GOVT. OF NCT OF DELHI
DEPARTMENT OF SOCIAL WELFARE
GLNS COMPLEX, DELHI GATE
NEW DELHI-110002
[ADMINISTRATION BRANCH] o,

F.10 (335)/Admn-1/2016/DSW/Estt./{. Dated: [} |\//]

CIRCULAR

Please find enclosed copy of following letters for information and further
necessary action:

1. No. F. 10(48)/2014 /Coord/Vol-1/081267030/2779-2781 dated 21/03/2018
received from Dy. Secretary (Services), Services Department: Coordination
Branch, @ GNCTD regarding Publication of Vacancy/Deputation
Notification/Advertisements in Employment News.

2. No. F. 10(155)/2016/Coord/081403464/2717-2720 dated 20/03/2018
received from Dy. Secretary (Services), Services Department: Coordination
Branch, GNCTD regarding Official dealing between the Administration and
Members of Parliament and State Legislatures- Observance of proper
procedure.

3. No. F.1/5/20/2018-19/UTCS/Admn/2926-3092 dated 19/03/2018
received from Asstt. Director (Training-IIl), Directorate of Training (UTCS),
GNCTD regarding Annual Training Calendar for the year 2018-19.

Encl: As above.
n-I)
F.10 (335)/ Admn-1/2016/DSW/Estt./| Dated: U )\1 )) g

Copy to:

r. System Analyst, DSW for uploading the circular on the Departmental

website.
2. Guard file.
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* SERVICES DEPARTMENT: COORDINATION BRANCH
. DELHI SECRETARIAT, 5" LEVEL, ‘A’ WING
- 1P, ESTATE, NEW DELHI-110002

{hup://services.delhigovi.nic.in}
a F.10(48)/2014/Coc d/Vol-[/081267030[Q'“?""f‘ —~ 2% Dated: 2\\0'&)10\%
D - ' -
3 PR
538 2 All HODs/! . Secrelaries/Secretaries.
%%ﬁ ™~ g Govt. of NC T of Delhi and Autonomous Bodies of Dethi,
g5 X
P2 = Q
;9.' T -
%’?g o~ p: Subject: -Publica on of Vacancy/Deputation Notilication/Advertisements in Employment News -
8o = Regard 1g.
3 =
0 [

SiryMadam

I am direct 1 to forward herewith a copy of letier . NO. 15039/108/2016-UT (Coord.) (Part-

1) dated 01/03/20 8 received from Ministry of THome Affairs with its enclosure on the subject cite

above, which is se “explanatory for information and strict compliance of instructions of Publication
V\r) Division.
b/
D\/\'—‘C/D

Yours faithfully
Encls: As above

AL
(D. KARTHIKEYAN)

DEPUTY SECRETARY (SERVICES)
F.10(48)/2014/Coc d/Vol-l/081267030 | 27114, 271 A Dated: 2.\92 \ 201 %

PA to] . Secretary (Services)/PA (o Special Seeretary (Services), Govt, of NCT of
Delhi.

I

Sectior Officer (Coordination). Scrvices Department with the direction to upload the
letter 0 1 the website of the Services Department,

W&\\L
(D. KARTHIKEYAN)
DY.SECRETARY (SERVICES)
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s FNo
Government of Indin/Bharat Savkar
Ministry pf Home Affairs/Grili Mantralaya
e U'F Pivision -
stk e sk
North Dlock, New Delhi
Dated the - February, 2018

. | EC { M/,M r)-‘\. s

of NCT of Delhi, Delhi Sachivalaya, LP.  Estate,
New D ai-110002.

2. The Asl -isor to the Administrator, UT of Dadra & Nagar Haveli, Sceretariat,
Silvassn

3 The Ar - isor to the Administrator, L'¥ of Lalkshadweep, Karvaratti,
4. The Cl i2f Secretary, Ul ol Andanan and Nicobar Islands, Port Blair,
S

The Ac iser to the Administrator, UT of Chandigarh, Chandigarh,

{ene [ PR) 6. The Alisor to the Administrator, UT of Daman & Din Secretariat, Daman,
7/ Moti L+ man,
c-—w .
7. The CI of Secretary, Government of Puduocherry, Puducherry.
Subject: Public . :on of  Vacaucy/Depuintion  Notification/  Advertisements  in
] Yoey

P Ewmplo ' nent News - regarding.

\4’/ Sir,

7Le\y , ' , . o
[Fam di~ cted to forward herewith a copy ol OM No, 1-34020/02/2018-Coord-1 dateil
12/02/2018 along wt a copy of letter No. 47011/15-16/Cir~IEN dated 31/01/2018 and its

sures received f«m Publication Division, Ministry ol Information & Broadeasting, on the
bove mentioned subje t.

2. It is reyested to kindly bring the matter t the notice ol the offices under your
administrative conted! {w information and stiict compliance of instructions of Publication Division,

Yours faithfully
Enel: As above f

g

| - (M.N. Khan)
‘ )’PS,/{‘T Uider Secretary to the Government of Indin
— Tele: 23093147

IlU\_ C
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No.1-34020/02/2018-Coord-| \ us/ ¢

Government of india/Bharat Sarkar
Ministry of Home Affairs/ Grih Mantralaya
(Coordination-I Section, CIC Division)

North Block, New Delhi
Dated the 12" February, 2018

OFFICE MEMORANDUM

Subject:-  Publication  of Vacancy/  Deputation
Notification/ Advertisements in Employment
News.

The undersigned is directed to forward herewith a copy of
Letter No. 47011/15-16/Cir.-EN dated 31.01.2018 received from
Publication Division, Ministry of Information & Broadcasting on the above
subject, which is self explanatory.

2. All Divisional Heads are requested to take necessary steps to

ensure strict compliance in this matter and issue similar instructions to the

subordinate/attached organizations. S

e
A —————n.,
[

Encl: As above

- '(_b _"; 'b_'_f,
(H-:-"% Ll r)

Consultant (Coord.-|)
Phone No. 23093856

To ‘. U\/
1. AS(CS)AS(UT

2. All Joint Secretaries in MHA (P).
3. RG & CCl,
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TENT NEWE

SINC Rl e TS R H
Publications Divison, Minlstry of Informa
T.No. 47011/15-]6/Cu o 3

To, .
Shri Shri Praka
Joint Secretary
Ministrry of Hor
Room No. 117,

North Bloek, N¢

Sub:- Publication of
Sir,

As 'you are av
Information and Broad:
a circulation of around
the country. . .

Employment N
.Governments/Bodies al
admissions,examinatior

_ Employinent News als
while planning their ca
simaller towns, semi-trl

As per DaPT ne
Ministries/Departments

N -

_ The rates of ad
and Visual Publicity
newspapers for similar

% ) B&W advemsemem)
You are IBC]UB
queries/clarifications/fy

- Supeina - Bhatia, :-Adv
enewsadvi@ya] ‘}/’OH]

j ‘0\6@1 rward

.Employment News is R.

-"ff_.»vacancy/depumuon rela )

[, S wET wEE i, gEan e, sl wirde widl s, 8 fEeed- 110008
1 & Broadeesting, Govt, of Indiz, VI Cloor, Seachng Bhawen, GO Compley, Lohl Roed, New Delhi-11000%
N Dafed: 31.03.2018

I,
Admn.),
2 Affairs,

v Delbhi.

acancy/Beputation Notifieation/ Advertisements in Employment News.

re, Employmenl News is the flagship weeld ly journal of Ministry of
sting. Employment News is published in English, Hindi and Urdu and has
.8 lakhs per week whicl niakes it one of the highest circuluted weeklies in

ws is a single point of information on job vacaticies in Central/State
| PSUs. 1t also provides information on job oriented training programmes,
notices, skill intiatives and alsu deputation opportunities in Government.
gives career guidance Lo youth so that they can make infor med choices

ers. Through a netwark of agenis, it reaches not only to nietros but also to
n areas and villages.

ification dated13.6.2016 (eopy enclosed) it is mandatory for Gavern
o publish their recruitment relaled notificatiol M Employment News. .

rtising i Employment Nows ate approved by Directorate of Advertising
'AVP). -These rates are appmrently far lower than the rates of other
sirculation.  As per the prosent DAVE rates, the rate for publication in
185.49 per sq.omt. (for colour advertisement) and Rs.132.49 per sq.om. (for .

ad o lSSUB smmbh, Bistructions 1o all uoncmncd to ensure that all

i ‘uons efe. ave sent to 1 111|1l(wmrut News for publication. For any
; you may ditect lhe concermed official to-get in totch with-Ms.
Tn-charge al ‘Tel. No2/1369429 and ~ 24369430 (E-mail:

rtisernent .

