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- 'Thc D1rectorate of Trammg is- entlus_cd
: -11'11111115* programmes - for various Jevel: .
- administration. The Directorate hag, 'Hem*v iod Sl]b}( cts’ needmg bas.le I\nowlodge and skith
dor 1uncuonal efhcmncy A three day. trammg course on “Basic Farictional Lfilcuncy in . o
Lo _Ofﬁce Pr ocedures” is an 1mportant course-in- the’ hst The Course shall commence on_-"- S
. '29t November, 2010 to 1St December, 2010 (Mondav chnesdav) '

: IMPORTANCE o THE COURSE

B At the encl of the Course the partlc:lpants Wlll be able to
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DIRE CTORATE OF TRAWING UNION TERRITORIES CIVIL SERVICE'%
© GOVERNMENT OF NATIONAL CAPITAL TERRITORY. OF DELHIL

Inst:tutnonal Area, Shahdara, Behmd Karkardooma Courts. Shahdara Delh: 32

o x.:-_ .

of offualsﬁoﬁ"cen in Various- ‘areas. of -

'- 'Ff'ﬁcwncy of any off" ee/orgamzanon is measured nol by the peisormel runmng 1he oﬂlcc e
- but the manner it is.run, Adherence. to office procedures prescribed by. the Govemment.;'_}- P
~.ensures efﬁciency and- transparency Admmlstratlve clerlcal and supervxsory dutles".-' FERRE
" dernand procediiral knowledge and skxll FRTRR RTINS S
| :TARGETBENEIIUERIES OF THE COURSE -
The Course. has ‘been - des1gn

JECTIVES OF THE COURSE - SRR

. Frame an overview of the Govermnent machmery
' 5;-,_'=Elaborate the system of DAK, its recelpt and dlstnbutlon

- Deseribe forms and procedures of communication.” -
- Explain systems of office automation and its si gmﬁcance _
. Describe file numbermg and file movement tracking’ system. .
L Explam secunty clasmﬁcatlon of Govemment records

An gverview of Govemment machmery

* Receipt; registration and dlstnbutlon of DAK
~ Diarization and action on DAK.- e

- Communication and correspondence e o

* File: numbenng, file tracking system and manual of dutles
- - Security of communication andRTL = .. 2, . © .

- Systems of check on delays IR
- Office automation. =~ - -

Parhamentary procedures and draﬁmg replles to qucstl ons.

Importance of department’s webs:tc its updatmﬂ
Behawoural aspects e :

Ath the basm respomlblllly 'of':lc,onductmg'_'--' :

| _ 'neﬁt those worklng in the (Jovernment, 1ts_--_3-"."_3f. T
o local/autonomous ‘bodies, - Publi¢ - sector” ‘undertakings " and" dlrectly ‘associated with '

. processing files, maintenance of records, dIary and dxspatch and other related functions. = .

- The course “would be useful to- workmg at the Iower management Ievel Trammg- o
---_'-Module/Leammg Umts are enclosed R s : R




- -","Procedures Whlle lecture ‘method would be generally followed

S part1c1pants encouraged to taise questlons and get the doubts cleared

. ! OMI'NATIONS FQR TIIE COURSL

o MFTHODOLDQY QF THF counsg _
" The. COUI’bB would be conducted by expelts and expétien d- it fice -
, tudles and practlcal el

- exercises may. also be included in some sessions: The Coiirse would be mteractlve and LT

The Course env1sageS 01355 strength Of. 40 Pammpants

" Nominations shall be accepted on first-come-firsi-serve basis. - S
e '_Nommahon fetter along with blO dataof the parf '101pa11t'~?. in the formftt prescrlbedﬁ'“ L
L ._(encloch) may be. sent by 2™ November. 2010, " SRR
4. Nominations ;ecelved after 227 Novcmbel, 29810 11)'1)f not be cntertamed R
. Qutstation’ pclrtlclpantc; are requeslcd 1o ptocccd f01 1rammg only '!.f et 1ece1pt o[ RS

o conﬁmlatlon of acceptance of nommatlon

o gmm INSTRUCTIQNS

1 PaI'tICII)aIltS arc expected to come prepared wzth baelc mformatlon on 'he' course-
T _subject _ : : \ P '
Co20 .Part1c1pants may brmg cop1es of the fatest dep mental/Govemm"

- orders/reports etc., relating’ to the” coutse - subject; if any’ ‘available,- This woul
- benefit other paI'tICIPdIltS the Directorate and also the faculty
3 Part1cxpants are expected to observe putictdality and regularity. ¥ N
4. Participants are. expected to keep . their mobﬂe phones_on silént mods durmg the :
. training sessions. " . T - S
5 ;Pammpants are expected to complete exermsesfquestlonnalres"1f _ any, d1str1buted by i
- the faculty during{ any training session. and also fill up the feedback, form. " RETE
. 6. ‘Participants aré expected to utlhze the: knowledge gamed durmg'the trammg for"’._.

