
Dates (from-to) (DD-MM-YYYY)

Title of the FDP/professional 

development program organised 

for teaching staff

Title of the administrative training program organised for 

non-teaching staff 
No. of participants 

10/08/2022 and 11/08/2022
Two days FDP on Research 

Methodology
35

22/10/2021 A Webinar on Importance of Procurement in Industry 22

26/03/2021
FDP on Role of National Education 

Policy in Nation Building
69

23/03/2021
Workshop on How to make Reports, Notices and manage 

official Documentation 
35

18/05/20 to 21/05/20
FDP on Advance Trends & 

Advanced Tehnology
80

06/02/2020 to 07/02/2020 Workshop on Mechanical Maintenance 22

11/01/2019

FDP on    “Changing Trends in 

Integrated Communication 

Research”

65

17/08/2018 and 18/08/2018
Two Days FDP on "NBA 

Preparation and Autonomy"
Two Days FDP on "NBA Preparation and Autonomy" 30

10/01/2018 to 11/01/2018 FDP on " IOT (internet of things) 21

17/11/2017 to 18/11/2017
FDP on "Advancements in digital 

image and vedio processing
52

16/01/2018 to 20/01/2018 5 days MS- Office training programme 25

2017-18

2021-22

2019-20

2018-19

List of Faculty Development Program(FDP)/ professional development/Administrative training organised by Institute during last five years

2020-21
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Report on How to make Reports, Notices and manage official 

Documentation  

Event : How to make Reports, Notices and manage official Documentation 

Scheduled Date and time: 23/03/2021, 11.00am-4.00pm, 

Venue: Class room 1 

Duration: 1 Day 

Organizing Faculty: Mr. Vaibhav Bankar 

Organizing Department: Mechanical Engineering department 

The event on “How to make Reports, Notices and manage official Documentation” held 

successfully on the dates 23/03/2018 at Vidarbha institute of technology, Class room 1 

organised by Mechanical Engineering department. The schedule was divided in two sessions. 

First session was from 11.00am – 1.00pm, for theory and conceptual knowledge sharing 

while the second session was from 2.00pm-3.00pm, giving practical hands-on and 

understanding of documentation and related filing procedures. The details of the program is 

given below along with the pictures of the program. Mr. Darshan Maheshwari, Ms. Nalini 

Bansod and  Ms. Dipalin Nitnaware  were the resource persons on this special event. Session Details 

for both days are given here. 80 number of participants were registered and 76% of participants 

attended the program and  completed the training program successfully. 

Reporting and documentation play vital roles in any sector including the development sector. 

Writing is one of the difficult skills to acquire. Improvisation in the writing is a long and 

persistent process. The importance of writing is not only disseminating information but 

safeguarding basic human rights if it is being violated. The writing also showcases one’s 

work, and supports resource mobilisation, and also facilitates in reviewing one’s performance 

whether it is for a project or individual. 

mailto:kdmsociety@gmail.com
http://www.vitnagpur.in/
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S.No Session Resource 

Person 
Time : slot 1 Resource Person Time : slot 2 Session’s 

Coordinator 

1 Session 1 Ms. Dipalin 

Nitnaware  
11.00-

12.30pm 

Ms. Nalini 

Bansod 
2.00pm-

3.00pm 

Mr. Darshan 

Maheshwari 

The first session of training had begun with welcoming all the participants and introduction 

of the objectives of the training program. Ms. Dipalin Nitnaware added why report writing is 

crucial in the social work field and what are the components of report writings. Further, she 

asked about the expectations of report writing as per the reporting officer and whatever. As 

the session of the first day went on, she emphasized the objectives of the report and reflected 

a bit deeper on the same.  Further, she mentioned while writing a report or a story or 

whatever, we should make sure about our Audience for whom we are writing a report. During 

the fact-finding, we do not have much time to write everything in detail, therefore one needs 

to take precise notes in less time during the fact-finding visit, she added. She further 

mentioned why does one needs to write their daily activities in 2-3 lines because at the end 

one would not miss anything, therefore writing early and each day is very significant while 

compiling all activities conducted by one.  Further, she talked about the step by step of report 

writing and how one can include his or her experience in the same. 

