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APPLICATION

Date: 22llll20l8

To,

The Principal
Shri. Dnyaneshwar Maskuji Burungale

Science and Arts Collegen Shegaon

Subject:- Permission to organize one week ICT training pro$amme for Non-
Teaching staff.

Respected sir,

With respect to above subject, Department of Computer Science has planning

to organize one week training prograrnme on ICT from 01't December 2018 to 07th

December 2018. This program is open for all non-teaching of our college only.

So you are kindly requested, please grant a permission to organize the said

training prograrnme.

Thanking you!

'\-fC
\aL/l:\'''

'ft;#:==r
V. V. Agarkar

Head
Dept. of Computer Scjglce

-- -,-'@
assiste.nt Prifessof & Head

13*pertnrent *f ComPuter $cience

Sh ri Dnya*e*hi*ar f*a*kuji Surungale

$r:i*nce & Arts Ccllege, $heg**n

\nun:
Friarcipal

q
Shrl Dnyaneshwar Maskuji Burungale

Science & Arts College, Shegaon
Dist Buldana, Pin - 4442O3
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Late Reverend Father Shri. Maskuji Biruii Burungale Educa{ion Soclety, Shegaon (R,No. F-422)

ss$wH- sruYeNffi s$xw.&Kff, ffiesK€3-$K ffiH$Kq,qlNffietuffi
sffiKffiN$ffi & effi.X'S ffiffiK,K-W&ffi

AKOT ROAD. SHEGAON - 444 2A3 DIST - BULDANA (t\,l.S.)
Ph. No.07265 - 253959, Fax - 07265 - 254939

(Affiliated to Sant Gadge Baba Anrravati University, College Code No.: 333)
W*hsit* - vr-rqlr.*dr:l::s{:,or!} il-nralil: xdrrlbslt*g:.ronfi;gn":ail.c*ff, :;rlrnbsr:33i}Ssili:ar'l.ilc.it

( NAAC Accredited rvith B+ {iradc , C.C.P.A.2.65 }

Slr ri. Rsn:vijay Drryan*$h'sifi r Sr-ir*rgale
President

tlr. R. [. Khadsax
Principal

Cell - 97673'17055, E-mail - rir.hhadsan@ginail.com

No. : SDMBCSIZc-f-lJ 2018

,:

ICTTraini'ng'Fiog,for{on-Teachifig
, (0111212018 to 07t12t2[1Sl

Date : 2_6 -l I - zo tB

Prin-cipal
Princlpat

Shrl Dnyaneshwar Maskuji Br"rrungale
Science & Arts Coltege, Shegaon

Dist. Buldana, Pin - 4442O3

All the Non-Teaching staff members of our college are hereby informed that, the

Computer Science Department has organized 7-Days ICT Training Programme from 1't

Dec. 2018 to 7th Dec. 2018.

Venue : Department of Computer Science Laboratory

Time : 10.00 am to 12.OOpm & 02.00 pm To 04.00 pm.

Coordinator: V. V. Agarkar

The detail of schedule of program will be display on notice board.



shri Dnyaneshwar Maskuii Burungale science & Arts college, shegaon

DEPARTMENT OF COMPUTER SCIENCE

In the education system, besides the teachers and students, the use of ICT is necessary for
administrative use. Administrative staff uses office tools such as MS-Office, Tally etc. to
handle financial work, maintain communication, and keep records and process
documents. By using ICT, Administrative staff can maintain pay sheet, balance sheet, audit
reports, non salary grants and other financial work. Also they can maintain student
presently report, student evaluation report and overall students record. When ICT is used
for administration purpose, it can reduce office cost, time and man power and increase
efficiency, correctness and reusability.

OBJECITVES

. To explore various components of ICT in administration.
o To understand the role of ICT in the administration.
o To use ICT in administrative work.

PROGRAMME DURATION

/or NON-TEACHING STAFF

The duration
combination 2

CONTEIITS

of this training programme
hours of theory/demonstration

is 7 days (one week).
and 02 hours of practical

On every day a

hands on training.

Fundamentals of Computer

Skills of MS-Word

Basic skills of MS-Excel

Advanced skills of MS-Excel

Role of ICT in Administration

CONTACT

PROF. V. V. AGARKAR

Coordinator, Training programme

Assistant Professor & Head

Department of Computer Science

Assisknt Frofessor & $*aaci

Depafirnent of CornPuier Science

sriibnvunuuhvuar Maskuii Burun gale

$crence &,{rts College, $hegacr'



Shri Dnyaneshwar Maskuii Burungale Science and Arts College, Shegaon

DEPARTMENT OF COMPUTER SCIENCE

3i|.ffil;Hitii ro-ft.,not*
(l't to 7th December 2018)

Svllabus / Modules

Sr.
No.

