NARULA INSTITUTE OF TECHNOLOGY, AGARPARA, KOLKATA – 700109, WEST BENGAL TECHNICAL EDUCATION QUALITY IMPROVEMENT PROGRAMME (TEQIP – II)

PROPOSAL FOR ATTENDING CONFERENCE / TRAINING COURSES

	Name of the Faculty / Staff
	Designation
	Name of Conference / Training Course/Others #

	Department / School
	Scale

Basic Pay Rs. 
	




























































































































































	Whether any advance will be required YES / NO      If YES, Rs. / ……………………………………

	The advance will be booked in the name of the Faculty / Staff


	Signature of the faculty / staff with date
	Forwarded and recommended with a not in the back

Signature (with seal) of the Head________________ 

Dept. / ___________  

	Forwarded and Recommendation
	Recommended
	Budgetary Provision is checked*
	Approved by
	Approved by

	Signature (with seal) of the Nodal Officer of the Faculty & Staff Development Nodal Officer (Academic Activities.) TEQIP – II
	[Signature (with seal)of the Co-ordinator (TEQIP – II)]
	[Signature (with seal) of the Nodal Officer (Finance) TEQIP – II]
	[Signature (with seal) of the Principal / Registrar]
	[Signature (with seal) of the Chairman – Board of Governors)]

	# Nodal Officer, Academic Activities / Co-ordinator, TEQIP – II to note Category of Expenditure (see over leaf).

*Attach all relevant matters

	The visit of (Name of the faculty /staff) ______________________________________________________ to (name of places/course ) ______________________________________________________ will benefit the department in the following way

The necessary alternative arrangement for classes /other duties of the faculty will be made during his/her absence

Signature (with seal) of the Head ____________________________ Dept./ ______________________


Details of the cost

[TA is admissible as per the eligibility depending on the basic of pay]

	Sl. No.
	Particulars
	Amount (Rs.)
	Remarks

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Total
	
	


Received Rs._______________ as advance, vide Cheque No. _______________ dated _______________. The advance will be adjusted within 10 working days from the return to the Institute. 

Signature of the faculty/staff with date and designation @
	Place for necessary noting of the Finance Section of TEQIP – II 


@ A brief report indicating the outcome of the training courses, conferences etc. should be submitted, through HOD, induplicate [one for Nodal Officer (TEQIP – II), Academic Activities (TEQIP – II) and another for Co-ordinator, TEQIP – II) at the time of submission of final bills.
For Conference write the title paper / for Training course (or other visit) write purpose with special reference to PG courses and research activities carried out at NIT.





Place (s) of the Conference / Training Course / Place of visit giving duration with date (s)





Organizer of the Conference / Training Course / Place of visit with full address





Date & Time of Departure from and Arrival to the Institute





Total Cost involved Rs. ___________ (Rupees _________________________________________only) Please give the details [Registration Fee, Air Fare, other Travel cost within India / abroad, per day cost, others, if any (special)] of the total cost in the back																																										








