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OFFICE OF THE ACCOUNTANT GENERAL (AUDIT I)
KERALA, THIRUVANANTHAPURAM
(TRAINING CENTRE)

... 9 F/11-100/2025-26

fe=is: 02. w$.2025
No.AwTrg/11-100/2025-26 Date: 02.05.2025
AARTT SR .48/ SECTIONAL ORDER NO. 48

TETTETHTR (SrEraer ), % wrater & wefera Frafafee sfdmrd v argffs %
For sremrarrefter Sror sfveror % fore Arwifee Ry g ST 05.05.2025 & 21.05.2025 &
AT B 71T

The following official belonging to Office (Audit II), is nominated for the under-study

Induction Training for Stenographer which is scheduled to be conducted from 05.05.2025 to
21.05.2025.

S1 Name of the official
No

\ 1.\ Shubham Kumar

Designation Section Office

\ Stenographer Grade II | AMG II Audit II

sfereTeft st sfRrarTien Sier ArEdt 1 ST % SA| TvET 9rEe ¥ wreny
memﬁwmm%%mﬁﬁﬁsﬁgﬁaﬁmwg%ﬁ
SAlW%%mw%meﬁwﬁ,ﬁ%mmm%m
e & 3 e it qotar 1 fafr & 20 Rt % sfva< s fFar s gy

The participant may complete the registration and feedback process through SAJ
Training Portal using his Official email ID. The official is also informed to complete the online
impact assessment through SAI Training Portal which is to be submitted within 20 days from

the date of completion of 3 months from the last day of the training programme.
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Section concerned may ensure that the nominated official is informed regarding the

training in advance.
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Schedule for the Training
FN Session: 10:00 AM to 12:25 PM

Break: 11:15 AM to 11:30 AM & 3:15 PM to 3:30 PM

AN Session: 2:00 PM to 04:45 PM

Session Faculty Topic Content Syllabus
Date (Shri/Smt.)
10 AM to Course Briefing Introduction of participants
11:15 AM S e P B, and Ice- breaking Discussion of course content
Sr. AO/Training E . .
xpectation sharing
11:30 AM to The Role of CAG. | Introduction to Cag & IAAD Article 148 tc
12:45 PM Constitutional provisions of Constitutio
relating to CAG India
2PMto 3:15 The Role of CAG. | Introduction to Cag & IAAD Comptroll
Day 1 PM Ethics and Conduct | Constitutional provisions Auditor Gene
05.05.2025 Shri Hari Kumar | Rules relating to CAG. Department (Duties, Pow
R, AAO/Legal and its contribution towards and Conditior
3:30 PM to Cell/ Aul good governance and national Service)
4:45 PM building Integrity, Regularity & | Amendment
punctuality in attendance 1971 Centr:
Handling of confidential matters Civil Servic
Maintenance of official decorum (Conduct) Ru
etc., 1964
10 AM to Office procedure Dealing with receipt, disposal Manual of
11:15 AM Roles and and issue of confidential and General
responsibility of D.O. letters Procedure
stenographer in Submission of files to the boss,
BTRT WV . . general File maintenance of register to track
: ;431(5) ?&4 10, ‘| Shri Hari Kumar management - the files submittedgto senior
: R, AAOLegal | gyjino’System ffi
Cell/ Aul b ollicers
Maintenance of the confidential
Day2 and secret files kept in the
06.05.2025 custody of the Group Officers
and submit any file required by
them
2PMto3:15 Organisation Office setup in Headquarters Chapter 1 of
PM Structure of the Main branches of the CAG's MS(,),
Shri Arun T, Department Department and their (Admn) Vol
AAO/Admn (Au functioning
3:30 PM to D) Office setup in a field office and
4:45PM roles & responsibility of each
cadre in an office




Smt, Parvathy
Sekhar L, Sr.
AO/Admin (Aul)

Day 3
07.05.2025

Smt. Parvathy
Sekhar L, Sr.

AO/Admin (AuT)

10 AM to
11:15 AM

Shri. S

APAR Writing

Role of Stenos

Career

areer
Opportunities

Leave rules &

Overview of SPARROW
application

Recording of minutes of
meeting Overview of procedures
related to various departmental
Committees (DPC, Review and
screening committees)

Career opportunities to
stenographers in the Department

Discussion on various kinds of

SPARROW
application
Importance of
APAR Handling
of APAR of other
officials

Rules and
instructions
regarding DPC
constitution and
procedures for

various cadres
| various cadres

Career prospects
in the Department
Conditions
relating to
probation,
confirmation,
promotions
deputation,
foreign services
etc.
CSS(Leave)
Rules, 1972 SR
and instructiong
on Travelling
Allowance
RTI Act, 2005
overview Centra]
Civil Service
(Classiﬁcation,
contro], Appeals)
Rules, 1965
Centra] Civil
€rvice
(Classiﬁcation,

control, Appeas)
Rules, 1965

MSO (Audi

Soft Skills

s .| Travelling leaves, TA rules and preparation
11:30 AM to mlgl/(:?\igl Nair, Allowance rules of TA Bills
12:45 PM HI/(HQ/MY Aul
2PMto 3:15 Support functions- W
PM Shri R Suresh Role of Stenos Information, Vigilance and
Day 4 Kumar, Sr. Disciplinary cases
08.05.2025 AO/Legal Cell/
Aul
R Disciplinary Introduction to minor and major
Shri. Krishna Proceedings penalty and procedure for
Kumar, imposing the penalty
AAOQ,
Confidential Cell
i Audit Reports Audit Reports and the cycle of
19 AM o Smt.' Dccpthl P reparation of audit reports
11:15 AM Unnikrishnan prep
Sr AO, AMG II . :
j 11:30 AM to | Smt Sandhya Audit Reports Parlia:nentary/ COPU Procedure | MSO (Audit)
12:45 PM Ramachandran and its importance
Sr.AO/Reports
Day § (Civil/PAC) _ i cation of the
2 PM 10315 | Communication Effective communica
PSS |2 PMto 315 Skills, email, orders instructions of the Group’
e Shri Hari Kumar | correspondence officers to sections and officers
3:30PM to R, AAO/Legal (including drafting | concerns and the responsesG
4:45 PM , letters) received from them to the Group
Cellf Aul . officer. Drafting letters and DO
letters




