
				DELHI DEVELOPMENT AUTHORITY
					(TRAINING INSTITUTE)

	
No.	F. 1(57)2010/Trg.DDA/83				        Dated:-08.03.2013
Sub:	ANNUAL INTERNAL TRAINING CALENDER FOR THE YEAR 2013-2014.
	The Training Institute, DDA is going to conduct training courses during the month of April 2013 to March 2014 from 10.30 AM to 1.30 PM at 
Training Hall, Room No.318, Block C-1, 3rd floor, Vikas Sadan, New Delhi as per schedule enclosed.  All the HOD’s and Zonal Heads are requested to get the same circulated amongst all the concerned officers/ officials in their respective Department/Zonal offices and send adequate nominations (at least six officers/ officials) from each Department/Zone.  If any nominated officer/officials are unable to attend the course due to any reason, substitute for the same may kindly be nominated under intimation to this office.
	It may kindly be noted that these courses are compulsory for all the employees of DDA and it is not possible without the active involvement and support of our Head of Departments and Zonal Heads. 

Dy. Director(Trg.)
Encl: As above
Copy to:
1. OSD to VC, DDA
2. PS to FM,DDA
3. PS to EM,DDA
4. Pr. Commissioner(Pers./LM/System), DDA
5. Pr. Commissioner, DDA
6. Pr. Commr.-cum-Secy, DDA
7. All Commissioners/CVO/CLA/CAO/Planning/FA(H), DDA
8. All Chief Engineers, DDA
9. Chief Architect, DDA
10. Director (System) with the request to put the calendar on DDA website.
11. Director(Hort.) North and South, DDA
12. Chief Security Officer, DDA
13. Concerned Faculty with copy of Training Calendar
14. Dy. Director (Trg), Ex. Engineer (Trg.) , Asstt. Engineer(Trg) and Sh.D.V.Rawal D/Mans Gr.I 

Asstt. Director(Trg.)

TRAINING CALENDER 2013 – 2014
                                                                                [Time  : 10:30 am to 1:30 pm]
                                                                        [Venue: C-Block, Room  No.318,3rd Floor  ]
	Sl.
No.
	  Name of the Course
	 Conducted 
       By
	Course
Date
	Level of
Participants
	Name of Faculty

	1
	RTI
	DD (Trg.)
	2.4.13
	LDC/UDC/Asstt./
AD/DD
	Shri  Neel  Kamal, Retd. DANICS Officer

	2
	Human behaviour at work.
	-do-
	05.04.13
	-do-
	Dr. Ranjeet Mehta

	3
	Monitoring of Court Cases and preparing parawise comments.
	-do-
	9.04.13
	-do-
	Shri Anil Sharma, Dy. CLA

	4
	Stress Management
	-do-
	10.04.13
	-do-
	Shri Sanjay Sharma

	5
	Preparing draft reply of RTI application on behalf of PIO
	-do-
	12.04.13
	-do-
	Mrs. Aparna Raghuram, Sr. R.O. RTI

	6
	DD Act 1957
	DD (Trg.) 
	16.04.13
	DD/AD/Asstt./UDC
	Sh.Vivin Ahuja Dir. (Trg.)

		7
	Public Works Accounts- Divisional Office- Session-1
Duties and functions of Divisional Accountant
Sale and opening of tenders and proper maintenance of related Registers.
Financial Scrutiny of tenders and preparation of comparative Statement.
Action on Accepted/Rejected Tenders.
Preparation and execution of agreement. 
	DD (Trg.)
	17.04.13
	AAO  UDC / AUDITOR
	Shri S.K.Grover A.O.

	8
	Provision of Earthquake engineering for Architectural Planning
	Ex. Eng.(Trg.)
	18.04.13
	SE/EE/AE/AD/DD/Dir(Plg.)/Arch. Asstt./Sr. Arch.
	Shri M.L.Tikku, SE (Retd.)




		9



       	
	Public Works Accounts – CAU
Concept of CAU
Duties and functions of AAO
Duties and functions of A.O./Sr. AO
Duties and functions of Dy. C.A.O.
Budgetary control
	


D.D (Trg.)
	


23.04.13
	


DD/AD/Asstt./UDC
	


Shri S.P.Mitra
Dy. CAO(Retd.)