Module/Syllabus Faculty

1

Module-l: Basics of IT
Introduction to Computers, Hardware, Software,
Operating System, Intemet, Networking.

Prof. S. S. Thakare

2

Module-2: MS-Word skills
Intro to MS-Word, Basic editing, Page setting, Tables,
Inserting images, shapes, clip arts, Mail-Merge.

Prof. S. S. Thakare

J

Module-3: Basic MS-Excel skills
Intro to MS-Excel, formulas, charts, sorting &
Filtering, printing workbooks.

Prof. S. S. Thakare

4
Module-4: Advanced MS-Excel skills
Logical functions, Macros, Data validation, Lookup
function.

Prof. V. V. Agarkar

5

Module-S: Role of ICT in effective communication
Google Apps - Gmail, Google Drive, Google Forms.
Zoom.

Prof. V. V. Agarkar

V. V. Agarkar

Coordinator
Stseietasnt Frofessor & Etel**l

Departrnent of Cornputer Science

Shri Dnyaneshwar Maskuji Burungale

$cience & Arts Oollege, $hegaon



Shri Dnyaneshwar Maskuii Burungale Science and Arts College, Shegaon

DEPARTMENT OF COMPUTER SCIENCE

. .e. . ffii. TRAININfrFPNOEMM TON NON-TEAC.HINGffiTAEF. 
. . ... 

]

(l't to 7th December 20L8)

Date
Morning Session
(Theorv/T)emo)

Noon Session
(Hands-on)

0t-12-2018 11:30 am - Inauguration 2:00 pm - 4:00 pm

02-12-20t8 10:00 am - 12.00 noon 2:00 pm - 4:00 prn

03-12-2018 10:00 am - 12.00 noon 2:00 pm - 4:00 pm

04-12-20t8 10:00 am - 12.00 noon 2:00 pm - 4:00 pm

05-t2-20r8 10:00 am - 12.00 noon 2:00 pm - 4:00 pm

06-t2-20r8 10:00 am - 12.00 noon 2:00 pm - 4:00 pm

07-t2-20t8 10:00 am - 12.00 noon 2:00 pm - Valedictory

Prooram Schedule

@-=
V. V. Agarkar

Coordinator
&ssista$Tt Frofessmr & }rieed

Department af Computer $cience
Shri Dnyaneshwar Maskuji Burungal*

$cience & Arts 0oilege, Shega*-n



Shri Dnyaneshwar Maskuii Burungale Science and Arts College, Shegaon

DEPARTMENT OF COMPUTER SCIENCE

ffi*. ,=B.tt

(L't to 7th December 2018)

Sr. No. Name of the Employee Designation Signature

1 Mr. C. S. Shinde Head Clerk
@x*"^*d--

2 Mr. J. O. Malthane Sr. Clerk 6Yau*t*Lt*<--

a
J Mr. S. S. Mane Jr. Clerk ez4
4 Mr. N. R. Kare Lab. Assistant (fu>-
5 Mr. S. S. Prajapat Lab. Attendant M@-
6 Mr. P. B. Kharat Lab. Attendant

7 Mr. U. A. Pingale Lab. Attendant €,\ f=t=tzc

8 Mr. S. A. Kolkar Lab. Attendant 5 ^A.Kb]KAT

9 Mr. S. T. Badhe Lib. Attendant 44'.-/

10 Mr. R. S. Thorat Peon

11 Mr. Abdul Rashid Abdul Kadar Peon A(*J

Reqistration Sheet

A.ssirc*1ffit $)rerf*sssr & [t*;:ri
D,;'pastment *f ComPutcr $cie nce

Sirri bnyaneshwar Maskuii Burungale

$cienee & Arts Qatlege, $hegaon

L

I

,'l

S4-



Shri Dnyaneshwar Maskuii Burungale Science and Arts College, Shegaon

DEPARTMENT OF COMPUTER SCIENCE

[H:c R:E]'

(1't to 7th December 2018)

Attendance Sheet

Date :- o l- I t2 / 20tB

Sr.
No.

