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UFFICE OF THE CHIEF ENGINEER ' " Phone :{471-2324951

LOCAL SELF GOVERNMENT DEPARTMENT : : _ 0471-2325071
3*" FLOOR, REVENUE COMPLEX - Tele FAX:0471-2324951
PUBLIC OFFICE COMPOUND, ’ email: celsgd@gmail.com
. FHIRUVANANTHAPURAM =33 ' ' : website: www.celsgd.com
No. DB4/3007/2015/CE/LSGD _ ’ -Dated : 21.05.2015
CIRCULAR

Sub:- To pr;}rticipate NCTSR Technical Workshdp —reg.

Ref:- 1) Lr. No.369/LET/2015 dtd 23.04.2015.
- 2) Lr. No. IH/Let/2015 dated 23.04.2015
3) Lr.No.363/LET/2015 dtd 23.04.2015.
4) Lr. No. TH/Let/66-15 dated 23.04.2015.

National Council for Training and Social Research is conducting technical
workshops as per the reference cited. Interested Engineers can participate in the -
training programmes. The participants will have to bear the cost by themselves.

The daie and venue is mentioned in the reference letters.

Ons.

Ecnl : Reference letters

Chiél Engineer
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9B, Pocket B2, Mayur Vihar-/ll, New Delhi-110096 : »
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3rd Floor Rwenue.cOmplex Subject - Technical Workshop Call For Nommat’ons
Building R

NaPYamntg>®3 social R#earch (NCTin) , serves as the apex. body_and..

Dot v

~organized mfrastructura? -‘evelopment i the nation.

i ‘(’_ | JOE-HC Course Fee (Per Participant)
S Date & Venue Non Residential Residential
(3 days) Reslidential Twine Sharing | Single
e : Sharing
.0 URight t- uemation Act 20085,
: : Case k... ! Court Cases And Date -
' | lmprovenizi Of Record thy qgth T
1 ' Management System In asnue:,:g«réjl_ujihﬁglg INR INR INR
- Government Departments | JANPATH ROAD CONNAUGHT = = =
_I_Autonomous Bodies & PSUs". PLACE, New DELHI - 110001
o T WRoster Writing And Reservation
: - In Services Govt. Policy for SCs, Date 23,600/- 33,600/- 43,600/
| STs, GBCs  And Physically | 24" 1q 26 August, 2015
i Handicapped & gecruitment Venue :- “Hote] ‘Shambhala"
: Rules In overnment
Departments AULONOMOUS Leh-194 10_1, Ladakh
| Hodies & PSUs”. (tndia).
5.1 “Stress & Stress Management &
Saff Development In Improving Date

Enhancing Efficiency and | 295 To 23“‘September, 2015
; Behavioral Skills In Government Venue:- HOTEL Bagmallo
' Departments Autonomous = \

L Bodies & PSUs",

Beach Resort, Panaji, Goa

" 4.| “Book Keeping & Accounting,
Accounting Standards &

Strategy Vo Implement Accrual | qgth To 21* October. ., 2015

Sysiem Accounting  In Venur:- HOTEL JANPATH

Goverhiri Departments JANPA H ROAD CONNALF T
______ Autono:. - 5 Bodies & PSUs". PLACE, New DELH! = 118.J1

Date

Wea invite your kind aiteaition to the coverage of the progri...

We assure you 14t the program will be very useful for officers and staff in
Stale & Central Government, State & Central Autonomous

the tradquarter Offlce, Regional Offices and other subori inate offices of &

3¢.ius and PSU's wmch follow the State & Central Govérnment rules and hzlp promote up gradation of technical standards in the

cortaxt of human resource development.

Wecsuld also welccmia Invitation from your side for In- House Tralning programme at your premises.
ThenRyouand az L 1,ig you of our best service as per our t-adition, With best regards.

