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Date 09.08.2022

A meeting with HOD's is scheduled on 09" August 2022 in the Principal's office at 12:30 pm
for both Shift I &II.

Agenda of the meeting:
e Discussion about the College reopening day for first year student

e Discussion about the Staff duties for 10" August 2022, regarding orientation for first

year students
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Date 09.08.2022
HEADS DEPARTME
Shift 1
Name Department Signature
Dr. R. Manimekalai Principal

v

Dr. Lakshmi Balaji

Vice Principal

L/

Dr. V.C. Shanthi Lakshmi

Dean - Academics

Y

Dr. Apitha Sabapathy

Dean — Students

Dr. Ragitha Radhakrishnan

Co-ordinator (Shift — 11)

A
r‘\\/

Dr. Victoriya Salomi

Biochemistry

Y™

Ms. K. V. Priya
(Dept. In-charge )

English

"

Dr. V. Nithyakalyani

Microbiology (UG)

Dr. D. Lakshmi Priya

Microbiology (PG)

Ms. V.R. Viju

Computer Science

Dr. V. Agnes Lavanya

Mathematics

Dr. Ragitha

Psychology

Ms. N.S. Kothai

BCA

Dr. K. Latika

BBA

Ms. E. Nirmala

B. Com (G)

Ms. K. Banumathy

B. Com (AF)

Dr. K. Sucharitha

B. Com (CS)
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Ms. S. Pavithra

Visual Communication

Dr. Sujatha Mohan Natya ﬂ" N =
Dr. R. Selvarani PD W/
ya
Dr. Thilagavathy Library ‘{y
y T
Dr. Ranjana Rai Hindi &J’%
Dr.Gayathri Preethy Sanskrit Y
French &E/
Shift 11
Department Signature
In charge /e

Dr. Ragitha
S

Co-ordinator

V.

Dr. Apitha Sabapathy

Tamil

Ms. Poongothai

BCA

Ms. Sheeba

Computer Science

Ms. Preethika

Mathematics

Ms G.K. Kavitha

B.Com(G)

194
-
cg’

Ms. J. Divya

B.Com (AF)

Ms. Renuka

I

"Ms. Visalakshi

BBM ‘g 1 s ‘{:&tud
BBA

I
Ms.Poongothai

Exam Committee

----- e st
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MJC/2022-23/COL/ Document
D :
ocument ID HM/I/MOM N anke: MOM
Date 10.08.2022
Ti :
iming 12:30 -1:30 pm

MINUTES OF THE MEETING
HOD’S MEETING:

HOD’s meeting was convened by the Principal.

Principal instructed about the Staff duties and responsibilities for College Reopening for First
years to be held on 10" August 2022.

e All the department in-charge and Disciple committee staff must take care of
discipline.
e Department in-charge must collect the first year Name list on 9" August 2022 by

12:30 pm from the front office.

Room Allotments for the first year must be informed.

[nstruction sheet, profile form and ID card forms must be collected from Dr..Agnes
Dept. of Maths. All the remaining forms should be retained in the dept. till September
15" then return back to the Admin office.

e Reporting time for Shift I staff is 8:00 am, students will report by 9.00am to the
venue, Session | starts by 9:45 am, Shift 11 staff report by 10:30 am and Session 11 by
12:00 noon. Students must go to the respective classroom once the program 1S over.
Dr.Nithya Kalyani of Microbiology Dept MC in-charge
11:08:22 (Thursday), class for first years from 8:15 am- 10:30am for first years. Class
teachers must be in the first year class and guide them to fill the profile data. Monday
students must report to college by 8:15 am for Independence day celebrations.

e Bridge course to be conducted on Tuesday 16" August.
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HOD's meeting is scheduled on 10" August 2022 in the Principal's office at 12:30 pm for

both Shift I &I1.

Agenda of the meeting:

e Discussion about the 22* and 23 ™ Convocation Day.

e Discussion about the Staff duties for both the days.
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g
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MJC/2022-23/ Document

D 2

ocument ID COL/HM/2 Ninio CIRCULAR

Date 10.08.2022 .

HEADS OF DEPARTMENT
Shift 1
Name Department Signature
Dr. R. Manimekalai Principal
/

Dr. Lakshmi Balaji Vice Principal W
Dr. V.C. Shanthi Lakshmi Dean - Academics \]V
Dr. Apitha Sabapathy Dean — Student [
r. Apitha Sabapathy ean udents thi‘_ii/f’—

Dr. Ragitha Radhakrishnan | Co-ordinator (Shift — I1) \/

Dr. Victoriya Salomi Biochemistry \& S l;;\l\ﬁ,f*"‘

Ms. K. V. Priya English }l/

(Dept. In-charge )
Dr. V. Nithyakalyani Microbiology (UG) Nﬁ(
Cod
Dr. D. Lakshmi Priya Microbiology (PG) C_/Q/\"& _A,t\?gfgl_
(-'
U

Ms. V.R. Viju Computer Science W
Dr. V. Agnes Lavanya Mathematics (w @'ﬂf

*,

. E L ;

Dr. Ragitha Psychology

Ms. N.S. Kothai BCA ﬁf‘-ﬁ.Lﬂ,}f“

Dr. K. Latika BBA Aﬁﬂ
B. Com (G) / o \V‘
¢ Lo

_ﬁs. E. Nirmala

Ms. K. Banumathy B. Com (AF)
Dr, K, Sucharitha B. Com (CS)
— gkl e e —
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Ms. S. Pavithra

Visual Communication

be

Dr. Sujatha Mohan Natya p_‘ (0 o 7
Dr. R. Selvarani PD /‘ﬂ] !
Dr. Thilagavathy Library ‘b/
Dr. Ranjana Rai Hindi : Q_Q £
Ll

Dr.Gayathri Preethy Sanskrit

French ,{l/

Shift 11

Department Signature

In charge yd
Dr. Ragitha Co-ordinator \/
S

Dr. Apitha Sabapathy

Tamil

Ms. Poongothai

BCA

Ms. Sheeba

Computer Science

Ms. Preethika

Mathematics

Ms G.K. Kavitha B.Com(G) o
L:--—E/J
Ms. J. Divya B.Com (AF) o
| L _1.. . ""_.'l:"-:'::;;‘#l/’f
Ms, Renuka BCS Q \_l
w tb e
Ms. Visalakshi BBA

Ms.Poongothai

Exam Committee
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Date 10.08.2022
Amng; 12:30 -1:30 pm
MINUTES OF THE MEETING
HOD’S MEETING:
HOD’s meeting was convened by the principal.

Principal instructed about the Staff duties and responsibilities for the 22 &23™ convocation
to be held on 111&12% August 2022 for both the days.

All the Department in-charge and Discipline committee staff must take care of disciples
on both the days.

Staff Reporting time is 8:00 am on both the days

Graduates Reporting time is 9:00 am on both days.

Department’s staff must make sure that the get Graduates sign in both registers (Big
and grandaunt register).

Five forms should be issued to the students (Instruction form, Alumni form,
Registration form, Feedback & IQAC Feedback form). Collect the Alumni and the
feedback forms.

Department in-charge must collect the Degree certificates of the graduates from the
front office.

Kindly check the Rank holders, endowment and special student list.

Students must pay Rs 200/- as caution deposit, for robes and it must be returned.

Dr. Priya & Dr.Ambika of Tamil Dept are the Robe in-charge, ropes should be collected
from Seminar Hall-1.

Dr. Durga is incharge for guest Momento, Shawl! and Thambulam

Dr. Banumathy of B. Com Dept is in-charge of Guest Hospitality

Dr. Sucharitha of B. Com Dept C.S is in-charge of Students Hospitality

Dr.Nithya Kalyani of Micro Dept is in-charge of MC

Dr.Victoria of Biochem Dept is in-charge of Audio & Video.

Ms.Kothai of BCA is in-charge of Presentation

Dr.Shanthi Lakshmi Dean Academics is in-charge of Procession.

