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One Day Mandatory Workshop on Report Writing 
                                                                                                                                         Date: 7th Oct 2025 

ACTIVITY REPORT 

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

Date of the Activity: 4th October, 2025 

Venue:      Conclave Centre 

Number of Participants: CST (58), CSBS (39)      Total: 97 

Name of the Faculty 
Coordinator (s): 

Dr. Tejaswita Mishra, Dr. Suchitra Agrawal 

Brief Description of the 
Activity Conducted: 

The workshop was dedicated to Report Writing, where students were introduced to the 
fundamentals of academic writing, structure, formatting, and presentation of reports. The 
workshop emphasized the importance of clarity, coherence, and professional standards in 
technical communication. Practical tips and examples were provided to help students 
develop effective writing skills necessary for their academic and professional careers. 
The workshop for the first-year students featured an engaging session by Ms. Pritha 
Singh Rajawat. The Report Writing session introduced students to the essentials of 
preparing professional and academic reports. It covered the meaning and purpose of 
reports as structured, factual, and formal documents that aim to inform, analyze, and 
recommend. Students learned about the key characteristics of a good report, including 
clarity, objectivity, accuracy, logical flow, conciseness, evidence-based support, proper 
referencing, and a professional tone. The importance of report writing was emphasized 
in the context of academics, business, science, and decision-making. The workshop 
explained the standard structure of a report, consisting of front matter such as the title 
page and abstract, the main body including introduction, methodology, findings, and 
discussion, and back matter such as conclusion, recommendations, references, and 
appendices. The steps in report writing were outlined, from drafting the title page and 
abstract to developing the introduction, literature review, methodology, results, and 
discussion, followed by conclusions and proper referencing. Attention was given to 
writing style, stressing the need for formal, clear, and concise language supported by 
facts, figures, and visuals. Students were also introduced to the concepts of logical 
analysis, rough and final drafts, and the different types of reports such as technical, 
popular, academic, business, research articles, and monographs. Common mistakes like 
inserting personal opinions, poor grammar, and irrelevant details were highlighted along 
with tips for effective report writing. The session included the following activities: 

1.​ Comparing incomplete and complete reports to illustrate the importance of 
structure, data, and meaningful recommendations. 

2.​ Presenting an oral report on different technical/business titles in groups. 

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. Tejaswita Mishra /  
Dr. Suchitra Agrawal 

Session 1 11:30-01:00 PM Internal Expert Talk Ms. Pritha Singh Rajawat 

 01:00-01:30 PM Break 

Session 2 

01:30-2:00 PM Internal Expert Talk Ms. Pritha Singh Rajawat 

02:00-03:00 PM 
Student 

Involvement/ Interaction 
Dr. Tejaswita Mishra /  
Dr. Suchitra Agrawal 

03:00-03:30 PM Quiz Dr. Tejaswita Mishra /  
Dr. Suchitra Agrawal 

  03:30-04:00 PM Feedback Dr. Tejaswita Mishra /  
Dr. Suchitra Agrawal 

HP
Highlight

HP
Highlight
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GLIMPSES OF THE MANDATORY WORKSHOP 
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Do you have any suggestions for improving future sessions (content, delivery, or technical aspects)? 

No!! 

- 

No 

No problem 

No 

Excellent 

. 

It was okayy 

It was okay 

Nill 

No 

good 

Good 

Excellent 

No 

. 

Nothing 

No improvement required the session was amazing 

No 

. 

. 

 



 
Technical aspects 

Improvement needed 

Everything was fine 

We want more sessions like this 

Excellent 

No problem teachers were so sweet 

It was a useful session 

It's good session 

No suggestions, it was a good workshop 

Very good 

Everything was good 

No 

Delivery was good and the presenter was also very conceiving 

Content was short 

Good session 

Adding some references could help improving 

Enjoyed the workshop 

Please don't conduct these type of program on Saturday and Sunday 

.. 

It is all good 

No 

Pls don't use English language only 

Ok 

No , everything was on point 

Nothing 

Nice voice, nice presentation and everything on the point , very pleased to attend this 

Session could have been more engaging 

None 

N.A 

Nill 

Good interaction 

Great 

Try to be more interactive and do not deliver all content in English 

Overall excellent and helpful 

Overall session was good. 

I don't think there is any suggestions, overall session was good 

 



 
Everything is ok 

Every thing was very well managed . 
I will also thank Pritha mam for making the workshop very helpful and interesting ☺️ 

No 

No 

No 

No 

No 

good 

No 

Everything is okay 

No 

If possible please organise it btw Monday to Friday 

No 

Excellent 

It would be better to organise the workshop on weekdays 

We should be given more time to write the report 

Na 

NA 

There is a refreshment requirement 

No 

No 

Useful 

No 

Nice 

Good workshop 

It was nice 

It was good. 

None 

None 

No 

English ke kuch words samjh me nhi aaye toda hindi me samjhaye 

No 

Please provide snacks pls ma'am 🙏🏾 

Very good 

Please Dont conduct these type of programs on Saturdays or sundays respectfully 

Good session 

 



 
Treat 

It was very satisfying session 

Well 

NO 
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Date: 4th October 2025 

S.No. 

