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Business Writing And Email Etiquette Workshop Report

Aim & obiective of the activitv: 1. To provide an overview of the topics covered in the workshop,
including key concepts and best practices for effective business writing and email communication.
2. To highlight the importance of clear and concise writing in business contexts, and to provide tips
for improving writing skills.

3. To identify common grammatical errors and formatting issues that can detract from the
professionalism of written com munication.
4. To provide guidance on email etiquette.

Date of the Activitv: Dt. O4lOtl2O2Z

Organizinq Unit/Department: Department of Computer Science

Collaborating Agencv:

Program Coordinator: Dr. Sachin Dabhade

Students Participated: 55

Report of the Activity
The workshop on business writing and email etiquette skills training was organized by the
Department of Computer Science on Dt. 04/01 l2O22with the aim of improving the communication
skills of the participants in the workplace. The workshop was attended by 86 participants who were
from various departments of the college.

Content:

The workshop was conducted by an Mr. V. B. Solanke who provided a comprehensive overview of
the principles of effective business writing and email etiquette. The facilitator used a variety of
teaching methods such as group discussions, role-playing, etc.

Here are some topics covered in a Business writing and Email Etiquette workshop:
1. Understanding the purpose and audience of your writing
2. Tips for clear and concise writing
3. Common grammatical errors to avoid
4. Formatting and layout guidelines for professional documents
5. Best practices for email communication, including subject lines, greetings, and sign-offs
6. Strategies for managing tone and avoiding miscommunication in email
7. Netiquette guidelines for online communication

Overall the workshop was a valuable tool for improving communication skills in the workplace. By

understanding the purpose and audience of our writing, using clear and concise language, avoiding
common grammatical errors, and following formatting and layout guidelines, we can create
professional documents that effectively convey our message.
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Developing a Brand Voice Workshop Report

Aim & Obiective of the activitv: The workshop was aimed at inspiring students to create an
and authentic brand voice that resonates with their target audience.

Date of the Activitv: 17 /O7 /2079

Organizing U nit/Department: Department of Zoology

Program Coordinator: Dr. S. B. lngole

Students Participated: 56

Report of the Activity
Department of Zoology, Shei Siddheshwar Mahavidyalaya, Majalgaon Dist. Beed recently
conducted a brand voice workshop for students to help them develop a unique personality for their
brand.

The workshop was divided into three activities, with the first 10 minutes dedicated to introductions
and handing out materials. The next 30 minutes were spent on brainstorming and identifying the key
elements of the brand voice. Students were encouraged to think aborrt their brand's val(res,
personality, tone, and messaging.

The next 30 minutes were spent on developing a brand voice statement. Students were asked to
write a concise statement that captures the essence of their brand voice. The statement should be
easy to remember and communicate to others.

The final 20 minutes were spent on sharing and feedback. Students were asked to share their brand
voice statements with the group and receive feedback from their peers. The feedback was aimed at
helping students refine their statements and ensure that they accurately reflect their brand's
personality and values.

Overall, the workshop was a success, with students leaving with a better understanding of how to
develop a brand voice that stands out in a crowded market. By following the steps outlined in the
workshop, students can create a brand voice that resonates with their target audience and helps
them achieve their business goals.
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Bhartiya Shikshan prasarak Sanstha, Am bajogairs

shri siddheshwar Mahavidyalaya,Majalgaon Dist. Beed
SPORT DEPARTMENT

NOTICE

Dt. 17i0c,i2017

AII the students are informed that, sport Department is conducting"Yogasan &pranayam" shibir on the octagon or2r June worrd yogaday forall students in the academic year 2017-1g.io, ar the students informed to join
this shibir.

For this all the students are informed to contact in the sport Department
and confirm your adrnission '1

H. O.

Sport Dept.

A)\u'IrL\/-
Co'Ordinator
IQAC

Shri Siddheshwar MahavidYalaYa
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