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Dr. B. B. Hegde First Grade College, Kundapura

REGULATIONS GOVERNING CERTIFICATi; COURSE

1. Title: The programme shall be called Cer tificate course m respec tive disciplines.

2. Phqtblhty for Admission: A candidate admitted to uny degree in Dr. B. B.

Hegde First Grade College is eligible for admission to certificate course.

instruction including practical and should be completed in an acadernic year.

4. Medium of instruction: Medium of instruction and examination shall be in

E nqh\h/Kcmnuda

attendance for the programme, if he/ she attends not less than 75% of classes
actually held in each subject computed for theory or. practical where ever

Huppli(‘.able. However, shortage of attendance of 60% 1is condoned by the
coordinator of the certificate course or the Principal. .

6. Hours of instruction and examination: 30 hours minimum instruction.

Hours: 2 hrs/ week

' jDuration of Exam: 3 hrs.
Max. Marks: 100/Subject
Min. Marks: 35%

Percentage of marks for declaration of grades: The grades are declared

as following:
Aggregate percentage. Grade Alpha 1 Class i
point sign | |
grade } B
90% and above 9 o
80% and above but 8 A Fi lass wi
below 90% . li dlrsf.c ass with
70% and above but - A istinction
below 80% . ;
60% and above but 6 A %First Class
below 70% | - |
25?6 (zui/ above but 5 B+ High Second Class |
elow 60% | i
wgol% an‘;ﬂ above but 4 B | Second Class . B
elow 55 . ‘ |
35% and above but 3 " Pass Class T
below 50% : ]
Below 35% 2 D | Fail 1
!
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Duration: Duration of the certificate course shall be minimum of 30 hours of

Attendance: A candidate shall be conxrdered to have a satisfied requirement of
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GUIDELINES FOR CONDUCTING CERTIFICATE COURSE

IN
Dr. B. B. Hegde First Grade College, Kundapura

1. The Students are permitted to take up any number of certificate
courses according to their wish during the regular study in the
College.

2. Admission procedure for certificate course:

2.1

IS
e}

2.4

2.5

96

2.7

Each department should provide the detailed syllabus and
examination pattern of certificate course by the last working
day of academic year for admission in the next academic year
for the programme to the coordinator of certificate course.
The Coordinator would prepare the list of all available
certificate courses and publish it in the prospects of the College
and publish in the College notice board for admisston.

A student desired to admit to certificate course shall obtain
application form from College office and submit it to the Head
of the department of the concerned department organizing
certificate course. '

The Head of the department of departments should submit the
application form to the coordinator.. |
The coordinator should publish the list of selected candidates
and students should pay the fee within a week _after
publication of list.

The Head of the departments are required to enroll the
students for classes after verifying fee paid receipt.

A student once joined the course is not permitted to
discontinue for any reason and in no circumstances the fee
paid will be refunded. ' '

3. Examination:

3-1

2.2

After completion of course each department should submit the
attendance particulars and details of class conducted to the
coordinator, on approval of coordinator the examination
_process can be initiated.

Each department should prepare question paper in
accordance  with  the  regulations and conduct  the
examination. ‘




3.3

3.4

3.5

After the cvaluation, mark sheet of students should be
submitted 1o coordimator of the proy qmme as per the

schedule.

I._fstmlvnlﬁzils to get the minimum percentage of marks then
they should appear for pe-examination when it s offered.

The certificate will be issued by the coordinator through
College office with seal and signature of the principal.

4. Academic calendar for certificate course:

4.1
4.2
4.3

4.4

B X
4.6

4.7

Admission to the course: Within 15 days after reopening of
College/ Semester. -

publication of selected course: First week after reopening of
College/Semester. '

Payment of fees: Within third week after reopening of

College/Semester.
Submission of_shortc_zgebf attendance and course completion

-form to coordinators: Two weeks before commencement of

examination.

Examination: one week before last week of respective
academic year/ semester. '

Announcement of result: Before commencement of next
academic year.

Issue of certificate: First weck of next academic year/
semester.
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3.3 After the evaluation, mark sheet of students should be
submitted to - coordinator of the programme s per the
schedule.
4 If student fails to get the minimunt perc
 they should appear for re-examination when it 1S offered.
The certificate will be issued by the coordinator.through
College office with seal and signature of the principal.

entage of marks then

W

3-5

4. Academic calendar for certificate course:

) -
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4.1 Admission 10 the course: Within 15 days after reopening of

College/ Semester. -

4.2 Publication of selected course: First week after reopening of
College/Semester. ‘ '

4.3 Payment of fees: Within third week after reopening of
College/Semester.

4.4 Submission of shortage of attendance and course completion
-form to coordinators: Two weeks before commencement of
examination.

4.5 Examination: one week before last week of respective

academic year/ semester.