.  efficient discharge of their duties. -~ - : SRR
' 7. ~Participants may conta -t ‘the “undersig

© .. trainingcourse.. - L

8. Contact/correspondence may be made on phon

22308556 emall address utcs@mc in.

s

"ed for any_ 1nfonnattonfclanﬁcanon on:

"os;-;;z_';_2’308552, fax-no.

A551stant Dn‘ector (Trammg) '_ R '

" FileNo. 5(1)4/10-UTCS(TS 1); 335‘55 B ‘;gqoo j-; Date u\'ehe_ R
' -COPY forwarded to: : : - TR P
1. All HODS/LocalfAutonomous Bodxes and State Undertakmgs/Corporatlons '.
2. S.0. to the Chief Secretary, Govt. of NCT of Delhi, De1h1 Secretanat, N D -2 ‘
: 3 E O for updatmg on the websne of the Depé.ttment . o o

o Aqelstant Dnector (Irammg) _




SR Sessxon—l

DIRECTORATE OF TRAINING : _UNIO\I TERRITORIES CIVIL SERVICES
GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELH}
Instltutlonal Arca, Behmd Karkardooma Courts, Shahdara Dellu 32

F1le No. 5(1)4/10 UTCS(TS 1)/ ' __ Date S

RAINING MODULE ON BASIC FUNCTIONAL EFFICIENCY IN
. OFFICE PROCEDURE :-_-_j.: |

Name of the Packai_}e of COUl‘Sﬁ”‘» = BASIC I“UN(, FIONAL I*I FILII* NCY

]__J_u-ratu)n of_tl_le_Coursc-_"': T R | l“hlce Days (29 11 2010 !0 (}1 2?010)
b e T . Monday WednesdaY o

| NomberofSessons | s Twelve (12) -

Training Branch .~ -~ - AN T

Name of Couree Coordmatdr HEE Sh Neel Kamal A%tt Dll‘CClOl T

(Sessmns SR Dumtmn-__._ 1. 10[)1(:‘: ot Proposcd
- . Pl e ' Speaker

: 10 00 am-. 11 lSém _' '- ST IR
1 Tea” - 1

| Sessu:in II' T 75Mm _-___-I;Ofﬁce Procedure and

| 11.30 am- 12. 45pm'- e e .~-.'-correspondence o
- unch : — _ _

 ISession—1L  © 75 Mm _ - OfﬁceProcedure and ﬁle T "

Lo A4S pm— 03 OOpm' 2 R _system

. Sess1on IV 75Mm Te Oﬁice’-P_r_dc_édﬁr_eex_id- file -
03.15 pm=- 04. 30pm I .7 |- . processing/movement

130112018 - - | 75Min. | e Office Procedure and
Session-V ~ | .. Communication .

10.00 am- 11, 15am A
Tea -

E Sessxon VI ; 7S5Min: - e OfﬁceProcedure Electromc
' 11 30 am- 1245pm _ o _'.Commumcanon

_ SeSS_lOIl- —VI - j75Min.. e -Ofﬁce Procedure — Automation | - -
0145pm-03.00pm | -}~ dev:ces and maintenance i
Tea - ' e S

"Session—VIII [ 75Min. - e 'Ofﬁce Procedbre checks on
03.15 pm- 04.30pm | - © | delays.




o Sessmn XII
SR {)3 15 pm 04. 30pm:"

o Sessmns

Duration

| l" oplcs

oL 2010
Session — IX

|

.. Ofﬁce Procedure - IR
-of documents/ conunumcatlon A

security' b

Tea

'-': SeSSlon —~X

- "11 ?0 cm} 1? 4’5pm" B IR

Mlscellaneous

3 Ofﬁcu Proccdure _

Lunch

'Sessmn XI

0145 pm- 03 OOpm_

» Office Procedure - Record = '
. Management : '

75 M, |

. OEﬁcc. Proceduae = Dlsclphnct_ S
‘. and Decorum and Inspectlons S




. ..}DIRECTORATE OF TRAINING
R GOVFRNMENT OF NATIONAL CAPITAL TERRITORY OF DFLHI
Instltutwnal Area, Behlnd Karkardooma Courts, Shahdara Delh1 32

