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ANNEXURE - I

Sample Letter to the Principal 

 

To,                   Date: 1st October 2022 

 

The Principal 

Government J. Buana College 

Lunglei 

 

Subj: Proposal to organise a Career Guidance Programme on 20th October 2022. 

 

Sir, 

 

The Career Guidance & Placement Cell wishes to organise a Career Guidance Programme for 

V Semester students on the topic: “Career Opportunities in the Banking and Corporate Sectors.” It is 

hoped that this programme will help widen the students’ perspectives on their future careers and offer 

guidance to those wishing to join the banking or corporate worlds. 

 

Mr. John Doe, Regional Manager, State Bank of India and Ms. Jane Smith, Regional Head – 

Human Resources, Tata Consultancy Services, have been tentatively engaged to speak on the day. 

 

The Cell also proposes to award Rs. 1,000/- (Rupees One Thousand Only) each and certificates 

of appreciation to the resource persons as a gesture of gratitude for their time. Lunch for the resource 

persons as well as the organisers is also proposed to be arranged. A detailed budget is enclosed for your 

perusal. 

 

The tentative schedule of the programme is as follows: 

 

Date: 20th October 2022 (Thursday) 

Time: 2:00 PM 

Venue: Multipurpose Hall, GJBC 

 

I hope the above proposal is acceptable and request that you grant the Cell permission to 

organise the programme. 

 

Thanking you. 

 

Yours sincerely, 

 

 

 

Encl: Budget. 

(LALSANGPUII) 

Chairman 

Career Guidance & Placement Cell 
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ANNEXURE - II

Sample Notification 

 

 

No. A/1/2022-2023/CG&PC               Dated Lungei the 3rd of October, 2022 

 

NOTIFICATION 
 

This is to notify all concerned that the Career Guidance & Placement Cell, GJBC is organising a Career 

Guidance Programme for V Semester students on “Career Opportunities in the Banking and 

Corporate Sectors.” 

 

The following resource persons will be giving a lecture on their respective fields: 

• Mr. John Doe, Regional Manager, State Bank of India  

• Ms. Jane Smith, Regional Head – Human Resources, Tata Consultancy Services 

 

Details of the programme are as follows: 

Date: 20th October 2022 (Thursday) 

Time: 2:00 PM 

Venue: Multipurpose Hall, GJBC 

 

Attendance is compulsory for all V Semester students. 

 

This notification is issued with the approval of the Principal dated 1st October 2022. 

 

Sd/- 

(LALRINCHHANI) 

Secretary 

Career Guidance & Placement Cell 

 

Copy to: 

 

1. The Coordinator, Internal Quality Assurance Cell (IQAC) 

2. The Secretary, Information & Communications Technology (ICT) Cell 

3. Guard File 

 

 

 

(LALRINCHHANI) 

Secretary 

Career Guidance & Placement Cell 
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ANNEXURE - III

EXPENSE VOUCHERS 
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  Received with thanks a sum of ₹ …....................................................................... 

  (…..................................................................................................................) only 

  From: Govt. J. Buana College on account of:- 

EXPENSE VOUCHER  PARTICULARS AMOUNT 

  

 

 

No. …......................   

   

Date: …...................   

   

    TOTAL  

      

 NAME: ….................................................... SIGNATURE: …................................... 
 

 

 

 

 

  Received with thanks a sum of ₹ …....................................................................... 

  (…..................................................................................................................) only 

  From: Govt. J. Buana College on account of:- 

EXPENSE VOUCHER  PARTICULARS AMOUNT 

  

 

 

No. …......................   

   

Date: …...................   

   

    TOTAL  

      

 NAME: ….................................................... SIGNATURE: …................................... 
 

 

 

 

 

  Received with thanks a sum of ₹ …....................................................................... 

  (…..................................................................................................................) only 

  From: Govt. J. Buana College on account of:- 

EXPENSE VOUCHER  PARTICULARS AMOUNT 

  

 

 

No. …......................   

   

Date: …...................   

   

    TOTAL  

      

 NAME: ….................................................... SIGNATURE: …................................... 
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ANNEXURE - IV

Attendance Sheet for Faculty 
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ANNEXURE - V

Sample Report 
 

 

https://www.youtube.com/watch?v=j2CUN3tkjOc
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