“:'<‘~ urs faithfeiy
~or {{ational Council For Training & Social Research

I

} ;,g-.-\Q.___‘
N e NG
o RRIE i

/

= upak Gupta, (Addl. Director)

srave inculgence on your valuable time by requesting you kindly to peruse the below details relating to the workshop cited as subject.
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i ‘o information Act 2005, Case Studies/ Court Cases And Improvement Oof

Management System”
Date:- 16" To18% July, 2015 (3 days)
o Y;nuc:- HOTEL JANPATH, JANPATH ROAD CONNAUGHT PLACE, New DELHI - 110001, INDIA
LA
57 - an imuoriant weapon in the hands of our citizens, empowering them to seek any accessible information from a public Authority,
ong the Govt, and its funclionaries more accountable and responsible.
o euliinity has been given to the RT! Act through Print and Electronic media to make the people awarg of the scope and extent of
s nee right and all the more procedure for obtaining information.
\soniss of this new enactment is necessary not-only for the ordinary citizen but also the functionaries of Public Authority. Wha should
yimiiarize themseives with the procedure for dealing with complaints from the Information seekers records to be maintained the
- e wxompl from disclosers, role of central and state information commission etc.

i iny Who above aspect I view Le. (i) spreading the public awareness of the RTl and equipping the subordinates of Public Authority
witl, the knowledge of procedurs and requirements of RTI Act, this programme has been designed for the benefits of the participants.
PR TRAMME COVERAGE ‘

Roncrds Management, Right to information Act Constitutional provisions objectives etc. Right to Information extent & toverage,

Exompiens from disclosures., Prucedure for obtaining information, information related to Third Party, Public Authoritiss under e Acl,

cunsnns and responsibilities. Role of Public Information office first Appellate Authority., Constitution of Central/State information

cortmission-selection and terms & conditions of appointment or removal of its member., Role of Central Information Canunission.,

Appaals, Complaints, Practical Problems in implementation., Case Studies/ Court Cases., Offence & Penaities.

Onohagdor residential accommodation are requested to go directly and stay in AJC rooms at Hotel Jwvitesh 11,
L mend, Opp. Metro Pilter No 87 New Delhi-110005, India 011-49214444, Fax No No:- 011-48214445

o 4sT July, 2015 ( Afternoon) & Check Out :- 18" July, 2015 ( Forenoon)

‘Roster Writing And Reservation In Services Govt. Policy for SCs, STs, OBCs And

Physically Handicapped & Recruitment Rules”

Date 24% To 26" August, 2015
Venue :- “Hotel Shambhala" Leh - 194 101, Ladakh (India).
rEn Concepls of reservation is a hot topic being debated these days in governmental circles, courts,
Lo and industrial circles in context of economic and social changes emerging these days. Participants
b to understand & appreciate need of reservation because the society is still caste ridden and need the
(o arnmental support to come in the main stream. Further a secticn of our society lack physical ability to
carn their livelinood independently and need support. These issues are discussed in the context of orders

ianued by the govt. from time to time. The course will definity benefits the officer connected with the

crncition of reservation scheme.
CUCCTIVE
— To enable the participants to have an insight into the Reservation.
, Prepare and operate Reservation Rosters.
% The inbuilt scheme of Seniority of SC/ST/OBC.
»  Procedure to fili up the backlog vacancies.
{?_{?_QGRAMME COVERAGE :
. Objectives and historical background and constitutional provisions for Reservation of posts in
3arvices. '
- Criteria for determining-SC, ST and OBC.
.. malaxations and Concessions to Reserved Category of persons in appo‘mtment.
ccope and quantum of Reservations in direct appointment.
. goope and quantum of Reservations in promotion.
. tlorizontal reservation for Ex- Serviceman, Physically ‘Handicapped Persons, Sportsmen and
Compassiconate appointments. o
. Preparation of Post-Based Roster.
Seniority of persons selected on own’'s merit list and against reserved posts.
. Preparation of Combined Seniority where requirement is based against reserved posts.
Mow to deal with cases of reservation where the cadre strength is (i) one post and (i) less than 14,

Paze 2 0f 4
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*g ;Nuiional Council for Training « Secials cq: M -,‘.

