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ANNEXURE-I

 

List of topics for Pre-Foundation Course on iGoT Platform for Multi-
Tasking Staff 

 

1. Jan Bhagidari 
2. Stay Safe in Cyber Space 
3. Office Productivity Tools 
4. APAR 
5. Prevention of Sexual Harassment of Women at Workplace 
6. Printer Trouble Shooting and Maintenance 
7. Introduction to E-Office 
8. Introduction to MS Office 
9. Government Dash Boards 
10. Office Procedure 
11. Rajbhasha 
12. Yoga Break at Workplace 
13. Swachta hi Sewa 
14. Code of Conduct of Employees 
15. Leave Rules 
16. Conduct Rules 
17. Personal and Professional Effectiveness 
18. Basics of Communication 
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Annexure-II 

Draft Session plan for Three days Physical Training as part of Induction 
Training Program of Multi-Tasking Staff (MTS) 

Date/Day Sessions Topic 

Day 1 

I Registration/Introduction/Expectation 
Sharing/Programme Overview 

II-III Organization Awareness  Roles, Duties and 
Responsibilities of MTS, Introduction to Office 
Procedures 

IV-V Reinforcement of iGOT learning (Leave Rules/LTC 
Rules/CGHS etc.) 

VI Handling of Office Equipments 

Day 2 

I Introduction to MS Office 
II Introduction to E-Office (Diarization of Dak etc.) 
III 

Rashtriya Janaseva Programme of DoPT 
IV 
V 
VI 

Day 3 

I Conduct and work place ethics 
II Safety Hygiene & Well Being 
III Communication skills  oral/written, listening skills, 

reporting to seniors 
IV Introduction to POSH Act & Gender Sensitization 
V Assessment/Test/Exam 
VI Feedback & Valediction 
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ANNEXURE-III 

 

Suggestive List of Institutes for conducting 3 days physical training 
component of Induction Training for Multi-Tasking Staff (MTS) 

 

1. Defence Headquarters Training Institute (DHTI), New Delhi 
2. Central Hindi Training Institute (CHTI), New Delhi 
3. National Institute of Health and Family Welfare (NIHFW), New Delhi 
4. National Institute of Financial Management (NIFM), New Delhi 
5. Indian Institute of Public Administration (IIPA), New Delhi 
6. National CPWD Academy, Ghaziabad 
7. Training Institute under the administrative control of MDOs. 
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