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Annexure-A to letter No €.Frr.(ra c./cftIepr 6E{f€-dy2023_24
Programme Schedule for Training of lnduction Course for Steno Grade-ll from 17 t07 t2023 lo 2BlO7 t2OZ3

Day
No of

S essio n( s )

Date &

Time

17 .07 .23

(Second

ha lf)

19.07 .23

(First half)

19.07.23

(Second

ha lf)

20.a] .23

(First half)

Topics

Duties & Responsibi ities of

PAS

l\4achinery of Government of

lndia

Office Procedu re

Official meetings-Rote of pAs,

Timely submission of necessary

papers for meetings etc.

Proposed Faculty Ven ue

Training Cell O& l\/l

Faculty from RTC

Meerut
CDA (RTC) Meerut

Faculty from RTC

lVIee ru t
CDA(RTC) Meerut

Faculty from CDA

(PD)
CDA (PD) Meerur

Sh. Akhilesh Kumar,

SAO, AN.I
CDA (Army) l\4eerut

Sh. Upendra Kumar,

AO, AN-V

2

3

2

2

2

2

Faculty from RTC

Meerut

Sh. Upendra Kumar,

AO, AN-V

CDA (RTC) Nleerut

CDA (Army) [,4eerut

21 .07 .23

(First half)

21 .07 .23

(Second

half)

Faculty front CDA

(PD)

Sh. Desh Ral

Nirvan, SAO

CDA (PD) lvleerur

CDA (Army) lileerut2 Noting and Drafting

(22.07.23 & 23.07.23 Sarurday & Sunday)

Sh. Upendra Kumar

AO, AN-V

Sh. Satish Bhati,

AAO, AN-IV
CDA (Army) Meerut

9:1 5 Registration O&M Cell

17.07 .23

(First half)
l 2

lntroduction/expectation/Overvie

WBriefing on Syndicate

Presentation

2 2 Communication Skills
Faculty from CDA

(PD)
CDA (PD) Meerur

Functioning of the office

4

20.01 .23

(Second

half)

2 Conducts Rules

Stenography Skills development

24.07 .23

(First half)
6 2 Personal claims /entitlements

24.07.23

(Second

half)

Professional Enhancement l\4S

otfice/Word/Email/Enga gement

calenda r

18.07 23

(First half)

18.07 23

(Second

ha lf)

1 1

CDA (Army) IVeerut

5 2

,1

-l

CDA (Army) lvleerut

2



7 2
25.07.23

(First half)
Right to lnformation (RTl)

Sh. Abhinav Kumar,

AAO, RTI Cell
CDA (Army) N4eerut

2

25.07.23

(Second

half)

Stress l\4anagement
Sh. Desh Ral

Nirvan, SAO, O& lvl
CDA (Army) lMeerut

8 2
L

26.07.23

(First half)
Leave Rules

2

26.07 .23

(Second

half)

Professional Enhancement: l\4S

Excel/advance feature), NIC

facilitY

CDA (PD) N/eerut9 2

L

21 .07 .23

(First half)
Typing Skill

Faculty from CDA

(PD)

2

27 .07 .23

(Second

half)

Handling Telephone

calls/Effective Liaison

Smt. Nirma a

Chauhan, SPS
CDA (Army) N,4eerut

2
28.07.23

(First half)

1 Security/Confidential l\ilatter

Sh..Ashutosh

Srivastava, AAO,

AN.IV

'l

28.07.23

(Second

half)

Valediction and Assessment

Sh. Jasvinder

Sing h, IDAS,

Dy.CDA

]CDA (Army) l\.4eerut

Sh. Arun Kumar

Singh, AAO, AN-Vl
CDA (Army) [,4eerut

Sh. Arun Kumar

Singh, AAO, AN-VI
CDA (Army) N,4eerut

Managing Visitors/l nterpersonal

Rela tions/Gene ra I etiquettes,

man ners etc

Sh.l\4u kesh Sharma

IDAS, ACDA
CDA (Army) Meerul

CDA (Army) Meerut
28.01 .23

(Second

half)

-l
I

I

'10

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