31{ : . (Corporaie Office)
i / i O3, Pocket B2, Mayur Vihar-Ill, New Delhi-110096
: Ph :- +91-11-43615435, +91-11-43544923, +91-11-22145234, +91-11- 22145235
. 'Fa_x Nos : +91-11-22144978, +34-11-42424964 (M) +91-9911295435
E-maii: info@nctsr.in, office@nctsr.in, /IWebsite; www.nctsr.com

L 5.G Department, (Goverar{tl
3rd Floor Revenue Complex
public Office Building
Thiruvananthapuram -695033

.
Supject: Training Program for New Entrants /in Engineering Ser\‘»\:{ic‘g I [
Respected * ~'Madam, ;’ 43 ; . jﬁ VR
| : b \®
Natioual Council for Training & Social Researc, (NCTSR), serves as the apex =" -
body and representative of the various segments of indian Industry with the mandate to
provide impetus to coliective interest in organized infrastructural development of the nation.

NCTSR has.been working in the direction of improving the quality and technology. In
order to achieve this NCTSR  has faunched several training program throughout the
Country. It shall be our privilege t0 organize technical training programs for Junior
Engineers/ Assistant Engineers (Civil, Mechanical & Electrical). Course content of
proposed training program are as follows:- : '

I S.No. | Topics

‘ 17 1 Preiiminary buildings & road construction requirement and survey.

Suilding construction & maintenance. '

["Ecnstruction material (Road & Building).

Estimate/contract preparation.

CiM tool for construction management :

Computer applications- Internet, Microsoft, Excel, Power Point Presentations, Auto-

} | CAD in engineering.

7. | Project Management

8. | Quality control & Quality assurance.

9. | Building construction management.

10.1 Pavement & cross drainage designing.

i 11.1 Water supply, sewerage and sanitation works alang with construction aclivities &

I 1 regords entry bill preparation etc.

2+ i -werage treatment plants and related activities 8ivo_ffice‘procgdure.

15.,. .Jject preparation, DPR prepe-;*tion and core i fwork

14.1 Feasibility study & preparation of detailed project reports (DPR).

15.| Tdentification, characterization and.stabilization of soil

16.| Laboratory experiment: test on soil, aggregate etc.

17.| Geometrical design &alignment of roads

BRI
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<National Council for Training & Social Research

"+ “Ph - +91-11-43615435, +91-11-43544923, +91-11-22145234, +91-11- 22145235 =
_Fa_x Nos : +91-11-22144978, +91-11-42424964 (M) +91-9911295435
E-mail: info@nctsr.in, office@nctsr.in, /Website: www.nctsr.com

18.1 Fundamentals of mechanical engineering

19.] Lighting schemes & automation

20.| Selection of cables & cable jointing

21.] Distribution automation of power supply

22.1 Laboratory training, site demonstration, group discussion & evaluation.

The participants will be issued course material during the courses.

Expert faculty from industry will cover two topics each in forenoon and afternoon sessicns.
Delivery mode is in formof lectures audio / video presentation, group exercises, role plays,
cames, question and answer sessions.

Course fee is INR =X .6,900/- ( Six thousand nine hundred only ) per participant for three
days training program. Minimum batch size is of 40 Engineers.

Ceourse duration: Three days
Tirnings: 9.30 AM- 5.30 PM.

emie: Selected location in your state / union territory.

LISTER shall take responsibifity of all arangement as appended below:-

. Bear travel expenses & honorarium to the facuity. ' .
Preparation of course contents, computer CD’s & course kit for pa.rtlmpan?s.
Inaugural session, registration, attendance, feedback, examination, valedictory

session &certificate distribution.

Payment: In advance or before commencement of training program through bank draft in
favor of "National Council Training & Social Research” payable at New Delhi.

For more details visit our website www.NCTSR.Com and Contact at Mobile No +971-

9911295435, Email:- office@nctsr.in, info@nctsr.in

We hope that you will find the above in order and incase you need any more details or
~larification kindly revert. -

Thanklng You,

Yours Truly, )
For Nafional Coundl for Training & Social Rescasel

/ >
S }\ T e
— s

Executive Engineer (TRG)
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The Chief Engineer, ~ N"-‘-‘iz:.{a-’uﬂ EE “‘,f;\; ! ' e
L.5.G Departrent, (GovernmentOf Kerfd') - a5 i % L
3rd Floor Revenue Complex st J't o
. 3 Public Office ﬁymﬁg:t:- Executive Development Programme Call For Nominations
;\f"."_ ":"'/NW%‘?myananthapqram 695033 .
" :t-rua_f Council for Training & Social Research (NCTSR) , serves as the apex body and representative of

©nicus segments of Indian Industry with the mandate to provide Impetus to collective intsrest in

v weainfrastrusiural development of the nation.