0-your support, »

Yours faithfully,

LS F

. /.{‘!’L—”ﬁ’
- C (/7/ (Rajinder. Chaudhry)
U S (mk ol /-\\3/&(/\7/6]\4 ~cum-CLE {(EN)
T Phone : 24369443 (Editorial), . ST
. \!




SERVICES DEPARTMENT: COORDINATION BRANCH
DELHI SECRETARIAT, 5" LEVEL, ‘A’ WING

N réf L.P. ESTATE, NEW DELHI-110002
Eaf . http://services.delhigovtnic.in

282 oo F.10(1§5)/2016/Cc 1d/081403464/ 271 -2 2o - Dated: Qo }aghafx
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?6’;2 %‘3 Al HODs/l  Secretaries/Scerelarics,

2“6"5_' Govt. of NC " of Delhi and Autonomous Bodics of Delhi,

£ 2 é

B2y &
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8 ~ Séj‘e coti- Official zaling between the Adiministration and Members of Parliament and Stie

Legislat -es-Observance ol proper procedure.
Sir/Madam
%g\g I am directe to forward herewith the OM dated 07.02.2018 received from Government of
/ India, Personnel, Pu lic Grievances and Pensions, on the above subject cited for necessary action.
DN@
Yours faithfully
Encls: As above M
ab \p3 |
: (D. KARTH[KE\’XN\)
: ' S DEPUTY SECRETARY (SERVICES)

F.10(155)/2016/Coc /081403464 / 272120 Dated: 20 03] 2.0/ 3

1. OSDto ief Seeretary, Govt. of NCT of Dethi.

2. PAtoP1 Secretary (Services)/PA to Special Sceretary (Services), Govt. of NCT of
Dethi.:

3. Section fficer (Coordination), Services Department wilh the direction to upload the

letter on 1e website of the Services Depuartinent.
_ . Légiva.\&
(D, KARTHIKEYAN)

DY. SECRETARY (SERVICES)

/
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QFFICE MIEMORAND UM
nk S
and Members of

Administra
of proper

Observaice

leallngs between the
1 lmnd State legislatures -

o

of Partiament and State jepislatures, as the accredited
> people, occupy & yory imporvtant place in our dernocratic
4 with their dutics, they often find it necessary to seek
. Ministries/ Departinents of the Government of India or
\ts, or make suggestions for their consideration or ask for
fficers.

concerning official dealings between Administration and
1ent and State Legislatures have been issued by the
|, Public Grievances and Pensions and reiterated from time
ons of the Central Secretariat Manual of Office Procedure
lisposal of communications from MPs have also been
> to time. However, keeping in view the instances of
.rvance of the ahove guidelines, a neec was felt by the
ges of the Lok Sablis. for consolidating and reiterating the
s. Accordingly, revised comprehensive guidelines were
partment vide Oflice Menorandun  No. 11013/4/2011-
scember 2011 (copy enclosed). N\ COpY of former Secretary
3/4/2011—Estt,(/\) daled 9t October, n012 and O.M. No.
A dated 19.1 190104 reiterating {he said instructions are
1dy reference.

‘ee  On and Contemptuous

Tment Officers with Members of Lok Sabha in its Second
he Lok gabha on 4.0 1.2018 has recommenced that the

ialation..of _Protocol Nowms

uctions/ guidelines O Official dealing between the
Member of Parliament and State Legislature should strictly

he Government scrvai tg, bott in letter and spirit.

tee on Violation of Protocol Normis and Contemptuous

ment Officers with Members of Lok gabha in Paragraph 43

tabled in the Lok Habha on 4.01.2018 has recommended
. desisting the ainte Governments to involve Private
ncies in or;r,uui»’,inﬂl gponsoring functions which
der the domuain of Hiate Governments.




e .

N "-2"-

S. All Ministries/ Dep
principles and instructions are followed 1

and spirit. Violation of the guidelines laid d

OWn on this subject will be viewed
sericusly,

6. Chief Secretaries of all States/ UTs are re
instructions to all State Government officials at
levels and to periodically review implementation.

W\‘b

' (Nitir:\ (\:upta)
Under Secretary to the Government of Indig
Tel: 011-23040264

Encl: As above.

To

1. All Ministries / Departments {as per standard list)
2. Chief Secretaries of all States / UTs (as per standard list)

Yy all officials concerned, both in letter™

artments are requested to ensure that the above basic .




No, 11013142011 -Futt, (A
Governmant of india o
minta yof personnel, public Grigvancew and Ponsions ’
{Department of Poragunol and Tralnini)

Morth Block, New Dathl.
01" December, 2011

QEFICE MEHQRANDUM

subject: ot sial dealings \mwm,un‘.\.\\ta.,f\dm\nmlrut\on and M«;\_nbers of".
. pr lament. and State Loylsluturos - Ohuorvance of proper
pr cedure. ’

The Mem ~3¥8 of Pariiament and Slote Logisiatures a8 the agcradited
,repraséntauvee of the peoplo gooitpy @ very tmportont plage i our
democralic sa Jp. N gonnoeiion vilthy Whelr dutios, they ofton find 1t
necessary 1o sak \formation from - tha T«‘“nixsn'luﬂl})ﬂpurlmmﬂ.u of the -
,G'overm‘nent of diaorthe stato Govariaents, or maho gupgestions for their.
consideration ¢ ask for Intorviews with the olifeara. Carlain well-racognized
principles and onventions to govern tha rolntiong botviaen the Members of
pariiament/ gt: 3 Legislatures und Govariment gorvanig huve alroady baen
astablishad.

2., Referent 18 invited to the guidelines gohearning the officinl dealings
petween Adml stration and Mambors of partiamont and State Leglslatures
which were is! ed hy the Cobinut Goorotarint (Onmu'lmmn of Personnel and
administrative reforms, in the 0.0, Ho 261p04-Eall. (A) datod 00.11.1074).

The importan ?} of adherenca to Wines guidatines Wit rolterated In the
pDepartment- © personnel and Training's (.M, No. ‘11013!6!200(5-Enlt. (A)
dated 17.08.2 17, Tha provisiond of tho Gontral Goorotariat tmanual of Office
Procedure rag rding prompt-dispoum of communieutions from MPs have aiso
peen reiterat i by the peparument of Adminiatrative Reforms and Public
Grievances. he Minister aof state Tor Paracnnol, Pablic Griavances -and
Pensions has 180 written to afl Mintstars o this regord vide 0.0 teller dated
5" May, 2011 requesting that @ plochanian Moy po set up to periodically
monitor prog 388 in disposal of rofarances received Trom Members of
parliament.