Tamil Dept is in-charge of Graduant Register.
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Agenda of the meeting:
e Discussion about the UWA 2022 program
e Discussion about the Staff duties for the same
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Document ID: COL/HOD/3 Name: CIRCULAR
Date 18.08.2022
ADS E AEN
Shift I
Name Department Signature
[ =
Dr. R. Manimekalai Principal

Dr. Lakshmi Balaji

Vice Principal

Dr. V.C. Shanthi Lakshmi

Dean - Academics

Dr. Apitha Sabapathy

Dean - Students

Dr. Ragitha Radhakrishnan

Co-ordinator (Shift — II)

Dr. Victoriya Salomi

Biochemistry

Ms. K. V. Priva
(Dept. In-charge )

English

Dr. V. Nithyakalyani

Microbiology (UG)

Dr. D. Lakshmi Priva

Microbiology (PG)

Ms. V.R. Viju

Computer Science

Dr. V. Agnes Lavanya Mathematics C'D r
] ithz Psyvchology '
Dr. Ragitha svchology J{“ (ir
Ms. N.S. Kothai BCA W
N :_'_::;-»""
Dr. K. Latika BBA p‘
Ms. E. Nirmala B. Com (G)

[y

Ms. K. Banumathy

B. Com (AF)

Dr. K. Sucharitha

B. Com (CS)

Ry i
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Dr.Gayathri Preethy Sanskrit

French E i )

v

Department Signature

In charge Z
Dr. Ragitha Co-ordinator \/
~
Dr. Apitha Sabapathy Tamil j E

BCA

\s. Poongothai

As. Sheeba Computer Science
Ms. Preethika Mathematics @_"
s G.K. Kavitha B.Com(G) C..V{
Ms. J. Divya B.Com (AF) AN .
L
NG
Ms. Renuka BCS Qu -A- rﬁ
wh
\ -
BB'[ S'I. S".‘|;|, %\-W
AMs. Visalakshi BBA \i
Ms.Poongothai Exam Committee
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| Date 18. [ [ Ri I
Timlng: 12:30 -1:30 pm | B
MINUTES OF THE MEETING
HOD'S MEETING:
HOD's meeting was convened by the principal.
“UWA Centaury

Principal instructed about the Staff duties and responsibilities for
Celebration “to be held on 20" &21* August 2022 in MGR Arangam.

Department in-charge and Discipline ¢
Principal instructed about the program schedule and audience details.
Registration starts by 9:30 am, Inauguration by 10:30 am,

pm

| years are the audience,
For inauguration: Shift I-
(From 10:30 am)

ommittee staff must take care of discipline

break at 11:30am. i
Session, | start by 11:45 am, Prize distribution by 2:30pm and cultural Program by 4:30 \
g

| B.Sc Micro, Bio, BCA (A&B), Comp Sci, B.Com (G)

For Session I: I B.Sc Psychology, B.A English, B.Com (A/F), Natya &BBA.

(From 11:45 am)
For Session 11 : Shift - 1. B.Com A/F,G, BM. (From 2:30Pm)

For cultural Pro

Dr. Durga of Bio Dept is in-charge of MC
English Dept is in-charge of Registration
Dr. Banumathy of B. Com Dept is in-charge of SSGuest Hospitality

Dr. Nirmala of B. Com Dept (Gen) is in-charge of Chair arrangements
Dr.Victoria of Biochem Dept is in-charge of Stage,

the guest.
Dr.C.Banu Rekha of Micro Dept is in-charge of Audio & Video.

Mrs Viju of Comp Sci is in-charge of transportation for the guests.
Dr.Sathya Priya of Tamil Dept is in-charge of Press.

Dr.Lakshmi priya of Micro Dept is in-charge of DC.

Ms.Pavithra of Vis.communication is in-charge of Newsletter.
Dr.Sujatha Mohan of Natya is in-charge for Cultural events.

Ms Ramya Vasudevan of BCA is in-charge for Panel discussion

gram: 1.B.Se Comp Sci, BCA, BBA &Tamil. (From 4:30 pm)

Banner, newsletter, mementos for
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w2 College of Arls and Scuanc,a for Women
e Thiough Diigence”
3 MJC/2022-23 / Document ,
Document 1D: COL/HOD/4 e CIRCULAR
Date 30.08.2022

HOD's meeting is scheduled on ]
both Shift I &IL

Agenda of the meeting:
Discussion about the changes in the timings for

L ]
e Discussion about the I PG reopening dates
e General instruction to the staff members

e General instructions from exam committee

# September 2022 in the Princi

the LII and III years.

ipal's office at 12:30 pm for
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Date 1.09.2022
HEADS OF DEPARTMENT
Shift I
Name Department Signature
/
Dr. R. Manimekalai Principal

Dr. Lakshmi Balaji

Vice Principal

Dr. V.C. Shanthi Lakshmi

Dean - Academics

Dr. Apitha Sabapathy

Dean — Students

Dr. Ragitha Radhakrishnan

Co-ordinator (Shift — 11)

Dr. Victoriya Salomi

Biochemistry

Ms. K. V. Priya
(Dept. In-charge )

English

Dr. V. Nithyakalyani

Microbiology (UG)

Dr. D. Lakshmi Priya

Microbiology (PG)

Ms. V.R. Viju

Computer Science

Dr. V. Agnes Lavanya Mathematics (’D \éqm

Dr. Ragitha Psychology Aot AF/

Ms. N.S. Kothai BCA l\,ggfoﬂ/ynj“

Dr. K. Latika BBA ))/

Ms. E. Nirmala B. Com (G) ”g_ AM’b
Ms, K. Banumathy B. Com (AF) W

H—-—‘m
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Dr. K. Sucharitha

B. Com (CS)

Ms. S. Pavithra

Visual Communication

In charge

Dr. Sujatha Mohan Natya P
Dr. R. Selvarani PD @ ‘L/
Dr. Thilagavathy Library P
Dr. Ranjana Rai Hindi %/
Dr.Gayathri Preethy Sanskrit

French H/

Shift 11
Department Signature

s

Dr. Ragitha

Co-ordinator

&

Dr. Apitha Sabapathy

Tamil

Ms. Poongothai

BCA

Ms. Sheeba

Computer Science

Ms. Preethika

Mathematics

Ms G.K. Kavitha

B.Com(G)

Ms. J. Divya

B.Com (AF)

Ms. Renuka BCS LDC{)
() ALY >
P_MS- Q. QuEEBP JFerrnie o | BBM Q QML‘{JFW
ﬂs. Visalakshi BBA

Ms.Poongothai

Exam Committee

—ﬂﬁﬁ
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A Dr. MGR-JANAKI ¢, HOD’s MEETING

' College of Aris and Science for Women ¥
L neenes Thingh Digeras’

MJC/2022-23/COL/ | Document
: M
Document ID HOD/4/MOM Natic: e
Date 1.09.2022
Ti H
e 12:30 -1:30 pm

MINUTES OF THE MEETING
HOD’S MEETING:

HOD's meeting was convened by the Principal.

e All Saturdays are working day for 1 years for both the shifts, timings from 8:30am-

3:30 pm. Time schedule is as follows

8:30 - 9:30 am (1% hr)

9:30 - 10:30 am (2™ hr)

10:30 -11:30 am (3™ hr)

11:30 - 12:00 noon Break

12:00 - 1:00 pm (4" hr)

1:00- 2:00 pm (5" hr)

2:00 -3:30 pm ( Club activity must be conducted)

e English and Lang time table will be given, departments must give the major and allied
time table and the staff allotted for Saturday’s to principals office by 2™ Sep 2022.
Compensation leave is given to the staff members on Monday.

for Shift I (I years) same class rooms, for Shift II (I years) II year

¢ Room allotment,
class rooms can be utilised.

All Mondays will be a holiday for I UG, all Tuesdays II UG students can go for
internship, and all Fridays ITl UG can go for project work. Detailed note to be sent to
parents by the class teachers and signed letters from the parents should be maintained
in the department.

e Students can be permitted to use the restroom during the class hours

e Reopening date for I PG is 5" Sep 2022, I PG students will come to respective
departments at 9:00am orientation program is conducted by the respective
departments.

e | U(J_emd I PG examination database details must be ready. Remedial marks to be
submitted.
Complete the Portions and semester exams will start by Nov 2022.

. [SQ Stage I audit is to be scheduled on 9" Sep 2022, Model department will be Comp
Sci. All HOD's must attend.

Y 2 | . . th

e All the department activity reports from July 22- Aug 22 must be submitted on 12

September 2022 to IQAC.

Ll L5
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Document 1D: CIRCULAR
ument ID: | 31 mOD/S Namsie

Date 07.11.2022

HOD's meeting to be scheduled on 8" November 2022 in the Conference hall
at 12:30 pm for both Shift I &II.

Agenda of the meeting:
« Discussion about the changes in the timings for the I, Il and I1I years.

« Discussion about the time table, workload & department planner for the
even semester.

« Discussions about the alumni meet association.

« Discuss about the MGR Endowment Talk to be held on 8% January 2023.

« General instruction to the staff members about the department
seminar/workload & Guest lecture.

e« General instructions from exam committee.