R :_-"Flle No 3(122)T1'g /UTCS/2010 1 1

: UNION TERRITORIES CIVIL SERVI CLS

RN LEARNING UNITS OF TRAINING SEE»SIONS ON_BASIC FUNCTION AL
Lo EFFICIENCY IN OFFICE PROCEDURES R

Date. A

Namc of thc Packagc, of Comses o

J.)u_ral.;on of the .(.,Qurse

BAQI(“ FUN(,TIONAL I“FFI(,II NCY | | -

lhm Dcna (29 I} 2010 1o 01 12 ’)O](})

| Number of Sesstons

Monday We:ducsday 5
I"welve (12) Sl

{ Training Branch

1

'N_ame of Course Loordmator

‘Sh Néel Kdmal Asstt Dlrector

Enabling
| - . Objectives

(“mltentq & chueme '

| Mctlm(i

4o

T r'umng
materlal -

[29d12010
|Session =1~

e oot FTraining

‘| Pers pe"c__tive'

|Structure -
' 'Go'vem' ment :

' 'i Prlme Mlmster
: Orgamzatlons

- |Government :
e "'Mlmstnes

Premdent
o' N Councﬂ of Mlmste'r's' s
in the
- Constitutional bodies
~-Statutory bodies

Autonomohs bodles o
: -PSUs

' The Gowt. ‘of NCT of Delhi:

_The Lleutenant Govemor
The Chief Minister
The Council of M1msters
The Secretanat
‘Transaction of businiess .

-Hlerarchy of
‘office -

Uion |

_ --Lectui'e; | -

ofﬁmals m .

"Powcri'__ g

| tion/ chart

point . o
presenta- -

l’e_rfos mame_m_d '




| Session 1L
L e correspondence

Off’ ce i’rocedure

Overview -

- DAK Centrahzed! ecentrahzed y

Categorles of DAK

" System of réceipt =
System of Acknowled gement
System of reglstra’uon "t
System of dlstrlbutlon

D] anzmgr |

%01t1n;3
. Markmg _
' 6 Dlstrtbutxon ce

L_octu:e- )

Sessmn III

Ofﬁce
77 |system

Procedul e

and ﬁle T

Knowledge .
- | procedure

- of Processmg. of

1oce1pts _ and
openmg offile—
e Genetal gu1dehnes

e " Action by the dealing hand *
PR Examination of the. miatter

- ' Lmkmg thh carher mattcr

- Docketing in ﬁle L

| - - Writing note . o

| «  Action by the Supermtendent
- 'Ensurmg basic .

note . .
|- Add.lng
" analyzing .-

- -'_Funchonal file numbenng
- ‘Subject  classification - arid
: numbenng -
NER Part file
= nsfile :
- "'Fllmg under desk ofﬁcer
© system

formalities | - : -
e (docketing, - page numbermg, e

§ ““ flagging aind referencmg) R
- Scrutm}f/exammatlon of the S

Tedhurs

- Linking with similar mafter - S

mformatlon/ R

3 ?--.'Mark1ng file to hlgher ofﬂcer 1
- Fﬂe Numbering systei :

" Sés_sion.-IV

Office  Procedure
- processmg!movement

and file

_KnOWledgo

| Broad classification of_ﬁlc_s o
« * Routine files '
o Tmportant files

lecture

o Urgent files




'-O:Q _... .'

e Conﬁden’nal ﬂles ' ]
. Other classification of file&- S

Admlmstratwe files -
Account ﬁles _
MISC ﬁles s
Subject ﬁleq I
- Policy | files -

I‘lle Movement .

Flle Reglster

° Smglc I 11@ Sysu,m

" File MovcmentRcys{cr
{e - Fife Tracking Hystem

E-mails and networking - .
- Website
‘Proactive dlqclosures
- Online applicaiions
- Feed back”

- Forms

30. i 2010 L Ofﬁce Procedure Cand |
| ‘:‘»essmnm\f Commumcatlon AR
F'Knowledge. - of Porms of. wntten communuatwn— Lecturq :
Procedure. . |proprieties: . - .- PR
R le" Notes, runnmgsummaryof
o facts. L
lo 'Drafts e
{o Messages
» - Letters -
e Press releases e o
‘[o "Replies - to - Parliament/ | -
] i Assembly . - Questions/
-'-Assurances e | o
o Level . - of " contain .
L commumcatmns——.f._"'
- 1General: - |
) Ordmary Commumcatmn
|®:D.0. Communication =~
te . Oral Commumcatlon )
Sgecm} o
*  WithMLA -
e  With Ministries L
o" -With Fo'reign Govefnme’nts '
Session-VI . Oﬁ‘ice Procedure — Electromc.,_
B : Communication - i
| Lecture




e Dmtlzatzon of records R
“Management of Data _' )