3. Some | stances of non-ndhurance Lo the oxisting guidelines have been
nrought to G grnment's attention by tambors of frariiament and @ need has
paen feit for: yain gensitizing z_xl\ adininigirative autheriing goncerned. '

v 4 The@u tral georatariat Monunt of Qlfles Procedure provides foliowing
: " instructions ¥ prompt disposal of letlurs from Membors of Porilament:-

Correspond: €8 with Members of Pariiamont -

(Mo nmunications racuivod frony o Mambar of Parhinmant should he
a anded to-prompliy. )

() erea commun\gul\un fu nddresgod 1o @ Ministar or & Saoralary
. t :he Government, 1L shontd, g far as pmutlcnhm. be replied to by




to the Government.

t3) Where a Communication |5 addressed to the head of an attached
Or subordinatg office, Pyblic Sector Undertakmgs, Financlaf
Institutions {including hationatized banks) D!vlsion/Branch I
charge in 3 Minlstryloepartmenvoi'gamzat}on, it should be replied
to by the addresseg himself, In such cases, care may be taken to
8nsure that wherever policy Issues are involved, approval of the
competgnt authorlty ls obtalned before a reply Is sent, it shouid,
however, be ensured that the minimum jevel at which such repifas
are sent to Mamber of Parilamant s that of Under Secretary ang
that aisoin 5 polite letter form anly,

) Informatian sought by a Member of Parliament shouid be supplied
unless it is of sueh a nature that it would have been denled to him,
if similar information hag been sought in Parfiament,

(3) White “orresponding with Members of Par:iament, It should he
ensured that the Istter g legibis, Pre-printed of cyciostyled

(6) In case a referance from an 8x-member of Parliament js addressed
to a Minister or Secretary. reply to such reference may be sant by
the concerned Divisionai . Heay after Obtaining approval of the
Ye cretary of Mlnistry/Departhent.

authoritles jp polley cases. Here 2lso, it may be ensured that the
minimum  feve| at which a reply is sent s that of ap Under
Secretary andthattoain a polite lettar form only,

Prompt response to lettorg racalved -

tl}  Each communication received from the Member of Parllament, a
member of the public, a recognized assoclation or g Public body

will be acknowledged within 15 days, followad by a raply within the
next 15 dayg of acknowledgement sent.

(2) Where a delay is anticipated jn sending a finaj reply, or where the
Information hys 10 be obtalneg from another Minlstry or another
office, an intgrim eply may be sent within a montp {from the date
of receipt of the Communication) indigating the Possibie date by
which a fina} reply can be given. .

(3) Iif any such Commumnication s wrangly addressed toa department,
I should he transferreq Promptly (within 5 week) to the
appropriate department under intimatjon to the parly concermned -

9. The aforesaiq guidelines aisg cover Officlat dealings between
Administration and - Membgrs of Parliamen!lState Legisiatyres. In this
Context, attention is also invited to Ryle 3(24) of Alj India Sarvice {Conduct)

E




Rule, 1868 an
provide as fol

Every 11
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publlc or othe
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emphasize ‘th
sarvants whi

(i) Govt
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(M) whil
patient
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(i) Ar
Parlianw
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him, A
when,
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Arrang
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to Gov
cards

constil
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Itis c
spreat
toall t
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(vi) W!
by Me
notice
of the

Leglalatures,

avold 8

Rula 3-A of Central Givil ervice {Conduct) Rules, 1964 which
NG~ ' :

mber of the sarvice ghall in-the tllachn}gc of his duties actina

yar and shall not adont dllatory tactics in his dealings witii the
vise. ' '

Ing instructiond ara horaby approprtately strengihened to
paslc princlpies to bo horme A bt by the Government

interacting with the Wombern of Pariioment and State
hase areas follawu -

nment sarvants should shaw gourtasy and consideration to
of Parlament and Stato Logiainturon;

the Govarnment sarvanis shoutd conolder carafully or listen

to what the Menibuarn of Parlimmont and of the State
res may have 1o nay, e Govornment narvant should always
-ding to his own pest judgmant nnd as per the rules,

daeviation from an appotntinont made with a tMembsr of
ntState Legislatura must e prompkly axplainad to him to

possible Inconvenionea. frash appolnlmant ghould be fixed
tation with hm; .

ficer should ba mnticuiously correct and courteous and rise to
and see off a Membor of Partinment/Slata Laglsiature vistting
angements may bo madia to ruoeive tha membars of Parllament
fiar taking. prior appointmont, they vislt the officer of the
\ent of India, State Goyprnment or  tacal, Government,
nents may also po mnda o parmil eptry of vehicies of the
; to thesae Offices gubjeot to pocurily reguire ments/restrictions;

yars of Parliament of the aren should invartably be invited to
uncticns organized by @ Gavarnment office. Proper and
ible sealing arranghmonts ot pubile funciions and propser
seating on the dalo shovld hoe mude Tor Membors keeplng In
fact that they appear ahova oflicars of the rank of Saecretarles
-ament of India in the Warrant of Procodence; The invitatlon
2d media events, il organlzad for the function  held in the
gnecy, may includo tha nameo of .ihe Mpmbers of that
ancy who have confirmed participation i those {unctions,

fifled that If a conatituency of any Mambor of Parilament 18
wer mora than ong District, the M.P should invariably be Invited

s functions hald in any of ho Districts which are part of hisfher
ancy,

re any meeling convanad by the Gavernment s to be attanded
bera of Parliamunt, spoctat caroe ahould be iaken to see that
; glven to them i goud Uma rogording the date, {ime, venue ete.
ieeting.  should otao ba ennurad that there is no siip in any




. Members of Parhamenvstate

matter of detajl, however minor jt may ba. |t should 8Specially e
ensured that:..

{a) intimations regarding public meetingslfunctlons are sent
through Speediar Communication devices to the M.Ps, so that
they reach tham waj) in lime, and

{b) that receipt of Intimation by the M.p s conflrmed. by the

ofﬁcer/ofﬁcial O0ncerned;

Legislatures must be prompily acknow}edged, and a reply sant at an
apprepriate jeve 8xpediliously a5 ber the rajavant Provisions of thg
Central sg Cretariag Manua{ of Office Procedure;

Information gg Supplied should pg §pecifio ang answer the points

ralsed, A soft CORY of the informatjon should also pg sent ta ‘the
Member via e-mall;

af sueh Members of Parllament from non Hingdj Speaking areas;

{xi) Refarences from the Commiittees of Parliament Must be attengeq to
promptiy; .-

e
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6. Al Minislr sIDeparimenls' are riguested ta gneure that \he ahove
paslc principle and instructions arn followed hy all officials concerned,
both In letter at spirit. Violatlon of the guidotines gl down on this subject
will be viewed t riously. )

7. Any violatio of ralevamt Gonduct Rtulas in ihis rogard, which violation is
established & due enquiry will repnder e Government servant
concerned ial - for appropriate nunlx‘,lnwm\ ng pey fule.

'vi”*ﬂnwh\

e anlan)
Joint Gecrelury to the Governmgn\ of Indla
To
L Allth M\nlsuleslDepar\mun\u oTqum'\nnoulof|nd\a
Copy to{-
1. President SecretariaU'V\ce prestdeits gecretariat.
;. PMOICab et gecretariat.
3.  Comptrol T and Auditor General of india.
4. UPSCISS LBSNAN\STMICVOIC\U.
5. Lok Sabh secretariat/ Rajya Sabha Begretariol
6. AljOffice iSections In Minlstry of prorgonnet, PG & Pansion.