L LLL -

PRINCIPAL

e ————— T ST
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1D: COL/HOD/5/ATT Name: ATTENDANCE

 Date 08.11.2022

HEADS OF DEPARTMENT
Shift 1
Name Department Signature

07.11.2022 | 08.11.2022

Dr. R. Manimekalai Principal i \

YW’ Y4

Dr. Lakshmi Balaji

Vice Principal

Dr. V.C. Shanthi Lakshmi

Dean - Academics

i
Dr. Apitha Sabapathy

Dean — Students

| Dr. Ragitha Radhakrishnan

| Co-ordinator (Shift - 1I)

| Dr. Victoriya Salomi

| Ms. K. V._I’rj}'u
| (Dept. In-charge )
Dr. V. Nithyakalyani
' Dr. D. Lakshmi Priva
'Ms. V.R. Viju
'Dr. V Agnes Lavanya
' Dr. Ragitha
Ms. N.S. Kothai
' Dr. K. Latika

' Ms. E. Nirmala

m English it -7
| — lj !"r’,# "

Biochemistry

| Microbiology (UG)

e
=3
%_.
¥
\
ity
s
P
X

Microbiology (PG)

T
Computer Science

Mathematics

Psychology

BCA

'BBA

B. Com (G)
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Ms. K. Banumathy B. Com (AF) M ) M
Dr. K. Sucharitha B. Com (CS) Aossitty WM/
Ms, S. Pavithra Visual Communication | ¢ 3&3’ 2 p
Dr. Sujatha Mohan Natya QT,L vya ﬁl‘mﬁtm
Dr. R. Selvarani PD Q@*L/
URA Q 4
Dr. Thilagavathy Library @"B,ﬁ\hl D Bt‘-h
Dr. Ranjana Rai Hindi J§ &Q,
Sanskrit 0y
French f! ‘I
Shift 11
Department Signature
In charge 07.11.2022 [08.11.2022
Dr. Ragitha Co-ordinator L @/
Dr. Apitha Sabapathy Tamil J[\\a--— 6! ‘\_,
Ms. Poongothai BCA N '\?W L 1@ ch
- : g,
Ms. Sheeba Computer Science (M 7.
Ms. Preethika Mathematics :j’% = [;u:jt/
MsG. Kavitha | B.Com(G) c o | oA
Ms. J. Divya B.Com (AF) Q| Q4
Ms. Renuka BCS [J U.Tr“\] %ﬁd,j{l
£p ko ,
Ms. Visalakshi BBA
Ms. Sheeba Fathima BBM , i | @ :
o , 9 QLJ_?&!‘&; Qdarrbrfe
Ms.Poongothai Exam Committee Yopdk
b £ Nooct—"| 1€ Voo
[ USSR
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| —{Docume [ MINUTES OF
Document | MJC/2022-23/COL/ :::qumt. :}Illl:-l) ?
1 HOD/S/IMOM N"_““?_‘__ ' _h_? [_,: [_P‘I_IP]E
Date 08.11.2022 | Wngel RNV E
Timing: 12:30 -1:30 pm _ —

MINUTES OF THE MEETING

HOD'S MEETING:

HOD's meeting was convened by the Principal.

Timings from this semester 8:20 am - 12:50 pm (Shift )

8:20- 8:30 am assembly

8:30 - 9:10 am (1" hr)

9:10 - 9:50 am (2™ hr)

9:50 -10:30 am (3" hr)

10:30- 11:10 (4" hr)

11:10- 11:30 am Lunch Break

11:30 - 12:10 pm (5" hr)

12:10- 12:50 pm (6™ hr)

Lunch Break is reduced by 10 mins.

Students should be permitted to use rest room at any time during the day.
All Saturdays are working day for 1 years for both the shifts, timings from
g:30am - 3:30 pm. Same staff must come on all Saturdays. Club activity
or yoga training session must be conducted between 2:00 and 3:30 pm for
| year students.

Department Workload, time table, planner for the even semester L0 be
sent to principal’s mail by 14" November 2022.

Two guest lecture for each semester and one seminar and workshop for
(he academic year to be conducted

Only College events must be organised in MGR Arangam. Details
about the guest and the venue must be informed to the Principal.

Il UG should go for internship/project on Friday, 11 UG students on
Tuesday, | UG on Monday.

Online classes for Lang & English for the II UG must be conducted
between 8:30 - 9:50 am on Tuesdays, (4 hrs online classes for major &
allied subjects).

]
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SAI Academy IAS coaching classes will be conducted on all Saturdays
for registered students. (24 hrs of offline and 6 hrs. of online classes/week
for this semester).

Online classes must be conducted for 111 years from 8:30 - 10:30am on
all Saturdays. (24 hrs of offline and 6 hrs of online classes / week for this
semester).

Completed log books must be submitted on 18" November 2022. Old
attendance register must be maintained for 11 & III Years, New
attendance register will be given for I year students.

Alumni meet is scheduled on 27" November 2022, Faculty in-charge -
Ms. Krithika Dept of Maths for Shift I & Ms Divya B.Com for shift 11.
Student count must be submitted by 12" November 2022. There should
be minimum 30 registrations for each department. Registration form link
will be in the invite.

Book release on 8" January 2023, staff in-charge Dr.Sucharitha of
B.Com. CS, faculty from all departments must submit the articles by 4"
December 2022. Topic will be on S-Risks.

Class in-charges and HODs, kindly inform the students to pay the college
fee as soon as possible.

University examination will begin soon for the [ year students. So
complete the portion soon. Model re-test must be conducted for the
absentees.

Feedback for the French, Sanskrit & Arabic classes for the I & Il Years
must be updated in principal’s office tomorrow (09.11.2022).

PRINCIPAL

=T
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MJC/2022-23 / Document
Document ID: CUEAK
- COL/HOD/6 Name: i
Date 28.11.2022

HOD’s meeting to be scheduled on 28" November 2022 in the Principal’s

0

ffice at 2:00 pm for both Shift T &II.

Agenda of the meeting:

Discussion about admission strategy for the forthcoming academic year
2023-2024.

Discussion about the program to commemorate the birth anniversary of our
founder Smt. Janaki Ramachandran.

Discussion and reminder about the MGR Endowment Talk to be held on 8"
January 2023.

General instructions from exam committee and library.

Jo

PRINCIPAL

B
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9 Dr. MGR-JANAKI [ @! HOD’s MEETING

“_ = College of Arts and Science for Women
Document MJC/2022-23 / Document | CIRCULAR &
ID: COL/HOD/6/ATT Name: ATTENDANCE
Date 28.11.2022

HEADS OF DEPARTMENT
Shift [
Name Department Signature
28.11.2022 |28.11.2022

Dr. R. Manimekalai Principal 5}«/ i

Dr. Lakshmi Balaji Vice Principal

Dr. Apitha Sabapathy Decan — Students

Dr. V.C. Shanthi Lakshmi Dean - Academics w V£
xR

Dr. Ragitha Radhakrishnan Co-ordinator (Shift — II) ‘N W

Dr. Victoriya Salomi Biochemistry ‘\ Kﬁ’ O m&vﬁr

Ms. K. V. Priya English \}(
| (Dept. In-charge ) ‘. i ‘
Dr. V. Nithyakalyani Microbiology (UG) .{ \\\s“&w \p\\i*““ﬁw

N A

| Dr. D. Lakshmi Priya Microbiology (PG) W M

Ms. V.R. Viju Computer Science m/ W
v - [
Dr. V. Agnes Lavanya Mathematics (3 5& 11 RT)'I/(

Dr. Ragitha Psychology de W

Ms. N.S. Kothai BCA Wt Kl
Ms. N.S 0 &ﬂ: ?\ /;

Dr. K. Latika BBA ‘&‘
Ms. E. Nirmala B. Com (G)
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Ms. K. Banumathy

B. Com (AF)

Dr. K. Sucharitha

B. Com (CS)

Ms. S. Pavithra

Visual Communication

Dr. Sujatha Mohan

Nat)’a .g‘l..."-_ ﬂ‘L QL1"‘-I'L !‘LL
| ey
Dr. R. Selvarani PD g - QW
Dr. Thil Li ' 1
r. Thilagavathy Library Qr’* A N @w{ A
Dr. Ranjana Rai ; e T
r. Ranjana Rai Hindi Q ‘Z
[ 422
Sanskrit L
French L_} I
Shift 11
Department Signature
In-charge 28.11.2022 [28.11.2022
Dr. Ragitha Co-ordinator
Dr. Apitha Sabapathy Tamil
Ms. Poongothai BCA N -Y:%‘J“P\%HF e H::o =
Ms. Sheeba Computer Science W kM
Ms. Preethika Mathematics ko TPkt |
Ms G. Kavitha B.Com(G) p P’/J (,,-'E/J
Ms. J. Divya B.Com (AF) <"‘1 ‘i'ffﬂ ({\ @;T"
Ms. Renuka BCS héi mkt:-\ %,&R‘:‘i
Ms. Visalakshi BBA
Ms. Sheeba Fathima BBM

g.ﬁt%

Ms.Poongothai

Exam Committee

-ﬁ'l-Tnﬁ-‘C’n_ s

>~
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ex,_l u' -~ College of Ammm for Women 2
Document | MJC/2022-23/COL/ Document | MINUTES OF
ID: HOD/6/MOM Name: THE MEETING
Date 28.11.2022
Timing: 2:00 -2:30 pm

MINUTES OF THE MEETING
HOD’S MEETING:

HOD'’s meeting was convened by the Principal.

e Principal congratulated all the staff members for the successful

conduction of alumni meet on 27" November 2022.

e The admission strategies for the academic year 2023-2024 was discussed.

e Group of staff members from different departments were teamed up to
meet the principals of various schools in and around Chennai to create
awareness on various courses provided in the college.

e One day Awareness program for the School students can be organized by
the 1 Week of January 2023 based on the response from schools.

