Metamorphosis
Training Consultants

Annexure

Program Objective and Overview: Learning to confidently operate MS Excel means
adding a highly valuable asset to your employability portfolio. Across the globe, -
millions of job advertisements requiring Excel skills are posted cvery day. At a time
when digital skills jobs are growing much faster than non-digital jobs, completing
this course will position you ahead of others.

> Modern Dusinesses are jmperative of techiulugy.

> Modern Business Managers are supposed to be acquainted with Spread Sheet
and its use ih data collation

> Advanced Excel Module covers extensively all the aspects of Data Coliation, -
which further help to understand Analytics.

> This Course will help participants In fairly understanding tables, properties,
macros, pivot tables and many more features,

> Frequent Quizzes and Dummy Data for Analysis in most important feature for
this course.
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Inter Office Communication

RefNo. : ABS/10C/2019-20/

Date: 5/12/2019

To,

CA Swapnaja Prabhune
Manager — Afe & Finance
AEF, Wadaln, Nashik

From : Dr Mrs Sarita Dhawale
Through:  Dr Vikas Gaundare
Director (I/c), ABS

Subject: Requirement of advance for Jan 2020, Certificate course of Adv Excel Workshop

Respected Madam,

With roferonce to above subject, we would require of Rs, 1,05,902.00
/- (Rupees One Lakh, Five Thonsand, Nine hundred & Two Rs Only) as Course fee for 98
students and 20 Staff commencing from 04.01.2020 to 16.02.2020. The tentative details of

expenses are as follows.

No. Partiealar Kot
1 | Certificate Conrse Fers = Rx, 999 per students X Rs 98 (Cheque) 97902.00
2 | Lunch Facility for Trainer/Instructor 6000.00
3 | Misc. Expenses 2000.00

Tatal | 1,05.902.00

Kindly accept and approve above amount ns students have already paid 1000 Rs each for the said
course at the time of admission .This will be conducted under MOU signed with Metamorphosis

and the cheque would be under the name of :

Dr Mrs Sarita Dhawale,
Workshop Coordinator

Dr Vikas Gaundare
Director (I/¢), ABS

Mrs Ketaki R. Dhavale
Executive Budget (AEF)

Dr.Wasudeo Bhende Admivistruton,
AEF

JD. hl- 0 -
AEF

| CA Mrs Swapnaja Prabhune

Manager — Alc & Finance, AEF




Metamorphosis :
Training Cunsul'l'an'l's

Excel Skills Course Name: for Business — Foundational
Foundational Module: 2 Weeks for 2 Batches (Saturday and Sunday)
Total Duration: 12 Hours for Each Batch

Course Fees: Rs 1500 per Student (For 2 Batches of 60 Students Each)

1. Excel Skills for Business: Foundational - |

i Foundational feattres of Excal, Basic terminology, navigational
-2| Critical Core of Excel | controls

‘Periforming ‘Learn how to write them, use them to perform caleulations and
\b{ calculations understand the different call referances
i Seversl farmatting tools like fent formatting, borderz, allgnment, T
¢} Formatting number formatting, a5 well 35 the Excel styles and themes
- ] Find data with Fiiter and Sort, retrieve and change data using Find and
d} Working with Data  Replace; and usa Conditional Formatting to highlight specific data
Learn how yau can optimise your s preadshm fur printing by
‘e Printing managing margins, erientation, headers & footers, and mare.
Bl Gharts Creating and madifying charts In Excal
2. Excel Skills for Business; Found EtIDHE| II
'Working with ' T
‘Mulfiple Workshests: |Leam to mmbineﬁata, ‘manage datassts and perform calculations
2l &\Workbooks | acrossmultiplesources.
| Textand Bate =) =)
bl Funﬂﬁﬂna You will be an expm]rrtiataanﬁﬁigﬁﬂnﬂnns.
s | Tabiles; ta‘ﬁli;s,ﬁhlﬁ.ﬁmﬁ with creating formatting and ma naglng
i JabIEs | tables and then moveon tosorting and filtering tables ta get the data

|Pivot Tables, Charts | Createand modify Rivot Tables to solve a varjety of business.
d|-and Slicers problems

& +01 8390748520 & mopco@gmall.com




b. A participative approach
¢. A lassiez faire approach
_d. A directive approach



Metamorphosis
Training Consultants

Excel Skills Course Name: for Business — Advanced
Advance Module: 2 Weeks for 2 Batches (Saturday and Sunday)
Total Duration: 12 Hours for Each Batch

Course Fees: Rs 1500 per Student (For 2 Batches of 60 Students Each)

3. Excel Skills for Business: Advance |ll

al Data Validation Applying data validation, basic and advanced conditional formatting |
Concept of conditional legic in formulas. We will look at nested IF
- bl Conditional Logic functions to evaluate data,
This module introduces you to functions like CHOOSE, VLOOKUP,
c| Automating Lookups | INDEX, MATCH and other dynamic loakips
P How to check for errars, trace precedents and dependents, resolve
Formula Auditing circular references, and finally, protect your worksheetsand
di and Protection workbooks from further harm
4. Excel Skills for Business: Advance |V
|| Data Analysis & Leafn to model different scenarios based on Input, assumptions
| Modelling and/or autcomes.
il | youwill be able toidentify the uses of macros, as well as create, edit
b| Recording Maceros | and manage them ta lncrease your efficiency.
Data Visualization &
Building Professional | Learn how ta visualise data through graphs and charts, create data
¢| Dashboards models, and add intaractivity.