Name of the Employee 1't Session
(10.00 am - 12.00 pm)

2" Session
(02.00 pm - 04.00 pm)

I Mr. C. S. Shinde

2 Mr. J. O. Malthane

J Mr. S. S. Mane
a-

C < '7vtlztu/h4!1-1'/:-ff

4 Mr. N. R. Kare M-
5 Mr. S. S. Prajapat

6 Mr. P. B. Kharat _'\

7 Mr. U. A. Pingale 3kffi\4- 6\e+\W\*
8 Mr. S. A. Kolkar 3 ^+.Kolttua S ,4.\(o\\442f

9 Mr. S. T. Badhe B, -@
10 Mr. R. S. Thorat &e-
11

Mr. Abdul Rashid
Abdul Kadar A. q"{43 A' q"r{

Aeslstant Frofessor & H*ad

Deoartrrent of ComPuter $cience

sitifinvunnuhrear tsasttuii Burungale
- 

$cience & Arts Coilege' Shegaom

-l

fu-



Shri Dnyaneshwar Maskuii Burungale Science and Arts College, Shegaon

DEPARTMENT OF COMPUTER SCIENCE

#,r(?1,7;;*xi {ff.. |l.t--S.ii .,=.r1-1-

(1't to 7th December 2018)

Attendance Sheet

Date :- oLl 12 I 2018

Sr.
No.

Name of the Employee
L" Session

(10.00 am - 12.00 pm)
2'o Session

(02.00 pm - 04.00 pm)

1 Mr. C. S. Shinde

2 Mr. J. O. Malthane €i;WutlhoiQ-
a
J Mr. S. S. Mane ,>.rZ,M
4 Mr. N. R. Kare w
5 Mr. S. S. Prajapat +!D--
6 Mr. P. B. Kharat e*:
7 Mr. U. A. Pingale €h$tv\% @,t\Nr*a
8 Mr. S. A. Kolkar < ^ A-ke-\tu1a,{ <,4, Kb.\Vtq{

9 Mr. S. T. Badhe fr
10 Mr. R. S. Thorat

€,'h
11

Mr. Abdul Rashid
Abdul Kadar A 9*u d 8'4d

#?
A;;sistant Prg-'ess*r & B4ead

D$ualtment of ContPuier Science

sl'r"ri Inytn.uhwar Isashuji Burungale

Seience 8, Arts Coltege' $hcgaort

\;*"&

M*-

@



shri Dnyaneshwar Maskuji Burungale Science and Arts college, shegaon

DEPARTMENT OF COMPUTER SCIENCE

(1't to 7th December 20L8)

Attendance Sheet

Date:- a? I 12 /2018

Sr.
No.

Name of the Employee
1" Session

(10.00 am - 12.00 nm)
2no Session

(02.00 pm - 04.00 rrm)

1 Mr. C. S. Shinde

2 Mr. J. O. Malthane ou/44pt<_

J Mr. S. S. Mane
a\\

e 9*zz&
(!)

99 v7*fua

4 Mr. N. R. Kare

5 Mr. S. S. Prajapat Sb-
6 Mr. P. B. Kharat

7 Mr. U. A. Pingale ge{fl}r.} ghffi\d-
8 Mr. S. A. Kolkar < 'A" v(o-ltarrl <"& K6l l,uu(

9 Mr. S. T. Badhe I
10 Mr. R. S. Thorat {,rh-+\..-)- €.t_
11

Mr. Abdul Rashid
Abdul Kadar A.\*a^/ A-8-4

E:*:"^^*
&ssistaffit Frefeesor th -*"o* '

i:r*ntp,;gtrs;;;:+r

t.&q"--:\

'crly'/1.//-<--



shri Dnyaneshwar Maskuii Burungale Science and Arts college, shegaon

DEPARTMENT OF COMPUTER SCIENCE

(1't to 7th December 2018)

Attendance Sheet

Sr.
No.

Name of the Employee
1" Session

(10.00 am - 12.00 pm)
2'd Session

(02.00 pm - 04.00 pm)

1 Mr. C. S. Shinde

2 Mr. J. O. Malthane

a
J Mr. S. S. Mane ge,

4 Mr. N. R. Kare W
5 Mr. S. S. Prajapat l
6 Mr. P. B. Kharat wT*
7 Mr. U. A. Pingale Shixtd (ffi
8 Mr. S. A. Kolkar S ^ A.\,(o \t(zt S -4.\(q_\tt-c.t

9 Mr. S. T. Badhe &'
10 Mr. R. S. Thorat t'L
11

Mr. Abdul Rashid
Abdul Kadar A. 8** !4-l8i,{l

ffi-:,,,&kread

TfB:-TH}-Y-"ffi;;$3?-

V"=".y& \:rv;r[5.

