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Contact Plan an Event

® EDUCATIONAL EVENT MANAGEMENT 1 User manual

We engineer

academic

events that
survive the audit. b

Topic Engine plans, executes and documents academic i
events end to end — from IQAC-approved concept note

to audit-ready evidence file — so every seminar,

committee

workshop, FDP or conference your institution hosts S -
adds documented, accreditation-grade value. DOCUMENT,

From concept to conference — we manage every detail.

Plan Your Event WhatsApp Us Estimate a Budget
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A | ABOUT TOPIC ENGINE End-to-end, not a la carte
Built to bridge theory R

and practice — with NAAC QIF-aligned by design
the paperwork to ——

pl'OVE it._ Physical - Hybrid - Fully online

S us apart is pre rery event we run is

uide: L e fir ept note, so
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H | How IT works (T ERIE]

One sequence, five stages,
zero gaps at the audit.

iyt

5o Bféas oifSt 3te® @ @it uF T BeT — WINImd SOP-

81 / PLAN

Theme & Committee
COLLEGE FRE

Theme selection, concept
note, schedule,
organizing-committee
roles and speaker
protocol are locked
before anything is

82 / PREPARE

MNAAC-Ready Paper
TOPIC ENGINE PRE
IQAC approval format,
brochure and poster,
invitation letters and
certificate templates are
drafted against the target
criterion.

afet @ hefd g 8o sior, 5 crafe)

IR / @oE Iw FF
Ho-41to @ (FRear Sy g Plan, Prepare, Execute,

Document, Accredit) Pre-Seminar, Event-Day 8 Post-Seminar
SOP-a3 3 RIS T FACR, TS AP ARIET et 55
I I 108 Ol JTO ATEA|

Boizifiot

83 / EXECUTE

Run the Room
COLLEGE EVENT DAY

Registration, volunteer
coardination, PPT and
backdrop design, hybrid
setup and session
recording — handled on
the day.

Lkl

B84 / DOCUMENT

Capture Evidence
COLLEGE EVENT DAY

Attendance sheets,
feedback forms and
analysis, and
photographic and media
evidence are collected as
the event happens, not

&rest, fRfie @ o)

B5 / ACCREDIT

File the Report

TOPIC ENGINE  POST

A final seminar report is
assembled for NAAC
submission, cross-
referenced to the criterion
it was designed to
support.
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Contact Plan an Event

A ACADEMIC EVENT ECOSYSTEM m
Eight workstreams,

one point of contact.

and univ es engage us for one seminar or for a standing annual

calendar — the scope changes, the wor ms don't.

Planning & Management NAAC Documentation Resource Persons

« Theme selection and academic focus » IQAC approval format

University faculty and researchers
+ Serninar proposal and concept note

Brochure and poster design

Industry and subject-matter experts

Invitation letters and certificates

» Detailed schedule and session planning Structured lectures and panel

» Committee and role allocation Attendance sheets and feedback discussions

.

+ Speaker coordination and protocol analysis Research-orientation and skill sessions

Final seminar report for submission
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E | EVENT TYPES WE ManAGE (R gITTEIgy ELNEY

Whatever the academic
format, the same

discipline underneath.

From a single departmental workshop to a multi-day international conference —
the planning, documentation and technology stay consistent.

@ International Conferences National Seminars ) Workshops
Physical, hybrid or fully virtual — multi- University and institutional seminars built Research-methodology and skill-
track, multi-day academic conferences around a focused academic theme, development workshops with hands-on
with international delegates. sessions,
et T
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Every event is mapped to a
criterion before it's scheduled.

We design to the NAAC Quality Indicator Framework (QIF) from the outset, so
the event itself becomes evidence rather than an afterthought needing evidence

bolted on.

NAAC mon o0 a Binary Accreditation + Maturity-Based Grade s (MBGL)

framework in — the seven criteria below remain the ral backbone
institutions map evidence to, and the entry stage now ecks submitted
numbers against AISHE/NIRF records. Which is exactly why ping registration,
attendance and certificate counts internally con

used to.

WHERE ON THIS
CRITERION FOCUS AREA WHAT THE EVENT CONTRIBUTES
PLATFORM
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P | PROTOCOL & COMPLIANCE

How we keep a seminar
compliant — the checklist,
and the full protocol

behind every checkpoint.

dful of faculty.
protocol: the same eighteen checkpoints,
me I, 0N ev ve run. Tick through i
p the fi j unction, timing and owner

rteen protocols it's built from.

