OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST. - MAHASAMUND (C.G
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@agmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.acin  College Code- 354

No./ H,,/Eg( 1R0) 27 Pithora, Date .| GCG{’L’/(/

Manual Policy Documents of Non Academic Stoff

(1) It is necessary for everyone to participate in this three-day training program, if for some

reason not participating with prior permission, it will be necessary to participate in the
training program organized in other institution.

(2) Employee participation in all areas of training, if the session is missed due to any reason, gets
complete information about that session from other participants.

(3) All the employees should ensure their attendance as per the time table and do not leave the
session without prior permission.

(4) If there is any doubt during the training, do clear the doubt at the end of the session.

(5) Use of mobile will be restricted during training. Treat teachers and co-trainees with respect
during the training period.
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OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST. — MAHASAMUND (C.G
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcol&geﬁ.piﬁth_oLa_@gmaﬂ.c_Qm Phone NO- 07707-299373
Website- www.govtcollegepithora.ac.in College Code- 354

No./ [C /GS{/O{C’/Q Pithora, Date /.(:—,.C.(u:i’.(‘.[.i/

Non-academic Training Program

Objectives

A three-day training program is being organized in the college for non-academic class III/IV
employees, its objectives are as follows.

(1) To make non-academic employees aware of their duties.

(2) To explain the systematic method of accounting to the third class employees (clerical class).

(3) To provide information about service book, passbook and leave register maintenance and
leave rules.

(4) To give training to third class employees regarding the rules of income tax and maintenance
of income tax forms.

(5) Providing information about systematic maintenance of documents, inward and outward,
pension rules. Providing information regarding writing, university examination, affiliation,
examination ...
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA,
DIST.-MAHASAMUND (C.G.)
Email ID Jovtcollege pithora@gmail.com Phone NO- 07707-271517

——r— —— e T————

No./01/A/Est./2017 Pithora, Date 01/07/2017

NOTICE

All the non-academic (official) employees are well wished that from
06.07.2017 to 08.07.2017, training program of all third/fourth class employees
has been kept. All staff installation is mandatory.
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHOR, RA,

DIST.-MAHASAMUND (C.G.)

Email ID- govtcollege.pithora@gmail.com

No./01/B/ 2017

Phone NO- 07707-271517

Pithora, Date 06/07/2017

TRAINING TIME TABLE DATED 06/07/2017

S.No. Time Program description (Title) Speaker Remark
1 2 3 4 5
il 10:30AM to 11:00AM | Lamp lighting and program Opening
introduction Ceramony
1. Service book Maintenance
2. | 11:00AM to 12:15PM |2. Document Maintenance
3. Inward - Qutward Dr. S.S. Tiwari
3. | 12:15PM to 12:30PM | Tea break
4 | 12:30PM to 01:30PM |1. Leave Register
2. Personal file
5. | 01:30PM to 02:00PM | Lunch break
6. | 02:00PMto 03:15PM |1. Schoolarship Process
2. Examination Accounts
7. 1 03:15PM to 03:30PM | Tea break Dr. Shruti Jha
1. AISHE
8. | 03:30PM to 04:30PM |2. Cleanliness
3. Discipline
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHOR \,

DIST.-MAHASAMUND (C.G.)

Email ID- govtcollege.pithora@gmail.com

No./01/C/2017

Phone NO- 07707-271517

Pithora, Date 07/07/2017

TRAINING TIME TABLE DATED 07/07/2017

S.No. Time Program description (Title) ?_,_ Speaker | Remark
1 7] 3 4 L9
1. Accounts Government, Non'
1. | 10:30AM to 12:00PM Government Public ,
Participation expenditure i
process , Dr. S.S. Tiwari |
2. | 12:00PM to 12:15PM | Tea break | |
3. | 12:30PM to 01:30PM |1. Cash Register Malntenance: [
2. Internal Audite l ?
4. | 01:30PM to 02:00PM | Lunch break |
5. | 02:00PM to 03:15PM [1. T.C. Supply ?
2. Letter Writing, Memo Dr. S.S. Diwan |
6. |03:15PM to 03:30PM | Tea break !
7. | 03:30PM to 04:30PM |1. Trust Fund J
2. Note-Sheet |
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA,

DIST.-MAHASAMUND (C.G.)

