


 

 

  
            Date……………………. 

PROFORMA 

I suggest that the following members of the teaching staff may be put on duty during 
the Summer Vacation/ Winter Vacation (                           ) (the period of the duty 
and the work assigned have been shown against each name). They would be 
available for discussion/ consultation/Department work from 9.30 am to 1.30 pm and 
from 2.00 pm to 6.00 pm. 

 

Sl. No. Name  Period  Nature of work assigned 
1    

2    

3    

4    

5    

6    

 

 

 

Dean of the School/ 
  Head of the Department 

 
 
 
Note: Please furnish the information about the teaching staff who are put on duty on 
vacation to the Administrative Section. 