7. Nic,DOP -p\aaseup\oadlh'mmn on!hh:.L)mn.\rlnmnt'uwebs\te.
Copy also to:
Chief Secreti es of all States ! uts with @ raquest to circulate these

instructions | all State Government officiais at the StutelDivision and
Districtlevels nd to per\odicaﬂy raview 'nnp\mnun\mlm\.

e

o G Yo
(LA BUbram lan) :
Joint Secrotary 10 the Government of india
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Cony alongn I enclosures to;

I, 8. S ndy Kotharl, Secretary, D/a Administrative peforms and Public Grievances, Sardar
Patel  awan, Naw Dethl with the request- 1o malce it as one of e Agenda itens for
. discr nginthe Annual Chief Secretavies confecence. ' ' ,
;oshe Ramesh, Joint Secretary, Lok Subha secretartat (Prvileges 8 Ethics Branch,
parli ent House, New peint w.r. . their O.M. Mo, 12/1/2012-CaPV dated 13.9.2012.
5. St tRawat, secratary (Com‘clh\at\m\), cablnet Secretariat, New Delhi. )u

g
{Matifa Kundra)
{Elﬂl.ziécre\ary (Esit)

YR Ak JUETE VRS )

e
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. Py Lﬁ,-
. MR WY RN
Ig_’(. Misra w3 ylmiur g
g TP, A Rraraa way Yo sfareny
| b‘e(;relary

ef s, 4. faweh) - 110001
GOVERNMENT OF INpia
“DEPARTMENT OF PERSONNEL & TRAINING
MINISTRY OF PERSONNEL, pusLic GRIEVANGES
: AND FENSIONS
NORTH BLOCK, NEW b ) - 110001

Websila - : 'SMIN.Qov.
" g ipgg

123092086
Fae 23094500

Dear Chief Secretary,

You would be aware thay  guidclines voncerning  officia} dealings between
Adminislvation gnd Menmbers of Parlisment and State Legis]alure;; have been issued by
the Ministry of Personnel, Public Grievances and Pensions. Hlowever, keeping in view
cerlain inslances Of vccasional non-observance of the above guidelines, the Committee of
Privileges of the 1ok Sabha recommended consolidation and reileration of he existing

instractions  so that all concerned are aware of the same, According!y, revised
tompreliensive guidelines have been issuod by this Department vide QOffice Memoranduam
No.FUT3/4 /201 - Ligue A dated 1st Decesuber, 2011, Copy of this Q.M. was.also forwarded
te the Chief Secretaries of all the Sl‘ate:;/u.'l‘s vide D.O. lotter daled 8.12.2011 from my
predecessar with [he request that theg inslrictions may be circutated Lo gl officials of the
Bate Govermpent for compliance, ;

2. A \.‘()]1)/ af the abave rastructions daled = December, 20071 js
onee again requested that ‘thege ixstructions may be
Government foy cmnpliance,

again enclosed, [t jg
circulated to ol offictals of (he State

3 Some Memibers of Parliumdnt have brought to e notice of thig Department
divectly or thrnugh Lok Sabha 7, Rajya Saliha Secretatiat that Bistrict level officialy have
sol been shawin § them due regird and courtesy. This hag also been ralged by the recent
meeting of the Commitee on violation of p

of Government Officers with Members of |
IS, therefory, advised that implementation of (he above mentioned Instructinns are 1o be

Périodically reliera Fed and reviewed in e Conlerence of District Mapistrates / Collectars )
and Superintendent of Police of your States / Uls ' ‘

rotocol Narmg and Contump(uaus Behaviouy
0k Sabha conslituted by the Fon'ble Speaker,

4. You may please issue necessary divections (o ihe disteict level officery and send g
copy tu this Department for its-onward transmission o e Lok Sabha Secretariat, a5
desited by thepy, r

Wilh regardy,
Yours sincere] ¥,
¢ (PX M'lsr:i)

( By Nagee
Chief Secretarigs of al| States AUTs

( AS Jar Lig /- )

- s
L-0.No.11013/4/2011-Bsee. A (D~

®
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F.No. 11013/2/2012-Estr. A

® - Government of Indig

Ministry of Persennel, Public Grievances and Pensions
Department of Personne) & Training
Establishment Division
North Block, New Delhi
Dated November 19" 2014

Subject: Official dealings between the Administration and Members of Parliament and
State [egislatures — Observance of proper procedure, -

The Members of Parliament and State Legislatures as the accredited representatives of the
people’ocoupy & very important place in our democratic set-up, {n connection with thejr duties,
they often find necessary o seek information from the Ministcies/ Departments of the

Government of India of the state Governments, or make suggestions for thejr consideration or ask
for interviews with the officers,

2. The guldelines concernin officlal dealings between Administration and Members of
Parliament and State Legislatures have been issued by the Ministry of Personnel, Public
Grievances and Pensions and reiterated from time to time, The provisions of the Centra;
-Secretariat Manual of Office Procedure regarding prompt disposal of communications from Mpg
heve ziso been reiterated from time to time. However, keeping in view the instances of

Memaorandum No. 1| 1013/47201 1-Esut.(A) dated 1* December 201 | (copy enclased), A copy of
torrner Secretary (P)'s D.0. No. 11013742201 F-Est.(A) dated 9™ October, 2012 reiterating the

said instructions iy ulso enclosed for ready references,

3. The Commitiee on Violation of Protocol Norms and Contemptuous Behaviour of
Government Officers with Members of Lok Sabha in Paragraph 63 of its First Report tabled in
the Lok Sabha on 06.02.2014 has recommended that thig Department may sensitise all civjl
servanis’and officials jn various Ministries and Departments particularly under them for strict

cornpliance of the Instructions relating to official dealings issued in thig regard between the
Admiriistration und the Members of Parligment.

4. 7 The Committee en Violation of Protocol Notms and Conternptuoys Behaviour of
Government Officers witit Members of 1ok Sabha at its first sitting held on 23 October, 2014,
also felt that the consolidated instructions/ guidelines issued by the Department of Personne] &
Training (DaPT) on 3 Cecember, 2011 on Offical Dealing between Administration and Members

.of Parliament need to be again circulated 1o al concerned Executive | unctionaries,

5. All Ministries/ Departments are requesied to ensure that the a
fnstructions are followed by ali officials concerned, both in Jetter i
guidelines faid down an this subject will be viewed seriously, -

bave basic principles and
N spirit, Violation of the

6. Chief Secretaryss of ail'States/ UTs are requested to cirgulate the,
Gavernment officials at the” State/ Division and Disyel
implementation. '

(Jin, Vaidyanathan)
Director (Establishment)

L. Al Ministries / Departments (85 per standard list)
2. Chief Secretaries of all States / UTs {as per standarg list) -




No. 14024/1/20) 6-Esti{1)
Government of India
Ministry of Personnel, Public Grievances and Densions
(Department of Personnel and Training)

North Block, New Dethi - 110001
Dated the 13" June, 2016

' OFFICE MEMORANDUM

Subject;- - Recruitment of Staff through Employment Exchanges, regarding.

LR S

In continuation of this Department’s Office Memorandum No. 14024/2/96-Estt. (12
dated 18" May, 1998 and further amended vide OM of even number dated 09" November,
2005 on the above noted subject wherein jt has been prescribed that all vacancies to be filied
on reguler basis, except those which fall within the purview of UPSC/Staff Seclection
Commission, are to be notified in the Jocal Employment Exchange/Centyal Employment
Exchange as per the provisions of the Employment Exchange (Compulsory Notification of
Vacarncies) Act, 1959, In addition to the reporting of the vacancies to the local Employment

- Exchange/Central Employment Exchange, it has been stipulated that the vacancies should be
given wide publicity on an all India basis, In_ th
FUTd erplagen:ii: Employmei

are also to be dié}iié_

2. It bas -been decided that in addition to the above procedure, advertisement of
vacancies may also lbe placed at the National Career Service (NCS) Portal of Ministry of
Labour & Employment, which has been developed primarily to connect the opportunities
with the aspiration of youth, ‘

3. These instructions shall be applicable to all services/posts. All Ministries/Departments

are requested to bring these instruetions to the notice of all concerned including attached and

subordinate offices, - @5\0

! (Rajesh Sharma)

Under Secretary to the Govi, of India
Tele, No. 23040340

All Ministries/Departments of the Government of India,

Copy to:~
- All State Governments/Union Teuritory Administrations,

Office of C&AG. :

Secretary, UPSC, :

Staff Selection Commission, CGO Compiex, New Delhi.