	10
	Noting Drafting in Hindi
	DD(Trg.)
	7.05.13
	AD/DD/Asstt./UDC
	Shri Dharambir,
Dy. Secy., Hindi (Retd.)

	11
	Human behaviour at work.
	DD (Trg.) 
	8.05.13
	LDC/UDC/Asstt./
AD/DD
	Sh. Sanjay Sharma, NIHA

	12
	Pension Records.
	DD (Trg.)
	10.05.13
	AAO/UDC
	Shri R.N.Goel, Dy.CAO

	13
	Taxation
	DD (Trg.)
	14.05.13
	Sr. AO/AAO
	Shri  Raj Pal Dy. CAO(HQ)-III

	14
	Audit of Central Accounting Units.
	DD (Trg.) 
	17.5.13
	Sr. AO/AAO
	Shri S.P.Mitra, Dy. CAO
( Retd)

	15
	DDA Budget
	DD (Trg.) 
	21.05.13
	AAO/UDC
	Shri Arjun Lal, Sr. AO (Retd.)

	16
	RTI
	DD(Trg.)
	22.05.13
	AE/JE/Elect./Civil/AO/Acctt./Asstt./
UDC/LDC
	Shri  Neel  Kamal, Retd. DANICS Officer

	17
	Audit of Establishment Transaction
	DD(Trg.)
	29.05.13
	AAO/UDC
	Shri  I.S.Garg, 
Sr. A.O.(Retd)

	18
	Preparation of CSF and presentation of arguments during Arbitration.
	Ex. Engineer
(Trg.)
	04.06.13
	EE/AE/AAO/DD/DD(Hort.)AD Hort.
	Shri M.L. Tiku, SE, (Retd.)


	19
	Use of Hindi in Office work
	DD(Trg.)
	07.06.13
	Asstt./UDC/LDC
	Shri Dharambir, Dy. Secy. Hindi (Retd.)

	20
	Pension Audit 
	DD(Trg.)
	11.06.13
	AAO/UDC
	Shri R.N.Goel, Dy.CAO

	21
	Matter Relating to Arbitration and Limitation
	Ex. Eng. (Trg.)
	12.06.13
	EE/DD/AO/Asstt.

	Shri G.L.Verma, 
 AO

			22
	Maintenance of Establishment Records
	DD(Trg.)
	14.06.13
	AAO/UDC
	Shri  I.S.Garg, Sr. A.O. (Retd.)

	23
	Costing of Shops Flats
	EE(Trg.)
	18.06.13
	AE/JE/Civil/
Accounts.
	Shri S.S.Saini, AAO

	24
	Effective communication what is communication. Type of Communication written communication
	Dy. Dir.(Trg.)
	21.06.13
	Dy. Dir./Asstt. Dir.
	Shri Sanjay Sharma




	    25
	Concept planning for design of water supply system in Dwarka
	EE(Trg.)
	25.06.13
	SE/EE/AE/JE
	Shri M.L.Tiku, SE (Retd.)

	26
	CCS Leave Rules
	DD(Trg.)
	27.06.13
	Dy. Dir./Asstt. Dir.
	Shri Vivin Ahuja, Dir.( Trg.)

	27
	Promotion and Seniority
	DD(Trg.)
	02.07.13
	LDC/UDC/Asstt.
	Sh. V.K. Mongia, Dy. Dir. (P)-I

	28
	Use of Hindi in Office work
	DD(Trg.)
	03.07.13
	LDC/UDC/Asstt.
	Shri Dharambir, Dy. Secy. Hindi (Retd.)

	29
	Material Management
	Ex. Eng. (Trg.)
	05.07.13
	EE/AE/JE
	Shri K.C.Kapoor, CE Retd., 

	30
	Introduction, Planning Procedure and implementation of Master Plan
	DD(Trg.)
	09.07.13
	Plg. Asstt./AD. (Plg.)
	Shri Amit Kumar, Asstt.   Dir.( Planning)

	31
	Preparation of pension papers duties and responsibilities of DDO’s Admn. And employees of pension cell
	DD(Trg.)
	12.07.13
	DD/AD/AAO/AO/
Sr. AO
	Shri R.N.Goel, Dy.CAO

	32
	Stress management
	DD(Trg.)
	16.07.13
	Gr. A & B officers of all categories
	Sh. Sanjay Sharma

	
33
	DDA Housing Management Rules 1968
	
DD(Trg.)
	19.07.13
	
Asstt./UDC/LDC
	
Sh.Vivin Ahuja.Dir.( Trg.)

