				DELHI DEVELOPMENT AUTHORITY
					(TRAINING INSTITUTE)
			
No.	F. 1(10)2015/Trg.DDA/223					           Dated:- 14 05.2015
Sub:	ANNUAL INTERNAL TRAINING CALENDER FOR THE YEAR 2015-2016.
	The Training Institute, DDA is going to conduct training courses during the month of April 2015 to March 2016 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. 
Sd/- 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 

Sd/-
Director(Trg.)










TRAINING CALENDER 2015 – 2016
[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
	Audit of Central Accounting Units
	DD(Trg.)
	2.6.15
	Sr. AO/AAO
	Sh. S.K.Grover , Dy.CAO


	2
	Concrete Technology and Mix Design

	EE(Trg.)
	5.6.15
	SE/EE/AE/JE
	Sh. K.A. Raja Mohan, SE(Vig)

	3
	DDA Budget
	DD(Trg.)
	8.6.2015
	AAO/UDC/
	Sh. Rajinder Singh, AAO


	4
	Costing of Shops/Flats
	EE(Trg.)
	11.6.15
	EE/AE/JE
	Sh. S.S. Saini, AE(retd.)


	5
	Audit of Establishment Transaction 
	DD(Trg.)
	16.6.15
	AO/AAo/UDC
	Sh. Rajinder Singh, AAO


	6
	Concrete Technology and Mix Design
	EE.(Trg.)
	19.6.15
	EE/AE/JE
	Sh. K. Raja Mohan (SE)Vig.


	7
	Use of Hindi in Office work
	DD(Trg.)
	23.6.15
	Asstt./UDC/LDC
	Sh. Dharambir (Retd.) Hindi Secy


	8
	Quality  Awareness and praticies in Real Estate Projects
	EE.(Trg.)
	30.6.2015
	EE/AE/JE/Civil/Elect./SO/AD/DD(Hort.)
	Sh. Atma Ram, SE(QAC)

	9
	Pension Audit
	DD(trg.)
	2.7.15
	AAO/UDC
	Sh. S.S.Saini, AO(Retd)


	10
	Training at the Autocad software (Detailed course)
	EE.(Trg.)
	6.7.15
	Plg. Asstt./
AD (Plg.)
	Sh. Amit Kumar, Asstt.. Dir.(Plg)


	11
	Maintenance if Establishment Record
	DD(Trg.)
	10.7.15
	AO/UDC
	Sh. Rajinder Singh, AAO


	12
	Concrete Technology and Mix Design
	EE.(Trg.)
	13.7.15
	EE/AE/JE
	Sh. K. Raja Mohan (SE)Vig.

	13
	Effective Communication , What is Communicatuion, Types of Communication
	DD(Trg.)
	17.7.15
	DD/AD
	Sh. Sanjay Sharma, Adv,

	14
	CCS Leave Rule
	DD(trg.)
	24.7.15
	DD/AD
	Sh. Vivin Ahuja, Dir.(Trg.)


	15
	Quality  Awareness and praticies in Real Estate Projects
	EE.(Trg.)
	29.7.15
	EE/AE/JE/Civil/Elect./SO/DD/AD(Hort.)
	Sh. Atma Ram, SE(QAC)


	16
	Promotion And Seniority
	DD(trg.)
	3.8.15
	LDC/UDC/Asstt.
	Sh. Budh Ram, Dy. Dir.(Retd)


	17
	Provisioning of Earthquake Engg. For Arch. Planning

	EE.(Trg.)
	7.8.15
	SE/EE/AE/JE/Plg.
	Sh. M.L. Tikku, CE(Retd).

	18
	Use of Hindi in Office work
	DD(Trg.)
	11.8.15
	LDC/UDC/Asstt.
	Sh. Dharambir Retd.)Hindi Secy.


	19
	Human Resources and Relationship management in Govt. 
	EE(Trg.)
	14.8.15
	EE/AE/JE
	Sh. Ranjit Mehta

	      20
	Preparation of Pension Paper duties & responsibilities of DDO’s Admin. And employees of pension Cell
	DD(Trg.)
	17.8.15
	DD/AD/AAO/AO/Sr.AO
	Sh. S.S.Saini, AO(Retd)


	
21
	
Preparation of Notice inviting tenders
	
EE(Trg.)
	
21.8.15
	
JE/AE/Acctt.
	
Sh. S.K. Grover,CAO


	22
	DDA Housing Management Rules 1968
	DD(Trg.)
	24.8.15
	Asstt./UDC/LDC
	Sh. S.C. Gupta, Dy. Dir.(Retd)


	23
	RTI
	DD(Trg.)
	29.8.15
	LDC/UDC/Asstt./AD/DD
	Sh. Neel Kamal, Retd. DANICS Officer

	24
	Reservation in services of SC/ST/OBC
	DD (Trg.)
	1.9.15
	DD/AD/Asstt.
	Sh. Budh Ram
Dy. Dir.(Retd)


	25
	Matter relating to arbitration and limitation project management 

	Ex. Eng.(Trg.)
	7.9.15
	EE/AE/Civil Elect./DD/AD
(Hort.)
	Sh. G.L. Verma
AO(Retd)

	26
	Freehold & misuse policy on conversion 
	DD.(Trg.)
	11.9.15
	DD/AD/Asstt./LDC/ for Housing & Land
	Sh.S.C.Gupta
DD(Retd)

	27
	Service Regulations and Conduct rules
	Ex. Eng(Trg.)
	15.9.15
	EE/AE/Civil Elect.
	Sh. Gurcharan Singh,DD(PB)V

	28
	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.)
	18.9.15
	AAO/UDC/Audit
	Sh. S.S.Saini ,AO (Retd.)