Later on, she talked about the components of the report writings in which she had mentioned 

five kinds of components, these are Activities performed, Accomplishment, Issues and 

Challenges, Future activities, and Case study. In the activities performed, she had mentioned 

the intervention or activities that have been undertaken by a social worker. In the second 

component of the report writing, she had mentioned the activities which had been 

accomplished within or after the given time framework. In the third component of the report 

writings, she talked about the difficulties and challenges faced by the social worker during 

the intervention, and how he or she solved the same, or sometimes, not. The next component 

of the report writing is to include the future activities in the report. It is not necessary to 

include the same if the same is shared separately, and depends on to whom the social worker 

is sharing the report. The last component of the report writing is the case study. The case 

study can be included at the end of the report or can be written separately in which the social 

mailto:kdmsociety@gmail.com
http://www.vitnagpur.in/
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worker writes in-depth about the single case and the organization’s intervention that how it 

helped or empowered the survivor or beneficiaries. 

The second session has begun with getting Feedback and clarified the queries raised by 

participants of the day first. Afterward, Ms. Nalini Bansod moved on to the second-day session 

about Fact-Finding and how it is conducted. In the session explained the importance of Fact -

finding and added that gathering information through Fact-Finding is one of the crucial tasks 

in any Human Rights violation case. But what are the major strategies to gather legally 

important information. Why is fact-finding required? What facts collect? And what are the 

Techniques of Fact-Finding. She explained 5 components which is requited while drafting 

fact-finding report. These 5 components are: 

1. 1. Examining documentation– Very important to examine case-related documents 

carefully and check out whether appropriate sanction is included or note. The Documents 

include FIR copy, medical report, etc.  

2. Interviewing– A social worker can interview and gather information from Police, Doctor,

Survivor, and his/her family members, neighbors, people who are witnesses of the

incidents, etc. She further added that the fact-finding must be conducted carefully because

sometimes it leads to some kind of dispute with anyone during the FF.

3. Observing– While conducting an interview, it is very important to observe the emotions

of people with whom the social worker is conducting an interview. Even, he or she can

observe whatever happening around the village and the survivor’s family, and so on. Are

the survivor and her/his family are feeling comfortable while giving the details or are they

feeling any kind of pressure – important to note down.

4. Research –Mrs. Pradnya highlighted the significance of the research and how a fact-

finding report can add value to the research. She shared that documentation and research

play an important role in Policy level issues. Research is a long-term activity. Through

research, the social worker seeks to gather information on the incident through other

sources such as newspapers, etc she added.

mailto:kdmsociety@gmail.com
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5. Questionnaires –She further shared types of questions that need to be asked by a social

worker to survivors, victim family, witnesses, etc. She also explained the importance of

the Questionnaire which is an important tool in gathering data and is a part of the

research.

Mr. Maheshwari also responded to the queries raised by the participants during and after the 

session. Then the second day’s session on report writing training concluded with feedback.  

== ================Certification Photo Gallery ========================= 
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Report on Mechanical Maintenance workshop 

Dated: 06-07/02/2020 

Event : Introduction to computer awareness 

Scheduled Date and time: 06-07/02/2020, 11.00am-3.00pm, 

Venue: Mechanical Laboratories, Class room 1 

Duration: 2 Day 

Organizing Faculty: Mr. Vaibhav Bankar 

Organizing Department: Mechanical Engineering department 

The event on “Mechanical Maintenance workshop” held successfully on the dates 06-

07/02/2018 at Vidarbha institute of technology, Class room 1 organised by Mechanical 

Engineering department for quality improvement of non teaching staff. The schedule was 

divided in two sessions. First session was from 11.00am – 12.30pm, for theory and 

conceptual knowledge sharing while the second session was from 2.00pm-3.00pm, giving 

practical hands-on and understanding of lab related machineries and services. The details of 

the program is given below along with the pictures of the program. 10 number of participants 

were registered and all complete the training program successfully. 