	34
	Training at the Autocad software (Detailed course)
	DD(Trg.)
	23.07.13
	Plg. Asstt./
AD (Plg.)
	Shri Amit Kumar, Asstt. Dir.(Plg)

	35
	Multigym of large span with reference to multigym  at Hauz Khas
	Ex. Eng.(Trg.)
	26.07.13
	SE/EE/AE/JE
Dy. Dir. Arch.
	Shri M.L.Tiku, SE (Retd.)

	36
	Reservation in services of SC/ST/OBC
	DD(Trg.)
	30.07.13
	DD/AD/Asstt.
	Shri  Budh Ram, DD (Retd.)

	37
	Free-hold   & Misuse policy on conversion
	DD(Trg.)
	06.08.13
	DD/AD/Asstt./LDC for Housing and Land
	Shri  Anil  Sharma, DD(CR)

	38
	Public Works Accounts – Contractors/Suppliers payments- Session- 2
Payment to contractors / suppliers 
Issue of material to contractors
Watching recovery/adjustment of various advances to the contractors/ suppliers
Adjustments of OTED /TE 
	DD(Trg.)
	13.08.13
	AAO/UDC/Auditor
	Shri S.K.Grover AO

	39
	Effective communication what is communication. Type of Communication written communication
	DD(Trg.)
	16.08.13
	Dy. Dir, Asstt. Dir.
	Shri Sanjay Sharma

	40
	Application of Pert/CPM Chart
	EE(Trg.)
	21.08.13
	EE/AE/Civil/Elect.
	Shri K.C.Kapoor, CE (Retd.)

	41
	Use of indi in offhhhhhHHHHindi in office work
	DD(Trg.)
	23.08.13
	Asstt./UDC/LDC
	Shri Dharambir, Dy. Secy. Hindi (Retd.)

	42
	Behavioural Science
	EE(Trg.)
	27.08.13
	EE/AE/JE
	Shri K.C.Kapoor
CE(Retd.)

	43
	Documentation of Accounts register of works and works abstracts
	EE(Trg.)
	29.08.13
	AE/JE/Accounts/
AO
	Shri S.K.Grover, AO(Accounts)

	44
	Provisioning of earthquake Engg. For Arch. Planning
	EE(Trg.)
	03.09.13
	SE/EE/AE/JE Plg.
	Shri M.L.Tikku, SE (Retd.)

	45
	FRs/SRs & Pension rules 
	DD(Trg.)
	06.09.13
	Asstt./UDC/LDC
	Shri R.N.Goel, 
Dy.CAO

	46
	Promotion and Seniority
	DD(Trg.)
	10.09.13
	LDC/UDC/Asstt.
	Shri  V.K. Mongia, DD(P)-I

	47
	Stress Management
	DD(Trg.)
	11.09.13
	Group A & B officers of all categories
	Sh. 
Sanjay    Sharma,

	48
	Human Resources and relationship
Management in Govt. organization
	DD(Trg.)
	13.09.13
	Group B Officers
	Sh. Sanjay Sharma

		
    49
	
Reservation in services of SC/ST/OBC 
	
DD(Trg.)
	17.09.13
	
DD/AD/Asstt.
	
Shri Budh Ram DD(Retd.)

	50
	Ethics and values in public services
	DD(Trg.)
	20.09.13
	LDC/UDC/Asstt.
	Shri Sanjay Sharma

	51
	Land  Acquisition Act 1894
	DD(Trg.)
	24.09.13
	DD/AD/Asstt./UDC
	Shri V.M.Rai, Dy. CLA

	52
	Preparation of Notice inviting tenders
	EE(Trg.)
	27.09.13
	JE/AE/Acctt.
	Shri S.K.Grover, AO

	53
	Preparing Draft reply RTI application on behalf of PIO
	DD(Trg.)
	04.10.13
	DD/AD/Asstt./UDC
	Sh. Neel Kamal, Retd. DANICS Officer

	54
	Matter relating to arbitration and limitation Project management
	DD(Trg.)
	08.10.13
	EE/AE/Civil/Elect./DD/AD(Hort.)
	Shri G.L.Verma AO

	55
	Service Regulations and Conduct rules
	DD(Trg.)
	09.10.13
	EE/AE/Civil/
Electrical
	Shri K.C.Kapoor, CE(Retd.)

	56
	Budgetary Control 
	Ex. Eng. (Trg.)
	15.10.13
	AO/AAO/Acctt.
	Shri Arjun Lal, Sr. AO (Retd.)

	57
	Documentation of Accounts Register of works and Ex eng.(Trg.) Works abstracts
	Ex. Eng(Trg.)
	25.10.13
	AE/JE/AAO/
Accountant
	Shri S.K.Grover, AO(Accounts)

	58
	How to conduct depth Enquiries and preparation of Inquiry report
	Ex. Eng(Trg.)
	29.10.13
	EE/AE/JE
	Sh. Vivin Ahuja.Director (Trg.)

