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BBA DEPARTMENT (2024-25)
A log sheet with the following details of program
 
	Sr. No
	Item
	Particulars

	1
	Date
	28th September 

	2
	Name of Event
	Email – curriculum vitae & self-recommendation letter

	3
	Venue
	CLASSROOM

	4
	Time
	Class timings 

	5
	Duration of the program
	[bookmark: _GoBack]WORKING HOURS OF COMPANY

	6
	Expense
	-

	7
	Source of Financial Assistance 
	-

	8
	Names of resource persons
	-

	9
	Name of coordinator
	PROF. Y.R.SEMLANI

	10
	Number of participants
	All  Students

	11
	Copy of the program
	-

	12
	Curricular/Co-Curricular/Extra-Curricular
	Extra-Curricular

	13
	Activity belongs to Which Criteria of NAAC 
	-







Date:- 28th September , 2024
Report
SYBBA Students were informed to write formal email based on topic of Curriculum Vitae & Self-recommendation letter. Taking into consideration of email etiquettes and detail studies about social and international cultural & etiquettes. 
Email, also known as electronic mail, is a medium of written communication used to send and receive information over the Internet. It has been in use since the beginning of the Internet era. Initially, people used it for informal communication before social media apps were introduced into our lives. Later, social media took the spotlight, and now emails are used mostly for professional communication in schools, colleges, offices, banks, etc. Poorly written, unclear, misleading or ineffective emails not only cause a loss of time and productivity, but can also harm one’s reputation by leaving a poor impression on the reader. It, therefore, becomes imperative that we make the best possible use of emails to communicate effectively at the workplace. To do so, you must keep in mind some basic email etiquette to draft the perfect official email.
Learning outcomes-
1. demonstrate an understanding of different report types, and in particular analytical reports that require research
2. know how to interpret and respond to briefs/terms of reference
3. be aware of the different phases in the report-writing process, and be able to apply Them recursively
4.  know which main elements are regularly included in reports, and how they are Typically ordered
5. know which style, tense and level of formality to use, and how these are Influenced by the (various) audience(s) that might read the report, and


								DR. P.P.OSWAL
								HOD of BBA
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Prajyoti Su... 28 Sept
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Respected mam,
| am Prajyoti Sumedh Sukhadeve
SyBBA Roll no:- 6
| am sending you this email for you offer me the job
by inspection of my qualification and talent. However,
| request you to check and offer me the job.

| shall be very thankful to you mam. Thanking you

Yours faithfully
Prajyoti Sukhadeve

RESUME
1. Name + Prajyoti Sumedh Sukhadeve
2. Address  : At. Post. Nanekarwadi , Chakan , Tal. khed , Dist. Pune.
410501
3. Mobile no  : 8956989980
4. DOB + 28 March 2005
5. Citizenship : Indian
6. Language  : Marathi, Hindi & English
7. Email  prajusukhadeve2528@gmail.com
EDUCATIONAL QUALIFICATION:-
StN [Exa | Boar | Year of | Percentag |
o |m |d | passin|e
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Respected Mam

| hope this emails finds you well. | am writing to
request a reference for an employment opportunity
that | am pursuing.

As you may know, | am actively seeking new
career opportunities , and | have Identified position
that aligns with my career goals aspirations. The
position requires that | provide professional
references, and | am hoping that you would be willing
to serveas a reference for me.

If you could provide a positive reference regarding
my work performance, skills and character, | would
greatful. | believe that your reference would carry
significant weight with the hiring manager and would
greatly increase my chances of securing the position.

If you agree to serve as my reference, please let me
know, and | will provide you with my additional
information that you may need. | can also provide you
with a copy of my resume or a summary of my work
experience and achievements to help you prepare
your reference.

Thank you for your time me and consideration. |
look forward to hearing from you.
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Tanishq Rat... 28 Sept
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Name- Tanishq Satish Rathod
Class -SY.BBA

Division - A

Roll No.-21

Conclusion:

Hello Ma'am, myself Tanishq Satish Rathod. | am
interested to be part of your company and here by |
have attached my documents too.

Employment Reference Letter

September 28, 2024

To whom it my concern

I have known Tanishq Rathod for the past year while he has worked as an finance
Assistant in the Company Accounting Office. | have been consistently impressed by
both Tanisha's atiitude towards his work and his performance on the job.

His interpersonal and communication skils have allowed him to develop productive
working relationships with both our clients and our staff. Tanishq has the listening and
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OBJECTIVE

1 am seeking an opportunityin a company where | can use my experience and education to help the company meet and surpass.
its goals.

SKiLLS

Problem solving skils and communication skills

EXPERIENCE
No experience
EDUCATION
egree  Course riversity / Board [Percentage / CGPA___[Vear of passing
[isc Ftatma Rajgurs Mahavidyalaya —[7117 P02 23
ADDITIONAL PERSONAL INFO
Address Atpost Nimgaon. Talkhed Distpune
Languages Marathi
Date of Birth 17/04/2005
Marital status single
Nationality Indian
Religion Hindu Maratha
Gender Female