To achieve the primary objective of satisfying a demand, it is very important that 

products are produced in the right quantity, quality, at the right time and right cost. For these 

requirements to be met, goods must be made in the most efficient and economic manner. The 

machines and equipment must operate efficiently and effectively at the required level of 

production. There must be very few or no stoppages on production lines which require 

effective planning, scheduling and good administration of maintenance activities. 

Maintenance requirements have an impact on production scheduling and other functions 

performed by the production control department. Time lost due to maintenance may interfere 

with schedules from the production department. Therefore, maintenance requirements should 

be considered in choosing machines or equipment for replacement or increasing the capacity 

mailto:kdmsociety@gmail.com
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of installed machines and equipment. The maintenance department in any organization is 

saddled with the responsibility of the maintenance of facilities, equipment, and machines. 

Mr. Vaibhav Bankar, Mr. Rakhunde,  Mr. Vilas Sheware and  Mr. Vivek Jambhukkar were the 

resource persons on this special event. Session Details for both days are given here. 

S.No Session Resource 

Person 
Time : slot 1 Resource Person Time : slot 2 Session’s 

Coordinator 

1 Session 1 Mr. Vaibhav 

Bankar 
11.00-

12.30pm 

Mr. Vivek 

Jambhukkar 
2.00pm-

3.00pm 

Mr. Nilesh Gole 

2 Session 2 Mr. Vilas 

Sheware 

11.00-

12.30pm 

Mr. Rakhunde 2.00pm-

3.00pm 

Mr. Vaibhav 

Bankar 

Resources person enumerated the objectives of plant maintenance to include the following; 

• To achieve minimum breakdown and to keep the plant in good working condition at

the lowest possible cost; 

• To keep the machines and other facilities in operational level, and used act optimum

(profit making) capacity. 

• To ensure the availability of the machines; buildings and services required by other

section, buildings and services required by other section of the factory for efficient 

performance.  

The most important responsibility of plant engineering is that of maintaining the plant 

facilities and equipment. It is only when the equipment is adequately maintained that it can be 

expected to operate and perform properly, and thereby yielding a high quality product at a 

reasonable cost. 

== ================Certification Photo Gallery ========================= 
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RTMNU Rashtrasant Tukadoji Maharaj Nagpur
University, is one of the premier educational
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373 acers which consist of heritage building, 7
lush green campuses with gardens, enriched
biodiversity and spiritual antecende of Tukadoji
Maharaj impetus the academic culture within the
University.“Hya Bharat Bandhu-Bhav-Nitya
Vasu se, de varchasa de” which means may
brotherhood prevail in this country, grants us this
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India and has connectivity with every part of the
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Colleges/Institutions, 503 affiliated colleges
offering UG, PG, MPhil and PhD courses to more
than Four lakh students. All departments have
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academic collaborations with prestigious
institutions like IUC-CSR-DAE, New Delhi,
Pennsylvania state university, USA, University of
Florida, USA, University of Washington, USA to
name a few. These programs are supplemented
with non-formal mode of education to inculcate
human values and cover local need based
education.
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department.
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 The focus is to shape ‘institutes ofexcellence’
andto facilitate this transformation by training
facultieswith cutting-edge management and
leadership skills.

