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Mandatory Information for designing any event banner
	Basic Information

	Complete Name of Department / Cell/ Club 
	Department of 

	In Association with (If applicable) 
	

	Accreditations, Approvals & Affiliations (Which are the logos to be added in the banner ?)
	Don’t insert logos here in the word file instead you can attach HD Photo separately

	Name of the Activity/Event
	

	Target Audience
	

	Date
	

	Time
	

	Venue
	

	Guest Information

	Name of Chief Guest (If required)
	

	Name of Guest of Honour (If required)
	

	Name of Speaker/Resource Person
Designation 
Organization
Photograph (Send HD Photo separately)
	Type Name of speaker here

	
	Type designation of speaker here

	
	Type his working organization here

	
	Don’t insert photograph of speaker here in the word file instead you can attach HD Photo separately

	Basic Information

	Name of Convenor
	

	Name of Event Coordinator
	

	Student Coordinator, if applicable
	

	Additional Information

	Size of Banner in feet ?
	

	Banner for Printing or Social Media?
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