 Both the Shift I & II faculty are requested to report to college at 3.00pm.
on 30™ November 2022, for the birth anniversary of our founder Smt.
Janaki Ramachandran. Program will start by 3:30 pm.

e Teachers who have invigilation will report to the exam committee as
usual. Postponed I Year university exam dates will be updated later.

e Updated UG & PG student database to be sent to the library on
28.11.2022 to mgrjanakilibrarv@gmail.com.

e Faculty members are requested to submit articles on “S-Risks™ for the
Endowment Book by 4" December to Dr.Sucharitha of B.Com. CS
(sucharitha.kulkerni@mgrjanaki.ac.in).

e Class In-charges and HODs are asked to inform the students to pay the
college fees as soon as possible.

(1
PRINCIPAL
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MJC/2022-23 / Document
X CIRCULAR
Document1D: | oy sron/T Name:
Date 21.1a.2022

HOD’s meeting to be scheduled on 22" December 2022 in the Conference hall
at 11:30 am for Shift L.

Agenda of the meeting:

Discussion about the cultural and cocurricular activities for the students.

Discussion about the online classes.
Discussion about the Chennai literary Fest 2023.

General instructions from the exam committee and library.

-

PRINCIPAL
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- “Lacmbance Themagh Digance® L
Document MJC/2022-23 / Document | CIRCULAR &
ID: COL/HOD/T/ATT Name: ATTENDANCE
Date 21.12.2022

HEADS OF DEPARTMENT
Shift 1
Name Department Signature
21.12.2022 [22.12.2022
Dr. R. Manimekalai Principal
A M/ L) Qf_r -

Dr. Lakshmi Balaji

Vice Principal

N2

My

Dr. V.C. Shanthi Lakshmi

Dean - Academics

w/,.

y4-

Dr. Apitha Sabapathy

Dean — Students

s

Y

Dr. Ragitha
Radhakrishnan

Co-ordinator (Shift — II)

1R
"Il‘t @__ :

Dr. Victoriya Salomi

Biochemistry

o

W\.d@”&

Ms. K. V. Priya
(Dept. In-charge )

English

y

Dr. V. Nithyakalyani Microbiology (UG) WA A
il =
Dr. D. Lakshmi Priya Microbiology (PG) gl N e '&f‘m
i
‘Ms. V.R. Viju f.lﬂ_l'llpLIIC]‘ Science Y KRN
, Wy @(\%

Dr. V. Agnes Lavanya

Mathematics

C

A -

Dr. Ragitha

Psychology

L

| Ms, Ramya Vasudevan BCA B A
11
Dr. K. Latika BBA l. L l\/
= ,,-
Vi
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Ms. E. Nirmala B. Com (G

Da. i Pk ot
Ms. K. Banumathy B. Com (AF) k }/0‘ M
Dr. K. Sucharitha B. Com (CS) q &}/

Ms. S. Pavithra Visual Communication f, for
7 W/a N
Dr. Sujatha Mohan Natya f’]‘* va }_ij vl
Dr. R. Selvarani PD M M/
N. 2 7
Dr. Thilagavathy Library Al
: % | W
Dr. Ranjana Rai Hindi ‘ﬂ \ 2’ ¥ .
4 | Y g
Ms. Kameshwari French _M: _ t{
l Sanskrit n
Shift IT
Department Signature
In-charge 21.12.2022 |22.12.2022

Dr. Ragitha

Co-ordinator

)

0}

Dr. Apitha Sabapathy

Tamil

A~

Ms. Poongothai

BCA

Computer Science

Ms. Sheeba @3(
Ms. Preethika Mathematics @%Za&%ri%
Ms G. Kavitha B.Com(G) (,5/'/ % M
Ms. J. Divya B.Com (AF)
Ms. Renuka BCS Qﬁ i M Q.,nuJFF
Ms. Visalakshi BBA

BBM sl dd- g5

Ms. Sheeba Fathima -S

Ms.Poongothai

Exam Committee

——

Scanned by CamScanner




3 S R e i

A e o
[Document [ MJC/2022-23/
- | |Hoprvom Name: | THE MEETIN
~ [Date  [22.12.2022 ' | T
[ Timing: 11:00 am -12:30 pm g A
MINUTES OF THE MEETING B

HOD’S MEETING: '
HOD’s meeting was convened by the Principal. !

o Department’s should submit the name list of the students, interested in
singing & dancing for the college team by 23.12.22.

« Only one official Whats app group must be maintained for each class.

o Teachers are instructed to post the information shared in a faculty group

with the students without fail.
« All staff must have mgrjanaki.ac.in domain, all the online class link must

be posted only from the official id, any queries to be discussed with
Ms Kothai of BCA department.

« Online class schedules should be posted in respective groups in the
defined format, classes must be conducted regularly in the stipulated
timings.

e Kindly inform the parents about the students not attending the online
classes. For I & II years revision classes for Lang and English, major and
allied classes for even semesters should be taken.

e Convocation, college day, sports day & cultural tentatively will be in

January 2023
e Club activity and department report for this semester should be
submitted
e All departments must conduct the seminar or workshop for this academic
year before January 2023,
» Master mark register, attendance register, log book must be maintained )
neatly. -
« University inspection is to be expected in January 2023 all documents
and registers must be maintained and updated . : R
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“Chennai Literary Fest” is on 4" January, Ms Annalakshmi of English
department, Dr Sowndhari of Tamil department are in-charge of the
events. Department must send the students volunteers name list.

Natya and other language department book requirements must be
updated to the Librarian.

Invigilators must be vigilant while doing university invigilation.
Invigilation date list must be checked by the invigilator properly.

Online entry must be done properly without mistake, heads of the
departments must check before submitting to the exam committee.

First year class teachers inform the students to bring the hall tickets on
the date of exam, failing which a fine of Rs 100 will be collected to issue

the duplicate hall ticket.
Strict action will be taken when the students are found doing

malpractices in the examination hall by the university squad team.

u%/ -
F{_lﬁcmm

d
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Document ID: MJC/2022-23 / COL/HOD/08 | Document Name: | CIRCULAR

Date

28.02.2023

HOD’s meeting to be scheduled on 28" February 2023 in the Conference hall at 11:30
pm for Shift | & 12.30 pm for Shift II.

Agenda of the meeting:

Departments with fee defaulters in the II and III Years are informed to pay the
fees as early as possible.

Last date to pay fees for the academic year 2023 — 2024 will be March 20,
2023.

Parent Teacher Meeting will be conducted on 11" March 2023. Class Teachers
will discuss with the parents about the attendance and the performance of the
students. Parents who are not able to attend on the day of the PTA meeting
should meet the class teachers the following week between 12:40pm. to 2:00
pm for shift I and between 12.00 noon to 1.00 pm for shift II.

Long absentees should be intimated to the parents.

Staff should be polite to the students. Department In-charge should treat the
staff members kindly.

Gate duty has been assigned to one staff in each department during the first and
second hour. Staff should ensure that the students are inside the college by 8.135
am for Shift I and 1.10 pm for Shift [I. Students should not miss classes. No
student is allowed to go out during the college hours, any emergency should be
informed to principal office and enter the details in the register in principal’s
office.

Classes to be conducted regularly for all students under ‘Nan Mudhalvan
Scheme’.

If any staff wishes to resign. two months notice must be given by the staff

along with the resignation letter.

e

PRINCIPAL
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¢ Collage of Arls nnd Eclance for Women
MJC/2022-23 / Document CIRCULAR &
D 5
ocument ID: | 06y HOD/OS/ATT Name: ATTENDANCE
Date 27.02.2023 ol
HEADS OF DEPARTMENT
Shift |
Name Department Signature
27.02.2023 | 28.02.2023

Dr. R. Manimacalai

Principal

Dr. Lakshmi Balaji

Vice Principal

) i Y Santﬁi Lakshr_ni

Dean - Academics

arﬁpitha Sabz-‘.path

Dcan e Students

%?%ﬁ

Dr. Ragit_ha
Radhakrishnan

Ms. ‘»andhya
Ms.Ramya

Ms. K. V. Priya
| (Dept. In-charge )
| Dr. V. Nithyakalyani

Dr. D. Lakshmi _Pl_ljfd_

‘Ms. V.R. Vl]l.l

Dr. V. Agnu l_.-a_w:;tn_yz_l |

”!iinclwmistry [_U(i}

Coordinator (Shift —I1)

Bioinformatics (PG)

| English N %{ (% Y
"v11:,|0|'s|ulm_v (JJ , ,:\ h 7] o\
VAR AN
' _ . o =
__(.'nmpulcr Science w @\FA [
‘Mathematics N\ =
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Dr. Ragitha Psychology Jest ib/ 4 A/

Ms. P_Renuka BCA ’P‘{W,};’ ¥ %
Dr. K. Latika BBA /D/’ ,p.L :
Ms. E. Nirmala B. Com (G) ¢ L{A Z‘ﬁ
Ms. K. Banumathy EB. Com (AF) , M M
"Dr. K. Sucharitha 'B. Com (CS) S

Ms. S. Pavithra

Visual Communication

: — | |
Dr. Sujatha Mohan Natya 11--1'-, el QT‘.L\“ L i
; S5 —|
Dr. R. Selvarani PD | | |
QAT g, |
Dr. Thilagavathy Library S’ O~
i
Dr. Ranjana Rai Hindi ﬁ{);/, /&4}7
Sanskrit
i _|
Ms K.V. Kameshwari French " \_,_Lu ; W

i ﬁi‘d :
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BCA

Computer Science
Ms. Preethika Mathematics
Ms G. Kavitha B.Com. (Q)
Ms. J. Divya B.Com. (AF)
Ms, Renuka BCS
Ms R.Koteswari BBM
Ms. Visalakshi  |BBA
Ms. N.S Kothai P Committee
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HOD’s MEETING

MJC/2022-23/ Document

” 1 IRCULAR
IS SECREAD: COL/HOD/9 Name: R

Date 26.04.2023

Shift I & Shift 11 in the Conference Hall.

