- list. The Course shail be held on 18.11.2010.

R '_"-IMPORTANCE OF THE COURSE

DIRECTORATE OF TRA]N]N G UNION TERRITORIES CIVIL SERVICES
' GOVERNN[ENT OF NATIONAL CAPITAL TERRITORY OF DELHI
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_'_'__N0F9/’1/5f10 UTCS!(TS-V)I ‘1“45"2--'2.66!5 ~ Dated: o(; “,a “.3

CIRCULAR

: The D1rectorate of Trammg is entrusted w1th the basic respon51b111ty of conductmg B

"\ training ‘programmes. for various levels of ' officials/officers in various areas of =~

:_.'-__-'._.adnumstranon The: Dlrectorate has identified: subjects ‘needing awareness about- s

- . /important social, economic, administrative and various other topics. LlSt of courses -
" under “General Awareness” is enclosed. A’ One-day trammg course on “General . .-

" “Awareness about Handlmg Publicity and M dia” is ah 1mportant course m the ECR

S Medla plays an 1mportant role i in strenghtmg _democracy In the age of hberlisatlon- I
and globahzatmn role of medla has’ enhancedﬁi’mamfold Med1a events and medxa D

B _-_coverage have become 1rnportant in everydayl_

L .Z'TARGET BENEFICIERIES OF THE COURSE .

R .:"The Cou:se has: been des1gned to benefit thos
Cits 1ocab’autonomous bodies,” pubhc sector

o '_are enclosed

SRR os.mcnvss OF THE COURSE

vernance. .

ho are working in the Goi}etninent i

i respon51b1ht1es of publicity and arranging medla events. The course w111 also be _
- .useful in the context of handlmg media, persons ) Trammg Modulex‘Leammg Umts_ '

o _' At the end of the Lourse the parhcnpants w1II be’able to:

1. Explam xmportance of Publhclty and MedianRelatlons
2. Describe responsibilities of a Spokesman '
3. Manage Medla- Crzms .

o CONTENTS OF THE COURSE

Pubhmty and Media Relations.”
Government and the Media
Handling Media B
Handlmg Pu'ohclty o

) A b-.’. © ,_1

: METHODOL()GY OF THE COURSE

The Course would be . conducted by - experts and those assoCJated with’
- implementation of publicity and handling media. While lecture method would be

- generally followed, discussions may also be included in some sessions. The Course
- " would be interactive and parnoipants encouraged to raise quesuons ancl get the
o 'doubts cleaxed = :

: is

_ ertakmgs -and entrusted ‘with the - o




NOMINATIONS FOR THE COURSE

The Course envisages ciass strength of 40 part:tmpants SR

1.
S 2. Nominations shall be accepted on first-come-first-serve ba51s S
3 Nomination letter along with bio-data of the participants i the formatl'- o
: - prescribed (enclosed) may be sent by 10.11.10. -
4. Nominations received after 10.11.10 may not be entertamed _
5. Qutstation participants are:requested to proceed for trammg, oniy after
. receiptof conﬁrmatlon ) :aceeptance of nommatton ' S :
- OTHER INSTRUCTIONS | |
1. Participants are expected to come prepared w1th basm mforrrlatton on the_..'_
course Sl.lb_]eCt _ : R
‘2. Participants may brmg coptes of the latest dcpartrnentaUGovernment'-’- LIk
~ circulars/ orders/reports etc., ‘velating to the course subject, if any available. DR
 This would benefit other parficipants, the Directorate and also the faculty. o o
- 3. Participants are expected to observe: punctuahty and regularity. S
- 4. Participants are expected to keep their rnoblle phones on: sﬂent 'node dvrmg e
- the training sessions, ‘s o
5. “Participants are expected 0 completc exermses/questlonnaxres 1f any '
- distributed by the faculty dunng any tratmng sessmn and also ﬁll up th .
~feedback form. s
6. Participants are expected to utlhze the knowledgc galncd durmg the trammg )
" for efficient discharge of their duties. -
7. Participants may contact. the under51gned for any mfonnanonfclarlﬁcatton o
~ training course. . : g
o B Contact / correspomlence may be made on Phone Nos 22307' 22',_ Fax N
SR '22308556 ematl address dutcs@mc in adtrQSutcs delhx@mc 1n
v’ N Y .
T ' R _ ASSISTAN’I’ DIRECTOR ( {‘RG ).'
NOF‘)IUS,’IO UTCSf(TS-V)! Dated L
Copy forwarded to - B S .
1 All HODstocaUAutonomous BOdlCa and State undertakmg lCorporattcns
- 8.0. to the Chief Sccretary Govt of NCT of Delhi, De1h1 Secretanat, Ne
- Delhi. '

E.O. for updatmg on the web51te of the Department

BAYAL )
Assmtant Dlrector (Trg )

 (ANTT&
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GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHL
Instltutlonal Area, Shahdara, Behmd Karkardooma Courts, Shahdara Delhl—l 10032

. . Lt

_. . . ) Eg; Ei*_ ) . .
TRAINING MODULE ON GENERAL A!-WARENESS ABOUT HANDLING

. e PUBLICITY AND MEDIA . .

el Name of the Package of General Awarenes‘s R
| Courses - - - ' .
| Duration of the Course ' One day 18" Nov. 2010)
o+ 1 Number of Sessions » . T 4(fours) ' o
| Training Branch =~ - . = | BEY; - :
~'Name of the Course o - Smt Amta Dayal A551stant Dlrector
N Coordinatot - =~ - | . N e RS
- | Sessiops’ Duratmn : ' ' TOplCS T Proposed .
SRl R RS o T |- Speaker -
_ SES__ﬂQ_n.:_:_l -'75 Mm . .Pubhclty and Medla Relatlons A
01000 ams T el R
Clatasam o]