Email ID- qovtcollege p|thoranmaul com

Phone NO- 07707-271517

Pithora, Date 08/07/2017

No./01/D/2017
TRAINING TIME TABLE DATED 08/07/2017
S.No. Time Program description (Title) | Speaker | Remark
L 2 4 5
1. Admission Process
1. | 10:30AM to 12:00PM |2. Receipt Book Maintenance
3. Exam Form S
2. | 12:00PM to 12:15PM | Tea break o
1. Pension case
2. Advances Supply Expenditure| Dr. S.S. Tiwari
3. | 12:15PM to 01:30PM Accounts
3. Document Maintenance
4. Sports
5. N.S.S.
4. | 01:30PM to 02:00PM | Lunch break - B
1. D.F.C. ‘
5. | 02:00PM to 03:15PM |2. Filing Rejected Dr. S.S. Diwan |
3. Library ‘
6. | 03:15PM to 03:30PM | Tea break
7. | 03:30PM to 04:30PM | 1. Voucher Maintenance |
2. Expenditure other important |
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OFFICE OF THE PRINCIPAL o
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADI.ST. - MAHASAMUND (C.G
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.ac.in ~ College Code- 354

No/0& [ 12017 Pithora, Date 0.8 :O.%:R01 7

Report

To provide training to the office staff for the academic session 2017-18, a three-day training program
was organized on the subject of office management from July 6, 2017 to July 8, 2017. In which
detailed information related to income tax calculation sheet was provided, including the subjects of
keeping the office organized, service-book, updating passbook, note-sheet writing, memorandum

writing, leave register maintenance, etc., under the Accounts Maintenance Establishment Branch.
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OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST.-MAHASAMUND (C.G.)
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.acin College Code- 354

X

Certificate

This is certify that the Chandrapal Dadsena Govt College pithora , Dist Mahasamund,
following of the person involved in the FDP Program organized by chandra pal Dadsena Govt

Collage Pithora. The Support Training of official management was provide to non academic
staff of our institute for FDP program.
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OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST.-MAHASAMUND (C.G.)
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcolIege.pi,thora@gmaiI.com Phone NO- 07707-299373
Website- www.govtcollegepithora.acin  College Code- 354

T No/0O) |@ 12017 Pithora, Datey,/57/2017

this is the certify that the chandrapal dadsena govt college pithora Dist -Mahasamund following
list of person involved in the FDP program Organized by Chandrapal dadsena govt college

pithora.
'SNo. | Name of participants | Training Period Subject Remark
1 2 j 3 4 5
1| Mr. Mukesh Kumar Sahu | 06/07/2017 to 08/07/2017 | Offical Management
2 | Mr. Shishram Paikara 06/07/2017 to 08/07/2017 Offical Management
L__,,_?_,_ N »M_r_.iR_amnaﬁresh Pandy 06/07/2017 to 08/07/2017 Offical Management
4 Mr. Jugalkishor Urano 06/07/2017 to 08/07/2017 Offical Management
5 Mr. Reshamlal Bariha 06/07/2017 to 08/07/2017 Offical Management
6 Mr. Sohanlal Patel 06/07/2017 to 08/07/2017 Offical Management
7 | Mr. Tularam Sao 06/07/2017 to 08/07/2017 |  Offical Management
8 Mr. Sevakram Verma 06/07/2017 to 08/07/2017 Offical Management
9 Mr. Navin Badhai 06/07/2017 to 08/07/2017 Offical Management
10 | Mrs. Ganga Bai 06/07/2017 to 08/07/2017 Offical Management
!
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No./ (13 )Est /R0l

(1)

(2)

3)

(4)
(5)

CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST. - MAHASAMUND

OFFICE OF THE PRINCIPAL (C.G

Affiliated To Pandit Ravishankar Shukla University Raipur

Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373

Website- www.govtcollegepithora.acin  College Code- 354

Pithora, Date .} GGG XL {/

Manual Policy Documents of Non Academic Stoff

It is necessary for everyone to participate in this three-day training program, if for some
reason not participating with prior permission, it will be necessary to participate in the
training program organized in other institution.

Employee participation in all areas of training, if the session is missed due to any reason, gets
complete information about that session from other participants.

All the employees should ensure their attendance as per the time table and do not leave the
session without prior permission.

If there is any doubt during the training, do clear the doubt at the end of the session.