 This training program will provide many
examples and case studies and the participants
will be exposed to how to create blended
instruction for their students and what to
address when designing these experiences. In
addition to this, participants will be exposed,
how technology tools can foster collaboration
while delivering engaging instructional content.
They will also learn strategies for assessing
students and managing a blended learning
classroom.
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REPORT OF

FACULTY DEVELOPMENT PROGRAM

on
“Changing Trends in Integrated Communication Research”

Department of Electrical Engineering Vidarbha institute of technology, Nagpur had 

conducted a FDP on ‘FACULTY DEVELOPMENT PROGRAM on “Changing Trends in 

Integrated Communication Research” in on 11th January 2019. The dignitaries present, were 

Dr. S. D. Sawarkar International Motivational Speaker. (Principal B.J.E.S, Amravati Poly 

College (BK), Prof. Priyanka Patil Asst. Professor (EEE) P.R.M.C.E.M, Badnera & Er. Akash Jhamthe (M.D 

UltraNET Communication & Solution) Corporate Coach & Empowering leader

There were around 117 participants from different colleges and institutes all over of

Maharashtra and the FDP was conducted. Opening remarks for the FDP were given by Dr. S.S.

Uttarwar, which was followed by an introduction to the programme by Prof. Priyanka Godbole.

Dr. S. D. Sawarkar International Motivational Speaker explained role of teacher in shaping the

future. The next speaker was Prof. Priyanka Patil Asst. Professor (EEE) P.R.M.C.E M, Badnera Topic-

Faculty Development. She was followed by Prof. Akash Jhamthe (M.D UltraNET Communication &

Solution) Corporate Coach & Empowering leader on topic- Importance of Soft Skills of Faculty Development for

students Career in Industry and lecture on importance of industrial collaboration. Most of them talked

about their enriching experience at the FDP.

In the end Prof. Rashmi Singh gave the vote of thanks and concluded the one day faculty

development programme. The Certificates were distributed to the participants at end of Program.

Principal

VIT, Nagpur

http://www.vitnagpur.com
mailto:princi.vit@gmail.com
mailto:tnp.vit@gmail.com
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Report on MS- Office training programme for 5 days 

Dated : 16-20/01/2018, venue : G9 

Event: MS- Office training programme for 5 days 

Scheduled Date and time: 16-20/01/2018, 11.00am-3.00pm, 

Venue: Class room 1 and G9 

Duration: 5 Day 

Organizing Faculty: Mr. Nilesh Gole 

Organizing Department: Institute level (Non teaching staff) 

Computer literacy or skills training programme is one of such opportunities; it is a capacity building 

strategy that empowers individuals or institutions to be knowledgeable in the use of computer 

applications. In other words, a person who knows how to use the machine to complete any task is a 

computer literate. Computer literate often connotes little more than the ability to use several very 

specific applications (usually Microsoft Word, Microsoft Exel, Microsoft Internet Explorer, and 

Microsoft Outlook) for certain very well-defined simple tasks, largely by rote. Multi-lateral 

institutions are strongly advocating the building of knowledge societies where the power of 

information and communication helps people access the knowledge they need to improve their daily 

lives and achieve their full potential. 10 number of participants were registered and all complete 

the training program successfully. 

Increasingly, the concept of information literacy is considered as crucially important to enable 

people to deal with the challenge of making good use of information and communication technology. 

Indeed, governments, intergovernmental and non-governmental organizations, academia, civil society 

and the private sector have all come to the conclusion that computers, the Internet, and hand-held 

wireless devices are driving today profound changes in the way pictures, voice, and information are 

being created, transmitted, accessed and stored. But they also conclude that learning computer and 

media technologies are not enough if nations, institutions and individuals are to reap the full benefits 

of the global knowledge societies 

mailto:kdmsociety@gmail.com
http://www.vitnagpur.in/
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 Objectives 

The main aim or goal of the computer literacy programme is to capacitate the three basic 

Microsoft office software applications to enhance administrative or operational effectiveness in their 

various organizations for better networking or collaborations. 

Outcome of the programme 

Microsoft office applications required by every employee to understand and carry out their 

tasks no matter the individual’s designation were introduced to all Non teaching staff. The resource 

personas for the programme were Mr. Nilesh Gole, Ms. Seema Appa, Mr. Philip Erlin, Ms. Disha 

Patil and Mrs. Vaishali Agrey from computer science department , VIT.  