Agenda of the meeting:

e Discussion about College fee - 1 & 11 Years.

e Study Holidays for III years

e Discussion about Workload and NME subject allocation.

Department in-charges meeting will be convened on 27 April 2023 at 01:00 pm for both

A

PRINCIPAL
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Name

Dr. R. Manimekalai

Principal

Dr. Lakshmi Balaji

Vice Principal

Dr. V.C. Shanthi Lakshmi

| Dean - Academics

Dr. Apitha Sabapathy

? Dean — Students

Dr. Ragitha Radhakrishnan

Co-ordinztor {Shifi - il

Ms. Sandhya .P

Biochemsiny (L(G)gx

Ms. Ramya .M

Biochemistry (PGF/

Ms. K. V. Priya
(Dept. In-charge )

Dr. V. Nithyakalyani

Microbioloe
BN E ML=y
=,

Dr. D. Lakshmi Priya

Microbiology |

Ms. V.R. Viju Computer Science "ﬁ"r - - N ¢ ll
- %‘;/ % o 1
Dr. V. Agnes Lavanya Mathematics ON'Es 1.-\""' 'y ;
: i J . \)!E/
Dr. Ragitha Psychology [T
Z o

Ms.Renuka

BCA

_\_-'. e .'_:.
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Dr. K. Latika
{

BBA

Ms. E.'Nirmala
\

B. Com (G)

Ms. K. Banumathy

B. Com (AF)

Dr, K. Sucharitha

B. Com (CS)

Ms. S. Pavithra

Visual Communication

Ms. Swati Athmanathan

Natya

Dr. R. Selvaram

PD

Dr. Thilagavathy

Library

- @ Coipp?]

Dr. Ranjana Rai

Hindi

e

Sanskrit

Ms. K.V Kameshwari

French

[f.-a-! nH[S&ln-l‘H !

Shift 11

Name

Department In charge

Signature

26.04.2023

27.04.2023

Dr. Ragitha

Co-ordinator

b &

Dr. K.Sathya Priya

Tamil

[ S —"

Ms. Poongothal

BCA

Ms. Sheeba

Compuler Science

Ms. Preethika

Mathematics

EJ

Ms G. Kavitha

B.Com(G)

Ms. J. Divya B.Com (AF) I B q‘\r%a )
Ms. Renuka BCS f:“ﬁ‘wﬁtﬂ\ ‘tUFmW\
Ms. Visalakshi BBA Gl N“““@J SIE«'%&&f
Ms. R. Koteswarli BBM ﬂm‘mw‘) ‘ I&W‘(L"VJ )
Ms.Kothai x I_I'-.xum Commilttee @@}fw T@W
Dr UmaMalinvor BA Enqll i, s 5

—
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College of Arg and Science for Women 1:. {i;"’:. HOD g MEET]NG

‘Escalience Theough Diligence®

Document | MINUTES OF THE

HOD/9/MOM Name: MEETING

Date

08.11.2022

Timing: 1:00 -1:30 pm

MINUTES OF THE MEETING

HOD’S MEETING:

HOD’s meeting was convened by the Principal.

'

Departments with fee de

faulters in I Years and I1 Years are intimated to pay the fees at
the earliest. '

The Final Year students will have study holidays from 29.04.2023.
The workload for department in-charges will be |8 hours and the other staff in the
department can be allocated 20, 21 and 22 hrs. (HOD’s can plan accordingly)

Departments should select NME subjects from the

list provided in the university
website and allocate the department staff to h:

ndle the subject for their students. NME
hours will be held on Saturdays. NME subjects selected by the departments should be
submitted to Ms. Akshaya of the English Department.

Department in-charge must check the Softskill subjects offered to the students.

Feedback link for the academic year 2022-23 will be sent to the respective students
group. The Class teachers are

instructed to inform the students to fill and submit the
torm immediately.

No Invigilation duty for the staff allotted for the admission duty

U

PRINCIPAL
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STAFF MEETING

Document 1D:

MJC/2021/COL/SM/1

Document
Name:

CIRCULAR

Date

20.07.2022

—

There will be Staff meeting on 22" July 2022 in Dr. Subramaniyam Hall.

Agenda of the meeting :

e« HOD's Meetings - Discussion about

college

e General instruction for the staff members
e Discussion about the ISO Internal audit vi

«  Discussion about the academic Exam committee planner and un

« Reopening date for | Years

the University Commission team visit to our

sit dates and about the First AID training

iversity valuation
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& OF MGR-JANAKI | st v

gﬂﬁmn g:;:::]ent MOM
22.07.2022
12:30 -1:3¢ pm
MINUTES OF THE MEETING
HOD’S MEETING:
HOD’s meeting w

as convened by

Principal instructed aboyt the
Commission team for the Infra-s

the Principal.

* Staff details for the course -

Joining with approval number,
* Staff Room detajls - Sketch plan and photos
lights & fan, black board, book shelf, Almira
Class Room detais - Sket
LAB instruments etc.,)

GENERAL INSTRUC

details required - faculty Name, Qualification, date of

are required ( Number
hetc.,)

ch plan and photos are required (UG,
all details should be submitted by 9.00

TION BY PRINCIPAL:

of tables, chairs,

PG Class room, Library,
amon 25.07.22 Monday,

¢ Maintenance of Log book
Maintenance of Substitution Register
* Staff should be regular to the ¢l
the assembly

Staff Requirement details should be giv
on 25.07.22 Monday

Reopening for I year is on 10.08.22

ass, subject in-charge should be in the classroom during )

en by today(22.07.22). staffinterview to be held

» instruction regarding will be given |
* Languages (Hindi, Sanskrit French and Arabic) syll
academic year 2022-23

L=Ld

ater
abus were changed from this
Staff should not use mobile phone in

the class room
* Students are instructed not to use

the mobile phone inside t}
valuable things, college is not responsible

hand book thoroughly. Be kind to the stude
» Collect the University Valuation lette
Shift I valuation time after 1:30 pm

Shift IT Valuation time before 1 20-pm ’\ Jo p M

1€ campus, not to bring the
for the loss. Student should go tt

rough the
nts

r from Exam Committee by today

e ——
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Dr. Ragitha HOD, Dept of Psychology briefed about the followings

. IS'O Internal audit on 27.07.22 for the departments and on 28.07.22 for Sports room,
Library and Laboratory. 1SO Standards should be followed in all laboratories

e First AID Training for ISO Trainers, Extension Staff in-charge and 2 student volunteers
on 23.07.22 Saturday. Student list should be given by 22.07.2022

« 1SO Departmental Manual is on process by the external source

EXAM COMMITTEE INSTRUCTION:
Mrs. Poongothai, Exam Committee In-charge briefed about the following:

e New Exam committee Planner for the academic year 2022-23 will be sent to department
official e-mail id.

o Internal Test I is for 25 Marks to be conducted for 1 hour in respective class room

e Internal Test Il is for 50 Marks to be conducted for 1:30 in respective class room
(Timings : 09:20-11:00am for Shift I & 2:00-3:45 pm for Shift IT)

e Internal Test I is for 50 Marks to be conducted for 1:30 in respective class room
(Timings: 09:20-11:00am for Shift 1 & 2:00-3:45 pm for Shift I1).VE, NME and SS
exams should also be conducted. 1 long size 128pg should be maintained for all the
Internal test for English, Lang Major & Allied. No study time to be given.

« Model Examination is for 75 marks for 3 hrs.

« Question papers, Mark sheet, Time table, University & internal attendance sheet format
will be mailed to official dept e-mail id.

Mr. Kumar Rajendran Chairman, gave general instruction to the staff members. Staff members
should be kind to the students. Staff should speak softly to the parents. New Staff were
introduced.

IR
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Docament ID: MJC/2022/COL/SM/2 E,:f::‘e“‘ CIRCULAR
Date 04.08.2022

There will be a Staff meeting on 5* August 2022.Venue - Dr.Subrahmanyam Hall.

Agenda of the meefing:

e Reopening of college for the First years.

Convocation roles and responsibilities to be held on 11* August 2022 and 12 August

2022,

e Independence Day celebrations.
e General instructions to the teachers.
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® 09.08.2022 will be a restricted holiday for the Muslim staff and students on account of
Muharram.

