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Annexure-A to letter No. T.HI.UF 9./9f&I0T FaT/eds/2023-24

P_rogramme Schedule for Training of Induction Course for Steno Grade-ll from 17/07/2023 to 28!07!2025
No of Date & ! o
Day . Topics Proposed Faculty Venue
| Session(s) Time
1 1 915 Registration | &M Cell | Training Cell O&M
Introduction/expectation/Overvie
17.07.23 o ) Faculty from RTC
! _ w/Briefing on Syndicate CDA (RTC) Meerut |
{First half) . Meerut
Presentation
17.07 23 . _
Duties & Responsibilities of Faculty from RTC
2 (Second CDA{RTC) Meerut
PAs Meerut
half)
18.07.23 o _ Faculty from CDA .
2 ) Communication Skills CDA (PD) Meerut
(First half) | (PD)
18.07 23 _ '
Machinery of Government of Facuity from CDA
2 {Second CDA (PD) Meerut
India (PD)
half)
19.07 23 o . Sh. Akhilesh Kumar,
3 2 ) Functioning of the office CDA {Army) Meerut
(First half) SAQ, AN-
19.07 23
i Sh. Upendra Kumar, ‘
2 (Second Office Procedure CDA (Army) Meeruf |
AO, AN-V
half)
. 90.07.23 Official meetings-Role of PAs, Facuity from RTC
4 B Timely submission of necessary Meerut CDA (RTC) Meerut
(First half} .
papers for meetings etc.
2007 23 '
Sh. Upendra Kumar,
2 {Second Conducts Rules CDA (Army) Meerul
AQ, AN-V
half)
R e —— T == — _ 1
21,07 23 _ Faculty from CDA
5 . Stenography Skilis development CDA (PD) Meerut
(First half} (PD) = _
21,07 23 .
' 2 Second Noti d Drafti Shy Desh Raj CDA (Army) Meerut
t n n rm eeru
{Secon oting a rafting Nirvan, SAO y
half)
(22.07.23 & 23.07.23 Saturday & Sunday) |
[ —— - p— gy s
240723 Sh. Upendra Kumar
5] 2 Personal claims /entitlernents 3 CDA (Army) Meerut
(First half) AO, AN-V ]
_ 4, Professional Enhancement MS
24.07 23 ro eismnij n 3E eme t Sh. Satish Bhat COn (Army) Hear
ice/W i men m u
2 (Second office/Word/Email/Engage AAO. AN-IV y
half) calendar ) | - .




25.07.23

| Sh. Abhinav Kumar,

.(Total numbers of day-10 & Total number of sessions 40)

7 _ Right to Information (RTI) CDA (Army) Meerut
(First half) AAO, RTI Cell l
25.07.23 . ‘ |
Sh. Desh Raj
{Second Stress Management ) CDA (Army) Meerut
Nirvan, SAO, O&M
half)
26.07 .23 Sh. Arun Kumar
8 ) Leave Rules CDA {Army) Meerul
{First half) Singh, AAO, AN-VI
26.07.23 Professional Enhancement. MS
Sh, Arun Kumar
{Second Excel/advance feature), NIC ) CDA (Army) Meerut
N Singh, AAO, AN-VI
half) facility |
27.07.23 _ _ | Faculty from CDA
9 ] Typing Skill CDA (PD) Meerut
(First haif) | (PD)
27.07.23 , .
Handling Telephone Smt. Nirmala
(Second ) . CDA {Army) Meerut
calls/Effective Liaison Chauhan, SPS
half)
Managing Visitors/Interpersonal
28.07.23 _ _ Sh.Mukesh Sharma
10 ) Relations/General etiguettes, CDA (Army) Meerut
{First half) IDAS, ACDA
manners etc
28.07.23 | Sh.Ashutosh
(Second Security/Confidential Matter Srivastava, AAO, | CDA (Army) Meerut
half) AN-IV
28.07 23 ! Sh. Jasvinder
(Second Valediction and Assessment Singh, IDAS, | CDA (Army) Meerut
half) Dy.CDA