	
59
	Noting Drafting in Hindi
	DD(Trg.)
	12.11.13
	LDC/UDC/Asstt.
	Shri Dharambir, Dy. Secy. Hindi (Retd.)

	60
	Human Behaviour at work
	DD(Trg.)
	15.11.13
	LDC/UDC/Asstt.
	Sh. Sanjay  Sharma

	61
	Keeping of records at Divisional Level, Control over Suspense Account

	Ex. Eng.(Trg.)
	19.11.13
	AO/AAO/Asstt./
AE/JE
	Shri S.K.Grover, AO(Accounts)

	62
	Provisioning of earth quake engg. For Arch. Planning
	Ex. Eng.(Trg.)
	22.11.13
	SE/EE/AE/JE Plg. Dir./DD/AD Plg.
	Shri M.L.Tiku, SE (Retd.)

	63
	Communication management for Govt. Organisation
	Ex. Eng.(Trg.)
	26.11.13
	DD/AD/Plg. Asstt/Arch./Asstt. Arch. /AE/Plg. Asstt.
	Sh. Sanjay Sharma

	64
	Preparation of Pension papers duties and responsibilities of DDO Admin and employees  of pension cell
	DD(Trg.)
	28.11.13
	Those retiring within three years DD/AD/AAO/AO Sr. AO and concerned staff
	Shri R.N. Goel , Dy.CAO

	65
	Principal of practices of Insurance
	Ex. Eng.(Trg.)

	03.12.13
	AE/JE(Civil)AAO
	Shri K.C.Kapoor, CE (Retd.)

	66
	Ethics and value in Public Services
	DD (Trg.)
	06.12.13
	LDC/UDC/Asstt.
	Shri Sanjay Sharma

	67
	Maintenance of Records
	Ex. Eng. (Trg.)
	09.12.13
	LDC/UDC/Asstt.
	Sh.Vivin Ahuja Director (Trg)

	68
	Reservation in services of SC/ST/OBC
	DD(Trg.)
	10.12.13
	LDC/UDC/Asstt.
DD/AD/Asstt.
	Shri Budh Ram, DD(Retd.)

	69
	DDA Disciplinary and appeal Regulations 1998
	DD(Trg.)
	13.12.13
	LDC/UDC/Asstt.
	Sh.Vivin Ahuja Dir. (Trg.)

	
70
	
Stress Management
	
DD(Trg.)
	17.12.13
	
Group A & B. Officers of all categories
	Sh. Sanjay  Sharma

	71
	Importance of soil investigation for Bldgs. In Zone IV
	Ex. Eng. (Trg.)
	20.12.13
	SE/EE/AE/JE
	Shri M.L.Tikku, SE (Retd.)

	72
	Communication Skills
	DD (Trg.)
	27.12.13
	LDC/UDC/Asstt.
	Shri Sanjay Sharma


	73
	Introduction about the GIS software
	Ex. Eng. (Trg.)
	03.01.14
	Plg. Asstt./UDC
	Shri Amit Kumar AD(PLG.)

	74
	An overview of DD Act 1957
	Ex. Eng. (Trg.)
	07.01.14
	DD/AD/AAO/ Accountant
	Sh.Vivin Ahuja Director (Trg.)

	75
	Budget Slips Control against Budgetary appropriations
	Ex. Eng. (Trg.)
	08.01.14
	AE/JE/AAO/
Accountant
	Shri S.K.Grover, 
AO(Accounts)

	76
	Stress Management
	Ex. Eng. (Trg.)
	10.01.14
	Group B & C staff
	Shri K.C.Kapoor
CE,  (Retd.)

	77
	Noting Drafting in Hindi
	DD (Trg.)
	15.01.14
	LDC/UDC/Asstt.
	Shri Dharambir, Dy. Secy. 

	78
	FR/SR and pension rules
	DD (Trg.)
	20.01.14
	LDC/UDC/Asstt.
	Shri R.N.Goel, Dy.CAO

	79
	How to conduct deptt. enquiries and preparation of Inquiry report
	Ex. Eng.(Trg.)
	22.01.14
	EE/AE/JE
	Shri Vivin Ahuja, Dir.
( Trg.)