11.08.22 - 22" Graduation day (BATCH 2017-20)
Date & Time : 11.08.2022, 11.00.am
Venue: College Ground

Chief guest :Prof.Dr.SanthoshKumar, VC
Dr. Ambedkar Law University

Staff reporting time 8.00am

e Student Volunteers to be appointed to guide the students from the gate to the ground.
e Handbook to be distributed. One teacher to be on duty -bridge course to the first years

TEACHERS ON DUTY FOR CONVOCATION
Invitation instructions sheets, alumni sheets — Ms. Latika

Role of the guests — Ms. Durga
Refreshments- Ms. Bhanumathy/ Ms. Sucharitha

Certificates- Ms. Lakshmi

Discipline-Ms. Ramya

Graduate register — Ms. Banu Rekha

Envelopes after receiving degrees —Ms, Kritika

Robes- Ms. Priya and Ms. Ambika

Graduate signature Register/Big Register- Ms. Vinukumari

Alumni, feedback, instruction and procedure forms to be filled in by students
Rs.200 to be collected for the robes

No photos in the venue

Students to enter from Left hand side of the stage and exit from right

For IL, 11 UG and I1 PG , 11 and 12" August will be a holiday due to the graduation day
programme.

12.08.22 - 23" Graduation day (BATCH 2018-2021) By
_Date & Time : 12.08.2022, 11.00.am e ﬁ
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15.8.22 - INDEPENDENCE DAY CELEBRATION
8.30 am flag hoisting
9.30 Programme at auditorium
10%, 11" and 12" August will be holidays for II, III and I PG students.
2. 15" August Independence day celebration

1) Reporting time for teachers of both shifts 1 and 2 — 8.30 am
2) Flag hoisting at 9.30 am
3) Program in auditorium

3. General Instructions

e Teachers should be punctual to class. Teaching hours should not be used for any other
work.
e Teachers should not take leave often. First years have come and teachers should
be going to class from bell to bell.
e Teachers should be very polite with students.
Teachers should come well prepared to handle classes.
Dean Academics Dr.Santhi Lakshmi will be conducting the academic audit.
Teachers who do not perform well will be given a warning and written
explanation will be called for.
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Date 27.03.2023 _J

There will be a Staff meeting on 28th March 2023 at 12:30 pm for Shift II & 1:10 pm for
Shift I in Dr. Subramaniyam Hall.
Agenda of the meeting:

Discussion about College fee. I & Il Years must pay the fee before the subject

L]
selection,
e General instruction, regarding emergency leave for the staff members.
e General instruction for the staff members regarding University Exam and subject

selection for the university exam April 2023.

e Discussion about the ISO & NAAC audit.

\q
OM—
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Document ID: MJC/2022-23 / COL/SM/3 Document Minutes of the

Name: Meeting

Date

28.03.2023

=

The general staff meeting was held on 28" March 2023 in the Dr.K.Subrahmanyam hall at
01:00 pm for Shift I & 12.30 pm for Shift I1.

Minutes of the meeting:

Departments with fee defaulters in the 111 Years to pay the fees as carly as possible.

College fees for the academic year 2023 — 2024 must be paid before the subject
sclection. Last date to pay fees for the academic year 2023 — 2024 will be March 20,
2023. Staff must insist the students pay the college fee.

Check that students get back to class immediately after the break. Students should not
be outside the class when classes are happening. Students can be sent to the restroom
and drinking water during class hours. They should be outside for any other reason.

In case of emergency leave the HOD has to come and fill the form on behalf of the

staff and mention the teachers going on substitution before the end of 1* hour. Next
d 1y staff must submit the leave letter form to the Principal’s office only after the HOD
has signed.

Exam commitiee details will be communicated through meetings and there will not be
personal meetings held for each staff. Exam fee should be collected and make
students aware that the students pay the college fee and exam fee before online

|'-‘L__rJ"1“<.lI-L1!-!._
The internal assessment answer books should be evaluated sincerely.

Remedial classes for students who have not cleared in the University Exam to be
conducted.

Departments should prepare the documents for NAAC and Internal Audit as per the

criteria suggested.

Teachers should enrol themselves in professional bodies pertaining to their area of
specialization

AL
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Date 11.05.2023

There will be a Staff meeting on 12" May 2023.Venue - Dr.Subrahmanyam Hall at 11:00
am

Agenda of the meeting:

® (General instructions to the teachers by the Chairman Dr. Kumar Rajendran and Principal.

® Discussion about the Roles and responsibilities for the teachers, for the next Academic
Year 2023-2024.

® [nstruction about the timings and reopening date for the II and III Years for the
Academic Year 2023-2024.

® (General instruction for the invigilators by the Controller of Examination, Ms.Kothai for

the University exam May 2023.

-

PRINCIPAL
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g Dr. MGR-JANAKI i STAFF MEETING
Gl et Ll
Document ID: MJC/2022/COL/SM/4 g:f::_"e“t MOM
Date a 12.05.2023 = |

MINUTES OF THE MEETING

Staff Meeting was convened by the Chairman Dr. Kumar Rajendran and Principal.

® Chairman. instructed the teachers to brief about their achievements in the last academic

3

ear. He also motivated and shared a few experiences to face the competitive world. He

also appreciated the teachers and In-charges involved in all the college activities for the

last academic year.

Principal thanked the management and teachers for the successful completion of 1SO

and other activities conducted in the last academic year.She also requested the teachers to

be well prepared for the next academic year. Teachers must be on time to the college and

class and to avoid taking leave. Principal congratulated the students who secured

University Ranks from the Dept of Psychology. BBM & M.Se¢ IT.

® College Timings

Shift 1 -8:15 am - 1
Shift IT - 1:05 pm -

:50 pm

:30 pm

e conducted on Monday’s. 11 Years on Tuesday’s, [II

Years on Friday’s, I PG on Wednesday's and Il PG on Thursday’s. (Science department

can plan PG classes according to the practical classes). Dept of Natya will have classes

2023 and for [ Year UG dates will be announced later.

of Business Administration will be the organizing secretary.

Dr.Lakshmi Balaji

® For | vears. online classes to b
on all the 5 days, timings from 9:00 am-1:20 pm.
@
L
@

Reopening Date for III Year UG is on 19" June 2023, for Il Year UG is on 3 July
[QAC Seminar for the faculties to be scheduled on 23" June 2023, Dr. Latika Head, Dept

Committee for the Academic Year 2023-2024 was announced by Vice Principal

- ——
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STAFF RESPONSIBILITIES (2023 — 2024)

S.No. RESPONSIBILITIES NAME OF STAFF & DEPARTMENT
1. Shift — Il Coordinator Dr. Ragitha (Shift I Psychology)
2 Shift - I Commerce, BBA Mrs. K. Banumathy (Shift I[I-B.Com.A & F)
Incharge
a | Shift - 11 BCA, Computer Ms. J. Sahaya Sheeba Mangalam (Shift I1
_ Science Incharge Computer Science)
| 4. \ Shift - I Natya Incharge & | Ms. S. Sarjana (Shift I English)
I Rotaract - |
5 | Staff Secretary 'Ms. V.R. Viju (Shift I Comp Science) |
I '| Ms. V. Visalakshi (Shift [ BBA) N
‘ 6. | Senate in Charge Dr. B. Brindha Banu (Shift I Biochemistry) |
‘ Ms. H. Humera Begum (Shift I Psychology) i

! ey | Mrs. D. Mahalakshmi (Shift 11 - Micro) .

b 7 | Placement Ms. J. Preethika Rangasayee (Shift1I Maths) |

!. Ms. K. S Pavithra (Shift | - B.Com.A & F)

i ' Ms. M. G Anu (Shift I - Micro) |
Ms. Preethi (Shift I - Micro) |

| Ms. Uma (Shift II - Maths) I

' Ms. R. Srividhya ( Shift Il - BCA) 4

__Mumnfu & E Icctmm g : | Ms. Sandhya .P (Shift I Biochemistry)
9. | NAAC, IQAC & ISO | Dr. Ragitha (Shift I Psychology) I
|

o8}

| Dr. K. Latika (Shift | BBA)
Mrs. P. Renuka (Shift | BCA)
Dr. E. Nirmala (Shift I B.Com. General)
- | Dr. S. Uma Maheswari (Shift I1 English)
10, | Examinations Mrs. N.S. Kothai (Shift I BCA)
| Ms. R Pamila (Shift | Maths)
Ms. C. Preethy (Shift 1 Maths)

J\Ih. MLcn kshi LA (Shift 1 BCA)

Ms. K. Renuka (Shift Il B.Com CS)
M Rushmi Durairajan (Shift 11 B.Com BM) i
—lf._!—Ad:'isSr-zlci»'isce Dr. M. Durga (Shift Biochemistry)
| | | Ms. R Koteswari (Shift Il B.Com. BM) |
| 12. "_E}'e-{)pcner Dr. V. T\uth\ akalyani (Shiftl 1 Microbiology) |
PR !__ ” | Ms. M. Abhaya 1y (Shift [ English)
" 13. | Sports & Band | Dr.R Selvarani -
14, | Diﬁcipline | Dr. V. Agnes L avmyl (Shiftl \fidthb) |
I