- Citizeén Charter

Session+ VII - -
Lo D devnces and mamtenance

Ofﬁce Procedure — Automat:on

R e

e __'-Attendance vegording system
“|s Document shredder - -
L '.Cornputers ‘and pcrlpherals

L

. Micro Fitming of Record .

le Video conferenung

' Lqulpmwts N

L’e'ct'qfe'r ¥

_Offlcc P:ocedurt - ched{s on

delayq

Knowledgc ]

L Practlcal aspects

-+ fe - Time bound refelenocs g

e VIP references |

1o Special refercnces -

o . Pailiament/Assembly. -

* Questions/Assurances.

o |e . Audit Paras: - _
e - Monthly/quaﬂer}y/weekly
| statements :

e _'RetLrement/Pensmn cases

~|e . Vigilance cases ..

. RTI Cases

_La:,ctm'c' -

01.12,2010 -
1 Session —IX

Office Procedure — secunty

 of documentsi commumcatlon

Knowle dge .

- leSecurity gradmg and-

- cla531ﬁcat10n

Lectme —

s Confidential .- cha_raqter of '- :

. '3_notes/ﬁles o

|¢ ACRs o
* Reportsfmessagesﬂetters

- bearing security stamp -

g fa '__Commmncatmnfcontact w1th'

) -.’_Press

. o RTI: matters n
- -]¢ Steno d1ary/dlctatlon book

.| Session - X

Office o Procedure w

Mlscellaneous

Knowledge

e 'Annual Action Plén

e Citizen charter

| o Official language

» 'Deparimental instructions

o Maintenance/transfer . off .

- records .




| o Review of  Forms &§.

Plom,dure

. Preparatlon of ."'..Indliéti_@ﬁ__'"_ SRR

. ' . . --Material - ARV N
.§gs_51g_1L__X_1 - |Office . Procedure —. RécOrd .
1 ) Manﬂgement : R PR £
'lmowlcdge o Typesof records and 1eglstcr L_ccflil"_e .

.2 :

" Types of register - -

.
| Types of diaries s
L

- Standing ordor file |
O Guad file . -

e \c,ferena file
e -P1ecedems file -
e ._Record ‘?ecuon

” umwsﬁ XH

'Ofﬁm Proccdure - Blsclplme
|and ¥ Decortim and IHS[)“CthﬂS

Jecture

e DlSClplme T s

. ._'Puncluahty

e f-lmportant “of | Attcnddnce

Register -~ Rcmarks :
Attendance Re. g1sler i

| . Respon51b111ty _
e Relation  with . fellow

-

employees — w1th c1t1zen o o

| INSPECTIONS
e 'Purpose Of Inspectlon of an

-office - .

_"ué_"_-'lnspectllng Authonhes -
.. Inspectlon report - Actxon .

. hereof




D!RE’CTORATF QF TRAINING (UN!ON TERRETORIES CIVIL SFRVICES)

' B!ODATA FORM :
{(For Emp!ovees of GNCTD LocalfAutonomous Bodles!COrporataons etc)

‘Name of the Trammg Frogress

Date of Tralnlng Progl:amme

Course_Cod_e. - E

TTick m,ark (x’) the amropnate boxl

01.

Mame - -

(As per Service Book)

First

) Mmdle :

. Last

02.

Designation

103,

Service Cadre

IAS
Medical

i
[

DANICS

ENGG:

(1
o

DASS

ACCduhiS o
Others - - 11

04.

Name of the

Department!Orgamsatlon

Teaching

05,

Category of
Dept. f_O_rgamsation

T Delhi Govt.
-Autonomous Body

Others -

0
L

o

Local Body

PSU -

06.

EmpIOye_e Code (If ahy’) '

| 07.

Date of Birth

T o0

EIZIMM

08.

Sex

Male O

Female

0

09..

Cat_.egon"y. L

UR O SC O ST O OBC O

Other

O
" PL Specify -

10,

' Educational Qualification | -

[Highest qualification]

0
rad O

Middle
PG

Metric

M.Phil

n
G

Inter
Ph.D.

0
=

Graduate O -
Others:

o

11,

Pfofessional!T echnical
qualification

12,
| Service

Date of joining the

[1J oo

13.

| Pay Band & Grade Pay

L) mw

EEERN

14,

Details  of
attended in the past in
the  Directorate  of
Training,
Instifutes

tralnmgs '

UTCS/Other

" Office

15,

Contact Number

Personal

Signature.

Date : |
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