
IMPORTANT CIRCULAR NO.37

No. O&Mfl nsp/203/In House/Vol-XIII Dated: 0310712017

Subject: rraining for New Recruits*lncliiif_T:yJyIJ:I","d Auditors & clerks.

As per In house Training Calendar for the year 2017-18, it has been decided by the

Competent Authority to conduct a Nine (09) day training course on the above subject in the
Training Hall, M.O. CDA Guwahati as per Annexure-A w.e.f. 17107/2017 to 2710712017. The
participants of MO Guwahati & Sub-Offices as per Annexure-B are detailed to attend the training
course.

ln case it is not possible to relieve
replacement may invariably be nominated to

TA/DA as per rule is authorized.

Copy to: -

1. The Officer- in- Charge

2. Faculty Members :

3. The Officer in Charge AN-I/A Sec (Local)

4. The Officer in Charge AN-II (Gp-II) Sec (Local)

5. The Officer in Charge AN-IV Sec (Local)

the nominated official from the sub-offices, suitable
attend the training course.

_ <"1_
(J. K. Das, IDAS)

Jt.CDA

For information with the request to detail the
nominated official to attend the above training
course w.e.f. 1710712017 to 2710712017 in MO
CDA Guwahatl

For information. You are requested to prepare

hand outs /lecture notes on the subject assigned

and may please be sent to this section well in
advance to distribute the same amongst the

trainees. The assigned course module is
attached as per Annexure-A.
For information please.

For information please.

For necessary seating arrangement and

provide Note pad & Ball pen to the
participants for Ten (1O-approx) in the
Training hall from 1710712011 to 2710712017

and also provide Tea and Snacks to the
participants and faculty members during Tea

Break.

For Uploading on CDA Guwahati {ebsite.

(MOLoY GHOSH)

E-mail /FAX/SPEED POSTT.T.B.

{qTr tiqr fr{iTfi orqtilq , gqr6rtl, rdFET fu6r, aFirfr, uJ-{r6rer -78tr7r
OFFICE OF THE CONTROLLER OF DEFENCE ACCOUNTS,

GUWAHATTUDAYAN VTHAR, NARANGT, GUWAHATI-78l 171

nr',([tai,r TeL 0361-264039412641142 FAX 0361 -2 640204/264081 0 12641143.

6.Ty{Ofrcer in Charge EDP Sec (Local)V

Sr. Accounts Officer (O&M)

l@



ANNEXIJRE'A'

Course 'Iitle; -Training Programme for New Recruits. including newly promoted Clerks for the year
2017 -1 I at Training Hal l, CDA curvahati. w .e.f. tl /0li\0t1 to 27 -07 -2017 .

There will be four sessions in every day each for 75 minutes as under.
Session I : 10,r5 hrs to 11,30 Sessiorr II ; il.45 hrs ro r3.00
session III : 14.30 hrs ro 15,45 session IV: 16.00 hrs to 17.r5

Tea Break: I1.30 hrs to I1.45 hrs & 15.45 hrs to 16.00 hrs

Date Session Time Subject Name ofFaculty
Members

17/07/2A17

10.00 Hrs Inauguration Training Mana.qer
DESSION I lU.l )- 1 1.30 hrs Organization of the DAD, Fr-urction

and duties ofthe controllers
ShriH B DurtaSr.AO
MO CDA Ghy

Session II I 1.45-13.00 hrs -do- Shri H B Duua.Sr.AO
Session ilt 1 4.30- I 5.45 hrs Function and duties of Admin-l & II

section
Shri Debashish De,
Sr.AO, M O Ghv

Session IV 16.00-17.15 hrs Function anA auries of aN/tTt SEct;on

Furction a,rd dut,es of AN/IV & V
sec!ion

Shri Debashish De,
Sr.AO, M O Ghv

18107/2017

Session I 10.15-ll.30hrs ShriChayan Das,SrAO

Session II I I .45- I 3.00 hrs Function and duties ol'Recorcls
Section

Shri Rajesh Singha,
ST.AO M O (lhv

Session Ill 14.30- l 5.;15 hrs Function and duties of'Accounts
Section

Shri Kishloy Neog,
A Ar) Ir,,l f] (ih.,

Session IV 16.00-17. l5 hrs -do- Shri Kishloy Neog,
A A(^) I\/ (.) (rhv

l9/07/20t7

Session I 10.15-l1.30hrs Function unO dL,tGs of E' section Shri Sujit De Sarkar,
Sr.AO, M O Gh-v