Dr. K. (umml’nw (Shift 1 Microbiology)
Dr. P. Sharmila (9h1|tI1T1mtI} R

15. ﬁuenddr i e Dr. V. Nithyakalyani_ (Shift I Micro) !
_16. TMagame _ | Dr. K. Sucharitha gShmlBCom -€8) i
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| Dr. Shahin Banu (St

e M. Gayathri K (Shift Il Computer
20. N.S.S. B C Banu Rekha f } 5

Ms. A. Muthulakshmi (Shift I Maths

Ms. A. Lavanya Bharathi (Shift II BBA)

21. |RRC Dr. B. Sabana (Shift ] Biochemistry)

Ms. Aritha (Shift [T Tamil)

Ms. Amrin Fowzi.(Shift Psychology)

Ms. K. Divya (Shift II Tamil

}723. Foreign Students & Other Mrs. L.S. Kavitha (ShiftI BCA)

States

24. | Staff incharge of students
with special needs

25. | Book Exhibition

22 | YRC

Dr. K. Sathyapriya (Shift I1 Tamil)

Dr. N. Thilagavathy (Library)
Ms. D. Rajeshwari_(Libr |
Dr. V.C. Santhilakshmi (Dean — Academics)
Dr. Apitha Sabapath (Dean — Students -8
Ms. A. Kaviya Priya (Shift 1 BBA)

| Ms. K. Venmani Priya (Shift 11 Maths) 1.

"Mrs. K. Ganga Devi (Shift1Comp Sci) |

e N e
26. Anti-Ragging Committee

27. | Attendance Register

28. | Scholarship
Ms. Kapila Kaviya (Shift [1 Computer
B Science) B
29. | Log Book TDr. D. Lakshmi Priya (Shift1 Microbiology)
Ms. J. Divya (Shift1l B.Com.A&F

30. | Insurance — Dy, C. Nithya (Shift1B.Com. A & F) i.
Ms. S. Deepikalakshmi_(Shift I BBA) 1

31. | ICT/NEN/ Y1/ Consumer Or E. Nirmala (Shift 1 B.Com. General)
Ms G. Kavitha (Shift IT B.Com. General) |

N omb
Dr. M. Vini Kumari (Shift [ Tamil)

32. | Furniture/ Electrica
maintenance & LLCD/ OHP/ | Ms. S. Shankari (Shift 1l B.Com.CS)

(Screen
33. | Computer "Ms. S. Anusuya (Shift 1l BCA)
Maintenance |

Vs S. Selvi (Shift 1 B.Com. CS) |

34 [UG Project Internship for
all UG Departments Ms. K. Kokilavani_(Shift II B.Com.BM)

35. | Assembl Senate 5
|Assembly = —l‘//’—/a—él
|

36. | Naan Mudhalvan Ms. J. Preethika Rangasayee (Shift Il
—— eam | athri (Shift I Maths)

37. | Pudhumai Penn Thittam Dr. P. Lakshmi Gay .
M. R. Supreetha (Shift 11 B.ComCOl=Siuy

38, | Sai IAS Dr. B. Brindha Banu (ShiftI Biochemistry) |
Dr. R. Vidhyalakshmi (Shift I Micro
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on May 2022-2023

About College Fees:

I Class Teachers and Heads must inform the students to pay the 2023- e
if there is any college fee pending for the year 2022-23 must pay as early as

2. April 2023 University exam commences from 17" May 2023

3. Timings for the forenoon session are from 10 am to 1.00 pm and for the afternoon
session, from 2.00 pm to 5.00 pm. : g

Instruction for the Invigilators:
1. Reporting Time for the Invigilators for the forenoon session is 9 am and for the

Afternoon session is 1 pm.
block Room No. 6 will be the control room for April exams. [nvigilators can

]

collect and submit the answer booklets, seating plan and other necessary requirements
from A6 for the exams. Also kindly check the count of the answer booklet and cover
make the necessary changes with their own departments or with other
heduled date. Do not hand over the

3. Invigilators can
departments if they are unable to come on the sc
duty to the exam committee.

4. Invigilators are required to sign the hall allocation book. note down the Exam Hall,

Strength of the Hall may be 30 10 33, If it is more than 40 we will send one member to
the exam hall for assistance initially.

5. Afier collecting the materials (Attendance sheet, seating plan and Answer booklets)
from the Exam Cell, please proceed to the exam hall directly with blue and red pen. Do

not take reading materials and cell phones during invigilation to the Exam hall.

6. Clearly write all the essential details on the black board and also the complete register
number on the table.

7. Invigilators should thoroughly check the ID card, Hall ticket, hand. handkerchief,
pouch and calculator of the candidate.Only Transparent pouches and water bottles
will be allowed. Also check for ear pods.

8 All the candidates should bring their hall ticket and ID card to the exam hall, faili
which they should be directed to the conference hall for getting the tempox

- cards or Hall tickets. Students must wear the ID card. i

Scanned by CamScanner



same with no clue writing even in pencil. .
11. Kindly double check the distribution of the correct question paper to the
is the ultimate responsibility of the invigilator,
12.

From 10 am onwards attendance can be taken.. Mark Absent in red pen.
13.

Till 10.30 am students can enter the exam hall. The students who have completed,

from 11 am onwards can be allowed to leave the exam hall.

14. While writing the brown cover, the invigilator should verify all the details which are

given in the Attendance sheet, with the seating plan attached on paper.

15. At 1.00 pm collect the entire answer booklet and arrange them in Reg. no order, hand

over the same to the exam committee members.

16. The invigilators are expected to be walking inside the hall for the complete duration of

the exam.

17. If any malpractice is noticed inside the exam hall, bring it to the notice of the committee

immediately through the squad. Do not make the student stand outside or question her
separately.

18. Invigilators can request the squad members to relieve them in case of an emergency.
Instruction for the Squad duty:

19. Timing for the squad is 9.15 am to 11.15 am for the forenoon session and 1.15 pm to
3.15pm for the afternoon session,

20. First direct the students to the exam hall.

2.

Note down the exam hall from the squad register. thoroughly check the candidates once
again.

22.
23
24,

Staff should not take photos to check the question papers with the subject teachers.
Scribe students can be directed to the library for their exams.

Subject question paper should be checked at 1 1.00a.m. Any discrepancy, bringitto the "i
notice of the chief superintendent.

Scanned by CamScanner




% Dr. MGR-JANAKI COLLEGE
o ol OF ARTS & SCIENCE FOR WOMEN

SATHYABAMA MGR MALIGAT

& 13 Durgabu Deshmukb Roud. Rija Annamalal Puram. Chennat - 600 028
Affiliated 1o the University of Mudras

FACULTY LIST (2022 — 2023)

I Lo

23

Correspondent

~§| Hs-ﬂ IS&-} Tge-11| T3 | SM-2| ks
'l - @k -o08-3d 3.00- %-pf: - 2

Dr. LathaRajendran M.A., M.Ed., M. Phil_,
MHRM., Ph.D.

FACULTY MEMBERS
Principal

| Dr. R. Manimekalai M.Sc., M. Tech., Ph.D. | {.]

Vice Principal

I A
Ay

Ph.D., NET.

Dr. Lakshmi Balaji M.A., M. Phil, Ph.D. | Jp [ 1 [| 4 | W[\ [V {7
| Dean — Academics
Dr. V.C. Santhi Lakshmi M.A., M. Phil., UQ/ W w, IB 2 }ﬂ/ @/”

Dean - Students

Dr. Apitha Sabapathy M.A, B.Ed., Ph.D. | g

>
I2N)
B
SE

|
| SHIFT — 1
[

Department of English

Dr. V.C. Santhilakshmi M.A., M. Phil., ; THETES it
| Ph.D., NET. _V% W W g g
| Dr. Lakshmi Balaji M.A., M.Phil., Ph.D. W e W T P g
Ms. K. V. Priya M.A., M.Phil. _. % %; VI W [
Ms. P. Aashika, M.A. M. Phil 15\ 10 LB ({7
Ms. S. Sarjana M.A.,M.Sc. @ &8 | Tele
Ms. S. Surekha M.A. M. Phil. NET, AA Y- L DT AL
Ms.R.V.M.Aarthi M.A. AR ARG
Ms. R. Roshini M.A. F

Ms. E.RATALAKSHMT H.-a ,NETPRD

M- ANNA LAKSHML M A NET PhoD

e o

Scanned b'y-CarﬁScanher



——
7 ¥ R

: - omq KsyTwd 1ol 2B g
'Ms. Gayathri M.A A A )
Ms.'Nanﬁ'ﬂni M.A PrE g N
Ms. Akshaya M.A. - - ' /b
Ms. Tasneem. N M.A : Tt ~
Ms. Madhuvratha KV M A, NET - =

Department of Tamil
Dr. ApithaSabapathy M A, B Ed., Ph.D.

