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3 Head, Department of Tamil Member
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Asst. Professor of
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Administration
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14 Mrs. A. Jansi Rani Librarian Member
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Circular

31.05.2023

This is to inform you that there will be a meeting on 02.06.2023 at 11.00 am in the
Principal’s cabin regarding activities to be done by digital media for the academic year 2023-

2024. All the members are asked to actively take part in the meeting.
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Minutes of the meeting held on 02.06.2023
The website committee had conducted a meeting on 02.06.2023 in the library by 11.30 am.

The role of the members from the department/committees/clubs/cells/office is as follows.

e To mail the invitations of programmes as jpg file conducted by the

department/committee/cells etc., at least one day before the event for website

updation
e To mail the photos of the events on the day of conduct to sacwedu@gmail.com

e To mail the photos, awards or any recognition received by their students and faculty

members
e To submit syllabus, faculty list, faculty photos and profiles for website updation
e To submit internal/external time tables
e To submit data related to the office for website updation
e To submit data related to the library for website updation
The role of the coordinator is as follows.
e To update day orders and daily quotes
e To display news content regarding programmes
e To display internal and external time tables

e To update all the website contents
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Action taken report for the meeting held on 02.06.2023

e Day orders were regularly updated for every month.

e Daily quotes were updated.

e The invitations of programmes conducted were updated as news.
¢ Internal and external time tables were displayed in the website.

¢ Faculty photos and updated academic profile were updated.

e Achievements of students and faculty members were updated.

e All the website contents were updated.
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