DIRECTORATE OF TRAINING : UNION TERRITORIES CIVIL SERVICES
GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI

- Institutional Area, Shahdara, Behind Karkardooma Courts, Shahdara Delhj 32

CRleNoSMIMOUTCSTSY o p
- The Diféctorate of Training is entrusted with the Basic'fe'sponsibil'ity of _‘coﬁdﬁétiﬁg |

training _programmes for various -levels of officials/officers in various- areas of

administration. The Directorate h

as identified subjects needing basic knowledge and skill

for functional efficiency. A one day training course on “Basic Functional Efficiéncy’in =~

-English Writing” is an 'important'COursé' in the list. The Course shall be held on _18‘_h '.

IMPQRTANCE OF THECOURSE SRR . U

‘Language is a means of communication. In context of Government functioning in
knowledge of English Language assures importance given that a major part of outer and -
inter-departmental work is ‘in English Language. Correct usage .of English - words, .

sentence, formulation, punctuation is necessary for cutting edge level functionaries in the .~

' Government. - o
TARGET BENEFICIERIES QF THE COURSE | | | |
The Course has been designed to benefit those working in the ‘Governmient, ' its
local/autonomous bodies, Public sector undertakings. The’ course would be useful to
functionaries both at lower ‘management level. Training’ Module/Learning Units are

cenclosed. . T T ..
 OBJECTIVES OF THE COURSE " -

Atthe end of the Course the participants wﬂl be able to; |

1. _E_Xplain the basics of E'ngllish grammer. _
2, 'Explain correct usage of proposition, articles and verbs, .
3. . Explain verbs featuring note writing, letters, comments, reports etc. .

* CONTENTS OF THE COURSE. o

I English and its importance in Government Offices.
- 2. Basic Functional Grammer. -

3. Artof writing and reading.

METHODOLOGY OF THE COURSE - RS

The Course would be conducted by expert faculty in English language, While lecture
method would be generally followed, it may also include some exercises. The Course
would be interactive and participants encouraged to raise questions and get the doubts -
cleared, = . ' : ' R

PTO.



: \O‘HIVATIONS FQR mE couzs e T SR
1. The Course env1sages class strength of 40 Parttctpants

2.. - Nominations shall be’ accepted on hrst-come-ﬁrst-serve ba51s _ S
-3 Nomination letter along with bio-data form of the partlmpants in the format B

- prescribed (enclosed) may be sent by 11™ Jamlarv, 2011. AR

4, Nominations received after 11 January, 2011 ‘may hot be entertamed _ S

5. Outstation participants are requeeted to proceed for trammg only aﬂer recezpt of

_ conﬁtmatton of acceptance of nommatlon :

[ T Parttctpants are expected to come prepared w1th basw mformatton on the course: -
subject. B : -
2. ' Participants may brmg coples of the latest departmentalfGovennnent cuculars/ _
orders/reports etc., relating ‘to the. course ‘subject, -if -any: avallable ThlS would R
. benefit other part1c1pants, the Du‘ectorate and also the faculty
“Participants are expected to observe, ptmctuahty and regulanty S S
- 4. Participants are expected to keep thetr mobtle phones on s11ent mode durmg the_ N
training sessions. : "
5. Participants are expected to complete exerc1sesfquesttonnalres 1f any, dlstnbuted by o
- the faculty during any trammg session and also fill up the feedback: form. ERRE
6. Participants are expected to utilize the knowledge gamed durtng thc tratnmg for o
~ efficient discharge of their duties. N
7. Participants may contact the under51gned for any mfonnatlonfclartf catxon on
' training course. L
8. Contact/correspondence may be made on phone nos.. 22308552 fax no.- 22307822 :. .
22308556 emall address dutcs@mc in & adtrglutcs delht@mc in. IM 4{ C