4.6 Announcement of result: Before commencement of next
academic year.

4.7 Issue of certificate: First week of next academic year/
semester. :
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REMUNERATION AND FEES OF CERTIFICATE CO URSE

;. Remuneration for the conductance of course should be
approved by the coordinator of the course and the Principal
of Dr.B. B. Hegde First Grade College, Kundupura. \

5 Remuneration for teachers should be predecided in
consultation with coordinator and the Principal by respective
head of the departments OT prograrmnine in-charge of
respective course.

3. The fee for each course should be decided by the coordinator
of the course with consultation of the Principal.

4. The fee would be collected by the college offtce and all the
expenses will be paid by the office. L

5. Except in the case of unavoidable conditions, expenses of the
course should not exceed the income.
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Documents to be submitted to the Coordinator of Certificate
course
by the HOD

1. Application Form
2. Certificate Course Profile

3. Syllabus copy in prescribed format

4. Budget Form

5. List of students with allotted Register No.
6. Admission Register

7. Attendance Register

8. Attendance Shortage Form
9. Course Completion Form

10. Expense Form With Bills
11. Marks Card
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Dr. B. B. Hegde First Grade College, Kundapura

Department of Commerce & Management

Certificate Course on Event Management

Budget for the year 2019-20

Receipt Rs. Payment Rs. ! |
Collection from students 18,000 | Guest Faculty Honorarium | 3,000 ] : |
(60 x 300) Certificate | 1,200 || i

Xerox and Material | 3,000 |

Event Visit . 3,000 | ‘

Remuneration to the staff | 4,000 |

Miscellaneous 1000 | |

Refreshments | 2,800 |

f 1

18,000 18,000 i
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Roll No. ’ “ TI'—J ]

Dr. B. B. HEGDE FIRST GRADE COLLEGE, KUNDAPURA
Certificate Course Event Management
Final Examination - February 2020

Time: 3.00 Hours Max. marks : 100

Section A
Answer any four questions . (6 x 4 = 24)
1.Mention any four qualities of event manager.
2. What is event checklist.
3.Give the meaning of conference.
4.What is brain storming.

5.Mention any four responsibilities of event manager.

Section B
Answer any three questions. (12 x 3= 36)
6.Waht are essential of good event record keeping system?
7.How does an event manager organize an event ?
8.Explain the advantages of public relation in event management.

9,Explain the 5 C s of event management.

Section C
Answer any two q.uestlons i {20 x 2= 40)
10. Explain the roles and responsibilities of event manager . p
r 4
11.Explain the different permission required for holding an event. Q{ff;f?
o™ ey
12.Explain the various roles of media in conducting an event. / el W L,.ée}
-‘?“cY . . L
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Dr. B. B. Hegde First Grade College, Kundapura
Dept. of Commerce & Managemerl
Certificate Course on Event Management

Syllabus

Max. Marks : 100 Duration : 30 hours

Objectives of the Course :
e To understand about planning and managing an event.
e Tounderstand how to market an event, publicize it , generate interest and attract
participants.

Units Contents ~___ Hours
1| Principles of Project/ Event Management — Understand project ! 3
management, resources, activities, risk management , delegation ,
o pr(yect selection, role uf the event manager |
2 | Understanding the facts — Conducting market research, establishing | 3
- viability, capacities, costs and facilities , plans, time scales ,
__contracts ‘
3 Preparing a proposal — Clarity , SWOC analysis, estimating !
attendance, media coverage, advertising, budget , special |
| considerations, success I
|

I 4 Crisis management plan — Crisis planning, prevention, provision,
{ action phase, handling negative publicity, structuring the plan.
L5 Seeking sponsors — Different types of sponsorship , definition, ‘ k-
1 objectives, target market, budget, strategic development,
‘ implementation, evaluation.

6 Organising the event — Purpose, Venue, timing, guest list , 4
invitations, food & drink, room dressing, equipment, guest of
honour, speakers, media, photographers , podium, exhibition
7 | Marketing tools — Types of advertising, merchandising, give aways, 3
competitions, promotions, website and text messaging
| 8 Media tools — Media invitations, photo calls, press releases, TV 3
' opportunities, radio interviews
9 Promotional tools — Flyers, Posters, Invitations, Website, 3
newsletters,

Magazines, blogs, tweets.
10 | Evaluation- Budget, cost of event, return on investment, media 2
coverage, attendance, feedback.

References:

1. Event Management : A blooming industry and an eventful career, Har Anand
Publication, Devesh Kishore & Ganga Sagar singh

2. The Art of Successful Event Management , APH Publishing Corporation,
Leelamma Devasia & V.V. Devasia

3. Start your own event planning business 3/E: Your step by step quide to success,
Perseus Books Group, Cheryl Ki alé,DEnn‘ép);eneur Press.
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Dr. B. B. Hegde First Grade College, Kundapura
Dept. of Commerce & Management
Certificate Course on Event Management

Course Profile

Introduction :

The process of creatively applying the necessary profession
skills in organising a focused event for the target audience and
achieve their desire.