Lok Sabha Secretariat, New Delhi, :

Rajya Sabha Yeor stariat, New Delhi.

Director Genez;ul Employment Training.

Secretary, National Counci] (JCM), 13, Ferozeshah Road, New Delhi.

All attached and sub-ordinate offices of DOPT,

Ministry of Railways/Department of Financial Services/Department of Public

Enterprise/Department  of Alomic Energy/Department  of Space/Department  of

Electronics/Depamnent of Non-Conventiona] Energy Sources,

. NIC for placing this information on the website of DOPT.

M AN B W R e
=R AR
-

———




GOVERNMENT OF NA'i"TCN‘A"L CAPITAL TERRITORY OF DELHI
DIRECTORATE OF TRAINING (UNION TERRITORIES CIVIL SERVICES)
Institutional Area Vishwas Nagar, Behind Karkardooma Court, Shahdara, Delhi-110032

Phones: 22304439, 22381704 Fax: 22308556 email: dutcs@nic.m

n®

No.F1/5/20/2016-19/UTCS/(Admn)/ RN L6 — 36 TL  Date: \ - 3~/
To - i ‘ g
! w \ Brag,,
All Heads of Departments/Local/Autonomous Bodies and Corporations, 1/";\5,%\
Government of NCT of Delhi. ({( ) e
» A
Sub: A al Traini Cal dar f ar2 - . r 1
ub: Annual Training Calendar for the year 2018-19 g Dml@}gl'
Madam/Sir, %b | y
Q) e a2

Please find enclosed herewith the Annual Training Calendar for the year 2018-19.  The
Directorate has scheduled 208 Refresher Training Courses in the current year to cater to the
needs of different levels of Government functionaries. The Annual Calendar includes a variety of
training courses in the following areas:

———
SL. No. Area ' Level of Employees No. of Courses |
i) Functional Efficiency All Levels 32 !
i) | Managerial Competence | Senior and Middle Level 24 |
iii) Essential Life Skills All Levels 44 '
iv)- | General Awareness All Levels ‘ 48 |
v) Good Governance All Levels 60 \
Total 208

This year we have started new courses, i.e. Public Procurement under GFR 2017 and

Settlement of Pensionary Benefits. It is hoped that departments and employee will take advantaged
of building them knowledge up to date.

The Directorate also intends to organise on-demand trainings for the specific requirements
pf individual departments in addition to these scheduled trainings. Such trainings would bt

A

Wgamsed keeping in view the convenience of the Department as well as this Directorate.

The Training Policy 2015 of the GNCT of Delhi is also given in the Calendar. The aim of
‘Training for All' as envisaged in the National Training Policy would be possible only with the active
cooperation of all the departments. Departments are requested to focus on the training needs of the

employees to help bridge the gap between desired and actual performance and to send them for the
appropriate trainings.

Hon'ble Deputy Chief Minister, Delhi, in his message, has desired that all department:
SQ nominate employees of all levels, for the scheduled training programmes. Chief Secretary, in hi.

message, has also urged the Heads of Department to actively encourage and nominate employees fo
training.

We seek cooperation of all the departments in running the scheduled Calendar Trainin
okrammes successfully throughout the year. It is requested that each employee in the departmer.
e Jent for training at least once in a year. Nominations can he emailed to the Course Coordinatc

cbncerned, detWom are given in the Calendar. (._mf@%&u’ltz,g ‘

. - & L3XF T
' S S sy oo g Yours faithfull
m -~ {:': A= SR SY
Encl: Annual Training Calendar 2018-19. &;0 R854 { fv‘w/
“f¥¢ @ .~  (CATHERINE MATHA
_ Co Asstt. Director (Training-11
76 MAR 2018 Telefax - 011-2230128

- LYy email: adtrg3utcs.delhi@nic.

o
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. |Training

. | Section

Course Name

Duration Dates

AD-V|

RTI Act- Capacity Building
(For Non-Gazetted
employees

AD-VI|

Computer Operations
(Advanced Course)

Two days|02.05.18 (Wednesday) - 03.05.18 (Thursday)

Three [02.05.18 (Wednesday) - 04.05.18 (Friday)
days

AD -V

Sensitisation for Prevention

of Sexual Harassment at
work place

One day [04.05.18 (Friday)

Ethics and Values in
Governance

Two days|07.05.18 (Monday) - 08.05.18 (Tuesday)

Budget Preparations
Executions & Monitoring

Two days| 10.05.18 (Thursday) -11.05.18 (Friday) j

Interpersonal Skills -
Team Building

Two days {10.05.18 (Thursday) -11.05.18 (Friday)

Rights and Welfare of
Persons with Disabilities

One day | 11.05.18 (Friday)

Consumer Rights

E-Office

One day [ 11.05.18 (Friday)

One day {11.05.18 (Friday)

Procure to Purchase Cycle

Three |14.05.18 (Monday) -16.05.18 (Wednesday)
days

Office Procedure (including
Record Management, Dak,
Receipts, File Numbering
Filing, File Movement &
Checks on Delays)

Personal Skills :
Managing Stress and Anger

Four days| 14.05.18 (Monday) -17.05.18 (Thursday)

Two days [ 17.05.18 (Thursday) - 18.05.18 (Friday)

Rights and Welfare of
Senior Citizens- Care and
Respect

Civil Rights and Human
Rights

One day |18.05.18 (Friday)

One day | 18.05.18 (Friday)

Incident Command System
Planning and Management
in Case of Disaster

Three 121.05.18 (Monday) - 23.05.18 (Wednesday
days

E-Governance

Basic Computer Operations

GG | One day 23.05.18(Wednesday)

GG |Two days|23.05.18 (Wednesday)~24.05.18(Thursday

Empowering Women-

Self Defence Skills-Level || days

ELS | Three |23.05.18 (Wednesday)-25.05.13 (Friday

20
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AD-V |Sensitisation Programme GA  {Two days|24.05.18 (Thursday) - 25.05.18 (Friday)
regarding North East India
AD-l | Accounts Matters FE [Four days|28.05.18 (Monday) - 31.05.18 (Thursday) -

(including Pension,
Retirement Benefit ,
Functions of DDOs,
Budget, GFR -2017,
Delegation of Financial
Power & e-procurement)




<JUNE-2018>

Training Course :
E Section Course Name Code Duration Dates

AD -V |Minorities Issues GA | One day 01.06.18 (Friday)

AD-I | Vigilance Matters (including| FE [Five days|04.06.18 (Monday) - 08.06.18 (Friday)
Disciplinary Proceedmgs)

(Advanced Course)

AD-VI |E-Office 07.06.18 (Thursday)
36. | AD-lIvV Interpersonal Skills : 07.06.18 (Thursday) - 08.06.18 (Friday
Understandmg DOs and .
DON'Ts in the Workplace

AD -V |Retirement Planning One day O8.06.18(Friday)

AD-VI" | Computer Operations GG 06.06.18(Wednesday)-08.06.18(Friday)

38 AD-vV Protecting the Rights of One day 08.06.18(Friday)
Children- Save the future

—_—
39. Management of Contracts Three [11.06.18 (Monday) -13.06.18 (Wednesday
days

40. | AD-lv Interpersonal Skills - Two 14.06.18 (Thursday)-15.06.18 (Friday
Team Building days

AD -V | Complaint Handling One day|[15.06.18 (Friday)
Mechanism for Sexual
Harassment Committee
Members

AD-I' IHindi Ka Karyalaya Mein Two days 18.06.18 (Monday)-19.06.18 (Tuesday)
Prayog

(Wednesday)
44 AD-VI |E-Governance GG One day 21.06.18 (Thursday)

45 AD-IV | Personal Skills : E
Civic Sense and Etiquette

46 AD -V Environment ang Climate
Change

47 AD -V Cashless/e- ~Transactions

AD-VI |Basic Computer Operations GG Two days 19.06.18 (Tuesday)-20.06.18




48.