Use of mobile will be restricted during training. Treat teachers and co-trainees with respect
during the training period.
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OFFICE OF THE PRINCIPAL v o
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST. - MAHASAMUND (C.G
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.ac.in ~ College Code- 354

No. g [£50/R0( 4 Pithora, Date (06014

Non-academic Training Program

Objectives

A three-day training program is being organized in the college for non-academic class lI/IV
employees, its objectives are as follows.

(1) To make non-academic employees aware of their duties.
(2) To explain the systematic method of accounting to the third class employees (clerical class).

(3) To provide information about service book, passbook and leave register maintenance and
leave rules.

(4)  To give training to third class employees regarding the rules of income tax and maintenance
of income tax forms.

(5) Providing information about systematic maintenance of documents, inward and outward,
pension rules. Providing information regarding writing, university examination, affiliation,
examination ...
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA.
DIST.-MAHASAMUND (C.G.)
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-271517

No./02/A/Est./2018 Pithora, Date 05/08/2018

NOTICE

All the non-academic (official) employees are well wished that from
09.08.2018 to 11.08.2018, training program of all third/fourth class employees

has been kept. All staff installation is mandatory. n
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA,

DIST.-MAHASAMUND (C.G.)
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-271517

No./02/B/ 2018 Pithora, Date 09/08/2018

TRAINING TIME TABLE DATED 09/08/2018

S.No. Time Program description (Title) Speaker Remark
1 2 3 4 5
1. 10:30AM to 11:00AM | Lamp lighting and program Opening
introduction Ceramony

1. Leave Register

2. | 11:00AM to 12:15PM |2. Personal file

3. Service book Maintenance
3. | 12:15PM to 12:30PM | Tea break

4 |12:30PM to 01:30PM |1. Document Maintenance Dr. S.S. Tiwari
2. Inward - Outward
5. | 01:30PM to 02:00PM | Lunch break

1. AISHE
6. | 02:00PM to 03:15PM | 2. Cleanliness
3. Discipline
7. | 03:15PM to 03:30PM | Tea break
1. Schoolarship Process Dr. S.S. Diwan

8. | 03:30PM to 04:30PM |2. Examination Accounts
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA,
DIST.-MAHASAMUND (C.G.)
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-271517

No./02/C/2018 Pithora, Date 10/08/2018

TRAINING TIME TABLE DATED 10/08/2018

S.No. Time Program description (Title) Speaker Remark
1 2 3 4 5
1. | 10:30AM to 12:15PM |1. Cash Register Maintenance
2. Internal Audite
2. | 12:15PM to 12:30PM | Tea break
1. Accounts Government, Dr. S.S. Tiwari
3. | 12:30PM to 01:30PM Non Government Public
Participation expenditure
process

4. | 01:30PM to 02:00PM | Lunch break
5. | 02:00PM to 03:15PM |1. Note-Sheet
2. Trust Fund Dr. S.S. Diwan
6. | 03:15PM to 03:30PM | Tea break
7. | 03:30PM to 04:30PM (1. T.C. Supply

2. Letter Writing, Memo
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA,

DIST.-MAHASAMUND (C.G.)
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-271517

No./02/D/2018 Pithora, Date 11/08/2018

TRAINING TIME TABLE DATED 11/08/2018

S.No. Time Program description (Title) Speaker Remark
1 2 3 4 S

1. Admission Process

1. | 10:30AM to 12:15PM |2. Receipt Book Maintenance

3. Exam Form

2. | 12:15PMto 12:30PM | Tea break

1. Pension case

2. Advances Supply Expenditure| Dr. S.S. Tiwari
3. | 12:30PM to 01:30PM Accounts

3. Sports
4. N.S.S.

5. Document Maintenance
01:30PM to 02:00PM | Lunch break

02:00PM to 03:15PM |1. Voucher Maintenance

2. Expenditure other important
6. | 03:15PM to 03:30PM | Tea break
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7. | 03:30PM to 04:30PM |2. Filing Rejected
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OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST. - MAHASAMUND (C.G
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.acin  College Code- 354

No./ (® /& /2018 Pithora, Date .{.1:.08.20/.8

Report

In the academic session 2018-19, a three-day training workshop was organized for non-academic
stops. In this program organized from 09/08/2018 to 11/08/2018, non-official stop was given
training by Dr.S. S. Tiwari Principal, Chandrapal Dadsena Government College, Pithora for the
maintenance of leave register and accounting and Mr. Jitendra regarding income tax The Assistant

Professor of Commerce.
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OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST.-MAHASAMUND (C.G.)

Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.acin College Code- 354

Certificate

This is certify that the Chandrapal Dadsena Govt College pithora , Dist Mahasamund,
following of the person involved in the FDP Program organized by chandra pal Dadsena Govt

Collage Pithora. The Support Training of official management was provide to non academic
staff of our institute for FDP program.

W[

Principal
Dr. S. S. Tiwari

Chandrapmﬁgi ~&Qllege Pithor:
Disirigt a—pM%mHH'@o@i{G-)

College Pithora
Distt-Mahasemund(C.G.)



OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST.-MAHASAMUND (C.G.)
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.ac.in  College Code- 354

No./ { O (@\/ 2018 Pithora, Date {| /¢:/2018

this is the certify that the chandrapal dadsena govt college pithora Dist -Mahasamund following
list of person involved in the FDP program Organized by Chandrapal dadsena govt college

pithora.
S.No. Name of participants Training Period Subject Remark
1 2 3 4 8
1 Mr. Mukesh Kumar Sahu | 09/08/2018 to 11/08/2018 Offical Management
2 Mr. Shishram Paikara 09/08/2018 to 11/08/2018 Offical Management
3 Mr. Ramnaresh Pandy 09/08/2018 to 11/08/2018 Offical Management
4 Mr. Jugalkishor Urano 09/08/2018 to 11/08/2018 Offical Management
5 Mr. Reshamlal Bariha 09/08/2018 to 11/08/2018 Offical Management
6 Mr. Sohanlal Patel 09/08/2018 to 11/08/2018 Offical Management
7 Mr. Tularam Sao 09/08/2018 to 11/08/2018 Offical Management
8 Mr. Sevakram Verma 09/08/2018 to 11/08/2018 Offical Management
9 Mr. Navin Badhai 09/08/2018 to 11/08/2018 Offical Management
10 Mrs. Ganga Bai 09/08/2018 to 11/08/2018 Offical Management
11 Mrs. Janki Bai 09/08/2018 to 11/08/2018 Offical Management

\}

Yalala 'y,

[ )\ |
oY (\,\g\‘u,w

Pringipal, .
Cheprrg,SpTiwar .
Chandrapal Dadsena Goyt.College Pithor:

Distfict!~/Mahasamund (C.G.)










\fn;_:.“;.,.*r o
lu“"wl‘"l“glin.?ihz-l‘ ]




& F <oI&-T17 =3~ H%ﬂgﬁb FTH ?5
',ng\élf/) d§‘§‘;}@) fg_j)zﬁﬁﬁ—
5 T T RAis  oy=os-ag F 11-ov 200
/’”’El—éb’ %MQUMM SY OBRJ&H@J) ;A .- o
/’z&mmam °<"¢“33 B T wE Yol @y
r=<—)€ano<9 a 04°<c91 TR0y ?\F}g"‘sr R
/Tc\mlau p /Luuua wm@r ss%n *)TG]'.;/FF@ /2;5}1[
&) ~{=reo; i) BT NP B>~ = P L sr A S u
e R e o e P e e & rY = /1Ea 15 B
Ty b &R Tquy —ucig — Fo5ur 21 )

Ja ¢ € o
SUROA SR =

- oy n b & A I
DAl SR9 uITS PR RiBs= he=—
@) 7 é@?[&] JTH T Uea2) ghjovu{amp @u{w\ Qoo ;
- S ™~

&y 7 -jbob&f\-@ 5 \M\,(W&w}/\/ rv(\{wu[/i N (w [u,k
COREL L{fj’/ﬁaob&lﬁ 3274 Mge? T gax 1154

S c‘rzcw Az w@um&h W
A (A cegawa)c-i arfar gﬁ "Flf SEINE VST 8

\@)‘ L ug-,'cveb?”i @Mnt '7"'*;44‘*51 @Msw hErtal

_\@ 77 o{—[}&ﬂ@b“’ (—J<Q'f 7 (‘Jcﬁﬁlf t“7\0\7q“f_\t113

W“‘“W“ IR G/ U Jrfa 1 NS

ZE\ N S — S S ————

e 1CAC A=A 1 5 Al S

NGO IR ] B — N S e

i1 (S Y Iy YACIES S "
TTT— ~ - et 8/5 ". | PV W

~ S RRede U ) ) U

T ﬁ\“'s_\"f—aﬁr”m’ “ﬁﬂ\c)" Q\,’O\S\\ v P ncipal B

S , ; ——Chane :J j_\.h 1 Govl
T T rJ ‘i‘ { Nthora,

-~
- A \ TR Y ol o)
\ i\-'t“‘- asSalltung ( S
&)