{*q-



Shri Dnyaneshwar Maskuji Burungale Science and Arts College, Shegaon

DEPARTMENT OF COMPUTER SCIENCE
ffiXiiili ,#ffi Ril:ffi idil_HHt*. : t . ,,,*flIr,

(1't to 7th December 2018)

Attendance Sheet

Date:- o5/12 l2ol8

Sr.
No.

Name of the Employee
1" Session

(10.00 am - 12.00 pm)
2nu Session

(02.00 pm - 04.00 rrm)

1 Mr. C. S. Shinde \
\,<Sull=.Jg-=<"-= h@.

2 Mr. J. O. Malthane Qryrr*/t a-'

J Mr. S. S. Mane >.9,K
4 Mr. N. R. Kare w
5 Mr. S. S. Prajapat

6 Mr. P. B. Kharat w
7 Mr. U. A. Pingale @{rN\"d eil\r\a\%
8 Mr. S. A. Kolkar <, A.\qe_\u(\ s,, A\As\r{4^

9 Mr. S. T. Badhe 4
10 Mr. R. S. Thorat tub*
11

Mr. Abdul Rashid
Abdul Kadar

^'E-++
A"Yqq

Mk-
Axslstamt Fnofessor & Flead

Department of ComPuter Science \
Shri Dnyaneshwar Maskuji Burungale

$cience & Arts College, Shegaon



Shri Dnyaneshwar Maskuii Burungale Science and Arts College, Shegaon

DEPARTMENT OF' COMPUTER SCIENCE

$irrffii,#'{iiij#W m ' i*.ffiffi}i :u * drffi#*tiffiE"-ES!Effi=.."._.*ffi".s

(1't to 7th December 2018)

Attendance Sheet

Date :- 6 I 12 l20ls

Sr.
No.

Name of the Employee
ltt Session

(10.00 am - 12.00 pm)
2no Session

(02.00 pm - 04.00 pm)

1 Mr. C. S. Shinde rrr=g WMq
2 Mr. J. O. Malthane M
J Mr. S. S. Mane S:s-

4 Mr. N. R. Kare

5 Mr. S. S. Prajapat A@--
6 Mr. P. B. Kharat w
7 Mr. U. A. Pingale SHrWrs 6a,rffi)\d
8 Mr. S. A. Kolkar s. A .\(r\kr^ s.A\(slk/.\
9 Mr. S. T. Badhe E-/.ao
10 Mr. R. S. Thorat

11
Mr. Abdul Rashid
Abdul Kadar

^*ru
h.8d4

W
&ssistant Frofessor & Head

Departnnent of eomp*ter Scienee

$hri Dnyaneshwar Maskuji Burungaie

Science & A.*s e*llege, $l'laga*n

er



Shri Dnyaneshwar Maskuji Burungale Science and Arts College, Shegaon

DEPARTMENT OF COMPUTER SCIENCE
' iei tnAiNiNG.PRoGitA F"bi'fitffitEHtnffiEsfffii:"" : i.::ii :;::r

(L't to 7th December 2018)

Attendance Sheet

Sr.
No.

Name of the Employee
1" Session

(10.00 am - L2.00 pm)
2no Session

(02.00 pm - 04.00 pm)

1 Mr. C. S. Shinde Es\A-
2 Mr. J. O. Malthane M
J Mr. S, S. Mane ts-72(4-\\

4 Mr. N. R. Kare

5 Mr. S. S. Prajapat +q-
6 Mr. P. B. Kharat w
1 Mr. U. A. Pingale Cb{F\5€- ffi
8 Mr. S. A. Kolkar s ./L.\AA{tr@\ S, A'.Vio-\vr,q.\

9 Mr. S. T. Badhe W ffi
10 Mr. R. S. Thorat fth _tub_
11

Mr. Abdul Rashid
Abdul Kadar A |rd b ld4

Assistant Frofessor & E{ead

Department ct ComPuter $cience

$hri Dnyaneshwar t!{askuii Eurungale

S*ience & Arts Cotlege, Shegaon

t-a^.^A

(- rt-
$-;3'tza\<{



Shri Dnyaneshwar Maskuji Burungale Science and Arts College, Shegaon

DEPARTMENT OF COMPUTER SCIENCE

PROGRAM FOR NON-TEACHING STAFF

(1't to 7th December 2018)

Designation : *-,,\ c-)a.\a

INSTRUCTIONS
please check 1/1 your response to the items. Rate aspects of the training on a 1to 5 scale:

Comments (tf any.

Description
Strongly

Agree
Agree Neutral Disagree

Strongly
Disagree

1) The trainer was well prepared.