® Compliance checklist — tick a box to see how it tracks
@ of 18 checkpoints Reset checklist
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The same three phases,
broken down into what

actually happens.

and duty

le with your

v Do X Don't
@ Maintain strict time discipline for every session — the run sheet is a @ Don'tleave a duty station (registration, help desk) without an
commitment, not a suggestion. approved replacement,
° Capture photegraphic and video evidence at every major stage, o Don't let stage volunteers talk or move around near the podium
especially the inaugural and valedictory. during a session.
° Record attendance category-wise — students, faculty, research o Don't miss photographing the inaugural or valedictory session — it
scholars — from the start. can't be recreated later,
et T
NI AIIIPIRT TR FIer @ &P SOP IR2FM FERA — A3F  9IIB TS 2T WA 7ol b1 2f & faerw s
Z
ﬂT"f,ﬁTFIEB\'S \G@EW,WTWW‘Tﬁa@HEH Q3 SAfFEEe (S %.OWW,@GTGEITI

I{S / @EIT IE IE

fSa-1:fiegg @ (Pre-Seminar, Event-Day, Post-Seminar) &6
AT T FLEHB i, I9-F5 THsyfe @ BT 5-516 mifirg
I Thet|

Garifor
Topic Engine-a3 e for @@ 319 15 @ fGE6 F16 921 @, @ -WfGoaa1 55 Gifb3 s — T Srorty i (553 IqaEs 897
IEEERGEI]

FSIR® JIYI FIR®A — T4 A
1. T 3000 IBNIE o5 *Iieaa @iaibo g of 2o |

2. 73 SIS Y — A& Ficed ifer=s!, I-F15 sTrmyft ¢ fGofH-16 36T Tyl
3. W [y 3rocta Rager firay o)< #1157 F5ow3er F9co SOP & Formats Library (Resources / Download) IR=IK $5 |
4. Food & Beverage 8 Stationery & Kit TT613 I — HBI2 WO 7T @TIRGIF O] Q3 RIJP (AP AT BT AR



PUBLIC / VISITOR

M'anmevnﬁ’rﬂ

& SIS T QIE: https://topicengineseminarportal.in/food-beverage

Topic Engine Home  Aboutus - Seminar» Conference » Workshop+  Exhibition » Symposium - Camp «

[

O

Contact Plan an Event

Breakfast, tea and lunch
— run on the same time

discipline as the program.

Split out from the Protocol Directory into it n section. Tea and lunch timings
are the real Sl-numbered slots from the Event-Day Run Sheet; bre
appear in the documented SOP at all — the run sheet starts at 8:30

venue setup — so it's marked below as a sug addition, not a sourced one.

Committee & Volunteer Breakfast (Suggested) 07:45-088:15 30m Hospitality Team

Morning Tea / Refreshment Break (sl 10) 11:25-11:40 15m Hospitality Team
et T
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S | sTaTionery & k1T (@ NIEEEEIERHE]

Everything printed, packed
and handed out — one list,

weeks
bled

® Kit & stationery checklist — full list

From the Seminar Kit Checklist printing done ahead of time, then packed into the registration desk and stage kits on the morning of the event
@ PRINTING & STATIONERY @ REGISTRATION DESK KIT ® STAGE KIT
« Registration sheets’ coLLEsE  PRE « Attendance kiosk, register book « Program schedule copy
et T
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D DOCUMENTATION & EVIDENCE ] User manual

Every session, captured
— and captioned the way

NAAC actually reads it.

Sourced from our working Mandatory Photographic nce and
Documentation Evidence guidelines. Our Photography & Documentation
follows t ct checklist at every event — the full text is

ble in the SOP & Formats Library | (Formats F).

M Minimum 36-45 clear, captioned photographs per event Captioned with seminar title, date, venue & session

& Video evidence recommended for 6 key soments

-
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E EVENT SAMPLE
One seminar, seen end to end.

what it produced: a live, hybrid

ntha Colle f Education's

< Full sub-theme structure spanning Al in pedagogy, inclusive teaching,
SDG 4 alignment and 12 further strands.

¢ Dual participation tracks — physical seats with a networking

LA B programme, and a digital track with live streaming and e-certification.

Reimagining Teacher Training + Abstract and full-paper pipeline with double-blind review, Al-similarity
errmanina and 2 I8 FADE indavad muklicatinng ratka
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S | SEMINAR PROPOSAL BUDGET
Build a working budget before

te first committee meetm_t_:_jt

your seminar proposal — adjust anything and the total updates as you go.

[ Event type [ standard " Twnk ESTRRAT
Seminar - National v + Customize this estimate
[ Participants 128 o My budgets
L —
Duration Format = Payment schedule
Full-day - Hybrid v =T
iRyt Ty
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P | PLANNING TOOLKIT
Three tools to use before your

first committee meeting.

Free, instant, no sign-up — the same planning logic we use on real events.

Timeline Planner MAAC Readiness Check Concept Note Draft

Your event date

it =
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Contact Plan an Event

Guides your IQAC

can use toa_y.

Free downloads from our working documentation — no sign-up needed. The full

SOP & Formats Library below has twenty-four ready-to-adapt formats.

Camp +

NAAC Criteria for a Seminar & Its NAAC Evidence Checklist Emergency Protocol for Seminars (NAAC-
Benefits COLLEGE = EVENT DAY Aligned)

JORRE ARRRRJA PN Every document and photograph an audit-ready ol D L o]
Which griterion your event feeds, and what the seminar file needs. The safety and contingency plan we brief before
auditer gains from it. every event day.
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s S0P & FORMATS LIBRARY

Every letter the seminar
process needs, ready to adapt.

ecycle — approvals,
d NAAC

ry format

Institution name Event title Event type... -
Theme mm/ dd/yyyy [m] Convener name
A Approvals & Resolutions
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Not just a service — a system
you can watch working.