OFFICE OF THE PRINCIPAL

CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST. - MAHASAMUND (C.G
Affiliated To Pandit Ravishankar Shukla University Raipur

Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.ac.in _ College Code- 354

No./ I‘L,/Eg’t /oQO’ﬁ Pithora, Date /6060 g

Manual Policy Documents of Non Academic Stofl

(1) It is necessary for everyone to participate in this three-day training program, if for some
reason not participating with prior permission, it will be necessary to participate in the
training program organized in other institution.

(2) Employee participation in all areas of training, if the session is missed due to any reason, gets
complete information about that session from other participants.

(3) All the employees should ensure their attendance as per the time table and do not leave the
session without prior permission.

(4) If there is any doubt during the training, do clear the doubt at the end of the session.

(5) Use of mobile will be restricted during training. Treat teachers and co-trainees with respect

during the training period.
i
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OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST. — MAHASAMUND (C.G
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
% e Website- www.govtcollegepithora.ac.in College Code- 354
%
No./ IC (ES’Z/DQO/é' Pithora, Date [( 0.6, /.9

Non-academic Training Program

Obijectives

A three-day training program is being organized in the college for non-academic class n/1v
employees, its objectives are as follows.

(1)  To make non-academic employees aware of their duties.
(2) To explain the systematic method of accounting to the third class employees (clerical class).

(3) To provide information about service book, passbook and leave register maintenance and
leave rules.

(4)  To give training to third class employees regarding the rules of income tax and maintenance
of income tax forms.

(5) Providing information about systematic maintenance of documents, inward and outward,
pension rules. Providing information regarding writing, university examination, affiliation,
examination ...
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Principal
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA,
DIST.-MAHASAMUND (C.G.)
Emall ID- qovtcollege plthomQ gmail.com Phone NO 077077 ~271517

No./03/A/Est./2019 Pithora, Date 21/06/2019

NOTICE

All the non-academic (official) employees are well wished that from
26.06.2019 to 28.06.2019, training program of all third/fourth class employees
has been kept. All staff installation is mandatory.

Dr, S arl
Chandrapal Dadsepa@ovpﬁdlege Pithora

District — - V& T\amar@%( d((C .G.)
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA.
DIST.-MAHASAMUND (C.G.)
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-271517

No./04/A/ 2019 Pithora, Date 26/06/2019

TRAINING TIME TABLE DATED 26/06/2019

S.No. Time Program description (Title) Speaker Remark

1 2 3 4 5

1. 10:30AM to 11:00AM | Lamp lighting and program Opening
introduction Ceramony

1. Service book Maintenance
2. | 11:00AM to 12:15PM |2. Document Maintenance

3. Inward - Outward Dr. S.S. Tiwari
12:15PM to 12:30PM | Tea break

12:30PM to 01:30PM |1. Leave Register

2. Personal file
01:30PM to 02:00PM | Lunch break

02:00PM to 03:15PM |1. Schoolarship Process
2. Examination Accounts
7. | 03:15PM to 03:30PM | Tea break Dr. S.S. Diwan
1. AISHE

8. | 03:30PM to 04:30PM |2. Cleanliness
3. Discipline
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA.

DIST.-MAHASAMUND (C.G.)

Email ID- govtcollege.pithora@gmail.com

Phone NO- 07707-271517

No./04/B/2019 Pithora, Date 27/06/2019
TRAINING TIME TABLE DATED 27/06/2019
S.No. Time Program description (Title) Speaker Remark
1 2 3 4 S
1. Accounts Government, Non
1. | 10:30AM to 12:00PM Government Public
Participation expenditure
process Dr. S.S. Tiwari
2. | 12:00PM to 12:15PM | Tea break
3. | 12:30PM to 01:30PM [1. Cash Register Maintenance
2. Internal Audite
4. | 01:30PM to 02:00PM | Lunch break
5. | 02:00PM to 03:15PM [1. T.C. Supply
2. Letter Writing, Memo Dr. Seema
6. | 03:15PM to 03:30PM | Tea break Agrawal
7. | 03:30PM to 04:30PM |1. Trust Fund
2. Note-Sheet

W/
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHOR, RA,

DIST.-MAHASAMUND (C.G.)