Dr. M. ViniKumari M.A., M.Phil., Ph.D. 4l

Dr. K. Priya M.A., Ph.D. SET. “

Dr. 8. Shanthi M.A. M.Phil., Ph.D. i
%
a

R
X

o
3
o
5
&
& |
TN e | N
N
\

\
LS

\

Dr.R. Subha M.A. B.Ed.,M. Phll P.hD.
'Dr. VM Ambika MA M.Phil, M LES:,
Ph.D.

Ms.T. SathyapriyaM.A.,M.Phil. NET. 1.&
'Department of Hindi

Dr. Ranjana Rai B.Ed., M.A., Ph.D., PGDJ
(Hindi) P.G. Dip (Translation).

Department of Sanskrit
Dr. G. GayathriPreetha M.Sc., M.AA., M.S,,

M.A., Ph.D., NET. R ,é/\/, k&-\/'
Department of French

Ms. K.V. Kameshwari M.A. (English), M.
Phil., (French), B.Ed., IELT, PGDTA, |_ v | e JeEAEENE =l -
D.C. A , Diploma in German.
Department of Biochemistry & PG
Department of Bioinformatics
Dr. R. Manimekalai M.Sc., M.Tech., Ph.D.

=\ |

Dr. M. VictoriyaSalomi M. Sc Ph.D.,

| N - A/
Mrs. J. Premila M. Sc., M.Phil. SET. F ord Jobnne >
(Leave) B ik
Mrs. S. Deepa M.Sc., M.Phil. SET. ) _
(LE}aVe} fj_ Wr¢ /('M _i
Dr. B. BrindhaBanu M.Sc., M.Phil., SET. N
et (AP NS h %\ln Q,f‘l/ 61%1,3,

| Dr. M. Durga M.Sc., M.Phil,, Ph.D., SET. |4~ ¢/ oA oA

Ms. P. Deepika Lakshmi M. Sc. - A s Vg [
Ms. Sandhya .P M.Sc. RIEY = - = Tab

‘Ms. Ramya .M M.Sc. vl T - [T [0 “%

Department of Microbiology (UG & PG)

Dr. D. Lakshmi Priya M.Sc., M.Phil., | _ =
PhD., SET. @a '

PDEPARTMENT of-TAMYT L
DY ¢ - MAHESWAR] M-A, MEA, M P\m\ PhD,nveT, SLET
De’lm"’*w_ng 5) BMHJ 4 Risia 64‘:9‘:( i}
D M) Nighorolhiine M.sc, M. Phil Pheh hng g/

Dr M Fbhima Bushaa . Mo, Ph.i e %“&/
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Ms. T Tulasi MCA, M.E.

—%‘f'-zis-”‘!{'_'if'_&hhna Priya MCA Se7
oY —__;;__MHE BCA
Department of Commerce - General
Ms. E N _ PL.D
. Nirmala M.Com., M. Phil., SETP4p
Ms. V. Subathra M.Com., B.Ed_, M.Phil
Ms. S. Pavithra M.Com. (Leave)
Department of Accounting & Finance
' Mrs. K. Banumathy M.Com., M.Phil., NET.
Ms. A. Nivedha M.Com.
Dr. C. Nithya M.Com., M.Phil., SET.,
Ph.D., PGDHE
Department of Corporate Secretaryship
Dr. K. Sucharitha M.A., MBA. M -com 242
Ms. S.Selvi MBA., M.Phil , a1 .com £
Ms. Alagumeenal .C M. Com
Ms. S. Sathiya Priya M. Com
LD Department of Business Administration
& Human Resource Management
Dr. K. Latika MBA., M.Com., M.Phil.
> (Com), MHRM., M.Phil. (Mgmt), Ph.D.,
- | SET., NET.
3 Mrs. M. Vijayaselvi MBA
> Dr. S. Nalini Devi, MBA., Ph.D.
5 ' Ms. A. KaviyaPriya. MBA., M.Phil. , PGDPR
: Ms. Kaavya .V MBA, NET
 Department of Economics
Dr. D. Jamuna Rani M.A. M. Phil., Ph.D.
Department of Natya
' Dr. Sujatha Mohan M.A.,
M.Phil.,(Sanskrit), MFA (BharataNatya),
Ph.D. (Natya), P.G. Dip.(Yoga)
Ms. S. Suganya M.A
'Ms. P.Harini MA.Natya [
'Ms. Swati Athmanathan, MA. Natya, NET | — |& | = |
'Department of Visual Communication | ! [
Ms. S. Pavithra M.Sc. (Electronic TS ‘w’a o [ & [ |
Media), M-<Rhil. P MR RY R4
Ms. SadiaHalima M.A Journalism & ) | of | £ _4s% |
| communication SO WALINA | i; f‘:'-'i ”"ﬁ' %WM‘:‘*Y&/
| ST

Department of Physical Education
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Dr.R. Selvarani M P Ed., M.Phil., Ph.D.  |JM~
Department o ibra Sct nce
Dr. N. Thilagavathy MCA., MLIS.. M.Phil.
Ph.D. 5 2
SHIFT - Il
Shift - Il - Coordinator
Dr. Ragitha M.Sc., Ph.D., SET., NET. -
Department of Ennllsh
Dr. S. Uma Maheswari M.A., M.Phil., G| U AL Sy
Vi |

Ph D, ~ =
Ms. K. Jyothi M. A M. Phil e [l L NW’
Ms. M. Abhaya M.A. M. Phil ;Pifﬂ'ga@ - Wi~
Department of Tamil 5 it

Dr. P. Sharmila M.A., M.Phil., Ph.D., SET. [p &% guslp o+ pd='| -t p g4y
‘Ms. K. Divya M.A. M.Phil., NET. 4 G| 9 B AR
Dr. S. Sowndhri_M.A., M.Phil, NET, Ph.D_ oyt fothting Rl i |yl

SET, NET

2
&y
Dr. K. Sathyapriya M.A., M.Phil., Ph.D. é’ = =P |
g :
LCV
“
[

Department of Computer Science
'Ms. J. SahayaSheebaMangalam M.Sc., L.

| M. Phil, B.Ed., SET. T e |y ||

Ms. Kapila Kaviya MCA, M.Phil Wl | e o | % 3\:
|Ms G_lathr_l_ K, B.Tech, M. E. _ % | i

| Ms. K. Krithika, M.Sc. (IT) NET e |e | ue ‘g* \ov | e | u¥
Department of BCA P )

| Mrs. L. Poongothai, M.Sc., B.Ed. &l E[EI8|s
Ms. S. Anusuya M.Sc., B.Ed. M.Phil. |t 2§ S .

| (Leave) E— il

'Ms. R. Srividhya M. Sc. I.T. ] B% i“;“’—_r?’ X | ¥ @\/J
"Ms. C Radhika MCA.,M.Phil ARG -1 -1 - [ | ]
Ms. Senthamil Selvi .E MCA kbR (e == | -

Ms. Selin Chandra .C.S M.C.A. M.Phil.  [Jd—{pd— | &l| 3| B~

| Ms. M. Kokila MCA i [ = =| ===
Department of Mathematics -. [

Ms. C. Preethy, M.Sc. (Maternity Leave) | — | —| T | — [ =
Ms. J. Preethika Rangasayee M.Sc., b ‘@ 1 o L \ o \ D
M.Phil., SET. &1 0| BB P

Ms. G. Sangeetha M.Sc., M.Phil. | = [ =1 =1 < 1= .
Ms. S. Ramya M.Sc., M.Phil. (Maternlty N ‘ B \ =i _ Tl
Leave) - . | | .
"Ms. K. Abinaya M.Sc., M.Phil (Stats.) katwalt || wall

i [ b AR M A & J 'f...._'.:.-a\ ?ﬁwﬂ'}/{:ss . ﬁ M&

_T)tp‘f. ’ﬁ Bea

Murs. PDORN’MA M.sc FLLC’:‘WNI! Mt_c”-‘l .
B-MALARYVIZHL . MCA

e
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Ms. Uma M Se., M. | Phil
Ms Subhaahlny M Se. MPhI

Ms. K. VenmaniPriya M. Sc., M. Phil.
(Stats.)

Ms G. Kavitha B A (C 8), M.Com, M. Phil,
MBA R TSRS

Ms. K. Sindhuja M.Com., MBA ., M. Phil.,
NET (Maternity Leave)

Ms. M. Janani M.Com. . M. Phil.

Dr. R R Mahalakshmi

M.Com. M.Phil.,Ph.D,

Ms. R. Koteswarl M. Com., M. Phil
Degartment of Accountigg & Finance
Ms. J. Divya M.Com,, M. Phil.

le "J. Shama Afrin M Com.,M.Phil.

Ms. Indumathy .C M. Com

Department of Corporate Secretaryship

Ms. K. Renuka M.Com., M. Phil,

Ms. R. Supreetha M.Com.,

Ms. S. Shankari M.Com., M Phil.
Ms. Evangelin Rajbharath M.Com
Department of Bank Management
Ms. Sheeba Fathima M.Com., M.Phil.
Ms. S. Deepalakshmi M. Com MBA.
Ms. Uma.S M.A. M.Phil., SET.

'Department of Busrness Administration

& Human Resource Management
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