Behind every event is the Topic Engine console: registration, QR check-in,

certificates, evidence compilation and more. Explore the clickable demo to see

how your event would actually be run,

PHASE 1 - CORE PHASE 2 - DIFFERENTIATORS PHASE 3 - GROWTH
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Before you write the proposal.

Do you only organize NAAC-linked seminars, or also FDPs and conferences? +
How far ahead should we start planning? +
Can you run a hybrid or fully online event? +
What exactly is in the "NAAC documentation pack"? +
How is the final budget decided? +
Can napers from the event be published afterward? +
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Bl User manual

Plan your next NAAC-compliant

event with confidence.
Send Enquiry

bcicomputerpoint@gmail.com

+91 90029 03128

Chat on WhatsApp Request a Concept Note
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Short, plain-language

explainers — watcl
before you read.

Two-minute-or-less videos on how academic event formats differ and what each one is actually for. Available in Hindi and English — more will
be added here over time.
LAl languages ! Hindi ! English |
1)
Seminar vs Conference vs Workshop vs Symposium — Explained
Hindi Explainer - Event formats
>

Seminar vs Conference vs Workshop vs Symposium — Explained
English Explainer - Event formats
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Contact Plan an Event

Four tiers, one

accountable partner.

Conference +  Workshop »  Exhibition «

Basic

Registration, attendance and
certificates — the essentials,
handled.

» [Event registration page

= Attendance tracking

* Certificate generation

Professional

Everything in Basic, plus the
full seminar operating layer.

= Speaker & schedule
coordination

* QR-based attendance
* Feedback analytics
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Premium

Built so the event survives the
audit, not just the weekend.

* [QAC documentation &
outcome report

» Digital evidence repository
* Abstract book &

bkl

Symposium »  Camp «

Institutional

One partner across a full year
of seminars, FDPs and 1QAC
cycles.

» Multiple seminars & FDPs

* Continuous IQAC support
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R MAAC READIMNESS ASSESSMENT

Where does your
institution stand?

S governance, documentation, academic output and

Takes about five minutes — see your score immediately, no

email required to see it.

0% complete

GOVERNANCE & IQAC

Does your institution have a functional Internal Quality
Assurance Cell (IQAC) with documented meeting minutes from
the last two years?
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P | EDITABLE TEMPLATE

Turn one event into a
one-page Impact Report.

Click any number or line below to edit it with your own event’s figures, then

print it, save it as a PDF, or share a link to this exact version.

@ Print 4 Copy Share Link 4 Reset Sample Data

National Seminar on Emerging Trends in Higher Education

Reach & Participation
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® LEGAL
Privacy Policy

Last updated: 3 September 2026. This policy is a draft template — have it reviewed by counsel before
relying on it, and adjust the contact and retention details to match how your institution actually
operates,

Topic Engine is operated by CHRD Innovation Pvt. Ltd. ("we", "us"). This policy explains what
information we collect when you register for or help organize an academic event through this
platform — including on behalf of one of the colleges and universities ("client institutions”) that use

Topic Engine to run their own events — how we use it, and the choices you have.

What we collect

When you register for an event we collect your name, institution, email address, phone number,
registration category, and — for paper presenters — your paper title, co-authors, sub-theme and
abstract. If you pay a registration fee online, our payment partner Razorpay processes your card, UPI,
or net-banking details directly; we receive a payment confirmation and reference ID, never your full
card or bank details. If you check in at an event, we record which sessions you attended. If we issue
you a certificate, we record your name, role, and the certificate's unique ID.

How we use it
We use this information to process your registration and payment, confirm your attendance, issue

and verify certificates, communicate with you about the event (by email and, where you've opted in,
WhatsApp), and compile the participation and feedback records our host institutions use for their

own NAAC/IQAC documentation. We do not sell your personal data.
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® LEGAL

Refund & Cancellation Policy

Last updated: 3 September 2026. This policy is a draft template — the exact windows and fees below
should be reviewed by the host institution and counsel, and can differ per event; when they do, the
specific event's page governs.

This policy covers registration fees paid online through Seminar for a seminar, workshop, FDP or
conference. It does not cover travel, accommaodation, or other costs you arrange yourself.

Cancelling your registration
If you can no longer attend, write to us at the contact below with your confirmation ID and the reason
for cancellation. Unless the specific event states otherwise:

* Cancellations made 15 or more days before the event: full refund, less any payment-gateway
processing fee.
* Cancellations made 7-14 days before the event: 50% refund.

* Cancellations made less than 7 days before the event: no refund, but your registration may be
transferred to a colleague from the same institution at no extra charge — write to us to arrange
this.

If the event is postponed or cancelled by the organizer
If we or the host institution postpone the event, your registration automnatically carries over to the

new date; if it doesn't suit you, you may request a full refund. If the event is cancelled outright and
not rescheduled, all paid registrants receive a full refund.
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