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Functions of Training Wing

Following work is done by Training wing:-

e To prepare In house EDP and General training calendar for the entire
financial year. ,

o After approval of above calendar trainees and trainers are nominated for
timely completion of the said training

e Sending the bills of concerned trainer to concerned PC/GD section after
getting approval from the competent authority

e Making necessary arrangments for stationery items and Tea break for the
above training

e Conducting Additional training from time to time as per requirement and at
the instructions of higher authorities.

e To conduct training and examination for departmental examinations to be
held in the office

e Conducting typing test in the office successful

o Getting feedback to improve the quality of training and implementation as
per appropriate feedback

e Following training programme have been conducted in the financial year
2019-20 (upto January 2020) :-

TRAINING:
The following Departmental and In-House Training programmes were conducted upto

January 2020
A — DEPARTMENTAL TRAINING COURSES:

sl. Duration No. of persons .
. Level of Participants
No. |Name of the Course trained
From To
1 |[SAS (Civil Accounts) Pre 27.05.19 06.06.19 52 Sr. Acctt./ Acctt./Clerks
Treasury Inspection -
2 01.07.19 09.07.19 19 Sr.AQ / AAO/ Sr. Acctt.

Training

Induction Training For
3 03.06.19 04.07.19 16 Accountant
Newly Accountant

SAS (Civil Accounts)Main Divisional Accountant/ Sr.

4 22.07.19 30.08.19 63
Exam-2019 ) Acctt. / Acctt/ DEQ/ Clerks




B — IN-HOUSE TRAINING COURSES:
Sl. |Name of the Course Duration No.of % | Level of
No. days |No.of persons Participants
{trained
From To A.G.-l A.G.-
!
1 Sr.AO / AAQ/ Sr.
KEA/KRA 10.04.19 12.04.19 3
06 04 |Acctt. / Acctt.
2 APAR and Writing of 22.04.19 24.04.19 3 AAO/ Sr. Acctt./
Performance Appraisal . 18 12 |Acctt./ Clerks
3 |Working of Pension Co- Sr. Acctt. / Acctt/
e 06.05.19 | 08.05.19 3
ordination 04 08 |DEQ/ Clerks
4 Office Proced 22.05.19 | 24.05.19 3 Sr. Acctt. / Acctt/
ice Procedure .05. .05.
08 07  |DEO/ Clerks
5 [Working of  Account Sr. Acctt. / Acctt/
. 12.06.19 14.06.19 3
Current and RBD Section 08 07 |DEO/ Clerks
® \Working of P.C. Secti 24.06.19 | 26.06.19 3 Sr. Acctt. / Acctt/
QOrKing o L. >ection = 3 M 2
b 08 07 |DEO/ Clerks
|
7 |Records Management of 10.07.18 56548 5 ! Sr. Acctt. / Acctt/
A&E Offices s - 06 10  |DEO/ Clerks
8 |New Pension Scheme for Sr. Acctt. / Acett/
24.07.15 26.07.1S 3
Central Govt. 06 04  |DEO/ Clerks
9 1RTI Act 2005 07.08.19 | 09:08.19 3 St ACGLR. - Koot
C ¥ . 4 .
08 07 |DEO/ Clerks
10 |Training for MTS and Clerks/MTS
. 21.08.19 23.08.19 3
Clerical staff 19 19
11 |Précis Noting Drafting in _— 5 5 4 Sr. Acctt. / Acctt/
Hindi, English e 7 06 | 04 |DEO/Clerks
. iy praesd; 18.09.19 | 20.09.19 3 | Sr. Acctt. / Acctt/
isciplinary Proceedin .09, .08.
plnary & 08 07 |DEO/ Clerks
13 |Working of LA/Book © 65.10.16 i 4 Sr. Acctt. / Acctt/
Section o e 08 08  |DEO/ Clerks
14 |Refresher Course for Fund B 98 9619 5 AAQ/ Sr. Acctt. /
Co-ordination - - 06 06  |Acctt./ DEOQ/ Clerks
15 |Maintenance of 061119 | 08.11.19 3 AAOQ/ Sr. Acctt. /
Broadsheet HBA/MCA o o 08 08  |Acctt./ DEO/ Clerks
16 |Working of WAD and 55,4144 SRR 5 Sr. Acctt. / Acctt/
Forest Co- ordination T o | 05 10 |pEOY/ Clerks




17 Sr.AQ / AAO/
Accounts at a Glance 04.12.19 06.12.19 3
08 07 |sr.Acctt. / Acctt.
18 |Awareness about ISSAIS 18.12.19 20.12.19 3 06 04 Sr.AQO / AAO
19 Seniority & Promotion 08.01.20 10.01.20 3 AP ARISE |
1 Ul UL,
06 04 |Acctt./ DEQ/ Clerk
20 |Ethical Standards in IAAD | 22.01.20 24.01.20 3 05 05 Sr.AQ / AAO

C—EDP—TRAINING COURSES:
The following training programmes in Computer courses were conducted Upto January

2020.
Sl. | Name of the course Period No. of No. of person Level of participation
No. Courses
From To AG-1 AG-lI
1 |Basic Training on MS 01.04.19 05.04.19 01 06 04 AAO/Sr. Acctt./ Acctt/
Word & MS Excel DEOQ/ Clerks
01.05.19 05.05.19 01 06 04
10.06.19 14.06.19 01 06 04
05.08.19 09.08.19 01 06 04
16.09.19 20.09.19 01 06 04
21.10.19 25.10.19 01 06 04
04.11.19 08.11.19 01 06 04
02.12.19 06.12.19 01 06 04
2 |Training on VLC 24.04.19 26.04.19 01 06 04 Sr. Acctt. / Acctt/ DEQ/
Clerks
24.06.19 26.06.19 01 06 05
14.10.19 16.10.19 01 06 05
3 |Special Course on GPF | 27.05.19 29.05.19 01 06 05 Sr.AO JAAO/Sr. Acctt. /
Module/Training on Acctt/ DEQ/ Clerks
GPF Module 28.08.19 30.08.19 01 06 05 posted in fund Co-
ordination
4 |Advance Course on MS | 08.07.19 12.07.19 01 06 04 Sr. Acctt. / Acctt/ DEO/
Office Clerks
06.01.20 10.01.20 01 06 04
5 [Training on PAQ 15.07.19 17.07.19 01 06 04 Sr. Acctt. / Acctt/ DEO/
Compact 2000 Clerks
6 |Induction Training For | 10.07.19 29.07.19 01 11 06 Accountant
Newly Accountant
7 |Training on Power 29.07.19 30.07.19 01 06 04 Sr. Acctt. / Acctt/ DEQ/
Point Clerks/ Sr.AOQ /AAQ
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20.01.20 21.01.20 01 06 04
Government e-portal 22.09.19 27.09.19 01 06 05 Sr.AQ /AAQ
for general awareness
Training on Loan 21.11.19 22.11.19 01 056 05 Sr. Acctt. / Acctt/ DEO/

Meodule

Clerks posted in TAD Cc
ordination