	29
	Documentation of Accounts Register of works and Ex Eng.(Trg.) Works abstracts
	Ex.Eng.(Trg.)
	21.9.15
	AE/JE/AAO/ Accountant
	Sh. S.K. Grover, Dy. CAO

	30
	Effective communication, what is communication. Type of communication, written communication

	DD(Trg.)
	24.9.15
	DD/AD
	Sh. Sanjay Sharma,Adv.

	31
	Quality  Awareness and praticies in Real Estate Projects
	Ex.Eng. (Trg.)
	29.9.15
	EE/AE/JE(Civil) (Elect.)/DD/AD/SO(Hort.)
	Sh. Atma Ram,
SE(QAC)

	32
	Use of Hindi in office work
	DD(Trg.)
	1.10.15
	Asstt./UDC/LDC
	Sh. Dharambir, Hindi Secy.(Retd.)


	33
	How to conduct depth Enquiries and preparation of Inquiry report
	Ex.Eng (Trg.)
	6.10.15
	EE/AE/JE
	Sh. Vivin Ahuja,Dir.(Trg.)

	34
	Frs/Srs & Pension rules
	DD(Trg.)
	9.10.15
	Asstt./UDC/LDC
	Sh. Rajinder Singh,AAO


	35
	Keeping of records at Divisional Level, Control over Suspense Account
	Ex.Eng. (Trg.)
	12.10.15
	AO/AAO/Asstt./AE/JE
	Sh. S.K.Grover, Dy.CAO

	36
	Provisioning of earth quake engg. For Arch.Planning
	Ex.Eng. (Trg.)
	17.10.15
	SE/EE/AE/JE Plg. Dir/DD/AD Plg.
	Sh. M.L. Tiku,SE,(Retd.)

	37
	Stress Management
	DD(Trg.)
	23.10.15
	Group A&B officers of all categories 
	Sh. Sanjay Sharma,Adv

	38
	QAC Awareness and praticies
	
Ex.Eng. (Trg.)
	28.10.15
	AE/JE
	Sh. Atma Ram,CE(Retd.)

	39
	Reservation in Services of SC/ST/OBC 
	DD(Trg.)
	2.11.15
	DD/AD/Asstt.
	Sh. Budh Ram,DD(Retd.)

	40
	Communication management for Govt. Organisation
	Ex.Eng. (Trg.)
	6.11.15
	DD/AD/Plg. Asstt./Arch./Asstt.Arch/AE/Plg. Asstt.
	Sh. Sanjay Sharma

	41
	Land Acquisition Act 1894
	DD(Trg.)
	19.11.15
	DD/AD/Asstt./
UDC
	Sh. Rajinder Singh, AAO

	42
	Service Regulations, 1999
	EE(Trg)
	16.11.15
	AE/JE(Civil)AAO
	Sh.Gurcharan Singh, DD(P)V


	43
	Noting Drafting in Hindi
	DD(Trg.)
	20.11.15
	LDC/UDC/Asstt.
	Sh. Dharambir, Hindi Secy.(Retd.) 


	44
	Importance of soil investigation for Bldgs. In Zone IV
	Ex.Eng.
(Trg.)
	23.11.15
	SE/EE/AE/JE
	Sh. M.L.Tiku,SE (Retd.)

	45
	Preparation of pension papers duties & responsibilities of DDo Admin and employees of pension Cell (
	DD(Trg.)
	27.11.15
	DD/AD/AAO/AO/Sr. AO & Concerned staff
(Those retiring within 3 years)
	Sh. Rajinder Singh, AAO

	46
	Quality  Awareness and praticies in Real Estate Projects
	Ex.Eng.
(Trg)
	30.11.15
	EE/AE/JE(Civil.) (Elect.)
	Sh. Atma Ram,CE(Retd.)

	47
	Ethics & values in Public Services
	DD(Trg.)
	1.12.15
	LDC/UDC/Asstt.
	Sh. Sanjay Sharma, Adv.

	48
	Budget Slips Control against Budgetary appropriations
	Ex.Eng.
(Trg.)
	4.12.15
	AE/JE/AAO/Accountant 
	Sh. S.K.Grover, Dy.CAO

	49
	Conversion of lease hold to free hold
	DD(Trg.)
	8.12.15
	LDC/UDC/Asstt.
	Sh. S.C.Gupta, DD(Retd)

	50
	Stress Management
	Ex.Eng.
(Trg.)
	11.12.15
	Group B & C staff
	Sh. Sanjay Sharma, Adv.

	51
	Reservation in Services of SC/ST/OBC
	DD(Trg.)
	14.12.15
	LDC/UDC/Asstt./AD/DD
	Sh. Budh Ram.DD(Retd.)

	52
	How to conduct deptt. Enquiries and preparation of Inquiry report

	Ex.Eng.
(Trg.)
	18.12.15
	EE/AE/JE
	Sh. Vivin Ahuja,Dir.(Trg.)

