	ON COLLEGE LETTERHEAD
Programme Booking Confirmation
Addressed to MRL Tech Solutions Pvt Ltd, Chennai
	Ref. No: ______________
Date: ________________



To: The Director, MRL Tech Solutions Pvt Ltd, Revathipuram 2nd Street, Gandhi Nagar, Urapakkam, Chennai 603 211.
We are pleased to confirm that our institution will host the programme described below, delivered by MRL Tech Solutions Pvt Ltd. The details and responsibilities agreed between us are set out in this letter.
A  ABOUT THE HOST INSTITUTION
	Name of the college
	Full name as it should appear on certificates

	Department(s)
	e.g. CSE, ECE, AI & DS

	Venue for the programme
	Seminar hall or lab name, block, floor

	College address
	Including district and PIN code


B  THE PROGRAMME
	Type
	Workshop  /  Value-added course  /  FDP  /  Seminar  /  Internship  (circle one)

	Topic
	e.g. Generative AI, IoT and robotics, machine learning

	Confirmed dates
	From  ____ / ____ / ______   to   ____ / ____ / ______

	Daily timing
	e.g. 9:30 am to 4:00 pm

	Participants and year of study
	Number expected, and which year(s)

	Backup dates, if needed
	Optional


C  FEE AND PAYMENT
	Fee per participant
	₹

	Total fee
	₹

	Advance paid with this letter
	₹                    (transaction ref: ________________)

	Balance
	Payable on the final day of the programme


Dates are reserved once the advance is received. If it has not arrived within seven days of this letter, the dates may be offered to another institution.

D  WHO ARRANGES WHAT
	Our college will arrange
	MRL Tech Solutions will arrange

	1. Venue with seating and power points for every participant
1. Projector, screen, whiteboard and a sound system with two cordless mics
1. Reliable internet access in the venue
1. At least 40 participants for the full programme
1. Two faculty coordinators present throughout
1. The participant list three working days before the start

	1. Trainer(s) on campus for every session
1. Course material, code and datasets for participants
1. Hardware kits wherever the topic needs them
1. Posters with the college name, sent in advance
1. Completion certificates for participants and coordinators
1. A programme report with attendance, outcomes and photos for NAAC or NBA files
1. One contact person from booking to report


E  COORDINATORS FOR THIS PROGRAMME
	Name
	Designation
	Mobile
	Email

	
	
	
	

	
	
	
	


F  CHANGES TO THE PLAN
1. Either side may move the dates once without any charge, provided the other side is told at least seven days before the start.
1. A cancellation by the college within seven days of the start means the advance covers costs already committed and is not returned.
1. If MRL Tech Solutions cannot deliver on the agreed dates, the college may choose new dates or a full refund of the advance.
Agreed and signed
	For the college
______________________________
Name and designation of the Principal / HoD
Signature with college seal
	Acknowledged by MRL Tech Solutions
______________________________
Authorised signatory
Date of acknowledgement


Sending it back: scan the signed and sealed letter and email it to info@mrltechsolutions.com, or WhatsApp it to +91 99624 19221. We countersign and return a copy within one working day.
