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Date: 02/08/2019 

                                                                   Meeting No 1 

NOTICE 

 

A departmental meeting has been convened on 2nd August, 2019. All the faculty members are 

requested to attend the same without fail. 

                                                                                                       

                                                                                                

                                                                                                (Dr. Rashmi Rekha Saikia) 

                                                                                                                   Head, Department of English 
                                                                                                         Gargaon College 
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Minutes of Meeting - 1 

                                                                                                                                               Date: 2/08/2019 

 

Minutes of  1st Meeting of  the Department of English for the odd session, 2019-20 

An offline meeting of the department of English was held on 2/08/2019.  

The following members were present at the meeting: 

Mr. Rajib Gogoi 

Dr. Rashmi Rekha Saikia 

Dr. Anjan Konwar 

Dr. Jitu Saikia 

Bitupal Borgohain 

Shyamolima Saikia  

 

Item No. 01 To discuss about the organizing popular talk programme 

The head of the department Dr. Rashmi Rekha Saikia discussed about the necessity of organizing a 

popular talk programme with the faculty members. The members discussed the matter and it was decided 

that one of the faculty members of the Dept. Of English, Dibrugarh University shall be approached and 

invited as a resource person for the popular talk. Further, it was decided that the popular talk shall be 

based on course related topic.  

Resolution No. 1 Resolved that a faculty member of the Dept. Of English, Dibrugarh University shall 

be invited as a resource person for the popular talk and the popular talk shall be based on course 

related topic.  

Item No. 02 To discuss about preparation of routine and course distribution 

The head of the department brought up the topic of preparation of routine and course distribution. After 

due discussion, the task of preparing the departmental routine was given to Dr. Jitu Saikia and the task of 

course distribution was taken by Dr. Rashmi Rekha Saikia. It was decided that the task of preparation of 

departmental routine and course distribution shall be completed within a week to facilitate smooth 

initiation of classes. 
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Resolution No. 2 Resolved that departmental routine and course distribution shall be completed within 

a week. 

  

                                                                                      

                                                                                            

                                                                                                     Dr. Rashmi Rekha Saikia 

                                                                                                                  Head  

                                                                                                      Department of English 
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Action Taken Report -1 

                                                                                                                             Date: 20/08 /2019 

To,  

The Principal, 

Gargaon College 

 

Sir, 

As per decision of the departmental meeting held on 2/08/2019, the following actions have 

been taken: 

1.  Discuss about preparation of routine and course distribution. 

2. The work of preparation of routine and course distribution were completed within a week. 

 

                                                                                  

                                                                                          Dr. Rashmi Rekha Saikia 

                                                                                         Head, Dept. of English 

                                                                                                Gargaon College 
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Meeting No 2 

                                                                                                                         Date: 14/10/2019 

                                                                    NOTICE  

 

A departmental meeting has been convened on 16th October, 2019 to discuss matters pertaining 

internal assessment and conduct of seminar, viva voce calculation of attendance etc. All the 

faculty members are requested to attend the same without fail. 

                                                                                                       

                                                                                                

                                                                                                (Dr. Rashmi Rekha Saikia) 
                                                                                                                   Head, Department of English 
                                                                                                         Gargaon College 
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Minutes of Meeting - 2 

                                                                                                                              Date: 16/10/2019 

Minutes of  2nd Meeting of  the Department of English for the odd session, 2019-20 

An offline meeting of the department of English was held on 16/10/2019.  

The following members were present at the meeting: 

Mr. Rajib Gogoi 

Dr. Rashmi Rekha Saikia 

Dr. Anjan Konwar 

Dr. Jitu Saikia 

Bitupal Borgohain 

Shyamolima Saikia  

 
Item No. 01 To discuss about internal assessment and conduct of seminar, viva voce etc. 

The head of the department brought up the topic of internal assessment for discussion and informed the 

members that the evaluation of answer scripts of the sessional examination should be completed by 24th of 

October, 2019. After due discussion, the different tasks such as conduct of seminar, viva voce, 

preparation and entry of internal assessment marks were distributed among the faculty members of the 

department. It was decided that all the tasks related to internal assessment shall be completed by 1st week 

of November.  

