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Name of the activity — Session on - “Email Writing Etiquettes™

Date 1 1th March 2024 (Monday)

Venue : Seminar Hall

Mode : Physical

Members involved —
Dr. B. R. Deshpande - I/¢ Principal

Asst. Prof. Yogita Sawant — Coordinator - BMS Department

Organizing Committee —
Asst.Prof.Navaj Mulani
Asst.Prof. Onkar Mone
Asst.Prof. Divya Gautam
Asst.Prof. Riyu Haldankar

Asst. Prof. Tejas Risbood

Resource Person (Speaker of the session) -

Mrs. Saili Dhotre (HR Professional & Founder of Nishvi HR Solutions)
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Department of BMS

Notice

22nd February, 2024

All the departmental members are hereby informed that the departmental meeting will be

conducted with the Principal on Saturday, 24" February, 2024 at 11:30 AM in the principal’s

office.

Agenda of the meeting will be as follows: -
Discussion regarding conduct of Session on - Email Writing Etiquettes by

1.
Mrs. Saili Dhotre.
2. Discussion regarding time and venue allocation for conduct of session.
3. Discussion regarding objectives of conducting the session.
4. Discussion regarding allocation of work among the faculty members of BMS

department.

oo

Asst. Prof. Yogita Sawant

BMS - Coordinator
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Minutes of the Meeting

The meeting of the Department of BMS was held with the principal on s wurday, 24" February,

2024 at 11:30 AM in the principal’s office regarding inviting Mrs. Saili Dhotre, an TR
1Y students of

Professional, to conduct o session of Email writing ctiquettes  for

BMS/BAF/BBI. The mecting was presided over by the Chairperson - /¢ Principal Dr. B R
Deshpande, BMS Coordinator = Asst Prof. Yogita Sawant, Asst. Prol. Navaj Mulani, Asst
Prof. Onkar Mone. Asst. Prof. Divya Gautam, Asst.Prof. Riyu Haldankar and Asst. Prof. Tejas
Risbood. In the meeting following points were discussed and decisions were taken in order to

discuss the conduct of a session of Email writing ctiquettes. Below are the minutes of the

meeting:

e Date of Interviews — 11th March 2024 (Monday)

Time of interviews - 10:00 AM.

e Venue for the session — Seminar Hall.
e Title - Session on - “Email Writing Etiquettes”

e Stream — TY students of BMS/BAF/BBI.



Work distribution and planning

e Participant list — Asst. Prof. Divya Gautam
e Feedback form preparation and analysis — Asst. Profl. Riyu [Haldankar
e Photos of interview sessions — Asst. Prof. Onkar Mone

= » . . . sl IO Ve den | U
e Coordination with resource person— Asst. Prof. Nava) Mulani & Asst. Prof. Divya
Gautam

e Report/Any other documentation — Asst.Prof. Tejas Risbood

e Other work - Asst. Prof. Riyu Haldankar & Asst.Prof. Tejas Risbood

Asst. Prof. Yogita Sawant - BMS Coordinator 3)’_‘}/

-

Asst. Prof. Navaj Mulani /’k@/

Asst. Prof. Onkar Mone
Asst. Prof. Divya Gautam :‘D:’/

Asst. Prof. Riyu Haldankar

g =l
Asst. Prof. Tejas Risbood %ﬂ/
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Department of BMS

Notice
Date: 0 Maveh, 20204

All the students of TYBMRTYRAF TYBRELare hereby intrmad that the Department of BMS
is organising a Session on UENALL WRTUING ETIQUETTENR™ onc Monday, TN Maeely, 2024
at 10:00 AM in the seminar hall, The annn of ovaising this session s o equip students with
the basic etiquettes necessary o dratt an Fraaile Soall the students we requiested o take

advantage of the same.

ﬁ")ﬁw N- .
Asst. Prof. Yogita Sawant De BUR Deshpande

BMS - Coordinator /e Principal



FEEDBACK FORM LINK:
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FEEDBACK FORM ANALYSIS

How would you rate the overall session?
99 responses

60

57 (57.6%)

40

0
g 21(212%)
14 (14.1%)




How well was the session organized ?
99 responses

60

40

19 (19.2%)

17 (17.2%)

Did the session meet your expectation?

99 responses

@ YES
@ NO

o)

How would you rate the content knowledge and information shared by Mrs. Saili Dhotre?