AD-I

Settlement of Pensionary FE
Benefits (including
calculation of qualifying
service, calculation of
personal benefits)

Two days

26.06.18 (Tuesday)- 27.06.18 (Wednesday)

49.

AD-VI

RTI Act- Capacity Building GG
(For Non-Gazetted
employees)

Two days

27.06.18 (Wednesday) - 28.06.18
(Thursday)

50.

AD-IV

Empowering Women- ELS
Self Defence Skills-Level 1li

Three

days

27.06.18 (Wednesday) -29.06.18 (Friday)

23
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<JULY-2018>

GA | One day 13.07.18 (Friday)

G. Training Course ]

No. | Section Course Name Code Duration Dates

91.| AD-IV |Personal Skills : ELS | Two days|05.07.18 (Thursday) - 06.07.18 (Friday)
Managing Hours

92.| AD -V |Rights and Welfare of GA | One day |06.07.18 (Friday)
Persons with Disabilities .

53.| AD-l |Office Procedure (including FE |Four days|09.07.18 (Monday)-12.07.18 (Thursday)|
Record Management, Dak,
Receipts, File Numbering/
Filing, File Movement &
Checks on Delays)

54.1 AD-IV |interpersonal Skills : ELS |Two days [12.07.18 (Thursday) - 13.07.18 (Friday)
Art of Communication

95.| AD -V |Gender Sensitisation

56. AD-VI |RTIAct- Capacity Building GG |Two days [16.07.18 (Monday) -17.07.18 (Tuesday)
(For Non-Gazetted .
employees)
57.| AD-l |Public Procurement under FE |Two days [17.07.18 (Tuesday) - 18.07.18
GFR-2017 including e- (Wednesday)
Procurement and GeM :
58.| AD-VI |E-Office GG | Oneday |18.07.18 (Wednesday)
59.1 AD-VI |Basic Computer Operations GG |[Two days |18.07.18 (Wednesday)-19.07.18
(Thursday)
60. { AD-IV |Interpersonal Skills : ELS |Two days |19.07.18 (Thursday)- 20.07.18 (Friday)
} Creating Leaders
61. AD-l  |Pay Fixation (Fixation & FE |Two days [23.07.18 (Monday) - 24.07.18 (Tuesday)
Revision of Pay, MACP, '
Income Tax, NPS & Audit)
62. { AD-lIl [Incident Command System MC Three [23.07.18 (Monday) - 25.07.18
Planning and Management in days [(Wednesday)
Case of Disaster
63. | AD-VI |Computer Operations GG Three (24.07.18 (Tuesday) - 26.07.18 (Thursday)
(Advanced Course) days
64. | AD-IV Empowering Women- ELS Three [25.07.18 (Wednesday)- 27.07.18
Self Defence Skills-Level | days (Friday)
65. | AD-VI (E-Governance

GG | One day [26.07.18 (Thursday)

AD-|

Vigilance Matters (including | FE
Disciplinary Proceedings)

Five days|30.07.18 (Monday) - 03.08.18 (Friday)




st |

@Gus
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Training c N CourseD 6 Dat
No. | Section ourse Name Code |>uration ates
67.] AD-IV |interpersonal Skills :

T-201D

/| Team Building

ELS Two [02.08.18 (Thursday) - 03.08.18 (Friday)

days

68. | AD-V |Civil Rights and Human GA |Oneday|03.08.18 (Friday)
Rights
69. AD-I | Personnel & Establishment FE

Matters (Including
Reservation, CCS (CCA)
Rules, MACP,APAR, GPF,
LTC & Medical Rules)

Five 106.08.18 (Monday) -10.08.18 (Friday)
days

70. | AD-IV [Personal Skills - ELS Two 109.08.18 (Thursday) -10.08.18 (Friday)
Managing Stress and Anger days
71.| AD-vV Protecting the Rights of GA |Oneday|10.08.18 (Friday)
Children- Save the future
72.| AD-V .| Sensitisation Programme on] - GA  [One day|13.08.18 (Monday)
Prevention of Atrocities
against SC/ST
73.{ AD-lIV Interpersonal Skills - ELS Two [16.08.18 (Thursday)-17.08.18 (Friday)
Creating Leaders days
74.1 AD-VI |Basic Computer Operations| GG Two [16.08.18 (Thursday)-17.08.18 (Friday)
days
AD -V |Retirement Planning GA [One day(17.08.18 (Friday)
AD-VI | E-Office GG [Oneday| 20.08.18 (Monday)
AD-VI  [RTIAct- Capacity Building GG Two [20.08.18 (Monday) -21.08.18 (Tuesday)
(For Non-Gazetted days
employees)
AD-IV | Personal Skills - ELS Two [23.08.18 (Thursday)-24.08.18 (Friday)
Civic Sense and Etiquette days
AD -V [Complaint Handling GA |One day|24.08.18 (Friday)
Mechanism for Sexual
Harassment Committee
Members
AD -V [Consumer Rights GA  |One day|24.08.18 (Friday)
AD-VI _|E-Governance GG |Oneday|24.0818 (Friday)
AD-l | Settiement of Pensionary FE Two [27.08.18 (Monday)-28.08.18 (Tuesday)
Benefits (including days
calculation of qualifying
service, calculation of
personal benefits)
AD-ll | Project Management MC

days

Three 127.08.18 (Monday)- 29.08.18 (Wednesda—y—)‘[




Computer Operations GG | Three [27.08.18 (Monday) - 29.08.18 (Wednesday)
(Advanced Course) days

85. AD-II | People Participation and MC Four 127.08.18 (Monday)- 30.08.18 (Thursday)
Public Partnership days

86. | AD-IV [Empowering Women- ELS | Three [29.08.18 (Wednesday) - 31.08.18 (Friday)
Self Defence Skills-Level I days

87.| AD-V [Rights and Welfare of GA  |One day|31.08.18 (Friday)

Senior Citizens- Care and
Respect




SEPTEMBER-2018

Sl. |Training Course .

No. |Section Course Name Code Duration Dates

88. | AD-IV [Interpersonal Skills : ELS |Two days|06.09.18 (Thursday) - 07.09.18 (Friday)
Understanding DOs and
DON'Ts in the Workplace

89. | AD-VI |Basic Computer Operations | GG |Two days|10.09.18 (Monday) -11.09.18 (Tuesday)

90. | AD-l |Office Procedure (including FE |Four days|10.09.18 (Monday) - 13.09.18 (Thursday)
Record Management, Dak,

Receipts, File Numbering/
Filing, File Movement &
Checks on Delays)

91. | AD-IV |Personal Skills : ELS [Two days|13.09.18 (Thursday) -14.09.18 (Friday)
Civic Sense and Etiquette

92. | AD-ll |Budget Preparations MC | Two days|13.09.18 (Thursday) -14.09.18 (Friday)

' Executions & Monitoring

93. | AD -V |Cashless/e-Transactions GA | One day |14.09.18 (Friday)

94. | AD-V! |RT!Act- Capacity Building GG |Two days|17.09.18 (Monday) -18.09.18 (Tuesday)
(For Non-Gazetted :
employees)

95. | AD-VI |Computer Operations GG Three |17.09.18 (Monday)-19.09.18
(Advanced Course) days |(Wednesday)

96. | AD-ll |Management of Contracts MC Three |17.09.18 (Monday) - 19.09.18 (Wednesday)

days

97. | AD-VI |E-Governance GG | One day |24.09.18 (Monday)

98. | AD-VI |E-Office GG | One day {24.09.18 (Monday)

99. | AD-Il [Incident Command System | MC Three [24.09.18 (Monday)-26.09.18 (Wednesday)

' Planning and Management days
in Case of Disaster

100. | AD-l  |Accounts Matters FE |Four days|24.09.18 (Monday) - 27.09.18 (Thursday)

