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Punjab higher education commission
10th Floor, Arfa Software Technology Park, 

346-B, Ferozepur Road, Lahore 

Ph. No. 042-99262209

Career Counseling Center (CCC)
Activity Grant Proposal Form
1)  Activity Details   (Please type in the table below; Sign the printed copy of this proposal form)
	Activity Type

(select one)
	 FORMCHECKBOX 
   Seminar 
	 FORMCHECKBOX 
   Workshop
	 FORMCHECKBOX 
   Job Fair

	Activity Title
	     

	Venue
	     

	Date & Time
	Date
	     
	Time
	     

	Objectives of activity
	     

	Number of participants
	     

	Number of sessions

(for workshops only)
	     

	Number of companies

(for job fairs only)

Attach list separately
	     

	Speakers or resource persons
(if any)

Attach CVs separately
	Name 1
	     
	Contact #
	     

	
	Designation
	     
	Organization
	     

	
	Name 2
	     
	Contact #
	     

	
	Designation
	     
	Organization
	     

	
	Name 3
	     
	Contact #
	     

	
	Designation
	     
	Organization
	     

	Budget
	Total Budget
	     
	Name other source(s) if any:

     

	
	Budget requested from PHEC
	     
	

	
	Budget expected from other source(s)
	     
	

	Focal Person
	Name
	     

	
	Designation
	     

	
	Department
	     

	
	Institution
	     

	
	Contact #
	Mobile
	     
	Office
	     

	
	Email
	     

	
	Signature
	---------- Sign Here ----------


2)  Budget Requested from PHEC   (Please type in the table below)
	Budget Head
	Quantity or Justification
	Amount Requested

(in PKR)
	Amount Approved

(in PKR)

	Honorarium for speakers or resource persons

Seminar: @ Rs. 5,000 per speaker – 3 speakers max
Workshop: @ Rs. 5,000 per 90 minute session – 4 sessions max
Job Fair: @ Rs. 5,000 per speaker – 2 speakers max
	     
	     
	Leave blank

	Travel and Accommodation for (01) out of station speaker only

Travel: As per actual or @ Rs. 4,000 maximum whichever is less

Accommodation: As per actual or @ Rs. 6,000 maximum for 1 night, whichever is less
	     
	     
	Leave blank

	Promotional materials and publications

Flexes, standees, banners flyers, brochures, handouts, sound system, etc.

As per actual or @ Rs.7,000 maximum, whichever is less
	     
	     
	Leave blank

	Refreshments

Lunch @ PKR 350 per person; Tea @ PKR 70 per person

Seminar: Lunch for 10 persons max + Tea for 100 persons max

Workshop: Lunch for 50 persons max + Tea for 50 persons max
Job Fair: Lunch for 100 persons max + Tea for 100 persons max
	     
	     
	Leave blank

	Materials and supplies (workshops only)
Software, hardware, tools, instruments, real-life displays, worksheets etc. for the conduct of workshops

As per actual or @ Rs.10,000 maximum, whichever is less
	     
	     
	Leave blank

	Stall arrangements (job fairs only)
Setting up stalls for each company present at the job fair

As per actual or @ Rs. 5,000 per stall for 40 stalls maximum, whichever is less
	     
	     
	Leave blank

	Miscellaneous

As per actual or @ 3% of total amount requested, whichever is less
	     
	     
	Leave blank

	Total
	     
	Leave blank


* All budget heads are subject to taxes as per government rules.
3)  Institutional Endorsements   (Please type in the table below; Sign & Stamp the printed copy of this proposal form)
	Head of Career Services
(or office dealing with student career services)
	Head of Institution
(VC for university; Principal for college)

	Name:       
	Name:       

	Designation:       
	Designation:       

	Institution:       
	Institution:       

	Signature & Stamp:      ---------- Sign & Stamp Here ----------
	Signature & Stamp:      ---------- Sign & Stamp Here ----------


A. Checklist   (Please select the relevant checkboxes in the table below; Sign the printed copy of this proposal form)
	S.No.
	Item
	Response

	
	
	Y
	N

	1. 
	Have you read the eligibility criteria and other program details on the website?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. 
	Have you attached supporting documents such as CV of speakers or resource persons, list of companies attending job fair etc. (if applicable)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. 
	Have you, the focal person for the activity, entered your complete contact details and signed this proposal form?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. 
	Have you endorsed (sign and stamp) this proposal form from Head of Career Services or Placement Office at your institution?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. 
	Have you endorsed (sign and stamp) this proposal form from the Head of Institution?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. 
	Do you understand that PHEC will issue an award letter to successful proposals and provide a portion of the approved budget upfront with the remainder to be reimbursed upon provision of vouched accounts as per prescribed rules?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. 
	Do you agree to submit financial documents duly verified by the Resident Auditor and Treasurer upon conclusion of the activity?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8. 
	Do you understand that any unspent amount will be refunded to PHEC through transfer or cross-cheque within 30 days of completion of the activity?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9. 
	Do you agree to feature PHEC with logo on all promotional material, print and online, for the activity?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10. 
	Do you agree to invite a PHEC representative to participate in the activity that has been awarded funds?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11. 
	Do you agree to submit an activity report, including media coverage and pictures, upon conclusion of the activity?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12. 
	Have you emailed a soft copy of this proposal form, as a Word document, along with supporting documents (if applicable) to the email address provided?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13. 
	Have you included (01) original and (03) copies of this proposal form, duly signed and stamped, along with supporting documents as part of the application to be mailed to the mailing address provided? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 



---------- Sign Here ----------

Signature of Focal Person for Activity
B. Proposal Submission
Applicants must submit:

1) A soft copy, as a Word document, of the proposal form along with speaker CVs and list of companies (if applicable) via email to syed.imaad@punjabhec.gov.pk from the institutional email address of focal person.
2) One (01) original, duly signed and stamped, and three (03) printed copies of the original along with supporting documents (if any) via courier at the address below:
Zainab Siraj

Director (Policy Development & Reforms)

Punjab Higher Education Commission

10th Floor, Arfa Software Technology Park

346-B, Ferozepur Road, Lahore

Proposal forms must be submitted in both soft and hard formats at least 30 days before the proposed date of activity.
Incomplete proposal forms or those without attached supporting documents will not be considered.
Questions related to completion of this form should be emailed to syed.imaad@punjabhec.gov.pk.
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