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CIRCULAR

-~ The Dlrectorate of Trammg is’ entrusted w1th the basm responsxb:lxty of conductmg .

training " programmes for various. levels of officials/officers in " various areas of A

- administration. The Directorate has identified subjects needing basic knowledge and skill

- for-functional: efﬁmency A one day trmnmg course on “Bagic Functional Efficiency in .

_ -__'-_Engllsh Wntmg” is an xmportant course in the hst The Course shall be held on 8"" -
November, 2010 (Monday) . _ . B

.g,'

_Language is a means of comrnmucatlon ‘In context of Government functlomng in

~ knowledge of English Language assures importance given that a major part of outer and ) o
* ‘inter-departmental: work is in . Engllsh Language. - Correct usage ‘of English words, -

~ sentence; fomlulatlon, punctuatlon s necessa:ry for cuttmg edge level functlonarles in the '
' Government : :

FICIER TH

The Course has been demgned to beneﬁt those workmg in the Government 1ts .

local/autonomous . bodies, Public sector undertakings. The course would be useful to

funct1onar1es both at lower management level. Trammg ModulefLeammg Umts are
- enclosed. :

. QBJECTIVES O 1%1' HECOURSE o |
At the end of the Course the participants will be able to:
1. -~ Explain the basics of English grammer.

2. Explain correct usage of proposition, articles and verbs

3. Explain verbs featuring note writing, letters, comments, reports etc.
' CONTENTS OF THECQURSE. -

1. . English and its 1mportance in Govemrnent Offices.

2.  Basic Functional Grammer. -

3. Art of writing and readmg

METHODOLOGY OF THE COURSE

The Course would be conducted by expert faculty in English language W}ule lecture'
method would be generally followed, it may also include some exercises. The Course

would be interactive and partmnpants encouraged to raise questions and get the doubts
‘cleared. '



* The Course envisages class strength of 40 Participants. |
2. -Nominations shall be accepted on first-come-first-serve basis. L
~ Nomination letter along with bio-data of the participants in the format prescribed -
 (enclosed) may bé sent by 1% November 2019, - B T
Nominations received after [ November. 2010 may not be entertained, . . =
Itstatiens participants are requested to proceed for training only after receipt of -

confirmation of acceptance of nomination; = R
OTHERINSTRUCTIONS - L - Con R
1. '_'PélrtiCipant's.'are" expected to come prepared with basic information on the course .
- subject. .. T S AL LT

2. Participants may bring copies ‘of the latest departmental/Government circulars/ |

-orders/teports etc., relating to. the ‘course ‘subject, if any’, available. This would

. benefit other participants, the Directorate and also the faculty. - - . -
- Participants are expected to observe punctué;lity'._and_-regularity._;' i
-4 Participants ar '

- training sessions. . ot e vl L0 e T
5. Participants are éxpected to' complete exercises/questionnaires, if any, distributed by -~ -
- - the faculty during any training session and also fill up the feedback form. 1 "
6. - Participants are’ expected ‘to utilize ‘the knowledge gained during the training for R
- efficient discharge of their duties. - T R

7. Participants may contact the undersigned for- any information/clarification * on

p—
.

)

o

LN

© expected to keep their mobile phones on silent mode during, the

training course. T o o e
8. Contact/correspondence may be made on phone nos. 22308552, fax no. 22307822,

22308556 email address dutes@nic.jn & adtrglutes delbi@nic.in, h y

_ _ s - . Assistant Directqr'(Training)__ |
File No.5(1)14/10-UTCS(TS-Ty/ I01LE, -~ él(‘%f} * Date o_z//a 2ofs
1. All HODs/Local/Autonomous Bodies and State Undertakings/Corporations. S
2. 8.0. to the Chief Secretary, Govt. of NCT of Delhi, Delhi Secretariat, ND.-2
3. E.O.for updating on the website of the Department. ' ’ '

S : (NE%

Assistant Director (Tfﬁix_iing)'
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: TRAINING MODULE ON BASIC FUNCTIONAL EFFICIENCY IN

ENGLISH WRITING
[Name of the Package of Courses | BASIC FUNCTIONAL EFFICIENCY
: Duratibh'of the Course -~ = 1 One Day (0 1 2010) Monday
| Number of Sessions I (04) —
Training Branch. . - R I
Name of Course Coordinator I - Sh Neel Kamal, Asstt Director -
Sesswns o Duratmn ' PR Toplcs " 'Proposed . -
1 : S R . Speaker
Sessmn S 75 Min.' e Eng’lish' “and its| .
10008111-11 15am " | importance = in|
= Govemment Offices o
. _
Tea -
Session—II | 75 Min. | ® Basic Functional | -
Lunch ' ' :
Session —IIT 75 Min. ¢ Art of writing and reading -
01.45 pm- 03.00pm - o '
| Tea : : .
Session ~ 1V | 75 Min. ® Art of writing and reading
03.15 pm- 04.30pm _ | (contd.)




s

DIRECTORATE OF TRAINING: (UNION TERRI_TORII_ES CIVIL SERVICES) -

BIODATA FORM

{For. Emolovees of GNCTD LocalfAutonornous Bodlestorgorattons etc)

Name of the Training Progress.

Date of Tr_aining Programme :

‘Course Code:

01.

Name

(As per Service Book)’

‘ Ftrst

' Mnddle ]

{tast”

02.

- Designation _

03.

Service Cadie TiAs ~ ©
| Medical H

“DANICS

O DASS O
Others.. - O

04,

| Department/Organisation

Name of the

‘ ENGG. .

g Teaching 0O .

05

-} Dept. IOrganas:—itton

Category of . Delti Govt.

Others

Autonomous Body

localBody 0O . .
PSU. O

06.

Employee Code (If any)

07.

Date of Birth

I} oo

T wm

OO Tww

08.

S -
eX Male O

" Female O

09..

Catégory

UR o SC g 8T O OBCC! Other 0O

Accounts O -

T PL Spectfy

10.

Educational Qualification :
{Highest qualification] Middle O

P.Grad O

Metric

M.Phil

g PhD O

Inter ~ O . Graduate [

Others 0O

11.

Professionaﬁechnical
qualification

12.

| Service

Date of joining the

T oo

[T wm

13.

Pay Band & Grade Pay

14.

Details of trainings
attended in the past in
the  Directorate  of
Training, UTCS/Other
Institutes ' .

15.

Contact Number

Office

| Personal

Signature

Date :
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