2) The trainer demonstrated the
use of tools and softwares to
conduct the training.

3) The time allotted for the
training was suffltcient.

4) Classes are conducted regularly
and on time.

'\//t-

5) Adequate time is provided for
questions, discussion and

clearing doubts.

6) This training experience will be

useful in my work.

7) The training room/Lab and

facilities were adequate and
comfortable.

Date:01 l12l2018

FEEDBACK FORM



Shri Dnyaneshwar Maskuii Burungale Science and Arts College, Shegaon

DEPARTMENT OF COMPUTER SCIENCE

(1't to 7th December 2018)

INSTRUCTIONS

Please check 1/; your response to the items. Rate aspects of the training on a 1to 5 scate:

Comments (tf any):

Description
Strongly

Agree
Agree Neutral Disagree

Strongly
Disagree

1) The trainer was well prepared.

2) The trainer demonstrated the
use of tools and softwares to
conduct the training.

3) The time allotted for the
training was sufficient.

4) Classes are conducted regularly
and on time.

5) Adequate time is provided for
questions, discussion and
clearing doubts.

6) This training experience will be
useful in my work.

7) The training room/Lab and
facilities were adequate and
comfortable.

Date: afuntzOft

FEEDBACK FORM

Name , tr/ i\e-*x . floar"- Kqeq Designation: Ao,( . D\8**tqrr



Shri Dnyaneshwar Maskuii Burungale Science and Arts College, Shegaon

DEPARTMENT OF COMPUTER SCIENCE

N tt\ ru$ ffi i:l#iiiii

(l-'t to 7th December 2018)

FEEDBACK FORM

Name, ?*L.tn.S';tl.o"'"4-- Designatio", Teo"'I,
INSTRUCTIONS

Please check 1/1 your response to the items. Rate aspects of the training on a 1 to 5 scale:

Description
Strongly

Agree
Agree Neutral Disagree

Strongly
Disagree

1) The trainer was well prepared. Y'-"

2) The trainer demonstrated the
use of tools and softwares to
conduct the training.

Y---

3) The time allotted for the
training was sufficient.

4) Classes are conducted regularly
and on time.

5) Adequate time is provided for
questions, discussion and
clearing doubts.

6) This training experience will be
useful in my work.

7) The training room/Lab and
facilities were adequate and
comfortable.

'V-"-

Comments (f any):

t2 I 2018



A brief Report on Training Program on 

ICT TRAINING FOR NON-TEACHING STAFF 

Held during 1st December to 7th December, 2018 

Organized by Department of Computer Science 

 

 
Department of Computer Science, Shri Dnyaneshwar Maskuji Burungale Science 

and Arts College, Shegaon organized One Week training Programme on ICT Training for 

non-teaching staff from 1st December 2018 to 7th December 2018 under the guidance of 

Hon’ble Shri Ramvijayji Burungale, President of the education society and Dr. R. E. 

Khadsan, Principal of the college.  

The training programme inaugural session was started by Principal Dr. R. E. 

Khadsan, emphasized on the importance of computer knowledge in day to day 

administrative work. He also informed the participants that the programme is a regular 

practice for non-teaching staff. The training programme was scheduled in two sessions daily. 

Theory lectures and demonstrations are conducted in the morning session and 

practical/hands-on are conducted in the afternoon session. The content covered in the 

training was basic skills of IT, basic skills of MS-Word, basic and advanced skills of MS-

Excel and role of ICT in effective communication and administration. 

All the sessions were very effective. Outcomes of the programme are as follows:   

 The participants learned how to handle the data of number of students like fees, roll 

numbers, internal assessment, admission etc.   

 By learning the advanced tools of excel they learned how to do data analysis. 

 Exposing to the apps like Google meet, Google form, Zoom they can now 

communicate and collect data during vacations.   

Eleven non-teaching staff members were registered and completed the training. A 

Feedback at the end of the programme was taken and certificate of participation was 

distributed to the participants. The participants commented that all sessions were informative 

and its application will surely reduce the work burden of the staff in their routine activities. 

The valedictory function was conducted under the chairmanship of Principal Dr. R. E. 

Khadsan. He assured for conducting more such training session about in future to enhance 

the knowledge of non-teaching staff members. Programme Coordinator Prof. V. V. Agarkar 

delivered thanks to President, Principal, departmental staff and all participants for their 

support and cooperation. All teaching and non teaching staff of Computer Science 

department was the members of organizing committee. 
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Dr. A. B. Wadekar              Dr. R. E. Khadsan 
 

 

 

 

 
 
 
 
 
 
 
 
 

 