About The Trainer: This Course has been designed and will be delivered by a very
senior Head of a Global Organization. He has worked with several multinational
organizations in different capacities and has a highly impeccable record.
Currently he heads a Global Governance Position for a U.5. Based Company and
Operotes from Pune.

© 4918300749520 = mopco@gmall.com




¢. Botha&hb
d. None ofabove
08. Imegrity in the context of leadership refers to
a. Honesty and experience
b. Skill and knowledge
_-&. Mora] character and honesty
d. None of above

09. Sensitivity and cultural awareness for leadership shills requine r-'
a. Cultural honding '
b, Cultural imaging
¢. Cultural Flexibility
d. Sensitivity analysis

10. Trust opens doors of employees in sharing their
_4a, Knowledge
b. Risk
¢. Conflicts
d. None ofthe above

11. Leadership styles can have influence on
a, Organizational culture
b, Organizational structure
. Botha &b
d. None of above

12. The relationship between leaders and followers is known as
4. Initiation
b, Consideration
¢. Relationship structure
d. Nons ofabove

13. Theory X and Theory Y was given by
#. Herzberg
h. Minzberg
€. McGregor
d, Tayler

14, Theory Y is
a, Psychodynamic style of leadership
~b. Humanistic style of leadership
¢. Existential style of leadership
d. Behavioral style of leadership

I5. In Ohio state study Initiating structure is
a. A supportive approach
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PRIDE CLASSROOM

Meanings
Curious (adjective] - eager to know

Goodies {rgun) — somefing tasty fo
eat

Companion (noun) - lfend o
colleague

Eousatap (houn) - & device Lsed to
cateh mice i he house

Cluck fverb) - o maks 2 sound with
the longue: (like & chicken or 2 hen)

Exdlaim (verti) - td say somelhing with
sireng emotion

Grave (sdjechive) — senous; imporiant

Consgguente (noun] - Inlerast |
COMOE(TI

Groel (vert) —to make & law, throaty
sound ks s g

Sympattotizily (odvarl)
comforlngly; understandingly

Expeictantly (adverd) - hopatilly

Snort (verb) - to make & ioud,
explusive sound through the nose

Bellow (vert) — rear, talk very iudly

", Hoof (nouti] - fout of an enimal

Sttt () - breskir e pices
'.'ﬂnémﬂm'tadjadiﬁe} — peisanus
Haichet (noun) — sl ae
]ﬂrﬁﬂfﬂ [mun;!— _
T0 Bulsher (verb) - o kil to siaughter
Stanghter (verf) =t kil to butchar

Furerdl [noun) - & anﬁv hinfed ifinr
@ person’s death

Foam (verb] — lo wandar; o move or
Faval around

v
% Naand
Whase problem isit?

One day a litde mouse, who lived in a farm, saw the farmer and his
wife apening a parcel that had heen delivered by courier.

Curious, he peered greedily to see what goodies had heen delivered.
He was aghast 1o discover that the package contained not food, buta
mousettap!

- b
He ran to the farm yard to warn his companions. “Beware! The
farmer has ordered a mousetrap! There is 2 mousetrap in the house
now!"

The chicken clucked and exclaimed, “Mr Mouse, T can tell you that
this trap is of grave concern to you, but it is of no consequence o.me
at all. | cannot be bothered with i.”

The mouse then turned to pig. The pig grunted sympathetically and
said, "T am so sorry Mr. Mause, but the trap is not likely to harm me.
Mowever, as a friend, T would like to advise vou to be careful ”

The mouse locked at the hull expectantdy, but the bull just snorted
and hellowed, “If Tlay evon ons haof on the trap. the trap wall

shatter!™

Everyone laughed heartily at the joke. The poor mouse returned to

the house, dejected and depressed.

That night the sound af e mouseliap stapping loudly schoed
throughout the house. The farmer’s wife fushed fo sée who was
caught. It was dark, so she could not see that the prey wasa ,
venomous snake, whose tail was caught in the wrap. The snake lashed
out blindly and bit the farmer's wife! '

The venorm spread all over her body and she broke nto a fever: The
lermer knew thiat the best way to treat fever was with chicken soup,
He took his hatchet 1o the farmyard to get the soup’s main mgrcdmm
— the chicken

Over the next few days, the wife got sicker. Neighhours, fiends and
relatives visited her round the clock and the firmer had to feed them
Ail = 50 he was forced to butcher the pig. '

Eventually, the farmer's wite gor worse and died. The farmer had to
slaughter the bull to feed all the people who cime to the funeral,

The mouse continugd to roam around the house frealy.
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Date: 18-06-2019

To,

Mr.Mutha

Head-Training & Placement

Ashoka Business School

Sub: Employability and Soft Skills Training for students of your Institute.

