
 

 

Centre for Computer Science and Technology 

One Day Mandatory Workshop on Report Writing 

                                                                                                                                         Date: 13th Oct 2025 

ACTIVITY REPORT 

Name of the Activity: One Day Mandatory Workshop on Report Writing - 2025 

Date of the Activity: 11th October, 2025 

Venue:      Conclave Centre 

Number of Participants: CSBS (Section-A I Semester) Total:80 

Name of the Faculty 

Coordinator (s): 

Dr. Gulshan Soni, Dr. Shradha Dubey 

Brief Description of the 

Activity Conducted: 

Dr. Mehuli Santra led an engaging Report Writing workshop for first-year students, 

providing a comprehensive foundation in crafting professional and academic reports. The 

session defined reports as structured, factual documents used to inform, analyze, and 

recommend. 

 

Key takeaways included: 

• The essential characteristics of an effective report: clarity, objectivity, accuracy, 

and a logical flow. 

• The standard structure, from the front matter (title page, abstract) to the main body 

(methodology, findings, discussion) and back matter (conclusions, references). 

• The complete writing process, from initial research and drafting to final 

proofreading. 

• Practical advice on maintaining a formal style, using evidence-based support, and 

avoiding common pitfalls like personal opinions or poor grammar. 

 

The workshop was highly interactive, featuring activities where students compared 

incomplete and complete reports and delivered group presentations on technical and 

business topics to apply their new skills. 

 

Outcome of the Activity: Students learnt the following points through the workshop conduction: 

1. Importance of Report Writing 

2. Types of Reports 

3. Structure and format of different reports 

4. Case Study Analysis via Presentation 
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Session Timeline Task Faculty Involvement 

  11:00-11:30 AM Workshop Registration 
Dr. Gulshan Soni/  

Dr. Shradha Dubey 

Session 1 11:30-01:00 PM Internal Expert Talk Dr. Mehuli Santra 

 01:00-01:30 PM Break 

Session 2 

01:30-2:00 PM Internal Expert Talk Dr. Mehuli Santra 

02:00-03:00 PM 
Student 

Involvement/ Interaction 

Dr. Gulshan Soni/  

Dr. Shradha Dubey 

03:00-03:30 PM Quiz 
Dr. Gulshan Soni/  

Dr. Shradha Dubey 

  03:30-04:00 PM Feedback 
Dr.  Dr. Gulshan Soni/  

Dr. Shradha Dubey 



 

 

                                                           

GLIMPSES OF THE MANDATORY WORKSHOP 
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Feedback of the Mandatory Workshop on Report Writing 

 
 



 

 



 

 



 

 



 

 

 
 

 

 

 

Do you have any suggestions for improving future sessions (content, delivery, or technical aspects)? 
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