Course Fee (Per Participant)

Non Residential | Residentiai
o Twine Sharing

Date 17" To * - "June, 2015 §

Residential
Single Sharing

Date & Venue

rot;ht—y R Project

. Managemeni” - leading to

Venue:- HOTEL JANPATH,
JANPATH ROAD, CONNAUGHT

Certificate In Project y
! Management {CIPM)’ PLACE New Delhi, INDIA INR
o1 “Arbitration and Dispute | Date:- 26" To 28" June, 2015 ' INR INR
 Settiement Mechanism Vis |\ GREEN CASTLE MUSSOORIE, X < X
| @ Vis Construction MUSSOORIE. Distt.- DehraDun, 23.600/- 33,600/-
{ Contracts” : Uttarakhand - 248179, ! - 43.600/-
. DISIGNING,  SPECIFYING Date 23™ To 25" July, 2015 ’
_ | AND CONSTRUCTING WITH | Venue:- Sterling Resort, Manal;,
! MODERNCONCRETE Himachal Pradesh, India
4l Environmentat and | Date 24™ To 26" August, 2015
Social impact Venue :- "Hote! Shambhala"

Assessment of Building | | gp - 194 101, Ladakh (India). ‘ ‘
& Highway Projects !

The response has been tremendous from various Govt. departments including PWD, Housing, Rural, Urban
Covelopment DEPARTMENT, Development Authority, Boards & Corporations etc. | am approaching you lhrough this
leiler with @ request to disseminate the list of these program to all the departments of your State so that they can avail
auvantage of the same. These program shall help the State planners to identify the areas of weakness in system and
Lonst the sconomy and employment of the State.

| 7 sure you will like to nominate the Engineers, Architects, Administrators for this program.

o nere details visil cur website www.netsr.com and Contact at Mobile No 09811094923, Email:- office@nctsr.in,

Crnstenin,

wwould also welcome invitation from your side for In- House Training programme at your premises.
Toank you and assuring you of our best service as per our tradition,

Veonocrstroga it

Voours Tiuly,

= ¥attonal Conneil for Training & Social Rescigch

\ . o ’__‘
‘a-':‘i h/u;-é, (2-3‘ a > L‘;‘
Amit Gupta
(f:xacutive Director)

Enclosing :- Objectives & Contents
Pagelof4d



Totality of PROJECT MANAGEMENT

Leading to Cet;tificate In Project Management (CIPM) :
L Date:- 175 June , 2015 To 19" June,2015 . e
feun:- HOTEL JANPATH, JANPATH ROAD, CONNAUGHT PLACE New Delhi, INDIA
et of India today is focused on development and growth. ‘Make in India’ is likely to attract lot of new
" prent growth opportunities. Skill upgradation has been recognize as major pre-requisit t0 handle this big
- ssange teading to formation of a separate skilled development ministry. i

‘. .::'-:‘*aw-;ulcrmkcn (o buill future and hence are risky as future 15 unknown. Recognising the need and the

Co novernment departments, public sector undertakings, cducation and corporate, NCTSR has

Lo prosrnm with alobal subject matter experts in this fields. Participants of the program will get

s cepleion Certificate.
it A g . NN AT ; - H H M N . - . -
v oonald Adttend: Experienced professional junior to senior management who want understand the intricacics ol
project management and want to excel in delivering result. ‘
el Benelts
o impraves one's capability to deliver better, faster, less expensive products and services.
veranmance based cerlilication secures competitive differentiation. The program help to develop 2 common understanding &
.'L:‘.‘.:'L‘.J}EL')’.
Cerlification ensures that you have standards by which project management performance can be measurcd.
Lniployers Benefits
. As the course enhances the knowledge base of the employee for handling the project in an effective manner it helps the company to bring
svor puns and time over rens to a minimum.Jt provides a markeling tool by demonstrating the company’s commitment to excsllence in
L anagae and the knowledge of its staff. s improve the brand image of organization.
Loantoyvee Benefits
[ poviaes peeT recoguition of one's knowledge.
i cnhanees knowledge, quaiifications and enhances confidence to deliver.
et i the reognition of the translerability of an individual's skills from ong company er industry o another.

s the value and Image of an individuals to handle new initiatives.