10 numbers of non teaching staff were registered and all participated on all days with full 

attendance. The participants were satisfied with the training programme and are able to implement the 

leanings from this training program in their daily activities related to documentation. Sessions were 

planned as below for all 5 days. Lunch break was given to participants for all days from 1.00pm to 

2.00pm. 

S.No Session Resource 

Person 
Time : slot 1 Resource Person Time : slot 2 Session’s 

Coordinator 

1 Session 1 Mr. Nilesh Gole 11.00-

12.30pm 

Mrs. Vaishali 

Agrey 
2.00pm-

3.00pm 

Mr. Nilesh Gole 

2 Session 2 Ms. Seema appa 11.00-

12.30pm 

Ms. Disha Patil 2.00pm-

3.00pm 

Mr. Nilesh Gole 

3 Session 3 Mr. Philip Erlin 11.00-

12.30pm 

Mr. Nilesh Gole 2.00pm-

3.00pm 

Mrs. Vaishali 

Agrey 

4 Session 4 Ms. Disha Patil 11.00-

12.30pm 

Ms. Seema appa 2.00pm-

3.00pm 

Mrs. Vaishali 

Agrey 

5 Session 5 Mrs. Vaishali 

Agrey 

11.00-

12.30pm 

Mr. Philip Erlin 2.00pm-

3.00pm 

Mrs. Vaishali 

Agrey 

mailto:kdmsociety@gmail.com
http://www.vitnagpur.in/
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Microsoft word : 

This is the most basic of all skills. It involves typing basically, but when using computers it 

deviates a little from the common typewriter. There is the enter key replacing the career movement 

and there are commands (simple ones) for paragraph, indent, spacing and so on. The best of word 

processing is that you can modify with ease any part of the text you entered. The word processing is 

the minimum one should know because it will be used in each and every application of computers.  

Below is the summary of the practical issues dealt with regards Microsoft word: 

 • Definition of Microsoft word 

 • Three ways in starting Microsoft word 

 • Exploring the word screen environment  

• Understanding some unique features in Microsoft word  

• How to work with Microsoft word (set a working folder; create a new document, opening an 

existing document, insertion of text, save your document, saving your document with a new name 

etc.) 

 • Inserting symbols and special character  

• Inserting the date and time functions 

 • Adding bullets and Numbering  

• How to insert Paragraph spacing • How to align text  

• How to cut & paste/ Drag & drop a document  

• How to close your document  

• How to exit Microsoft word  

• How to apply keyboard short cut  

• How to change ( e.g. Upper & Lower cases 

• How to do line spacing ( e.g. Double line or single line spacing ) 

 • How to insert pictures  

• How to insert Header & Footer 

 • How to divide the document into column 

 • How to insert tables  

Microsoft excel : 

mailto:kdmsociety@gmail.com
http://www.vitnagpur.in/
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 One will also need to use a spreadsheet of excel sheet for computing and chalking out 

financial plans. This is a must in any presentation and knowing the basics on how to use and read a 

spreadsheet will be extremely helpful to any young executive. As with others, this too will require a 

lot of hands-on practice and a little theory to master.  

Below is the summary of the main issues dealt with in the training manual during the process: 

• Introduction to MS excel ( Spread sheet)  

• How to add a work sheet 

 • How to hide and unhide workbook & worksheet  

• How to group a sheet 

 • How to ungroup a sheet  

• Understanding the functions of the worksheet special keys  

• How to select cell rows & columns 

 • How to protect work book or work sheet  

• How to use formula operators 

 • Understanding errors that affect a cell 

 • How to centralize labels 

 • How to add comment to a cell  

• How to enter data in a spread sheet 

 • How to work with charts 

 • Procedures to create a chart  

• Understanding the types of chart and their functions 

 • How to work with data base entries  

• How to manage the data base  

• Introduction to MS Excel applications  

Conclusion : 5 days computer literacy/ skills training programme organized by Vidarbha 

Institute of technology was a success story. This was a deliberate attempt to contribute to national 

development and create opportunities for effective  

== ================Certification Photo Gallery ========================= 
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