[FS]

o _EELKAMAL)._*'
Assmtant Dxrector (Trammg) o

_'FileNo.s'(i)w_to;UTCS(TS'-I)f' 3;_935 32 _gz_ . Date _-V/}ﬁzq__/e__ 3

-Copy forwarded to: : - S S
3 1. All HODs/LocalfAutonomous Bod1es and State Undertakmgs/Conporat.tons S
; : 2. 8.0. to the Chief Secretary, Govt. of NCT of Delhi, DeIh1 Secretarlat N.D. —2 o
-3. E.O. for updatmg on the website of the Department . /{M/ e
.l

| o KAMAL) -
. Assmtant Dlrector (Trammg) _




DIRECTORATE OF TRAINING UNION TERRITORIES CIVIL SERVICES '
GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
Instltutmnal Area, Behmd Karkardooma Courts, Shahdara Delhi 32

FﬂeNo.5(1)14f10-UTCS(Ts-I)/" o Date

TRAINING MODULE ON BASIC FUNCTIONAL EFFICIENCY IN

ENGLISH WRITING -
Name ofthe Package of Courses T BASIC FUNCTIONAL EFFICIENCY .
I)__uration of the Course ~ One Day ( 18 01.2011) Tuesday
| Number of Sessions = | : .. .. Four (04)
Training Branch - _ ' ' ) I
Name of Course Coordinator ' Sh Neel Kamal Asstt. Dlrector _ :
Sessions Duration _ B Toplcs - - Proposed
- S ' 0 : B Speaker
Session — I _ 75 Min. . Engllsh . ‘and - its : S
1000’ am- 11.15am . ' lmportanc.e ) : in
' “Government Offices
Session — 1 {75 Min. e. Basic Functional
11.30 am- 12, 45pm R B :.*.::::;-‘;:‘.“.7';_:_,_':Q,'-::'.":-.;.-'-- o Grammer
Lunch .
Session — [1I 75 Min. ® Art of writing and reading
01.45 pm- 03.00pm ' ' '
Tea '
Session — IV 75 Min. - ® Art of writing and reading
103.15 pm- 04.30pm ) o (contd.)




DIRECTORA"I E OF TRA!NENG (UN}ON T ERR!TORIES (,.1VIL SERVICES}

BIODATA FORM

(For Emnlovees of GNCTD Local/Autonomaous Bad:es!Corporatlons efc)

Name of the Training Progress

Date of Tralmng Programme ;

Course Co_d_e. :

01,

Name - _
(As per Service Book)

[Tick marl-: f\f}"ttre appropnate box]

Flrst

Mlddie_ =

st

Designatioﬁ

03.

Service Cadre

" DANICS 0 ' DASS

_ENGG. 0

IAS 0
Medical O

o . Accouhts o )
" Others. - 3

04

Name of'the'
Department/Organisation

Teaching = O

05.

Category of

‘1 Dept./Organisation

Autonomous Body O

Delhi Govt, o
pSU

Local Body O

06.

Employee Code (If any)

Others ' a

07,

Date of Birth

[TJoo  [T] mm

T vy

08.

Sex

Male O - ' Fem'ale______._ID

09..

Catégory

Other

UR O SC O ST O OBCO
: " Pl Specify

c

10.

1.

Educational Qualification
[Highest qualification]

Inter O
PhD O

Metric O
M.Phit O

Middle O
P.Grad O

Graduate 8]
Others ~ O

Protessional/Technical

qualification

e

12.

Date of
Service

joining - the

[Idoo [T wm

[:]:ll:l:l'ww

13.

Pay Band & Grade Pay

14.

Details = of .
attended in the past in
the Directorate - of
Training, - - UTCS/Other
Institutes ' :

trainings

15.

Contact Number_

139

Estate Ofﬁc:er

Dlrectorate of: Trai'n'mg UTCS

- Office

Personal

'B\Ct&f- 3‘-‘*—‘?&

won of Trg. (WTOR

w1 of M.GY. of Dt
Lo tastirntional Azes
ST Vishwss Magas
Ehahdsre, Do1-IB

i

AR

Signature

Date :




	5-1.pdf
	5-2.pdf
	5-3.pdf
	5-4.pdf