Custivmers Benefits
Jenrales chivnts to assess @ proposed project manager's knowledge
Sies posilive prool ihat the individual concerned has gained peer recogaition of pisher ability (0 mandue projects
g confideice about the company undertaking the projects
s for rosidential accommodation are requested to go directly and stay in A/IC rooms at Hotel ivitesi 11,
. Toad, Opp. Metro Piller No 87 New Delhi-110005, India 011-49214444, Fax No No:- 011-4921444%

IR TR A 46" June, 2015 ( Afternoon) & Check Out - 1ot June, 2015 ( Forenoon)

is a Vis Construction Contracts”

ifrrtibn and Dispute Settlement Mechan'ism\!
Date:- 26" June, 2015 To 28 June, 2015
S GREEN CASTLE MUSSOORIE, MUSSOORIE. Distt.- Dehra Dun Uttarakhand - 248179,

% "

e

The Lopics tentatively planned to cover are:

1. Dispute Settlement Mechanism in Construction Contracts

The Law relating to Arbitration —Domestic and international

pelevance of Law of Contract in Dispute Resolution

cmerging Trends in judicial Approach to Domestic and International Arbitration
party Autonomy and Avoidance of Delays in Arbitration

5 Qualification and professional Ethics required of an Arbitrator

. enforcement of Awards.
. =ure that this programme will benefit your executives, engineers and officers and

cyiend your support 10 make our attempt purposeful and successful .

W

e

you will

< i for residential accommodation are requested to 9o directly and stay in AIC rooms at GREEN

| _USSCORIE, MUSSOORIE. Distt.- Dehra Dun, Uttarakhand - 248179
iy - 257 June, 2015 Afternoon) & Check Qut - 2™ June, 2015 { Forenoon)




~ yoserval irocedure,

4 Q. .
\JQ -arry forward cf de-reserved posts and fillimg up of backlog yacancials.

c(r)’f‘\'%;iﬁcal exercise on reservation.

7 AT ‘E_st development in the area of the reservation.

- 5?’0 of Liaison officer, Schedule Caste Commission and Schedule Tribes Commission.

- mdintenance of Reservation Procedure.

e Thtm? of 13—::5 ram i.s on case studies Practical Exerciges i preparation of the Roster. Considerible
t@: t.’()J d be .:zllc' s -or this part of the training. Administrative as.ects will receive only passing mention. In
this zspect, this progiam is unique in design. '

- W A . . .
s"\}otej ',m.‘u, gncourages prospective porticipants and heir managements to write in advance
:poc#y.ng .-gn){ I1ssues/problems areas which they would like to be included in course materialfor and
Giscussed during the workshop provided they are within the ambit of the subject of the program.
v ooy it H H .
’) a1t for residential accommodation are requested to o directly and stay in A/C rooms at
S Shambha!esﬁ" Leh - 194 101, Ladakh {India). '
A v\( . s ic ,
aecicn - 23" August, 2015 ( Afternoon) & Check Oyt :- 26" August, 2015 ( Forenoon)

R RO
PR

“Sfress & Stress Management & Staff Development In iImproving Enhancing Efficiency and
Behavioral Skills”
Date 21 To 23" September, 2015 { 3Days)
Venue:- HOTEL Bagmalla Beach Resort, Panaji, Goa, INDIA

The dieid of Office Management has undergone a' sea change in the past decade. The emphasis on
transparency and the right to information has generated ever increasing expectation of the citizens from the
Government Orgecizitions. Coping up with changing environment and attitude of the citizens is one of the
grerwest challenge . woday. Ever increasing workizad and its corzplexity calls for a higher level of efficiency
ans ~ffectivencss of the supporting staff. This program haz been designed accordingly to enhance
protssional capabilities and to bring in a charge in the approach and attitude of the Private Secretaries,
Pereonal Assistants and other staff members playing a supporting role to the decision makers.