Dear Madam,
Greetings!

We are pleased tn intraduce the Naandi Foundation —Mahindra Pride Classroom Skilling Project. A
unigue CSR initiative - Naandi Foundation will train, skill and help place the final year students of
your college as part of their mission to skill and make employable the young men and women across
the country at ébsuiuteh.r no cost to the college or the student.

Please find below a brief on the project,

Naandi, whirh In Sanskrit means a new Lieginning, ls oihe OF e largest and fastest growing social
sector organisations in India working to make poverty history by skilling and empowering the youth
of India. This s a CSR initiative of the Mahindra & Mahindra group of companies.

Naandi set up its first Mahindra Pride Schoal (MPS] in early 2007, in support of the Government
mandate for affirmative action, to empower youth from socially disadvantaged sections of society by
providing livelihood training, to enable them to galn employment basad on thelr skills.

MPShas several modules that help in enhancing the students’ personality, general awareness,
riwuilng and communication skills in English, life skills and knowledge of computer applications.
The life skills component of the training module completely transforms the students inta confident,
determined, goal oriented youth; a personality shift essential for them to pursue succossful careers
in the sectors of their choice.



In @ bid to consistently improve and reach out to a larger audience Naandi Foundation now strives to
forge hew tie-ups with Universitias, Colleges, ITV's and other institutions a= part of our OFf-Campuis
project. In 2018-19 we have completed employability skills training for almost 1,19,411 students in
14 states,

We would like to Implement our training in your institution based on the following terms and

canditions: -

a.) Weintend to train the Final year students of your college in multiple batches of 50 studerits
each as per the list to be communicated by you.

b.) This will be a 40 hour program so will run for 20 days or till we complete 40hours per batch.
So please prepare a detalled schedule to enable us ta book the trainers.

c.) You will assign a coordinator for this project who will engage with the coordinatnr nf Naandi,

d.) Youwill have to share the student and placement data with us to quantify impact and we
will be happy to introduce you to new employears,

Comimercials:

Naandi Foundation shall conduct the training and placement assistance entirely free of charge as
part of CSR from the Mahindra & Mahindra Group through their Mahindra Pride Schoals,

The colleges will provide the premises, computer labs, electricity, LCD projectors, stationery, printed
work sheets and other standard infrastructure.

We sincerely hope thatthis program will go a long way in contributing to the skilling target of India
and we look forward to an early response and a long association with you.

Yours sincerely,

Seama Bhagwat

State Heatf — Maharashtra.
9921949850/7030925474
Mahindra Pride Classrooms,

Ground Floor, Sham Saran Complex, Survey no.372, CT.S. No.17/2F, 3,457, Lane 1 B, Koregaon
Park, Pune -411001.

Naandi Foundation

502, Trendset Towers, Road no 2, Banjara Hills, Hyderabad, Telangana, India -500034.

Phone no: D40-23556491/92. Email : Info@naandi.orz . Wehsite: www.naaridi.org
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ABOUT
MAHINDRA PRIDE CLASSROOMS

The Mishindea Pride S2hool i an uitsan flelihood CSR infative of the
Mahincira snd Matindrs Groip of Companie. Ivs visfon b “To mwtrstraam
sehally #ntd sconomically dlsdvantzgoid youth throuth the process af
ehill-devalopinet trining, 5 e 1o maks tham amployaddo in the
organie=d private sectoe

I T lzst 10 years, thie: B Madissoe Pildn Behuels acrmss Indlle have frainud
£nd pinced over 22,000 yuung peanis frnm socilly'snd noonsmically
didaduantuges eommunities by providing tham with stid4o:snd
wezaHinal training and empleyinant

The Mabiiticra Prie t=am strongly bullsw i that basic aducabon {x not
ansugh when sudents map oub it the wartlel I i Impesrathva-far young
2culls 46 b equipped with wassniat ifs skifl s s akile Wit cortaln
hills rrymy be mlnd-m'mqhmm xparience stliame, séhisol or
leg, thay are nob siaffjelans te ademistoly aguip the youth in tckay's
comnfalme sodiesy,

Reilfing the necessity o urgancy of md'lluguullumn;.r more
atl.lli!'iiim‘rd_‘rnw]g etulte wiv five in i Dites e of aus vast coliniey,
Mah|ndrs Fride Selieal has sxtanded s gpnpettiin thdugh its lnntudensl
Shilleg in Matten — The Mahindra Pride Classroom,

Mahincra Pride Classraame - Locasions




frnpr:_r-_ft till 'date ; 69 092 Studentgtrained across
1650 classroomsadioss's States
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JOB UTSAV
A MAHINDRA PRIDE INITIATIVE

Lusitg eeletitnta jobs thiough cur snmusl svent ealled =il LM The L
Is 0 e ol bestwiiem 25th Dncamber and 3Tar Masch st a chuiter lived
Jnh Utsay brings togather amplayess from varioss sackars from acrsss the.
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