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Report of Office Administration and NAAC Documentation Workshop

I\VPM'S R Z SHAH COLLEGE OF ARTS,
SCIENCE AND COMMERCE

Mithagar Head . Mulund Eost, Mumba: 290081

IQAC Organizes Workshop
On
OFFICE ADMINISTRATION

&
NAAC DOCUMENTATION

i Day & Date: Friday,29 th July ,2022
%  Time: 11.00 am
Venue ar Room (S d Floor)

IQAC OF VPMs R Z Shah College of Arts, Science & Commerce organized a
workshop on Office Administration and NAAC Documentation for
Administrative staff on 29" July 2022 from 11 am. The resource person for the
workshop was  Ms. Keyaa Mukherjee, Office Superintendent, Maniben
Nanavati Women’s College. The aim of the workshop was to provide guidance
on the collection of academic and non-academic data and its proper
documentation for quick access. Ms Mukherjee also explained the
documentation system in use at her Institution. She also emphasized how files
can be labeled and color coded for easy retrieval which will assist in the NAAC
process. The resource person also mentioned using a digital filing system for

mapping with various NAAC Criteria and their easy retrieval.

Mrs. Shruti Shouche Dy- Kavita Sharma
IQAC Coordinator Princinal

V.PM'sR.Z.Shah Coliege of Arts, Science. Commerre »

Mithagar Road, Mulund (E), Mumbai-t

V.P.M’'sR.Z.Shah CaiizgasiArts, ¢ m'nn;?r(;p

Mithagar Road, Mulund (E), Vinm?”

022-256373I13 / 25639195 / officc@vpmrzshahcollege.edu.in / principal@vpmrzshahcollege.edu.in / iqac@vpmrzsha?collegs.edu.in
placement@vpmrzshahcollege.edu.in / alumni@vpmrzshahcollege.edu.in / cultural@vpmrzshahcollege.edu.in



