with head of institution) in case of categories A1 to A9 
& from department budget (available with head of the department) in case of categories B1, B2 & B3 and paid by finance 
department shall be as under:
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