	80
	Concept planning for Design of water supply system in Dwarka
	Ex. Eng. (Trg.)
	24.01.14
	SE/EE/AE/JE
	Shr M.L.Tikku, SE (Retd.)

	81
	Ethics and value in Public Services
	DD(Trg.)
	27.01.14
	LDC/UDC/Asstt.
	Shri Sanjay Sharma

	82
	CCS Leave Rules
	DD(Trg.)
	29.01.14
	DD/Asstt. Dir.
	Sh.Vivin Ahuja Director (Trg.)

	83
	Reservation in services of SC/ST/OBC
	DD(Trg.)
	04.02.14
	DD/AD/Asstt.
	Shri Budh Ram, DD (Retd.)

	84
	Freehold  & Action in case of violation of Lease Condition
	DD(Trg.)
	06.02.14
	LDC/UDC/Asstt.
	Shri.Anil Sharma, DD(CR)

	85
	Costing of Shops Flats
	Ex. Eng.(Trg.)
	07.02.14
	AE/JE/Civil Accountant
	Shri S.S.Saini, AAO(F&E)

	86
	Human Resources and Relationship Management in Govt. Organisation
	DD(Trg.)
	11.02.14
	Group D Officers
	Shri Sanjay Sharma

	87
	Human Behaviour at work
	DD(Trg.)
	13.02.14
	LDC/UDC/Asstt.
	Sh. Sanjay  Sharma

	88
	DD Act 1957
	DD (Trg.)
	14.02.14
	DD/AD/Asstt./UDC
	Sh.Vivin Ahuja Dir.( Trg.)

	89
	Taxation
	DD(Trg.)
	17.02.14
	Sr. AO/AAO
	Shri Raj Pal, Dy. CAO(HQ)-III

	90
	DDA Budget
	DD(Trg.)
	20.02.14
	AAO/UDC
	Shri Arjun Lal, Sr. AO, Retd.

	91
	RTI
	DD(Trg.)
	25.02.14
	AE/JE/Elect. Civil/AO/Acctt./
Asstt/UDC/LDC
	Mrs. Aparna Raghuram, Sr. RO, RTI

	92
	Public works Accounts Contractor Ledger
	Ex.Eng.(Trg.)
	27.02.14
	AE/JE/AAO/
Accountant
	Shri S.K.Grover, AO, Accounts

	93
	Use of Hindi in office work
	DD(Trg.)
	04.03.14
	Asstt./UDC/LDC
	Shri Dharambir, Dy. Secy. Hindi (Retd.)

	94
	Stress Management
	DD (Trg.)
	06.03.14
	LDC/UDC/Asstt./
AD/DD
	Shri Sanjay Sharma

	
95
	
Audit of Central Accounting Units
	
DD(Trg.)
	10.03.14
	
Sr. AO/AAO
	
Shri S.P.Mitra, Dy. CAO (Retd.)

	96

	Promotion and Seniority
	DD(Trg.)
	12.03.14
	LDC/UDC/Asstt.
	Shri  V.K.Mongia, DD(PB)I

	97
	Costing of Shops Flats
	Ex. Eng.(Trg.)
	14.03.14
	AE/JE Civil Accountant
	Shri S.S.Saini, AAO/F&E

	98
	Stress Management
	DD(Trg.)
	18.03.14
	Group A & B Officers of all categores
	Shri K.C.Kapoor, CE (Retd.)

	99
	Conversion of misuse policy 
	DD(Trg.)
	20.03.14
	DD/AD/Asstt./UDC/LDC
	Shri .Anil Sharma, DD/CR

	100
	Guideline/ Procedure for dropping CTE/QC paras /CVC Paras guidelines
	DD(Trg.)
	24.03.14
	AE/JE/Civil Elect./
AD/SO
	Shri R.A. Sharma, EE Elect. (Retd.)


	101
	Behavioural Science
	Ex. Eng. (Trg.)
	26.03.14
	EE/AE/JE
	Shri K.C.Kapoor, CE (Retd.)

	102
	Public works accounts contractor ledger 
	Ex.Eng.(Trg)
	28.03.14
	AAO/UDC/
Auditor/
Computerised Accounts
	Shri S.K.Grover
AO/Accounts


 

Sd/-									sd/-
Dy. Director (Trg.)	     				                           Executive Engineer   (Trg.)                                                                                                     
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