Email ID- govtcollege.pithora@gmail.com

No./04/C/2019

Phone NO- 07707 271317

Pithora, Date 28/06/2019

TRAINING TIME TABLE DATED 28/06/2019

S.No. Time Program description (Title) Speaker | Remark
1 2 3 4 5
1. | 10:30AM to 12:00PM |1. Admission Process

2. Receipt Book Maintenance

3. Exam Form
2. | 12:00PM to 12:15PM | Tea break

1. Pension case

2. Advances Supply Expenditure| Dr. S.S. Tiwari
3. | 12:15PM to 01:30PM Accounts

3. Document Maintenance

4. Sports

5. N.S.S.
4. | 01:30PM to 02:00PM | Lunch break

1. D.F.C.
5. | 02:00PM to 03:15PM |2. Filing Rejected

3. Library Mr. Jitendra
6. | 03:15PM to 03:30PM | Tea break Patel
7. | 03:30PM to 04:30PM |1. Voucher Maintenance

2. Expenditure other important

Chandrapal Dadsepa, pov{ o
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OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST. - MAHASAMUND (C.G
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.acin  College Code- 354

No/G¢ [ G /2019 Pithora, Date R &.Q 6.0 |
Report

In order to train non-academic stops, a three-day training program was organized on 26, 27 and 28
June in the session 2019-20. Under this program, accounting maintenance, inward-outward process,
holiday register, service book, passbook maintenance, expenditure process of government-
government, public participation items, systematic maintenance of internal audit documents, income
tax related information, identity card, D.F.C register, T. C. Supply, letter-writing, memorandum, note-
sheet writing, security deposit, scholarship process, examination account, AISHE, cleanliness
discipline, etc., were provided in detail. Training - Dr. S. S. Tiwari (Principal of Chandrapal Dadsena
Government College Pithora), Dr. Seema Agraval (Principal of Government College, Basna), Dr.
Presented by S. S. Diwan (Senior Assistant Professor of Political Science), Shri Jitendra Patel (Assistant

Professor of Commerce).

Dr. S. S. Tiwari

Chandrapal_Dﬁ@anithora

distvaMphasamund(CEoI.

College Pithora 1
Distt-Mahasamund(C.G)) |




OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST.-MAHASAMUND (C.G.)
Affiliated To Pandit Ravishankar Shukla University Raipur

Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.acin ~ College Code- 354

Certificate

This is certify that the Chandrapal Dadsena Govt College pithora , Dist Mahasamund,
following of the person involved in the FDP Program organized by chandra pal Dadsena Govt
Collage Pithora. The Support Training of official management was provide to non academic \
staff of our institute for FDP program.

Ywa

Principal
Dr. S. S. Tiwari

Chandrapal PadsgRaiGovt-&allege Pithor:

College Pithora
Distt-Mahasemund(C.G.) |




OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST.-MAHASAMUND (C.G.)
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373

Website- www.govtcollegepithora.acin  College Code- 354

e N T TP T ST T G

Pithora, Date%/ (/2019

pee——

No./ | |@/2019

this is the certify that the chandrapal dadsena govt college pithora Dist -Mahasamund following
list of person involved in the FDP program Organized by Chandrapal dadsena govt college

pithora.
S.No. Name of participants Training Period Subject Remark |
1 2 3 4 5 |
1 Mr. Mukesh Kumar Sahu | 26/06/2019 to 28/06/2019 Offical Management
2 Mr. Ramnaresh Pandy 26/06/2019 to 28/06/2019 Offical Management
3 Mr. Jugalkishor Urano 26/06/2019 to 28/06/2019 Offical Management
4 Mr. Reshamlal Bariha 26/06/2019 to 28/06/2019 Offical Management
5 Mr. Sohanlal Patel 26/06/2019 to 28/06/2019 Offical Management
6 Mr. Tularam Sao 26/06/2019 to 28/06/2019 Offical Management
7 Mr. Sevakram Verma 26/06/2019 to 28/06/2019 Offical Management
8 Mr. Navin Badhai 26/06/2019 to 28/06/2019 Offical Management
9 Mrs. Ganga Bai 26/06/2019 to 28/06/2019 Offical Management
10 Mrs. Janki Bai 26/06/2019 to 28/06/2019 Offical Management
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OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST. - MAHASAMUND (C.G
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.acin ~ College Code- 354