10 AM to Smt Vishnudevi | Filing Income Tax B_a.sic Income Tax Rules, -
11:15 AM Rajasenan, Returns Filing of returns
Sr.AO/AMG 11
HQ IV
11:30 AM to Skill Development | Information Technology Act Information
12:45 PM Shri Gireesh V M, | - Internet / 2000 Technology Act
Sr. AO Information 2000 and
Bills/Cash/Entt Security subsequent
Day 6 /Au 1 developments /
13.05.2025 amendments
2PMto 3:15 Gender Gender Sensitisation including | Sexual
PM Sensitisation discussion of important Harassment of
3:30PMto | Shri Gireesh VM, provisions of the Act women at
4:45 PM Sr. AO Workplace
Bills/Cash/Entt (Prevention,
/Aul Prohibition and
Redressal) Act,
2013
10 AM to Skill Development | Basics of Internet and Browsing Exploring the
11:15 AM - Internet/ of CAG's website including website of CAG
Information telephone directory. Basic of India
Smt Arathi G, Security precautions to ensure security Information
AAO/TS Cell/Au while browsing and Technology Act
1 downloading 2000 and
subsequent
developments /
amendments
11:30 AM to . The role of CAG Recent Audit Reports Regulation on
D \ 12:45pM | onri K Suresh, P Auditand
ay 7 Sectt to AG/ Aul
14.05.2025 Accounts 12007
2PMto 3:15 Skill Development | Basics of MS Word- Creating saving
PM -M S Word Introduction, formatting and opening of
3:30 PM to documents, page setup etc document file.
4:45 PM . Formatting text,
Shri Kesav.afl paragrapthullets
Nampoothiri N, and numbering,
AAO/ EDP multilevel
Faculty bulleting and
numbering
Inserting tables
Page layout
10 AM to Shri Kesavan Skill Development | Basics of MS word - Mail Styles and
11:15 AM Nampoothiri N, -M S Word merge templets track
AAO/ EDP changes Mail
Faculty Merge
11:30 AM to | Shri Kesavan
Day 8 12:45 PM Nampoothiri N,
15.05.2025 AAO/ EDP
Faculty :
2 PMto 3:15 Shri Kesavan Skill Development | Basics of MS Excel Creating saving
LM Nampoothiri N ~M Excel and opening of
3:30 PM to AAO/ EDP ’ excel .ﬁle.
4:45 PM Entering data and
Faculty formatting




Printing excel
sheets Prforming
basic calculations
Filtering and
sorting data

10 AM to Skill Development Basics of MS Power Point Creating saving
11:15 AM Shri Kesavan - M S Power Point including hands on training and Opening of
11:30 AM to Nam hiri Poer point file,
12:45 PM poothiri N, Basic f tti
AAO/ EDP asic formatting
Day 9 Faculty of PIfT sides
6.05.2025 Prmtmg PPT
slides
2PMto3:15 | Shri Kesavan Evaluation Test Evaluation in Computer skills/
PM Nampoothiri N, Teams / presentations/ Group
3:30 PM to AAOQ/ EDP discussions
4:45 PM Faculty
10 AM to Pension Rules, NPS | Provision related to calculation National Pension
11115 AM Shri Xavier M J and grant of pension, gratuity System CCS
11:30 AM to AAO (Retired) ’ and family pension (Pension) Rules,
12:45 PM 1972 National
Pension System
Day 10 2PMt03:15 | Smt Sindhy Skill Development Stenography Refresher class or
19.05.2025 | pM Lekha O K, Stenography
Vocational
Teacher in Office,
Secretaryship,
Govt. City VHSS,
PMG
10 AM to Interpersonal Maintaining cordial Soft Skills
11:15 AM Shri Rajilan,JCI | relation/ skills with | relationships Prioritization of
11:30 AM to | Trainer (Faculty | officers and staff working accordance with
12:45 PM from IMG) officers' directions Behavioura]
Input on Team Building
Day 11 2PMto3:15 | Smt Sindhu Skill Development Stenography Test dictation
20.05.2025 | PM Lekha O Kl, (90Words/ Min)
3:30 PM to Vocationa Readi e
4:45 PM Teacher in Office, ding, Typmg
Secretaryship,
Govt. City VHSS,
e I Field Visit/ Group Activity/ Soft | —————
i 1€ 181V Group Activi
11(1)-?:41:1(\)4 Shri Rajilan,jc1 | SOft Skills Skills P ACIVIY/ So
- Trainer (Faculty
1]30AMt0 from IMG)
12:45 PM
Day 12 2PMto 3:15 .. ) Evaluation Test Common evaluation test
21.05.2025 PM Training Section covering all the subjects
3:30 PM to Feedback & Feedback and Experience
4:45 PM Training Section Valediction sharing
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