CENTRE FOR TRAINING AND DEVELOPMENT (CENTRAD)

CONTROLLER GENERAL OF DEFENCE ACCOUNTS
OPPOSITE ARMY BASE HOSPITAL, BRAR SQUARE, DELHI CANTT- 10
Ph: 011-25694268, 25694298 Fax: 011-25694308 Email: trgdiv-brar.cgda@nic.in

Important Circular
(Through CGDA website)

To

All PCsDA/ PIFAs/CsDA/IFAS/CFA (Fys)
Controller RTCs/NADFM/DPTI/DTC

Subject: -  Induction Training for Jr. Hindi Translator, Steno Gr. - Il and MTS.
Reference: - This HQr Important Circular no even dated 02-11-2015.

Instructions have already been issued to all Controller offices vide
circular cited under reference to conduct in-house two weeks induction training
programme of newly recruited Stenographers Gr-Il, Jr. HT and MTS as and
when they join their respective offices.

2 The approved modules of two weeks Induction training for Jr. Hindi
Translator, Stenographers and MTS are forwarded herewith for taking further
necessary action as stipulated in this HQrs office Important Circular No. even
dated 02-11-2015. The Training Programme may also be included in the In-
House Annual Course Calendars.

Sdx % x
(Sangeet)
Dy. CGDA (Trg.)

File No: TD/3364/InductionTrg/2015
Dated: 28" Jan.2016

Copy to:-
1 /c AN —IV/AN-VIII/ AN-XI (Local) — for information please.
\/Z/SSP Centre (Local) - With a request to upload the Circular on the CGDA

website




Course at a Glance

Induction Training Course for &%ﬁ:@@m@@qmbh@m Gr-ll

Total duration

Working Days

Two Weeks
10 Days

Total no of sessions

40 Sessions

o)

Registration

Valediction

On the first day at 09:15 AM
On the last day at 4:00 PM

4

Assessment

Written-20 marks
Other- 5 Marks.
Total- 25 Marks




Induction Training Module of Stenographers Gr - [l

SESSION PLAN

FIRST WEEK (20 SESSIONS)

nS“)

ey

SL TOPICS NO OF DAY
NO SESSIONS
1 Course Administration — Registration/ 2 1 st day ( First Half)
Introduction/expectation/Overview/Briefing on
Syndicate Presentation _
2 Duties & Responsibilities of PAs 2 | 1 Day ( Second Half)
3 Communication Skills 2 2" Day (First Half)
4 Machinery of Government of indla 2 P Day ( Second Half)
5 Functioning of the office 2 3" Day ( First Half)
6 Office Procedure 2 3" Day ( Second-Half)
7 | Official meetings- Role of PAs, Timely d 4" Day (First Half)
submission of necessary papers for meetings
elc. 3
8 | Conduct Rules - 2 4“1 Day ( Second Half)
9 Slenoqraphy Skills developmbm 2 Day ( First Half) -
10 | Noting and Drafting 2 ”‘ Day (Second Half)
SECOND WEEK ( 20 SESSIONS)
11 | Personal claims / entitlements 2 6" Day ( First Half)
12 | Professional Enhancement : MS office/ Word / 6fh Day (Second Half)
Email/ Engagement calendar
13 | Right to Information ( RTI) 2 7" Day ( First + !alf)
14 | Stress Management 2 i Day (Second Half)
15 | Leave Rules 2 8th Day ( First Half)
16 | Professional Enhancement : MS Exel/ ( 2 " Day (Second Half)
advance feature), NIC facility ‘
17 | Typing Skills 2 9" Day ( First Half)
18| Handling Telephone calls/ Effective Liaison 2 9" Day (Second Half)
19 | Managing Visitors/ Interpersonal Relations/ 2 10" Day ( First Half)
General etiquettes, manners etc.
20 | Security /Confidential Matters » 1 10" Day (Second Half)
21 |V Valediction and Assessm ent 1 10" Day (Second Half)
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Driving of
ﬂ/)ﬂ

Photocopy, sending of FAZ,
vehicles if valid license.

Duration  : 10 Days (From to ) Venue:
Course Coordinator .
PROGRAMMIE SCHEDUILIE
DATIE | SES- | TIME TOPIC FACULTY
/DAY SION | (hrs) ) .
1t 0930-1000 Registration
Day [ 1000-1115 |
Department and ifs function
Il 1145-1300
T 1415-1530 | Duties and Responsibilities of MTS
v 1600-1715
| 1000-1115 | General Manners and Etiquettes towards the
senior, women and fellow employee in day to
In 1145-1300 | day office working ‘
General Office etiquettes «~
I 1415-1530
Cell phone/Telephone/IFlag/ Toilet |
IV | 1600-1715 | etiquettes. e
3™ [ 1000-1115 | Guest handling and their complaints L~
Day
' Types of office machines & equipments and
I 1145-1300 | their usage. (P2
A0 | 1415-1530
v 1535-1600 | Handling of office e_quipn'xents and machines ( | -




conduct.

| DATE | SES- | TIME TOPIC FACULTY .
/DAY | SION | (hrs) ks
# [ 1000-1115 | Record Maintenance:- O)ganmng and filing . il
Day of records . A I

: * Identification of records for retention. - i '{
11 1145-1300 v . =g
ol
e _
1 1415-1530 <
Departmental security, instruction in respect @”
of official / dawfe(l documents. G
, S (e - S K&
v 1600-1715 | ‘5":
G
&J{q i\
e ——— — i
5 I 1000-1115 | Movements of classified documents, and use S
Day and custody of seals. - (“
SR N T ; . —— 4
Physical security measures (Personal security, &
(1 1145-1300 | security  of Govt. Buildings, action on 1
breaches of security) .
» o Upkeep of park/lawns/potted plants etc. N B ’
1 1415-1530
i Cleanliness of office (Building, Fixtures & .fgzlﬁ-‘
v 1600-1715 | fittings upkeep of sections etc. )
6" 1 1000-1115 | Watch and ward duties (Opening & closing of .
Day rooms, dusting of furnitures. L &
?n‘.f
_ Other non clerical works in the sections/sub '
1 1145-1300 | offices/ assisting in routine office work (e.g
Diary/disposal and Computer ) L
11 1415-1530 | Conduct Rules ( Do’s & Don’ts)
Y 1535-1600 | Acts /conducts which ~amounts to mis-



1000-1115 " Activities which require permission /sanctions
of the prescribed authorities. i

Leave Rules and attendance.
) Lo

1145-1300

‘—W“‘*ﬁ'ﬁiE—A:WalBﬂGSS in respect of Govt. facilitics (Loan,
1415-1530 | Adv, LTC etc.)

] 1600-1715 | Brief regarding New Pension Scheme.

10001115 | Hierarchy of offices & designation. .

JFunctioning omm—
1145-1300 | Functional)

ok °

1415-1530

AV

1600-1715 |

Brief of working of the sections of concerned |
PCDA/CDA

( The Working in various sections of the
“[——————— PCDA/CDA Concerned may be divided in four
sections at their end )

1145-1300

10 [ 1415-1530

v 1600-1715

L | 1000-1115 |
10th I 1 [45-13@1 Visiting to various sections of Main Office

day

T | 1415-1530 |
v 16001715 |
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