(including Pension,
Retirement Benefit ,
Functions of DDOs,
Budget, GFR-2017,
Delegation of Financial

Power & e-procurement)

101. | AD-IV | Empowering Women- ELS | Three |26.09.18 (Wednesday)-28.09.18(Friday)
Self Defence Skills-Level lil




@TOBERQO@

Disciplinary Proceedings)

. ini c
No. 2:::;:,? Course Name é):drze Duration Dates
102.{ AD-IV {Personal Skills : ELS Two 104.10.18 (Thursday) - 05.10.18 (Friday)
Managing Hours days
103.| AD-V [Sensitisation Programme GA Two (04.10.18 (Thursday) < 05.10.18 (Friday)
regarding North East India days
104.| AD-l [Personnel & Establishment FE Five 108.10.18 (Monday)-12.10.18 (Friday)
Matters (Including days .
Reservation, CCS (CCA)
Rules, MACP,APAR,GPF.LTC
: & Medical Rules)
105.| AD-VI |Ethics and Values in GG Two 110.10.18 (Wednesday)-11.10.18
Governance days | (Thursday)
106.| AD-IV |Interpersonal Skills - ELS Two [11.10.18 (Thursday)-12.10.18 (Friday)
Art of Communication days
107.| AD-VI [RTI Act- Capacity Building GG Two (11.10.18 (Thursday) -12.10.18 (Friday)
(For Non-Gazetted days
employees)
108.1 AD-VI |E-Office GG |Oneday|12.10.18 (Friday)
109.1 AD-V |Gender Sensitisation GA |Oneday|12.10.18 (Friday)
110.| AD-V | Retirement Planning GA |Oneday|18.10.18 (Thursday)
1. | AD-VI |Basic Computer Operations GG Two 122.10.18 (Monday)- 23.10.18 (Tuesday)
L days
112.1 AD-Il |Procure to Purchase Cycle MC | Three [22.10.18 (Monday) -25.10.18 (Thursday)
days
3.1 AD-V |Sensitisation for Prevention of| GA |One day|23.10.18 (Tuesday)
Sexual Harassment at work
place
4. AD-IV |interpersonal Skills - ELS Two [25.10.18 (Thursday) - 26.10.18 (Friday)
Creating Leaders days
115.] AD-V Consumer Rights GA |One day|{26.10.18 (Friday)
116. | AD-VI |E-Governance GG [Oneday{29.10.18 (Monday)
7.1 AD-VI |Computer Operations GG | Three {29.10.18 (Monday) - 31.10.18
(Advanced(?ourse) days (Wednesday)
AD-l [ Vigilance Matters (including | FE Five

days

29.10.18 (Monday) - 02.11.18 (Friday)




Public Procurement under
GFR-2017 including e-
Procurement and GeM

30.10.18 (Tuesday) - 31.10.18
(Wednesday)

Training for Rashtriya Ekta
Diwas (Proposed)

October / November [On receipt of
Circular from AR Deptt.]

Awareness training for
Vigilance Awareness week
(Proposed)

October / November [On receipt of
Circular from Dte. Of Vigilance]
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@)VEMBER-ZO@

Citizens- Care and Respect

S(l)'. TS-r:;rtlilgr? Course Name Cé):;sée Duration Dates
122.| AD-VI |E-Office GG |One day|01.11.18 (Thursday)
123.| AD-IV |Interpersonal Skills : ELS Two 101.11.18 (Thursday) - 02.11.18 (Friday)
Team Building days
124.| AD-Il |Project Management MC | Three {01.11.18 (Thursday) - 05.11.18 (Monday)
days : .
125.| AD-IV |Interpersonal Skills : ELS Two (08.11.18 (Thursday)- 09.11.18 (Friday)
Understanding DOs and days
DON'Ts in the Workplace
126.| AD-V |Rights and Welfare of GA |Oneday|12.11.18 (Monday)
Persons with Disabilities
127.1 AD-ll {Management of Contracts MC | Three [12.11.18 (Monday)-14.11.18 (Wednesday)
days
128.| AD-l |Pay Fixation (Fixation & FE Two {14.11.18 (Wednesday) -15.11.18 (Thursday)
Revision of Pay,MACP, days
Income Tax, NPS & Audit) :
129. | AD-VI | Computer Operations GG | Three |14.11.18 (Wednesday)-16.11.18 (Friday)
(Advanced Course) days '
130. { AD-IV |Personal Skills : ELS Two  115.11.18 (Thursday) - 16.11.18 (Friday)
' Managing Stress and Anger days
131.| AD-V |Complaint Handling GA | One day|16.11.18 (Friday)
Mechanism for Sexual
Harassment Committee
Members
132.| AD-V |Environment and Climate GA |One day|16.11.18 (Friday)
Change :
133.| AD-VI |E-Governance GG |Oneday|19.11.18 (Monday)
134.| AD-VI |RTI Act- Capacity Building GG Two [19.11.18 (Monday) - 20.11.18 (Tuesday)
(For Non-Gazetted days
employees)
135.| AD-VI |Basic Computer Operations | GG Two [19.11.18 (Monday) - 20.11.18 (Tuesday)
days
136. | AD-ll |Incident Command System MC | Three |19.11.18 (Monday) -22.11.18 (Thursday)
Planning and Management in days
Case of Disaster
AD -V [Rights and Welfare of Senior

GA | One day 26.11.18 (Monday)




Settlement of Pensionary Two |27.11.18 (Tuesday) - 28.11.18 (Wednesday)
Benefits (including calculation days
of qualifying service,
calculation of personal
benefits) .

139.| AD-IV |Empowering Women- ELS | Three [28.11.18 (Wednesday)-30.11.18 (Friday)
Self Defence Skills-Level | days

140.| AD-V |Minorities Issues GA |[One day|30.11.18 (Friday)




Unctions of DDOs, Budget,
GFR-201 7, Delegation of
Financia| Power § ¢.
procurement)

intérpersonai Skills : 2. (Thursday) -07.12.18
Understanding DOs ang
DON'T:

(Friday)
Sin the Workplace

ting the Rights of
en- Save the future

Sensitisation Programme on
Prevention of Atrocities against
SC/ST

Childr

Personne| & Establishment
Matters (Includin

CcCs (Cca) Rules,
MACP,APAR,GPF,LTC &
M

edicg) Rules

Computer Operationg
(Advanceg Course)
Pr

W Ocure to Purchase Cycle “ 12.12.18(Wednesday)-14.12.18 (Friday
E—Governance

m 13.12.18 (Thursday)
Persona| Skills - 13.12.18 (Thursday) -14.12.18 (Friday)
Civic Sense and Etiquette .
Sensitisation for Prevention of One day|{14.12 18 (Friday)
S ! Harassment at work
e
m Cashiess/e-Transactions

m -
-Hindi Ka Karyalaya mein m 18.12.18 (Tuesday) 19 1273
Prayog Wed
RTI Act.
(For N

Capacity Building
or Non-G

19.12.18 (Wednesday)- 20.12.18
azetted eMmployees (Thursday)
2nd Administratiy,

19.12.18
Ommission —

(Wednesday) -20.12.18
(Thursday)
Recommendations & Best
Practices

€ Reformg




Empowering Women-

Self Defence SkiHs~Level l
Sensitisation
"egarding No




JANUARY-ZOD

sl

Training Course .