No./ IH/E(,”( /on}ﬁ Pithora, Date ,QCGA?L’/(/

(1)

(2)

(3)

(4)
(5)

Manual Policy Documents of Non Academic Stoff

It is necessary for everyone to participate in this three-day training program, if for some
reason not participating with prior permission, it will be necessary to participate in the
training program organized in other institution.

Employee participation in all areas of training, if the session is missed due to any reason, gets
complete information about that session from other participants.

All the employees should ensure their attendance as per the time table and do not leave the
session without prior permission.

If there is any doubt during the training, do clear the doubt at the end of the session.

Use of mobile will be restricted during training. Treat teachers and co-trainees with respect
during the training period.
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Principal
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OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST. - MAHASAMUND (C.G
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.ac.in  College Code- 354

No./ I /6 SZ/ X0/ ? Pithora, Date [.C,.-Q.(,-a?c./_é(

Non-academic Training Program

Objectives

A three-day training program is being organized in the college for non-academic class IlI/IV
employees, its objectives are as follows.

(1) To make non-academic employees aware of their duties.
(2) To explain the systematic method of accounting to the third class employees (clerical class).

(3) To provide information about service book, passbook and leave register maintenance and
leave rules.

(4)  To give training to third class employees regarding the rules of income tax and maintenance
of income tax forms.

(5) Providing information about systematic maintenance of documents, inward and outward,
pension rules. Providing information regarding writing, university examination, affiliation,

examination ...
y
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Principal
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA,
DIST.-MAHASAMUND (C.G.)

Email ID- govtcollege_githora@gmail.com Phone NO- 07707-271517

No./05/Est./2019 Pithora, Date 21/06/2022

NOTICE

All the non-academic (official) employees are well wished that from
01.07.2022, 02.07.2022 & 04.07.2022, training program of all third/fourth class

employees has been kept. All staff installation is mandatory.

Principal -
ChaRrSaSh leart Govt
Chandrapal Dadsena Gayt College Pithora
District:— Maha§pmuqd (©€,G.)



OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA,
DIST.-MAHASAMUND (C.G.)
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-271517

No./05/Al 2022 Pithora, Date 01/07/2022

TRAINING TIME TABLE DATED 01/7/2022

S.No. Time Program description (Title) Speaker Remark
1 2 3 4 S
1. 10:30AM to 11:00AM | Lamp lighting and program Opening
introduction Ceramony

1. Leave Register

2. | 11:00AM to 12:15PM |2. Personal file

3. Service book Maintenance
3. | 12:15PM to 12:30PM | Tea break Dr. S.S. Tiwari
4 12:30PM to 01:30PM |1. Document Maintenance

2. Inward - Qutward
5. 01:30PM to 02:00PM | Lunch break

1. AISHE
6. | 02:00PM to 03:15PM | 2. Cleanliness
3. Discipline
7. | 03:15PM to 03:30PM | Tea break
1. Schoolarship Process Dr. S.S. Diwan

8. | 03:30PM to 04:30PM |2. Examination Accounts

Lo

Principal,
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA,

DIST.-MAHASAMUND (C.G.)

Email ID- govtcollege.pithora@gmail.com

No./05/B/2022

Phone NO- 07107

151/

piinsiipm ik

Pithora, Date 02/07/2022

TRAINING TIME TABLE DATED 02/07/2022

Time

Program description (Title)

2

3

i'_’S_'ga_a_lggr”A | Remark
4 Pa—— e r— - 5,

10:30AM to 12:15PM

1. Cash Register Maintenance
2. Internal Audite

12:15PM to 12:30PM

Tea break

12:30PM to 01:30PM

1. Accounts Government,
Non Government Public
Participation expenditure
process

Dr. S.S. Tiwari |

01:30PM to 02:00PM

Lunch break

o~

02:00PM to 03:15PM

1. Note-Sheet
2. Trust Fund

03:15PM to 03:30PM

Tea break

N

03:30PM to 04:30PM

1. T.C. Supply

2. Letter Writing, Memo

Mr. Jitendra
Patel

Chandrapal Dadsengg G v
District,—
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OFFICE OF THE PRINCIPAL, CHANDRAPAL DADSENA GOVT. COLLEGE PITHORA,
DIST.-MAHASAMUND (C.G.)
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-271517

i e i e B i vy

No./05/C/2022 Pithora, Date 04/07/2022

TRAINING TIME TABLE DATED 04/07/2022

S.No. Time Program description (Title) Speaker Remark |
1 2 3 4 5
1. | 10:30AM to 12:15PM [1. Admission Process

