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Dr. MCR HUMAN RESOURCE DEVELOPMENT INSTITUTE OF TELANGANA

a Centre for Public Administration
‘ﬁ‘h W4 Induction Training Programme/ Foundation Course for Junior Assistants
P oS From 19.07.2021 to 18.08.2021
Week-1
BATCH - 11l & IV (C &D)
TIME TABLE 19.07.2021 to 25.07.2021
Batch .
TIME No Monday 19 Tuesday 20 Wednesday 21 Thursday 22 Friday 23 Saturday 24
Inauguration
3 at Dasarathi
09.30am - Auditorium, DOM-6
1[') 20 Admin Block, Maintenance of Stock
~2am (Ground Floor) DOM - 1,2&3 File DOM-10 & 11
4 9.00 AM to Office Procedures, Meetings, preparation B & GM-5&6
10.00 AM General Discipling, of agenda notes Developmental
Tappals, Inward & meeting procedures, | Schemes of Telangana
L DOM-7 - . .
3 Outward, Distribution Fil ;i writing of minutes of | State and achievements
Overview of the Register tle maintenance, a meetin
10.30am - Course g Current file, Note file, g
11.30am (Course Coordinator) .para./page numberln.g,
4 Link files, reference files,
Rapid Antigen flagging, referencing
11.30am - Test
11:45am (10:00am to TEABREAK
12:30pm)
DOM -4 DOM-12&13
3 _B& GM-1 Common Office Drafting: Types of DOM-14&15
11:45amto History of Land Functions Official Drafting: Types of
12:45pm Taxation in Maintenance’ of Communication, Official Communication,
4 Telangana Personal Redister DOM-8 &9 endorsement, Office endorsement, Office
9 ’ Noting - Order, exchange Order, exchange
Fundamentals of remainders, Salient  |remainders, Salient points
DOM-5 Noting, Guidelines for | points in drafting of in drafting of official
3 B& G M -2 Filling of the columns writing a Note official communications { communications - UO
12.45pm to - - UO Note, Memo Note, Memo, Circular
Towards n Personal R r ' ' ' ' '
01:45pm L inre s'o al Registe Circular, Office Order, | Office Order, Letter, DO
Modernization &Maintenance of .
4 Stock File Letter, DO Letter, Letter, Proceedings etc
Proceedings etc
01.45pm- (01:00pm to LUNCH BREAK
02.45pm 02:00pm)
Entry level test- E-1 E-3 B&GM -3 E-S5
3 Y eV English - Precis English - Precis Human Relations, English - Precis
02.45pm- English o - o - L o o
ICT-1 writing; Writing writing; Writing Ethics in writing; Writing
03.45pm (02:00pm to - . S .
03:00pm) simple words simple words Administration and simple words
4 0P preparation of a Note | preparation of a Note values preparation of a Note
03.45pm- TEA BREAK
04.00pm
3 | Entry level test E-2 E -4 B&GM -4 E-6
y English - Precis English - Precis Human Relations, English - Precis
04.00pm - Computer o o o o L o o
ICT-2 writing; Writing writing; Writing Ethics in writing; Writing
05.00pm (03:00pm to - . S .
4 04:00pm) simple words simple words Administration and simple words
0P preparation of a Note | preparation of a Note values preparation of a Note
05.00 pm 8 Expectations
to 07.00 (04:00pm to
pm 4 05:30pm)
Batch-03:- Room No. 028 (PVRK Prasad Hall), Ground Floor, Admin Block . an 7
Batch-04 Room No.219, 2nd Floor, Admin Block Yoga: _Fro_m 6:30 7'3(_) a.m' -
. Venue: Virtual Mode in individual Rooms
Full Group : Akshara Hall
Venues
Computer Labs :
Batch:03 :- Room No.116 Games:' 06.00 pm to 07.00 pm
Batch: 04 :- Room No.123




