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The Directorate of Training is entrusied with the basic responsibility of conduct'ng

treanir r proegrommes for varions levels of ofticialsiofiicers 1 various areas of
admin siration. The Directorate hos ident:fed sohi2ei neeing bosic knowledpe nnd skill
for fuactional ei’i’?cicncy, A thros w’a» traiy course on v Basic Fu ctivaal Efiiciency

it Comp uteruarm:! is an imp owiat course in ot list, The Couwrse shall commence on

anh M‘:e» 2001 €01 June, 24911 (\‘ snday to Vs cdnesdiuyy.

IV AL ANCYE GFTHE 7O Beil

Computerization 1 Government lsepartments has becowwe an important ta ot for
Aniproving efficiency and ¢tilzctivenc.s of the orzanizaton. Lo helps 10 m '
archival dati as well as curren date, crew P owell Jummatted fextuas as
graphice’ Jocuments tnd acvessing of dnteoe on fromt cther sources as wo as
distominwon of infuimation to cther scurces tough Inter: et with speed, accuracy,

difzences and reduced paper work
TARGWT BENEFICIFRIES OF Tiil COVRSE

The Course has been desigued to benefit thowe working in the Governnmiert, ils
lovalfawtonomous bodies and Piblic sector undenukings. The course woul ! be uselul to
all g.we sment functionaries, boih at middie and lower level management to mitain
data r'ccr;'d*; ard accessing/ dlske mination of information to/from othier sources wikh the
heop Of et with speed, aceuracy end reduced paper work. Training Mod: m,l Larning
Units a- enclosed.

CRIFCUVES OF THE COURSE

At'the end of the Course the participants will be able to:

1. Operate and handle computer hardwure.

2. Creute formatted textual as we'!l graphical document.
3. Maintain database. _

4, Use interaet with security techriques

5. Ml the Jata/text data electronically,

6. Manage graphical data.

CONTLEND 0K THE COURSE

Basics of Computer

Introducticon to MS Word

Introduction to MS Excel

Introduc'ion to MS PowzrPoint.

Introduction to MS Access

Introduction to Computer networks, Internet and its security techniques
Iniroduction to Outlook Express

Introduction to PageMaker and Corel Draw

el Gl o



METUODOLOGY OF ThE COUREE

- The Course would be conducted oy exp ris and experienced in the aren of Informan.
Technology. While lecture method would be generally followed, practics] application in
computer svill also be included in ali sessions. The Course would be i:cructive and

participants woull be encouraged in ralsing questions and getting the doubts cieared.

NOMINATIONS FGRPHE CO8 RSE

L. The Cow se envisages class strensth of 40 Participants.

2. Nowtrations shail be accepted on first-coe-first-serve basis, _

3. Nomination letier along with bio-dara form of the participants in the format
preserited {enclosed) may be sent by 23" Mav, 2011, ' L ' '

4. Nomination: received afier 23 Mgy, 2411 may nct be entertrined. _ _

5. Outstation participants are requested 1o proteed for training only after receipt of
contirmation of acceptance of nomina: n,
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OTHER INSIRUCHOY _ _ _

1 Purticipants are expected to come prepared with basi¢ inirmation on the course
subject. - _ - B _

2. Participarts mav bring copies of the latest deparimenral/CGovernment circulars/

oriers/reports ete., relating to the course subject, if anv avatlable. This would

benefit other participants, the Directorate and hiso the facutty, =

Participants are expected to ¢hserve punctuality and regularity, _ :

4. Participants are expected to keep their mbile phones on silent mode during the
training sessions. - L _

5. TParticipants are ex.ected to complele exercises/questi--nnaires, if any, distributed by
tie faculty dwing any training session and also fill up the feedback form. -

6. [lartdcipants are expected to wiiize the knowledge gaincd duriny the training fur
etlicient discharge of their duties. . o

7. Pardeipants may contact the wndersigned for any information/clarificaton on
training course, - ' ' ' ' ' B

8. Contact/correspondence may be made on phone nos. 22308552, fax no. 22307822,
22308556 ¢nail address dutes@nic.in . '
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Assistant Director (Training)
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Copy forwurded to: - S _ o
1. All HODs/Local/Autonomous Bodies and State Undertakings/Corporations. .
2. 8.0. to the Chief Secretary, Govt. of NCT of Delhi, Delhi Secretariat, N.D.-2
3. E.O. for updating on the website of the Department. '
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