GOVERNMENT OF NATEHONAL CAPITAL TERRITORY OF DELHI1
DIRECTORATE OF TRAINING UNION TERRITORIES CIVIL SERVICES
Institutional Area, Vlshwas Nagar, Behind Karkardooma Courts, Shahdara, Delbi — 110032

- Tel. No. : 22303843, Fax No. 22308556 Emanl adtrg4utcs dethi@nic.in

F.No. 8(1)5_/2011-12'-UTCS(TS-IV)f Dated:  -03-2011

The Dlrectorate of Trammg is entrusted with _ bas1c respon51b111ty of conducting
__tralmng programmes for various levels - of 0:.'01alsfofﬁcers in various areas of
administration. The Directorate has identifie “subjects - relating 1o personahty
development. A one-day training course on’ Ethuttes and Personality Development”

s an 1mportant course in this hst The Course w111_ b‘; held on 09.05.2011 (Monday).-

| MPORTANCE OF THE QO‘URSE

' EUquettes have 2 very 1mportant tole to play to" _""ds building up of team spirit and .

' orgamzatlonal culture in a department. As such th,;:re is a need to build up etiquettes in =
the - government servants The - Dlrectorate ‘of “Training, UTCS through its suitably . - -
designed modules, Iooks forward 10 1mb1be eth tfes in govemment servants through
training programxnes : . . 3

The Course has bee ‘df:31gned-.'to benefn all nn dle 1’ lower level functionaries in the
'autonomous bOleS pubhc sector undertakings. Training

_ d for ethuettes in the ory amzanon,
different. 51tuat1ons and _teracuons

' expenenccd in the area of Etiquettes
_ Wh1le lecture ‘method would be generally followed, case . .~

mentaries may;also be included in some sessions. The: L
d parti pants enc ':'uraged to raise guestions and get their - .7 .

S8, strength of 40 artlclpants
first-serve basis. o
pammpants in the format prescribed_ P

Y not be entertained. o .
eed for trammg only after receipt of .~ -

\ tual  and regularity.
‘mob phones on silent mode dunng the .

s/quesnonnalres if any, distributed
also fill up the feedback form.
sininad during the training for:




F.No. 8(1)5/2011-12-UTCS(TSIVY/ 4 S 1y = we)
Copy for information to: .- R

1.

NRW

training course
Filled up Bio-data forms of 1 nomina
Bio-data form is available in the dep rithen
under ‘Training’.
Contact/correspondence may ber
Fax No. 22308556 and through E

All HODs / Localx‘ Autonomous Bodxes _
with the request to encourag’__ éir officers o’ >
S 0. to the Chief Secretary, Govt. of N.C.T. of Delhi De_
PS to Pr. Secretary (Trg.);, Govt. of N. ¢.T. of Delh '
PA to Spl. Secretary-cum-Spl: Director (Trg.); Dteiof
Fstate Officer, Directorate of-Tralmng UTCS for uploadmg nthe
Department.

Name of the Package of Courses.

Duration of the Course

Number of Sessions

[ Training Branch

| Name of Course Coordinator

' Session . 'Duration

-09.05.2011 (Monday) 775 Min. [
Session — 1 ' S
10.00 am- 11.15am

Tea

Session—1I 75 Min. : |
11.30 am- 12.45 pm S

Lunch

Session — [1
01.45 pm- 03.00 pm

Tea

Session — IV
03.15 pm- 04.30 pm

.Etiquett'és and'Pefsonality- ‘ R
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DIRECTORATE OF TRAINING: UNION TERRITORIES CIVIL SERVICES
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Tel. No. : 22303843, Fax No. 22308556, Email: adtrgdutes.delhi@nic.in

Name of the Package of Courses

Personality Development
Duration of the Course One day (09" May, 2011)
Number of Sessions 4 (Four)
Training Branch ' o _ v
| Name of Course Coordinator L ‘Ms: Catherine Mathai, Assistant Director
'| Enabling © Contents & Sequence 'Mg_i;l’;bd- - Training Performan
Objectives T of - | Material and aid ce Aid -
09.05.2011 Etiquettes — Society,.
(Monday)- - Culture and Customs
© | Session-T" - o
ClAm T - What mcant by ' Computet, Handouts .
Overview . Ethue:ttes" : Projector, White | (f required)
' - _Etiquettes. . and social' : Board etc.
Lgraces . . - A
o= Ethuettes and manners ’
-« Etiquettes ¢ and culture _
- Social® customs ~ and
" Ftiquettes L
5Et1quettes and
- individuals
: 'FreedOm Vs Etiquettes - Computer, Handouts
tism Vs Etiquettes- - Projector, White | (if required)
nobbism Vs Ethuettes Board etc. '
Pérsonal Etiquettes
“Etiquettes and. .
Orgamzatmn oot .
Ethuettes thh Publlc ~ Lecture, .Computer, Handouts
Representatlves ' ‘ “PPT .| Projector, White | (f required) ‘-
| 2 Etiquettes with- Pubhc -' e Board etc. :
. = Etiquettes with Seniors
- Etiquettes - w1th
Subordmates o
thuettes with Ladies- .| -
tiquettes. with Children |
nquettes_.- wit_l_l'_.;_,.--S_gm_or' -
Citizens. = b
Ethuettes with dlsabled
'Etiquettesand -~
._-Pérsonahty C -
Personality I Lecture, Computer, Handouts -
Aty | - PPT | Projector, White | Gf required)
Board etc. g
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