PRCOSHAMME COVERAGE :

Changing role of Personal Staff in the emerging socio-economic environment.

Pu.ic Relations, Secretarial Etiquettes, Handling of Visitors and Telephone Calls,

Offi5e Procedure including-, Filing System, Noting & Drafting, Recerds Management, Checks on Delays
Simplification of work & procedures, Stress & Stress Management, Motivation, Team Building, Self

Deoveiopment

Wit Attitede, Time Management, Group Dynamics, Interpersonal Relationship

Ont v for residential accommodation are requested to go directly and stay in A/C rooms at HOTEL Bagmallo Beach Resort, Bagmalio,
Gl :

stieer i - 207 September, 2015 (Afternoon) & Check Qut :- 23" September , 2015 (Forenoan)

“T -k _Keeping & Accounting, Accounting Standards & Strategy To Implement Accrual
5y zmoof Accounting In_Government Departments Autonomous Bodies & PSUs”

Date:- 19" To 21% October., 2015 -
Venue:- HOTEL JANPATH, JANPATH ROAD CONNAUGHT PLACE, New DELHI - 110001

THE NEED

Funding is the lifeline of an organization. Functioning o the organization is entircly dependent on management
and control of funds, viz. budgeting, control of expenditure. Cash flows, cash handling etc. Efficiency in
functioning is dependent upon the manner in which funds are planned and controlied. As a corollary the
pesons handling these jobs have to be knowledgeable about the techniques of these functions. On the job
treiing generally does not enable the trainee to have = clear grasp of the basic concept and intricacies in
butzting, accounting, cash flows etc. and the person remains bereft of common errors and omissions, and

ISRV

tooidacncnce of those working in similar position in other organizations. Limited knowledge becomes a risky
peowasition. Badiing is thus essential not only for the functionaries at base level, but also for the supervisors
it o ovaant to remain effective. In fact proper utilization of funds depends largely on the acumen and
¢« aty of the supervisors. Hence the need to impart training to the functionaries and supervisors. Program

cooorege s as under:
TGRAVIME COVERAGE:-

Pane 3 of4



coounting Need for Accounting and Accounting Formats., Soufces of information for the preparation of

ccounts, System of Accounting (Cash/ Credit/ Accrual), Accounting standards and Procedure followed i?-—\_

‘ornx:u\ation Accounting Standards., Accounting Policy and Notes on Accounts., Bank Reconciliation. .
soncept of transfer entries, Preparation of Journal Vouchers & purposes served., Preparation of Jouﬁ{.a.
-odgfor& purpose served, Financial controls exercised by DDOs, PAOs & HODs., ‘General princindgs of
jefegation of Financial Powers., Various types of Grants-in-aid and treatment extended to Grants-in-aid in e
\ccounts, Meaning & Classification of Assets {with depreciation)! Liabilities. Prepaid expenscs and '
ncomes, Marketable securities, Accounts receivable & Inventory {stock}

?re;*:-._ratio.n of Annual Accounts—Receipt & Payments Alc, income & Expenditure Alc and Balance sheet and
heir rLnctions, Procedures relating to submission of annual accounts to Parliament.

2pting for residential accommodation are requested to go directly and stay in A/C rooms at Hotel Jivitesh 11,

ot Road, (‘?pp. Metro Piller No 87 New Delhi-110005, India 041-49214444, Fax No No:- 011-49214445
_“.hc{:;\: in - 18" October, 2015 { Afternoon) & Check Out :- 21% October, 2015 { Forenoon)
e TAGULTY '

e have our own regular Fgcu!ty. in Service officers are also invited by us as Guest Faculty. All our faculty
-5 have rich in experience since they are mostly retired Joint Secretaries level of the Govt of India.

IR TDOLOGY
Our main cimphasis is on I)aving full involvement of the participants in the subject matter under discussion.
Gy fsculty members deliver lectures intercepted by discussion with participants on each topic so as fo

Cnaere Lhat they get full grasp of the subject and have clear concept of the rules and their application. Case

stucico, group discussion, exercises etc. are also held.

