
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Monitoring Committee 

Meeting Details 



 

 

Monitoring Committee Meeting Details 

1. Purpose of the Meeting 

The Monitoring Committee meeting is convened to oversee and ensure the effective 

implementation of policies, projects, and institutional goals. The committee reviews progress, 

addresses issues, and makes recommendations to improve processes and outcomes. 

 
2. Participants 

- Chairperson: The Chairperson leads the meeting, ensures adherence to the agenda, and 

facilitates discussions. 

- Committee Members: Representatives from various departments and stakeholders involved in 

the monitoring process. 

- Special Invitees: Experts or consultants invited to provide insights on specific agenda items. 

 
3. Agenda Items 

Typical agenda items for a Monitoring Committee meeting might include: 

- Review of Previous Minutes: Approval and discussion of actions taken since the last meeting. 

- Progress  Reports:  Presentations  from  departments  or  project  teams  on  current  status, 

achievements, and challenges. 

- Issue Resolution: Identification and discussion of any issues hindering progress, with a focus 

on finding solutions. 

- Resource Allocation: Assessment of resource needs and allocation to ensure projects are 

adequately supported. 

- Policy Review: Examination of current policies and recommendations for amendments if 

necessary. 

- Future Planning: Setting goals, timelines, and action items for the next period. 

 
4. Meeting Protocol 

- Preparation: Distribution of the agenda, reports, and any necessary documents to committee 

members prior to the meeting. 

- Attendance: Ensuring all members and invitees are present and have signed the attendance 

register. 

- Documentation: Recording of minutes, capturing decisions made, action items, and any 

follow-up tasks. 

- Feedback: Encouraging open discussion and feedback from all participants. 



 

 

 

5. Key Discussions and Decisions 

- Project Updates: Detailed updates on key projects, highlighting milestones achieved and any 

deviations from the plan. 

- Performance  Metrics:  Review  of  performance  metrics  to  evaluate  the  effectiveness  of 

initiatives. 

- Risk Management: Discussion on potential risks and mitigation strategies. 

- Stakeholder Engagement: Updates on communication and engagement with stakeholders, 

including any feedback received. 

- Budget Review: Examination of financial reports and adjustments to budget allocations if 

required. 

 
6. Action Items and Follow-Up 

- Assignment of Tasks: Clear assignment of tasks and responsibilities to committee members 

or departments. 

- Deadlines: Setting deadlines for the completion of tasks and submission of reports. 

- Follow-Up Meetings: Scheduling follow-up meetings to review progress on action items and 

ensure accountability. 

 
7. Documentation and Reporting 

- Minutes of the Meeting: Detailed minutes documenting the discussions, decisions, and action 

items, to be circulated to all participants. 

- Progress Reports: Regular progress reports to be prepared by responsible departments and 

submitted to the committee. 

- Annual Review: An annual review meeting to assess the overall progress and impact of the 

monitored projects and policies. 

 
8. Challenges and Solutions 

- Challenges Identified: Identifying any challenges faced in the implementation of projects or 

policies. 

- Solutions  Proposed:  Discussing  and  agreeing  on  feasible  solutions  to  address  these 

challenges. 

 
9. Stakeholder Communication 

- Internal  Communication:  Ensuring  that  all  internal  stakeholders  are  informed  about  the 

outcomes of the meeting. 



 

 

- External Communication: Preparing summary reports or updates for external stakeholders if 

applicable. 

 
10. Continuous Improvement 

- Feedback Mechanism: Establishing a mechanism for continuous feedback and improvement 

based on the monitoring outcomes. 

- Training and Development: Identifying training needs for staff to enhance their capabilities in 

monitoring and implementation. 



 

 

Minutes of Meeting of Monitoring Committee Meeting Summary 

 
Date: May 15, 2023 

Location: Principal Room 

 
Attendees: 

 
 

SR.NO. NAME DESIGNATION 

1 DR. J. D. PARMAR CHAIRMAN 

2 PROF. KU. K. A. KHARE MEMBER 

3 PROF. N. P. BORLE MEMBER 

4 PROF. SHEETAL J. PARMAR MEMBER 

5 PROF. FARAH N. MO. IQBAL MEMBER 

6 PROF. SHAIKH KHALIL GAFFAR MEMBER 

 

 
 

Agenda: 

1. Approval of previous meeting minutes 

2. Progress report on the new campus development project 

3. Discussion on the student retention initiative 

4. Review of the IT infrastructure upgrade 

5. Budget reallocation for Q3 

6. Policy review on remote work guidelines 

7. Future planning for the next academic year 

 
Key Decisions: 

- Approved the minutes from the April meeting. 

- Noted significant progress on the new campus development, with major milestones achieved. 

- Identified  issues  in  the  student  retention  initiative,  with  specific  strategies  proposed  for 

improvement. 

- Approved additional funding for the IT infrastructure upgrade. 

- Revised the remote work guidelines to incorporate feedback from staff. 



 

 

- Set preliminary goals for the next academic year, focusing on academic excellence and student 

engagement. 

 
Action Items: 

- Operations to submit a detailed project plan for the next phase of campus development by June 

1. 

- Academic Affairs to develop a comprehensive student support program to address retention 

issues. 

- IT department to provide a timeline for the infrastructure upgrade implementation. 

- Finance to reallocate budget as per the new approval and update the committee by the next 

meeting. 

- HR to update the remote work policy document and circulate it to all staff. 

Next Meeting: Scheduled for June 20, 2023. 

By adhering to this detailed Code of Conduct and structured meeting framework, administrators 

and staff can ensure effective governance, accountability, and continuous improvement within 

the institution. 



 

 

Minutes of Meeting of Monitoring Committee Meeting Summary 

 
Date: Dec 28, 2022 

Location: Principal Room 

 
Attendees: 

 
 

SR.NO. NAME DESIGNATION 

1 DR. J. D. PARMAR CHAIRMAN 

2 PROF. KU. K. A. KHARE MEMBER 

3 PROF. N. P. BORLE MEMBER 

4 PROF. SHEETAL J. PARMAR MEMBER 

5 PROF. FARAH N. MO. IQBAL MEMBER 

6 PROF. SHAIKH KHALIL GAFFAR MEMBER 

 

 

 

 

 
 

Agenda: 

1. Approval of previous meeting minutes 

2. Progress report on the new campus development project 

3. Discussion on the student retention initiative 

4. Review of the IT infrastructure upgrade 

5. Budget reallocation for Q3 

6. Policy review on remote work guidelines 

7. Future planning for the next academic year 

 
Key Decisions: 

- Approved the minutes from the April meeting. 

- Noted significant progress on the new campus development, with major milestones achieved. 

- Identified  issues  in  the  student  retention  initiative,  with  specific  strategies  proposed  for 

improvement. 

- Approved additional funding for the IT infrastructure upgrade. 

- Revised the remote work guidelines to incorporate feedback from staff. 



 

 

- Set preliminary goals for the next academic year, focusing on academic excellence and student 

engagement. 

 
Action Items: 

- Operations to submit a detailed project plan for the next phase of campus development by June 

1. 

- Academic Affairs to develop a comprehensive student support program to address retention 

issues. 

- IT department to provide a timeline for the infrastructure upgrade implementation. 

- Finance to reallocate budget as per the new approval and update the committee by the next 

meeting. 

- HR to update the remote work policy document and circulate it to all staff. 

Next Meeting: Scheduled for May 15, 2023. 

By adhering to this detailed Code of Conduct and structured meeting framework, administrators 

and staff can ensure effective governance, accountability, and continuous improvement within 

the institution. 