3 

2 BTCB25O1112 

6 

4 BTCB2501114 

BTCB250O1115 

1 

12 

13 

10 BTCB2501120 

14 

15 

16 

18 

19 

21 

22 

23 

24 

2 
26 

17 BTCB2501127 

27 

28 

Enrollment No. 

BTCB2501111 

30 

BTCB2501113 

31 

20 BTCB2501130 

Computer Science & Business Systems SECTION-B, B.Tech, I Year, I Sem, Batch 2025 Session: July-Dec 2025 

BTCB2501116 
BTCB2501117 

BTCB2501118 

BTCB2501119 

33 

34 

BTCB2501121 
BTCB2501122 

BTCB2501 123 
BTCB2501124 

BTCB2501125 

BTCB2501126 

BTCB2501128 

BTCB2501129 

BTCB2501131 
BTCB2501132 

BTCB2501133 

BTCB2501134 

BTCB2501135 

29 BTCB2501139 

BTCB2501136 

BTCB2501137 

BTCB2501138 

BTCB2501140 

32 BTCB2501142 

BTCB2501141 

BTCB2501143 

BTCB2501144 

BTCB2501145 

36 BTCB2501146 

37 BTCB2501147 
38 BTCB2501148 

39 BTCB2501149 
40 BTCB2501150 

41 BTCB2501151 

42 BTCB25O1152 

MADHAV INSTITUTE OF TECHNOLOGY & SCIENCE, GWALIOR (M.P). 

43 BTCB2501153 

(Declared under Distinct ategory by Ministry of Education, Government of India) NAAC ACCREDITED WITH At+ GRADE 

Mandatory Workshop on Report Writing: Attendance Record 

Time-11:00 AM - 4:00 PM 

Name of Student 

SANCHIT MANDRAI 
SANDEEP AHIRWAR 
SARTHAK VASHISHTHA 
SARVESH PATEL 
SATAKSHI SHARMA 

K SINGHAL 

AM SHARMA 

SHITAL SANGULLE 

SHIV BHAVSAR 

|SHIVAM PRASAD SAHU 
|SHIVANSH PATHÀK 
|SHREYANSH VERMA 
SHYAM KUSHWAH 
SIDDHANT GUPTA 
SPARSH TAMRAKAR 
0SKASHTI GUP iA 
|SUJAL AGRAWAL 

Centre for Computer Science and Technology 

SUMIT KUMAR PATEL 
SUMIT SINGH MAWAI 

|SUMIT SURYAWANSHI 

sUMIT YADAV 
sWASTIKA CHAUBEY 
TANISHKA SINGH SENGAR 

ANU SAMADHIYA 

ANUJA RAWAT 

TARUN DAHIYA 

TUSHAR BIRLA 

UTSAV GUPTA 

VAISHALI VARMA 

VAISHNAVI SHARMA 

VANSH PATEL 

VANSH PATIDAR 

VINAMRA TAMRAKAR 

VINAY GAUR 

VIPUL JAIN 

INDIA 

VIRENDRA SHARMA 

VISHESH GURJAR 
VISHWABODH SINGH 

VIVEK PATIDAR 

YASH GUPTA 

Deemed University 

YASH VARDHAN SINGH CHAUHAN 

YUVRAJ JAIN 

YUVRAJ SINGH RAJPOOT 

ABSEN 

ABSEN 

Session 

ABSENT 

Ahuy 

Tan 

AßSENT 
ARSENT 
ABSENT 

Vynuhen 

hesh 

ARSENTT 

Signature of Student 

Sata 

Session II 

AßSENT 

Shins 
AASENL 

ASSNAa 

Tan. 

A3SE 
ABSEN 
ABSENT 

Onama 

vihesh 

AGSET 



|Date: 4th October 2025 

|S.No. Enrollment No. 
44 BTCB2501154 
45 BTCB2501155 
46 

47 

48 

BTCB2501156 
BTCB2501157 
BTCB2501158 

MADHAV INSTITUTE OF TECHNOLOGY & SCIENCE, GWALÍOR (M.P.), 

Computer Science & Business Systems SECTION-B, B.Tech. I Year. I Sem. Batch 2025 Session: July-Dec zvk 

No. of Students Present = 

No. of Students Absent = 

Deemed Unlversity (Declared under Distinct Category by Ministry of rÉducation, Government of tndia) 
NAAC ACCREDITED WwITH A++ GRADE 

39 

Centre for Computer Science and Technology 

INDIA 

Mandatory Workshop on Report Writing: Attendance Record 

Time-11:00 AM - 4:00 PM 

Name of Student 
NIKITA TRIPATHI 
ADITYA AHAMANA 
DEV SRAJAN PUROHIT 

PRAMOD KUSHWAH 
SAHIB KHAN 

Session I 

NPKt 

A3SET 
ARSENL 

Signature of Student 
Session II 

ABSENT 
ABSEI 