NORUNATION

Zach Homination, Residentiall Non Residential, should be accompanied by a Demand Draft of the required
| Research” payable at New Delhi and should

amaiint drawn in favor of “National council for Training & Socia
be sont in advance along with the nomination. Payment for Defence Empioyces will be received after
sotopiclion of the course and submission of our pre-receipted Bills. Cheques of Outstation_Units will not be

4 Substitution of nominees can be permitted.

S ential-Please send the payment in advance on before comm

iNon-iRe
Rcs‘i!%:\iial-Accommodation would be available if confirmed Payment in advance before Co
for Training & Social

the Progran. _
oavinant may please be made through Bank Draft in favor of «National Council

Sew o2l payable at New Delhi.

ey T

encement of the Program
mmencement of

41:15 AM to 11:30 AM & 03:15 PM to 03:30 PM
01:00 PM to 02:006PM

1510t PROCEDURE
oion will be made on first come first served basis only. Intim
nrorram will be communicated as soon as possible after the rece’

AMME DURATION & SCHEDULE
5.00 pm daily. There weiil be 4

be a three days Technical Workshop will be conducted from 9.30 AM to

anssions cach day. Each session will be of 75 minutes duration.
preaRTING TIME

The participants are to report for registration at 9:00 AM at Venue.

Sy AN GEMENTS BY US

T Lunch, TealCoffee with Snacks, Course material, Pad, Pen, Bag/Fold

-‘;gj,;.-The candidates have to make their own arrangements.

ation regarding admission of the poimines
ipt of pomination.

er, Participation Certificate.

L i :

T T . e .. . : rd
Tho orticipants will be awarded certificates on completion of the course without any absenteeism on 3 day
At e osnd of the course.

FORMATIQN
reaffinmed  that the aforesaid Program shall be conducted as per schedule and wilt not be

cbnodd {;-ostponed or cancelled except for reasons unforeseen & beyond our control.
cr - O You can call the Central Line +91-9911295435 for any querics regarding the Workshop Further
and correspondence regarding admission and other matters relating to the program may he

LTS

%5, Decpak Gupta, Addl.Director Walika Sethi, Prog Co-ordinator
Nots: - in house Training Program are also organized by us. In-house training proeg
aponsoring organizations — Subjects can be selected by the SpoOnsors.

rams at the premises of
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3 . arate (ffice) 3
; r'i i/ v ocket B2, Mayur Vihar-EIE, New Delhi-£ 10096 . N

420h - +91-11-43615435, +91-11-43544923, +91-11-22145234, +91-11- $A14523F e
" Fax Nos : +91-11-22144978, +91-11-42424964 (M) +91-9911295435 | ¢ | i
E-mail: info@nctsr.in, ofﬁce@,qctsr.in, Website: www.nctsr.ciem ¥

Ref. Nis.- H/let/66-15 /’gﬁhrﬂfﬁﬁ\ New Delhi, the Dated : 5?;EAp il, 2015
230 LIRS :

. t.. ional Counecil for Iraining &"&/862‘ l%i‘@search ﬁ \
R S M ‘

%

13
:

7 \\":_; , By Registered Spé o Post/AR). i *;i

b Ee :
Tae Ciie Engineer, 3 e TR ﬁ’\{ :
LS.G (e partment, (Government of Keray AEE : i at
ard Finc- Revenue Complex T e - |
rubiic 4 fice Building ;‘ AA
Thiruvznanthapuram -695033 i J
{ e e

. Subject; Training Prc:gram on R A A
1) “Rlgkt (o Information Act 2005, Case Studies/ Court Crucs And Improvement Of Record Management

System”
P Stress Management & Staff Develepment (s Impieving Babancing Efficiency and Behaviorai Skilis”
cannecler &
¢ innad Council for Training & Sogial Rescarel. \NCTSR), serves as the apex body and
o sontutive of the various segments of Indian Industiy with the mandate to provide impetus to collective
©atip orcanized infrastructural development of the nation.