99 responses

60
58 (58.6%)
40
£ 20 (20.2%)
1 (1|%)
N 5(5.1%) |
1 2







LIST OF THE PARTICIPANTS

[ Full Name Class | Roll number | Gender Email address
Akshat Mestry TYBMS 9807 Male akshatmestry5@gmail.com
Harsh Sawant TYBMS 9734 Male hhharshsawant10746@gmail.com
Vishal Ashok Patil TYBMS 9729 Male vishalpatil212 vp@gmail.com
Harsh pramod patil | TYBMS 9628 Male iamharsh178@gmail.com
Khushi Kadam TYBMS 9616 Female kadamkhushu157@gmail.com
Shravani Vijay Raut | TYBMS 9633 Female rshravani171@gmail.com
Alfiya sayyed TYBMS 9635 Female alfiyasayed97 @gmail.com
Ankit Singh TYBMS 9814 Male 94ankitthakur@gmail.com
Neelima more TYBMS 9624 Female neelimamore57 @gmail.com
Kamlesh Govind
Talesha TYBMS 9742 Male kamleshtalesha28@gmail.com
Riddhi Govind
Bhatiya TYBMS 9607 Female riddhibhatiya3031@gmail.com
Patil Tanmay :
prabhakar TYBMS 9809 Male patitanmay1970@gmail.com
L Sakshi Kumari TYBMS 9701 Female devanshisakshi@gmail.com
L Neha Jaiswal TYBMS 9615 Female nehajaiswal3399@gmail.com
PATIL PRADNYA
BHARAT TYBMS 9631 Female giyapatil1809@gmail.com
L sakshi vichare J TYBMS 9643 Female sakshivichare2003@gmail.com |
L Komal sirvi l TYBMS 9641 Female komalsirvi6@gmail.com ll
/ Khushi I TYBMS 9632 Female khushiprajapati0326 @gmail.com \
Pratham Manoj
Ambonkar TYBMS 9603 Male prathamambonkar@gmail.com
Karishma Dhanraj
Talekar TYBMS 9741 Female talekarkarishma08@gmail.com
Ayush Shankar
Nalawade FYBMS 9127 Male ayushnalawade16@gmail.com
Diksha vijay . o
Sasulkar FYBMS 9207 Female saritasasulkar123@gmail.com




Shruti shinde

FYBMS 0218 Female | shindeshrutiz24@gmail.com
Akshta singh FYBMS 0220 Female | rashiisinghh72@gmail.com
Purva jadhav FYBMS | 0062 Female | purvajadhav788@gmail.com
Hrithik Anil Jaiswal FYBMS 9055 | Male i‘1rtil1nk§aiswal26§@mm
Nikita More FYBMS-_ - 5122 Female nikumore?d@W—‘
Rucha Markandeya FYBMS 9111 Female | fijc;hahari_éndeya@gmail,com+
Darshan Ganesh Konde | FYBMS 9106 Male ko'nde;cigréhansg@gmail.com
Shravani FYBMS 9054 Female | jadhavshravani316@gmail.com
Shraddha vinod Jadhav | FYBMS 90563 Female shradd?l-ajadhav260@gmail.com
Tanisha Sinha FYBMS 9224 Female tanishasinha1804@gmail.com
SAHIL GUPTA FYBMS 9047 Male guptal1sahilos@gmail.com
Manasvi kadam FYBMS 9057 Female . 7k-adammansvi8@gmail.com
Mayur kadam FYBMS 9058 Male mayurkadam7715@gmail.com
Viresh Sanjay Narwekar| TYBMS 9726 Male viresh1433@gmail.com
Nandini shetty FYBMS 9215 Female nandinirkshetty@gmail.com J
Jadhav Nikhil Suresh TYBMS 9712 Male nickjadhav64@gmail.com \
Sonal Sunil Nalawade | FYBMS 9128 Female ?osTmF\alawade‘ITOS@gmail.com
Apurva Harish Jadhav | FYBMS 9050 Female ;;;uﬁajadhavm05@gmai|_com \
Shruti shedge TYBMS 9636 Female shrutishedge17@gmail.com J
Mitali Patil TYBMS 9630 Female patilmitali45@gmail.com \
Soham Sutar FYBMS 9232 Male sohamsutar2006@gmail.com \
Heramb karbhari FYBMS 9102 Male herambkarbhari01@gmail.com \
Arya jadhav FYBMS 9263 Male aryajadhav5263@gmail.com \
Pranita Vilas Kadam | FYBMS 9059 Female pranitak225@gmail com \
Yashesh Jaiswal FYBMS 9056 Male yasheshjaiswal31@gmail.com \
Yadav akhilesh vijay | FYBMS 9253 Male amiatyadeve@gmail.com \
Preeti Singh FYBMS 9223 Female | thepreetichaudhary21@gmail.com \
Sandeep yadav FYBMS 9646 Male

