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CIRCULAR

The Direcrorate of Training is enfrusted with the basic responsibility of conducting
training  progranmes for various levsls of otficialsiofiicers in vaious aress of
administration. The Directorate has identiiied subjects needing basic knowledge and skill
for functional efficiency. A one day training course on “Basic Functional Efficiency in
English Writing” is an important course in the list. The Course shall be held on 16
May, 2011 (Monday).

IMPORTANCE OF 1 JE COURSE

Language is a means of communicaiion. 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 o English words,
sentence, formulation, punctuation is necessary for cutting edge level functionaries in the
Government,

TARGEY BENEFICIFRIES OF THE CQURSE

The Course has been designed to benefit those working in the Government, its
local/autonomous bodies, Public sector undertakings. The course would be useful to
functionaries both at lower management level. Training Module/Learning Units are
enclosed. '

OBJECTIVES OF THE COURSE

At the end of the Course the participants will be ablc 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 cte.

CONTENTS OF TIE COURSE, .

1. English ard its iinportance in Government Offices.
2. Basic Functional Grammer.

3. Art of writing and reading.

METHODOLOGY OF TiHE CQURSE

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 intcractive and participants encouraged to raise questions and get the doubts
cleared.



NOMINATIONS FOR THE COURSE

I. The Course envisages class strength of 40 Participants. _

2. Nominations shall be accepted on first-come-first-serve basis.

3. Nomination letter along with bio-data form of the participants in the format -
* prescribed (enclosed) may be sent by 9™ May, 20611,

4, Nomninations received after 9" Mav, 2041 may not be entertained.

5. Qutstation participants are requested to procecd for training only aficr receipt of

confirmation of acceptance of nomination.

OTUER INSTRUCTHINS

1. - Participants arc expected to come prcpared with basic information on the course
subject.

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

orders/reports 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 punctuality and regularity. _

4.  Participants are expected to keep their mobile phones on silent mode during the
training sessions. ' ' . '

5. Participants arc expected to complete exercises/questionnaires, if any, distributed by
the faculty during any training session and also fitl up the feedback form.

6.  Participants are expected to utilize the knowledge gained during the trammg for
efficient discharge of their duties.

7. Participants may contact the undersigned for any mformattonklanﬁcatlon on
training course.

8. Contact/correspondence may be made on phone nos. 22308552 TdX no. 22%{}?822

22308556 email address dutesi@nic.in & adtrelutes.delhi@@nic.in. i
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| (NEEL KAMAL)
Assistant Director (Training)
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Copy forwarded to:
1. All HODs/Local/Autonomois Bedies and State Undertakings/Corporations.
2. S.0. io the Chief Secretary, Govt. of NCT of Delhi, Delhi Sceretariat, N.D.-2
3. E.O. for updating on the website of the Department.
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NEEL KAMAL)

Assistant Director (Traming)
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