	53
	DDA Disciplinary & appeal Regulations 1999
	DD(Trg.)
	21.12.15
	LDC/UDC/Asstt.
	Sh.Gurcharan Singh, DD(P)V

	54
	Quality  Awareness and praticies in Real Estate Projects
	Ex.Eng.
(Trg.)
	29.12.15
	EE/AE/JE(Civil) (Elect.)
	Sh.Atma Ram

	55
	An overview of DD Act 1957
	DD(Trg.)
	2.1.16
	DD/AD/AAO/Accountant
	Sh. S.C.Gupta

	56
	Costing of Shops Flats
	Ex.Eng.
(Trg.(
	6.1.16
	AE/JE/Civil Accountant
	Sh.S.S. Saini,AAO(Retd.)

	57
	RTI
	DD(Trg.)
	9.1.16
	P&C staff
	Mrs. Aparna Raghuram,(Retd.)

	58
	Human Resources and Relationship management in Govt. Organisation
	Ex.Eng.
(Trg.)
	12.1.16
	Group D officers
	Sh.Dr.Ranjit Mehta

	59
	Noting Drafting in Hindi
	DD(Trg.)
	16.1.16
	LDC/UDC/Asstt.
	Sh. Dharambir, Hindi Secy.(Retd.)

	60
	DD Act 1957
	Ex.Eng.
(Trg.)
	19.1.16
	AE/JE
	Sh. Vivin Ahuja,Dir.(Trg.)

	61
	Quality  Awareness and praticies in Real Estate Projects
	Ex.Eng.
(Trg.)
	27.1.16
	EE/AE/JE(Civil) Elect.)
	Sh. Atma Ram

	62
	Ethics & value in Public Services
	DD(Trg.)
	2.2.16
	LDC/UDC/Asstt.
	Sh.Sanjay Sharma,(Adv.)

	63
	DDA Budget
	Ex.Eng.
(Trg.)
	6.2.16
	
	Sh.S.K.Grover
Dy.CAO

	64
	CCS Leave Rules
	DD(Trg.)
	9.2.16
	DD/AD
	Sh.Vivin Ahuja,Dir.(Trg.)

	65
	RTI
	DD(Trg.)
	13.2.16
	AE/JE/Elect.Civil/AO/Acctt./Asstt/UDC/LDC
	Sh.Neel Kamal,
DANICS(Retd)

	66
	Reservation in Services of SC/ST/OBC
	DD(Trg.)
	16.2.16
	DD/AD/Asstt.
	Sh.Budh Ram,(Retd.)


	67
	Public Works Accounts Contractor Ledger
	Ex.Eng.
(Trg.)
	20.2.16
	AE/JE/AAO/Accountant
	Sh. S.K.Grover, Dy.CAO

	68
	Freehold & Action in case of violation of Lease Condition
	DD(Trg.)
	23.2.16
	LDC/UDC/Asstt
	Sh.S.C.Gupta

	69
	Quality  Awareness and praticies in Real Estate Projects
	Ex.Eng.
(Trg.)
	27.2.16
	AE/JE(Civil) (Elect.)
	Sh.Atma Ram
SE(QAC)

	70
	Human Behaviour at work
	DD(Trg.)
	3.3.16
	LDC/UDC/Asstt.
	Sh. Sanjay Sharma,ADV

	71
	Audit of Central Accounting Units
	Ex.Eng.
(Trg.)
	6.3.16
	Sr.AO/AAO
	Sh.S.S.Saini,AO(Retd.)

	72
	Use of Hindi In office work
	DD(Trg.)
	9.3.16
	LDC/UDC/Asstt.
	Sh. Dharambir, Hindi Secy.(Retd.)

	73
	Costing of Shops Flats
	Ex.Eng.
(Trg.)
	13.3.16
	AE/JE/Civil Accountant 
	Sh.S.S.Saini,AO(Retd.)

	74
	Promotion & Seniority

	DD(Trg.)
	16.3.16
	LDC/UDC/Asstt.
	Sh.Budh Ram

	75
	Stress Management
	Ex.Eng.
(trg.)
	20.3.16
	AE/JE
	Sh.Sanjay Sharma(Adv.)

	76
	Quality  Awareness and praticies in Real Estate Projects
	Ex.Eng.
(Trg.)
	31.3.16
	AE/JE/Civil, Elect.
	Sh.Atma Ram
SE(QAC)

	77
	Conversion of Misuse policy
	DD(Trg.)
	26.3.16
	DD/AD/Asstt./UDC/LDC
	Sh. S.C.Gupta
Dy.Dir(Retd)




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