. | Tea ] . . . T |
| Session — XX - |75 Min. . " { Governmentand the Media | - "

- i Lunch : - : T
| Session— 1M | 75 Min. . - - Handling Media
1 01l45pm- | . E . R
S 103.00pm |

. Tea . ‘ R _
| Session — IV | 75 Min. . . Handling Publicity
i 03.15 pm- - ' o

1 04.30pm




DIREC'l‘-ORA’l‘E OF TRAINING: UNION TERRITORIES CIVIL SERVICES
GOVERNMENT OF NATIONAL CAPITAL TERRITORY, OF DELHI
' Instllntnoml Area, Shahdara, Behind Karkﬂrdooma Courts Shahdara Delhl—l 10032

LEARNIN G UNITS ON GENERAL AWARENESS ABOUT HANDLING
PUBLICITY AND MEDIA -

Name of the T Pdckane of (‘ourses _ ' General Avareness -
Duration of the Course - o T One day (18" Nov.,2010)

| Number of . Sessions ' - L - 4 (fours) -

Training: ing Branch : : v

.| Name of the Course Coordinator : Srnt Amta Dayal; Ass1stamt Dlrector

.| Overview

Enabling Contents & Sequence Method_'of ' _Tran_mng Performance

Objectives : Training | Material™ Ald 5
_ - L | J'and aid

Session — | Publicity and Media Relations- : '

Role of Media Lecture - Handouts ] ;

.In democracy . o _
. In day-to-day- gow{ernanace
. In plesent day soc;ety

o

ly]

- Type of Medla and 1ts
inlerface with the

Orgdmsatlon _ }!‘

- Drint Media ::

- Visual Media

 Electronic Media Lo

- Functions of Ministry of | . .+

~ Information and .-

' Broadcasting

- Funcitons of Directorate
of Publicity, GNCTD

_ Medix and Editoxial Set |
a. News Channels

b. Print Media

- h'l'cdi;:;'Rclution's:-'“

B |

| Session 11 Government and Media

Overview - Government controlled Lecture References v

Media Functions. : ' of Iatest




1
|

Lo Articles
. a. Government Publications .. - and . -
: 'b. Government regulated ' handoufs |
- Channels - o
. Interface with Privatge
~Media '
' Role & Responsibilities of
- Spokesman/Spokeperson :
| b. Publicity Policy o
| | : ‘ .
i = Medi (—:VCHF_S _ '
] .
_- g o, Presss Meets
: ‘ b. Presss Bucﬁngs
1
) ] Sessmn III o I: _Ilamllmtf Mt,dm :
Knowlcdn(, ﬁ. .'-'_ Cul ture i the govemment | Lecture Handout
' : _ ]| usually not taking credit of 71~ - '
‘ ~ ©ob public policics throguh
| T mediv coverage.
' | i - Openess and Media
| L denu wids.
]_ - Investigative Journahsm
|r. II I H 'E'l" OP(.I:J.UOHS
- Muliphicity of media and
I P chalicnge of handling it
l, _ o VWS and Media
_I- o Doy and Don'ls for crisis %
l L manegement. 13
l . . oL . ,%,gf
| " i
' Se SSlOIl—IV i {fand x
I VRO _
Awareness o Goveament Advertisiment:i; Lecture
I [t s odia R .
'| - RoicfD AVP Discussion
| %i Madin Planning
1 :
|




DIRECTORATE OF TRAIN!NG (UN!ON TERRITORIES CIV[L SERVICES)

BIODATA FORM

(For Emglogees of GNCTD, Locai!Autonomous Bodlesto;gorations etc)

Name of the Trainmg Progress: @ ' Course Code.
Date of Training Programme ' o
' i [Tlck marteﬂj’tm_appmpnate box} '
{(As per Service Book) _
_ Ma_lddle_- .
_L_ést-" |
02. | Designation
03. [ Service Cadre AS O DANICS 0O~ DASS O  Accounts O |
Medical O ENGG. 0O Teaching O . . Others 0O
04. | Name of the : : o ' B
3 Departmenthrg_lsatlon _ .
05. | Category of Delhi Govt. o Local Body 0
| Dept. fOrgamsatlon Autonomous Body [ PSU 0
Others 0 _ -
08. | Employee Code {if any} .
i Rt 3 - Y e o o o
08. Sex. Male D R Female - O .
09. | Category :
UR O SC D ST 0 OBC D Other 0
' C Pt Speozfy
10. | Educational Qualification S .
[Highest qualification] Middle 0O Metric O Inter 0O Graduate D
: : P.Grad O: MPhil 0O PhD O ‘Others = O
11. ProfesswnalfTechnlcal _ _ , o
quahﬂcatlon o L
12. | Date of . joining_ -the : _ U -
- | Service ' ED DD L1 M_M P LoEYyy
13. | Pay Band&Grade Pay ' s : '
14, .Details_ of tratmngs |
' attended in the past in
the Directorate  of
Training, UTCS/Other i
Institutes . :
15. | Contact Number o Office Personal
- é:i .
\
39 | Estate oOfficer 262 —26 (‘"“(’ AT
Directorate of Training UTCS Signature
Vishwas Nagar Delhi — 32 ' Date

.y
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