No. | Section Course Name Code Duration Dates

161.| AD-IV [Personal Skills : ELS Two ]03.01.19 (Thursday) - 04.01.19 (Friday)
Managing Hours days

162.1 AD - V | Consumer Rights GA |One day|04.01.19 (Friday)

163.| AD-l |Office Procedure (including FE Four 107.01.19 (Monday)-10.01.19 (Thursday)
Record Management, Dak, days
Receipts, File Numbering/
Filing, File Movement &
Checks on Delays)

164.| AD-ll |People Participation and Public| MC Four 107.01.19 (Monday)-10.01.19 (Thursday)
Part nership days

165. AD-VI [RTI Act- Capacity Building GG |Two days|09.01.19 (Wednesday)-10.01.19
(For Non-Gazetted employees) ' (Thursday)

166.{ AD-IV |Interpersonal Skills : ELS Two  |10.01.19 (Thursday) - 11.01.19 (Friday)
Art of Communication days

167.| AD - V | Environment and Climate GA | One day | 11.01.19 (Friday)
Change

168.| AD-ll |Incident Command System MC Three |14.01.19 (Monday) -16.01.19
Planning and Management in days (Wednesday)
Case of Disaster :

169.| AD-VI {Basic Computer Operations GG [Two days|16.01.19 (Wednesday) - 17.01.19

(Thursday)

170.1 AD-IV |Empowering Women- ELS | Three [16.01.19 (Wednesday)- 18.01.19(Friday)
Self Defence Skills-Level || days

171.{ AD-VI |E-Office GG |One day [18.01.19 (Friday)

172.1 AD - V |Rights and Welfare of Persons| GA One day | 18.01.19 (Friday)
with Disabilities
E-Governance GG |[Oneday|{21.01.19 (Monday)
Pay Fixation (Fixation & FE (Twodays|21.01.19 (Monday) - 22.01.19 (Tuesday)
Revision of Pay, MACP,
Income Tax, NPS & Audit)
Computer Operations GG Three [21.01.19 (Monday) - 23.01.19
(Advanced Course) days (Wednesday)
Interpersonal Skills : ELS Two |24.01.19 (Thursday) - 25.01.19 (Friday)
Creating Leaders days
Public Procurement under FE [Two days|29.01.19 (Tuesday) - 30.01.19
GFR-2017 including e- (Wednesday)
Procurement and GeM ]

34




@BRUARY-ZOE

Sl. |Training Course .
No. | Section Course Name Code Duration Dates
178.] AD-V |Rights and Welfare of Senior GA | One day | 01.02.19 (Friday)
Citizens- Care and Respect
179.| AD-I |Vigilance Matters (including FE [Five days|04.02.19 (Monday) - 08.02.19 (Friday)
Disciplinary Proceedings)
180.| AD-VI |RTI Act- Capacity Building GG |Two days|06.02.19 (Wednesday)- 07.02.19
(For Non-Gazetted (Thursday)
employees) »
181.| AD-IV |Interpersonal Skills : ELS |Two days|07.02.19 (Thursday) - 08.02.19 (Friday)
Team Buiiding
182.| AD - V | Sensitisation for Prevention of | GA | One day 08.02.19 (Friday)
Sexual Harassment at work
place
183.| AD-VI |E-Office GG | One day |11.02.19 (Monday)
184.| AD-ll |Project Management MC Three |11.02.19 (Monday) -13.02.19
days |(Wednesday)
185.1 AD-IV |Personal Skills : ELS |Two days|14.02.19 (Thursday)-15.02.19 (Friday)
Managing Stress and Anger
186.| AD - V | Retirement Planning GA | One day {15.02.19 (Friday) .
187.1 AD-VI |Basic Computer Operations GG |Two days|19.02.19 (Tuesday)-20.02.19
(Wednesday)
188.| AD-VI |E-Governance GG | One day |20.02.19 (Wednesday)
189.1 AD-l |Settlement of Pensionary FE |Two days|20.02.19 (Wednesday) - 21.02.19
Benefits (including calculation (Thursday)
of qualifying service,
calculation of personal
benefits)
190.| AD-ll |Budget Preparations MC {Two days|20.02.19 (Wednesday) -21.02.19
Executions & Monitoring (Thursday)
191.] AD-IV |Empowering Women- ELS Three [20.02.19 (Wednesday)-22.02.19 (Friday)
Self Defence Skills-Level Il days
192.| AD -V | Complaint Handling GA | One day |22.02.19 (Friday)
Mechanism for Sexual
Harassment Committee
Members
193.| AD-Il |Management of Contracts MC |Three days|25.02.19 (Monday)-27.02.19 (Wednesday)
194. | AD-VI |Computer Operations GG Three |25.02.19 (Monday)-27.02.19
(Advanced Course) days |(Wednesday)




@ARCH-ZMD

Sl. [Training Course .
No. | Section Course Name Code Duration Dates
1954 AD-VI | Computer Operations (Advanced | GG Three [05.03.19 (Tuesday) -07.03.19
Course) days |[(Thursday)
196 AD-Il |Procure to Purchase Cycle MC Three | 05.03.19 (Tuesday)- 07.03.19
days | (Thursday)
197} AD-VI |E-Governance GG | One day | 06.03.19 (Wednesday)

198, AD-l |Pay Fixation (Fixation & Revision| FE [Two days|06.03.19 (Wednesday) - 07.03.19
of Pay, MACP, Income Tax, NPS (Thursday)
& Audit)
199} AD-IV |Interpersonal Skills : ELS Two |07.03.19 (Thursday) - 08.03.19 (Friday)
Understanding DOs and DON'Ts days
in the Workplace
200] AD-VI| |E-Office GG | One day | 08.03.19 (Friday)

201| AD-l |Hindi Ka Karyalaya Mein Prayog | FE {Two days| 11.03.19 (Monday) - 12.03.19 (Tuesday)

202| AD-ll |People Participation and Public MC Four [11.03.19 (Monday)-14.03.19 (Thursday)
Partnership days

203 AD-VI |Basic Computer Operations GG |[Two days|12.03.19 (Tuesday)-13.03.19

(Wednesday)

204} AD-IV |Empowering Women- ELS | Three |13.03.19 (Wednesday)-15.03.19 (Friday)
Self Defence Skills-Level | days

205 AD - V | Protecting the Rights of Children-| GA |[One day | 14.03.19 (Thursday)
Save the future

206) AD -V | Consumer Rights GA | One day | 18.03.19 (Monday)

Civic Sense and Etiquette

days

207] AD-Il {Incident Command System MC Three |18.03.19 (Monday) - 20.03.19
Planning and Management in days |(Wednesday)
Case of Disaster
208 AD-IV |Personal Skills : ELS Two  128.03.19 (Thursday) - 29.03.19 (Friday)




| <APRIL-2018>

Training
Section

Course Name

Course

que

Duration

Dates

AD-IV

Personal Skills :
Managing Hours

ELS

Two days

05.04.18 (Thursday) - 06.04.18 (Friday)

AD-IV

Interpersonal Skills :
Art of Communication

ELS

Two days

12.04.18 (Thursday) - 13.04.18 (Friday)

AD-VI

RTI Act- Capacity Building
(For Non-Gazetted
employees)

GG

Two days

12.04.18 (Thursday) - 13.04.18 (Friday)

AD-VI

E-Office

GG

One day

17.04.18 (Tuesday)

AD-|

Public Procurement under
GFR-2017 including e-
Procurement and GeM

FE

Two days

17.04.18 (Tuesday) -18.04.18 (Wednesday)

AD-IV

Interpersonal Skills :
Creating Leaders

Two days

19.04.18 (Thursday) - 20.04.18 (Friday)

AD-lI

Project Management

Three
days

23.04.18 (Monday) - 25.04.18 (Wednesday)

AD-I

Personnel & Establishment
Matters (Including
Reservation, CCS (CCA)
Rules,
MACP,APAR,GPFLTC &
Medical Rules)

Five days

23.04.18 (Monday) - 27.04.18 (Friday)

Basic Computer Operations

Two days

25.04.18 (Wednesday) - 26.04.18 (Thursday)

Empowering Women-
Self Defence Skills-Level |

Three
days

25.04.18 (Wednesday) - 27.04.18 (Friday)

Environment and Climate
Change

One day

27.04.18 (Friday)
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