rockssandeep86@gmail.com J




flr"'__ .
Ankit yadav FYBMS 9254 Male ay0181757@gmail.com
Gaurav Brahmdev
gharge TYBMS 9038 Male gauravgharge07 @gmail.com
Smét pravin more FYBMS 9124 Male smitmore51@gmail.com
Sagar nayak FYBMS 9130 Male sagarnatak@gmail.com
Adinath bhagwan E
salunkhe FYBMS 9201 Male salunkheadinath202@gmail.com
Shital Rahul Kamble FYBMS 9101 Female [shitalkamble09072005@gmail.com
Rashmi Ghodke FYBMS 9039 Female rashmighodke20@gmail.com
Samit khawatode FYBMS 9103 Male skhawatode@gmail.com
Neha Walmiki FYBMS 9250 Female nehawalmiki666@gmail.com
Sayali Sandip Gotad FYBMS 9042 Female sandipgotad1977@gmail.com
Riya mourya FYBMS 9112 Female riyamouryad56@gmail.com
mukeshmeghwal91377@agmail.co
Mukesh meghwal FYBMS 9115 Male m
Pooja Vishwakarma TYBMS 9644 Female |vishwakarmapooja994@gmail.com
parth vaity FYBMS 9243 Male parthvaity 118@gmail.com
Viraj Kailas Mokashi FYBMS 9119 Male mokashiviraj0@gmail.com
Kartike Tiwari FYBMS 9238 Male Kartiketiwari6504@gmail.com
Hitesh goswami FYBMS 9041 Male hg5829957 @gmail.com
Jiya Nandu FYBMS 9129 Female jiyanandu8@gmail.com
Soham Sunil Walse TYBMS 9646 Male sohamwalse12@gmail.com
Vedant suryakant kol FYBMS 9105 Male vedantkoli883@gmail.com
Dipitika Ashok
Sonawane FYBMS 9229 Female manishsonwane293@gmail.com
Sneha Satish sangare | FYBMS 9204 Female snehasangare66@gmail.com
Reena nadar FYBMS 9125 Female reenanadar0S@gmail.com
Ayush Rajendra sawant | TYBMS 9634 Male sawantayush01@gmail.com
Sohem mohd saqeeb
tungekar FYBMS 9239 Male sohemtungekar21@gmail.com
Vikas FYBMS 8018 Male vikasbist2777 @gmail.com




sakshi bhagwan Wable | FYBMS 9248 Female sakshib.wable@gmail.com
Pratik FYBMS 9226 Male pratiksolanki@gmail.com
Abhishek Anil Nalawade | FYBMS 9126 Male | abhisheknalawade17@gmail.com
"rDhruvesh vijay more FYBMS 9121 ' Maléﬁf - dhrlj;gs'hn;cl)re@gmaii.com
| Sahil prakash more | FYBMS 9123/A | Male | sahilmore192005@gmail.com
Rahul giri FYBMS 9040 Male '90344665@gmail com
Nilesh Jadhav FYBMS 9051 | Male | nileshjadhav23.2005@gmail.com
Bhoomi Mayekar FYBMS 9113 Female | bhoomimayekar222@gmail.com
Suman verma FYBMS 9246 Female 7éumanverm§8928@gmait_com
Bhavesh Rajendra _ - . I
Mewati FYBMS 9117 Male mewatibhavesh@gmail.com |
Aryan Singh FYBMS 9221 Male aryanorwhat@gmail.com ‘
Sawan pandurang ‘ _ ‘
gawali FYBMS 9037 Male gawalisavan339@gmail.com |
Deepanjal Rajkumar _ |
Singh FYBMS 9222 Male deepanjals71@gmail.com L
Soham kaéam TYBMS 9118 Male soham8108@gmail.com
’ Kanishk Garud FYBMS 9036 Male kanishkgarud11@gmail.com
lSandhya vikas Salunkhe| FYBMS 9202 Female | sandhyasalunkhe598@gmail.com ‘
LAartf chandrika saroj FYBMS 9205 Female sarojaarti953@gmail.com l
) Kanchan yadav FYBMS 9252 Female ky35983@gmail.com
LHarsh Sanjay Warang | FYBMS 8251 Male warangharsh37@gmail.com
L Aditya Vikas More FYBMS 9120 Male vmb5147107 @gmail.com
| Parth Anand Mayekar | FYBMS 9114 Male kelbaidevi2023@gmail.com
Esha Gupta TYBMS 9614 Female eshagupta3156@gmail.com

Deepak Pandey TYBMS 89627 Male niteshpanday878@gmail.com
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Conduct of session:
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Speaker with students and faculty members after conclusion of the session:
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Report of session on - Email writing Etiquettes.

Date: 12" March, 2024

The Department of Management studies had organised a session on Email writing Etiquettes

on 11" March 2024 (Monday) from 10 AM to 11 AM in seminar hall to equip students with
basic knowledge and etiquettes which are necessary to draft an official Email. This main
purpose of the session was to provide students with all the valuable insights which will lead to a
deeper understanding on “Email writing ctiquettes™.

The speaker discussed with students about how to draft the subject line of the email. Also, various
types of emails which are used for formal communication were explained by the speaker. Many
other important points which should be kept in mind while drafting an email such as Salutations,
tone of words, URL's, Font type, Greetings, Body of the email etc were explained in detail by the
speaker.

It was a highly informative session which received a very positive response from all the
participants. This session will surely benefit all the students in their career since E-mail writing is

a part and parcel of daily work of each and every working individual irrespective of the industry

they choose to be associated with.

Report prepared by - Asst. Prof. Tejas Risbood
Report Checked by - Asst. Prof. Yogita Sawant (BMS Coordinator) 253,—/_/

Report approved by - Dr. B.R. Deshpande — I/c Principal E