Resolution No. 1 Resolved that the tasks related to internal assessment shall be completed by 1st week 

of November.  

Item No. 02 To discuss about calculation of attendance 

The head of the department brought up the topic of calculation of attendance of students as part of internal 

assessment. The head of the department and President of the meeting Dr Rashmi Rekha Saikia informed 

the members that the percentage of attendance of the three semesters of Arts, Science and Commerce 

should be prepared immediately. After due discussion, the work was distributed among the faculty 

members and the completion of the work within a week was emphasized. 
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Resolution No. 2 Resolved that the work of calculation of attendance of the three semesters be 

completed within a week. 

                                                                              

                                                                                       

                                                                                                     Dr. Rashmi Rekha Saikia 

                                                                                                                  Head  

                                                                                                      Department of English 
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Action Taken Report -2 

                                                                                                                             Date: 20/08 /2019 

To,  

The Principal, 

Gargaon College 

 

Sir, 

As per decision of the departmental meeting held on 2/08/2019, the following actions have 

been taken: 

1. The date for the popular talk was fixed on 28th September, 2019. Dr. Meena Sharma, Assistant 

Professor of the Dept. Of English, Dibrugarh University was contacted and invitation sent to 

grace the programme as the Resource Person.  

2. The work of preparation of routine and course distribution were completed within a week. 

 

                                                                                  

                                                                                          Dr. Rashmi Rekha Saikia 

                                                                                         Head, Dept. of English 

                                                                                                Gargaon College 
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Date: 01-08-2019 

 

Notice 

 

A Departmental meeting is called on 02-08-2019 at 2 p.m. to discuss some academic matters.  

All the faculty members are directed to attend the meeting on time.  

 

 

 

 

(Dr. Ranjana Gogoi) 

                                                                                                             HoD, Statistics  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Date: 02-08-2019 

 

 

MINUTES OF MEETING -1 

Date: 2nd August, 2019 

 

 

Presence of the Members: 

 

1. Dr.  Ranjana Gogoi, HoD Statistics 

2. Ms. Bornali Dutta, Assistant Professor of Statistics 

 

 

Item No. 1: To discuss Departmental Routine and Academic Calendar. 

Dr. Ranjana Gogoi initiated a meeting to discuss the preparation of departmental routine and 

allotment of classes to teachers based on the central routine. Dr. Gogoi also discussed the 

preparation of the Academic Calendar based on the Dibrugarh University Academic 

Calendar. 

Resolution No. 1: Resolved that the Departmental routine and allotment of classes will be 

made available as soon as the central routine is made available by the College Routine 

Development Committee. It is also resolved that a departmental academic calendar will be 

prepared based on the Dibrugarh University Academic Calendar. 

Item No. 2: To discuss the course/ syllabus distribution for the B.Sc 1st, 3rd and 5th Semester 

Courses. 

The Head of the Department discussed the syllabus distribution for the Odd Semester 

Courses. 

Resolution: No. 2: Resolved that the course distribution for the Odd Semester (2019) 

syllabus will be done by the HoD. 

Item No. 3:  To discuss the Preparation of the Teaching Plan.  

 Dr. Ranjana Gogoi asked the faculty members to prepare individual teaching plans for the 

academic session from August, 2019 to December 2019.  

Resolution No. 03 

Resolved that individual teaching plans will be prepared within a week.  

 

 

(Dr. Ranjana Gogoi) 

                                                                                                                 HoD, Statistics  



 

 

 

                                                                                                                                              

                                                                                                              Date: 06-8-2019 

 

ACTION TAKEN REPORT-1  

 

 

To  

The Principal 

Gargaon College                                                       

  

Sir, 

As per the decision of the Department meeting held on 2ndAugust 2019, the following 

actions have been taken. 

1. The Departmental routine has been prepared and allotment of classes to teachers based 

on the central routine has been made. 