2. Receipt Book Maintenance

3. Exam Form

2. | 12:15PM to 12:30PM | Tea break

1. Pension case

2. Advances Supply Expenditure| Dr. S.S. Tiwari

3. | 12:30PM to 01:30PM Accounts

3. Sports

4. N.S.S.

5. Document Maintenance

01:30PM to 02:00PM | Lunch break

02:00PM to 03:15PM |[1. Voucher Maintenance

2. Expenditure other important

6. | 03:15PM to 03:30PM | Tea break Dr. S.S. Diwan

. BDIF.C.

7. | 03:30PM to 04:30PM |2. Filing Rejected

3. Library

o
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OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST. - MAHASAMUND (C.G
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.ac.in College Code- 354

No/ ¢ ¢/ [AR022 Pithora, Date C. 404203

Report

A training program was organized from 01 July 2022 to 04 July 2022 to provide training to the non-
academic stops of the college. Through this program, the employees are given cleanliness in the
‘college, organizing the office, income tax calculation, service book, passbook maintenance, leave
account maintenance, note sheet writing, inward-outgoing, cash-register, DFC writing, timely

disposal of various applications. Detailed information on topics like, etc was provided.

|
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Dr. S. S. Tiwari
Chandrapal Ha/dﬁena&ggi.\(fbua&e\ Pithora
¢ RistarMahasamupd{ G 6.1
College Pithora
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OFFICE OF THE PRINCIPAL,
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST.-MAHASAMUND (C.G;)
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.acin College Code- 354

Certificate

This is certify that the Chandrapal Dadsena Gout College pithora , Dist Mahasamund,
following of the person involved in the FDP Program organized by chandra pal Dadsena Govt

Collage Pithora. The Support Training of official management was provide to non academic
staff of our institute for FDP program.

(“ L0 / [
\M J J /
Principal

Dr. S. S. Tiwari

Chandrapal PagsgpaiGavteallege Pithor:
Distrigt Mahasamung4i.G.)
College Pithora
Cistt-Mphasemund(C.G.) |
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OFFICE OF THE PRINCIPAL
CHANDRAPAL DADSENA GOVT. COLLEGE PITHORADIST.-MAHASAMUND (C.G.)
Affiliated To Pandit Ravishankar Shukla University Raipur
Email ID- govtcollege.pithora@gmail.com Phone NO- 07707-299373
Website- www.govtcollegepithora.acin ~ College Code- 354

No/ % (/512022 Pithora, Date 472022

this is the certify that the chandrapal dadsena govt college pithora Dist -Mahasamund following
list of person involved in the FDP program Organized by Chandrapal dadsena govt college

pithora.
S.No. Name of participants Training Period Subject Remark l
1 2 3 4 5 |
1 Mr. Mukesh Kumar Sahu 01/07/22 to 04/07/2022 Offical Management ]
2 Mr. Duleshwar Thakur 01/07/22 to 04/07/2022 Offical Management
3 Mr. Roshan Ravi 01/07/22 to 04/07/2022 Offical Management
4 Mr. Reshamlal Bariha 01/07/22 to 04/07/2022 Offical Management
5 Mr. Sohanlal Patel 01/07/22 to 04/07/2022 Offical Management
6 Mr. Tularam Sao 01/07/22 to 04/07/2022 Offical Management
7 Mr. Navin Badhai 01/07/22 to 04/07/2022 Offical Management
8 Mrs. Ganga Bai 01/07/22 to 04/07/2022 Offical Management
9 Mrs. Janki Bai 01/07/22 to 04/07/2022 Offical Management
“\, B e s
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Principal !

Chapiesas) Tiwari, -,
Chandrapal Dadséna Gevt.College Pithor:
Distiict''Mahasamund (C,G.)
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