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BOOKING DR. S. M. SETH AUDITORIUM

A)

GENERAL GUIDELINES-CUM-CHECKLIST AT A GALANCE

The REQUEST must be submitted in the prescribed Requisition Form duly filled neatly & clearly before forwarding it to the sanctioning
authority atleast Five days in advance for necessary approval.

Mere submission of Requisition Form does not guarantee booking of the “DR. S. M. SETH AUDITORIUM” unless approved by the competent
authority before the scheduled date. In the absence of the same they may not be allowed to use the “DR.S. M. SETH AUDITORIUM".

Please note the area of serious concern:-

No decoration inside the auditorium, B) Outside decoration on boards, C) No eatables inside the auditorium, D) Chew gum is strictly
prohibited, E) No rehearsal in the auditorium, F) No Pen Drive will be allowed to use for presentation of documentary and other
programmes. Recorded CD / MP3 / WMA format will be permitted for use in the Auditorium. G) Responsibility of maintaining discipline
throughout the programme lies on the concerned department / institute. H) Any loss or damage due to negligence, the recovery of the same
will be borne by the concerned department/ institute.

Whom to contact:

(@) Dr.S.M.Seth Auditorium- Contact Mr. Puran Yogi (9829373078) for technical and other support.

(b) Centralstore - Contact Mr. Hari Om Jangid (9829855508) for printing of certificates, procurement of mementos, gifts, bouquets etc.
(c) Refreshments /Food - Contact Mr. Dinesh Saini (9829104542) for arrangements, if required.

(d) Transport- Contact Mr. B.P.Yadav (9829855509) for transportarrangementifrequired.
(e) Hostels-Contact Mr. AshwiniLata (9929255103) for administrative support, ifrequired.
(f) Media &Photo Coverage - Contact Mr. Purushottam Sharma, Media Coordinator (9414095707) for news coverage & Registrar of

respective campus for Photography/Videography.

Kindly ensue that:-

(@) The programme is completed within the scheduled timings, b) the decorum & discipline of the institution is taken care off by
concerned department / institute till completion of programme, c) the furniture and other items taken on loan from various agencies,
are handed over to them and no dues is completed, and (d) the loss or damaged occurred, must be intimated to the higher authorities
inthe prescribed format.

The provision of recording / photography / videography of events being organized are arranged well in advance. The record of the same is

alsorequired to be maintained properly for future reference and record.

“Reportofthe events” mustbe completed & submitted along with copies of relevantrecord of event to the competentauthority.

Check the availability of electricity supply well before the start of scheduled programme in the “DR. S. M. SETH AUDITORIUM”. In case of

non-availability of electricity supply on scheduled date & timings of the programme, the arrangement for DG set will be ensured by the

organizinginstitutions/departmentat their own with prior approval from the higher authorities in writing.

Notes