2. The Departmental Academic Calendar was prepared based on the Dibrugarh 

University Academic Calendar. 

3. The course distribution for the Odd Semester (2019) syllabus has been completed.  

4. Faculty-wise individual teaching plan has been prepared.  

 

 

  

(Dr. Ranjana Gogoi) 

                                                                                                                 HoD, Statistics 

 

 

 

 

 

 



 

 

 

 

 

 

Date: 14-10-2019 

NOTICE 

 

A Departmental meeting is called on 15-10-2019 at 2 pm to discuss the following agenda.  

All the faculty members are directed to attend the meeting on time.  

 Agenda: i) Date for Seasonal Examination. 

 

 

 

 

(Dr. Ranjana Gogoi) 

                                                                                                                     HoD, Statistics  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 



 

 

 

 

Date: 15-10-2019 

 

 

MINUTES OF MEETING  

Date: 15-10-2019 

 

 

Presence of the Members: 

 

1. Dr.  Ranjana Gogoi, HoD Statistics. 

      2. Ms Bornali Dutta, Assistant Professor of Statistics. 

 

Item No. 1: To discuss organizing sessional examination for the 1st, 3rd and 5th semester 

(Hons and generic) students. 

Dr. Ranjana Gogoi asked the faculty members to fix the sessional examination date. 

Resolution No. 1: Resolved that sessional examination will be held from 21st October to 25th 

October, 2019.  

 

 

 

 

 

 

 

 

                                 

(Dr. Ranjana Gogoi) 

                                                                                                          HoD, Statistics 

 

 

 

 

 

 

 



 

    

 

 

Date: 30.10.2019 

ACTION TAKEN REPORT 

 

To  

The Principal 

Gargaon College                                                       

  

Sir, 

As per the decision of the Department meeting held on 15.10.2019 the following actions have 

been taken. 

1. Sessional examination of B.sc 1st, 3rd & 5th Semester was held on 21st October to 25th 

October, 2019.  

 

 

 

 

(Dr. Ranjana Gogoi) 

                                                                                                   HoD, Statistics 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

                                                                                             Date: 14-05-2020 

 

Notice 

A Departmental meeting is called on 16-05-2020 at 2 p.m. to discuss student’s seminars, 

class tests and group discussions.  All the faculty members are directed to attend the meeting 

on time.  

 

 

 

                                                                                           

                                                                                                                   (Dr. Ranjana Gogoi) 

                                                                                                                        HoD, Statistics 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Date: 16-05-2020 

 

 

 

MINUTES OF MEETING  

Date: 16th May, 2020 

 

 

Presence of the Members: 

 

1. Dr.  Ranjana Gogoi, HoD Statistics. 

      2. Ms Bornali Dutta, Assistant Professor of Statistics. 

 

Item No. 1: To discuss about conducting a student seminar for the Hons and Generic 

students. 

The Head called the faculty members to organize student seminars in the department for 

internal evaluation. The members discussed the matter and decided to organize a student 

seminar. 

Resolution No. 1: Resolved that a student seminar in the department would be organized as 

per syllabus- related topics.   

Item No. 2: To discuss conducting online MCQ class test and sessional examination. 

Dr. Ranjana Gogoi asked the faculty members to regularly conduct class tests.   

Resolution No. 2: Resolved that class tests would be organized weekly.  

 

 

 

 

 

 (Dr. Ranjana Gogoi) 

                                                                                                                     HoD, Statistics  

 

 

 

 

 



 

 

 

 

                                                                                Date: 16-05-2020 

 

ACTION TAKEN REPORT 

 

 

To  

The Principal 

Gargaon College                                                       

  

Sir, 

As per the decision of the Department meeting held on 16th May 2020, the following actions 

have been taken. 

1. Student seminar will be organized in the first week of June. 

2. The concerned course teacher organized MCQ class tests weekly. 

 

 

 

 

                          

                            (Dr. Ranjana Gogoi) 

                              HoD, Statistics 

 