. stieated to our good self that National Council for Training & Social Research (NCTSR), New
" -~ have designed a in house training with excellent and experienced faculty ( well known in
Caice imernationally & nationalily).

et ta information Act 2005, Case Studies/ Court_Cases And _lmprovement Of Record Management System”
T sEED;- RTHis an important weapon in the hands of our citizens, empowering them to seek any
sceossible information from a public Authority, and making the Govt. and its functionaries more
acenuntable and responsible.
A lot of publicity has been given to the RTI Act through Print and Electronic media to make the
- ~=nle aware of the scope and extent of this new right and all the more procedure for obtaining

information.

Awareness of this new enactment is necessary ngt-only for the ordinary citizen but also the
fun-tionaries of Public Authority. Who should familiarize themselves with the procedure for dealing with
conplaints from the information seekers records to be maintained the information exempt from
di= insers, role of central and state information commission etc.

' 2 ;. the above aspect in view i e. (i) spreading the public awareness of the RTI and equipping

ubeiwinates of Public Authority with «he knowledg : ~f procedure and requirements of RTI Act, this
~mamie has been designed for the benefits of the participants.
o GEAAVE COVERAGE, Records Management, Right to information Act Constitutional provisions
.estives ete., Right to information extent & coverage, Exemptions from disclosures. Procedure for
Pagelof2




abraining information, Information related to Third Party, Public Authorities under the Act, functions and

cr.opansibilities, Rote of Public Information office first Appellate Authority, Constitution of Central/State
ent or rémoval of its member R | Qysey SRR
L

L9

1 armation commission-selection and terms & conditions of appointm
~£ ¢ oriral Information Commission, Appeals, Complaints, Practical Problems in implementation, Cast

ion! Court Cases, Offence & Penalties.

HErems & Stress Management & Staff Development In Im
skills”

proving Enhancing Efficiency and Behavinrat

Tie dleld of Office Management has undergone a sea change in the past decade. The emphasis on

consnorangy end the right to information has generated ever increasing expectation of the citizens trom the
o mment Organizations. Coping up with changing environment and attitude of the citizens is one of the greates
~.-' .73 woday. Ever increasing workload and its complexity calls for a higher level of efficiency and effectiviness ol

1ting sialf. This program has been designed accerdingly to enhance professional capabililies and to bring in
oz i the approach and attitude of the Private Secretaries, Personal Assistants and cther staff members playing
~srting role to the decision makers.

LOORAVME COVERAGE
cinorole of Personal Staff in the emerging socio-econamic environment, Public Relations, Secretariat Eliguettes, 3?6
g

oy of Visiters and Telephone Calls. e
e sadure including-, Filing System, Noting & Drafting, Records Management, Checks on Delays, Simp¥licalion ‘,\\-
G myocedures -
“eess & Stress Management, Motivation, Team Building, Sell Development, Mind & Attitude, Time
ianagament, Group Dynamics, Interpersonal Relationship %
The npbzipants will be issued course material during the courses.
oot facuity from industry will cover two topics each in forenoon and afternoon sessions. Delivery mode is Y
‘11 of lectures audio / video presentation, group exercises, role plays, games, question and answer 09
Iy w
Cooice feeis INR =X 6,900/ (Six thousand nine hundred only ) per participant for three daye raining L0
Lo ram. Minimum bateh size is of 40 Participants..
{.ourse duration: Three days
T 330 AM-5.30 PM. ' ' _
Coo Beiected location in your state / union territory i
<o et ghall take responsibility of all arrangement as appended below:-
.. Dear travel expenses & honorarium to the faculty.
= Freparation of course contents, computer CD’s & course kit for participants. _ )
- inaugural session, registration, attendance, feedback, examination, valedictory session & .
certificate distribution.
[ esmentt In advance oF before commencement of training program through bank draft in favor of "Nations
e Training & Social Research’” payable at New Deihi.
e are details visit our website www.nctsr.Com and Contact at Mobile No +91-9811205430
“raiic- office@nctsr.in, info@nctsr.in \
e hone that you will find the above in order and incase you need any more details or clarification kingly @
revert.
Thanrking You,
W

Yours Truly,
v Eational Counerl

,,__‘___,,....4- . - ’—/
S am p‘}
= jo‘__; o
{ W
K\

sn, Manager (TRG)
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