We all love to celebrate and need little reason to celebrate —
whether it be winning the World Cup or the Common Wealth
Games or birthdays, Graduation party, weddings etc. in the
family. Celebrations are an integral part of our life and often a
symbol of happiness. However, modern lifestyles, busy work
schedules, smaller families and participation of women in the
workforce, have resulted in less manpower and time to plan,
organise and execute such events. Hence many people prefer to
use the services of an expert (who has the know-how and takes
care of the minutest details) to plan and execute such events.
Nowadays organisations and institutions also hire the services
of such experts to organise a variety of events. This is referred to
as ‘outsourcing’. Experts—who-undertake this—weork-aretfnown
Euvent Managerent Chupter+9-344HumuanFcotogy and Family
Sciences = Part-2-as-event planners-or event managers. They
provide consultancy and undertake all tasks right from the
planning stage till the final execution of the event. Involvement
of such experts has made celebrations and occasions easier,
enjoyable and stress-free for the clientg p
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Objectives :
* Developing the innovative ideas
» Configuring customer and their needs
* Delivering the event on time and within budget

e Communication, maintaining & developing
relationship

e Ensuring excellent customer service and quality
e Leading your team

Learning Skills :

Excellent organisations skill

Project management experience

Problem solving skill

Strong communication and marketing skill
Motivation and positive attitude
Networking skill and public relationship
Ability to work under pressure
Preparation of Budget

Fvents :

o Shows, Hotels, Seminar and concert venue, exhibition
venue, charity organisation, birthday, school function,

press conference, product launch, we

etc.
prtneitel o
oribiad i
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Course Na-gne :

Co-ordinator :

Dr. B. B. Hegde First Grade College, Kundapura
Certificate Courses : 2019-20

Result Sheet

Event MeNAGEMENT Total Marks : 100
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Name of the Student : Pralbug

¢ Event Management
e Consumer Education
* Fashion Designing
(Choose any one Certificate Course)

Undertaking :

offered by the Department.

BPus ‘ /AZ\—%Z '

Signature of the Parent Signature of the Student

Date : J5_o(- Qoup.

Place : K unda rc}‘)(a ‘

(For office use only)

~Admitted to QY\‘“’\k MERMaLCernﬁcate Course during the Academic
Year 2019-2 ERERES M_N#
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Coerdinator Dr. B0 «Prmc;pﬂd

Class & Section > T RBBA-
Roll No. ;.L{o,q,‘
Father’s Name : VITTAML
Mother’s Name : DLV
Guardian’s Name 5 ) |
Contact Number : 6362 668ud8 : “ !
Email ID
Permanent Address ~ : cufLkalt . vada G uddaa‘_’“\‘/ il
Kuwnd apura -
Percentage of Marks
SSLC | PUC | ISem. | HSem. | IlSem. | IVSem. | VSem. | VISem. |
A5k | 68 Jo. q30 | FIk |
Interested in _‘ueud- Mwa?mevd-- - Certificate Course

I abide all the rules and regulations relating to the certificate courses|




Name of the Student : NidhW. R.Nok.

Class & Section : T RLem.B

Roll No. 3099

Father’s Name : Ro@l—\m{ﬂ) kK MNeik

Mother’s Name ! Rebr,

Guardian’s Name — - |
Contact Number ! FHOKT 3Q6R / 392792860 =
Email ID

! nudbinnatk 8020 @ 8mm”f. om

Permanent Address  : » Spni kniroougnoha * Borthihithlu
Anede,  Hotady Pe-tjf, keadepan *ﬁ
Uc‘)\opi -dist,

Percentage of Marks

SSLC | PUC 1Sem. T Sem. | IIISem. | IVSem. | VSem. | VISem.

qe. g2 )| w89 [ "ee [ [ BFE3]. | 66.637. 62.637.

Interested in__fyeat mqma,gme;_\ Certificate Course

e FEvent Management
e Consumer Education
¢ Fashion Designing
(Choose any one Certificate Course)

- Undertaking :

I abide all the rules and regulatzons relating to the certificate courses
oﬁered by the Department.

R ed | fidhoar

Signature of the Parent , Signature of the Student
Date : &6[6!} S0QY

Place : ‘ \(um\o‘?tm

(For office use only)

Admitted to (;N”r MW“‘*?‘N\J’ Certificate Course during the Academic
Year 2019-20. A}j ESTED &
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CVENT MANAGEMENT

This is to certify that Mr/Miss..... PROTVT
has successfully completed Event Management Cerfificate Course during the year. ei7.:44......

(92

e .

Prof. K. Umesh w.jm.:< | raj.C
Principal Chief Co-ordinator

Sl o cipal e
- ?,_ m..:% Grade Colled
mmﬂ.ﬁr 1!@9@#

pr.B. B ﬁ?:v\u\

Kund




EVENT MANAGEMENT

This is to certify that Mr/Miss..... NI ST R NLRNK
has successfully completed Event Management Certificate Course during the year...&a9.-.20..

-~ .
Prof. K. Umesh Shetty | RS B_.h.”
Principal | >ﬂ,mm4mo ' Chief Co-ordinator
- mﬁnwmﬁ Grade Colleg®
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