I

Session ll I 1.45-13.00 hrs Fr-urction and dr"rties of SA Section Shri S. Adhikari. AAO
RA Qenti^- l\, f.\ /':L,

Session Ill I 4.30- 15.45 hrs Function and duties of ,M-Section
Shri Niraj tcurlar*qAO
M Sectinn i\/ l.'\ l-ll"'

Session IV 16.00-17. l5 hrs Function and OutGiof:O Section ShriN Chakraborty.
AAO, D Section

20/07 t2a17

Session I 10.15-ll.30hrs Function anO OuiieJot' SC Section ShriPKSinha,AAO
Stl-llSec.MOChy

Session II I I .45- 13.00 hrs Function and cluties of "f , Section Shri R Pegu, AAO
TSection,MOGhy

Session lll i 4.JU- t ).4) hrs function and duties ofPay -Tech
Sectiorr

Shri BBDam,SAO
MOGhy

Session IV 16.00- 17.I5 hrs Fr.rnction and duties of ORs CeU Shri Rajesh Singha,
S,A() l\,{ (.) Gh.,

21i07/2017

Session I 10.15-l L30 hrs Fr-rnction and duties of IA Section MS D. Bhattacharjee,
AAO.IA Section

Session II I I .45- 13.00 hrs Function and duties of IFA Cell Shri S. Banarjee, AAO
IFA Section

Session III I 4.30- 1 5.45 hrs Function and duties of LACiALAO Shri Gulam Abedin,
AAO, LAO 222 ABOD

Session IV I6.00-l7.I5 hrs Function and duties of AO GEIEp ShriCanesh Rai, SAO
AO CE Guawahati

Session I 10.15-11.30 hrs Function and duties of AAO
BSO/AAO DEO :.

Shri.l. Nayak, AAO
AAO BSO Narangi



24/0712A17
Session il I I .45-13.00 hrs Function and duties of PAO(ORs) Shri Sudip Das, SAO

AAO Shillons
Session III 14.30-1.1.45 hrs Function and duties of Area

Accounts OfTicc
Shri Sudip Das, SAO
AAO Shillone

Session IV I6.00-17.I -5 hrs Function and dr"rties of DDP
Cell/NPS Cell

Shri K Ma,ihi, AAO
DDP Cell

2st01/2017

Session I 10.l5-1 1.30 hrs F'unction and duties of O&M Ccll Shri Moloy Ghosh,
SAO, M O GhV

Session II 11.45-13.00 hrs f'unction and duties of
EDP Centre

Shri S S Dev Roy, SAO
MOGhv

Session III 14.30-15.45 hrs Basic computer training. ability to
work on computer, MS Word ShriAnimesh Dar, SA

EDP SectionSession IV 16.00-17.15 hrs -dr:r-

26/07/2017

Session I 1 0. 1 5- 1 i.30 hrs Elementary Knowledge of MS Excel ShriManoj Buzar
Baruah, DEO
EDP Ceutre.

Session II I 1.45-13.00 hrs -do-

Session III 14.30-15.45 hrs E,lementa 1, Knowledge of Por.ver
Point and sending of e-mail Shri S S Dev Roy, SAO

MOChySession IV 16.00-17.15 hrs -do-

27/07/2017

Session I

Written TestSession I1

Session III
ValedictionSession IV

-#fu
sr.Ao (6&M Cell

P.T.O.



Annexure-B

Sub: 'fraining Programme fbr Ner.v Recruits including newly pronroted clerks for the year 2017-18 at
Training Hall, CDA Guwahati w.e.f^ I 7.07.2017 to 27.07 .2011.

SL
No.

Name & Designation A/c No. Secti onlSub-Oft'i ce where servin g

1 Shri S. K. Chouhan, Clerk 83 3 5397 ALAO 482 COY ASC (Sup)

2. ShriN N Singh, CIerk 83 37483 ALAO FSD Rangiya

3. Miss Renu Borah, Clerk 833r671 ALAO SD Bhalukmara

4. Md. Mainul Haque, Clerk 8335384 0&M Cell, Main Office

5. Mrs. Anima Sonowal, Clerk 8339839 AN-11, Gp-ll, Main Office

6. Md. Sonali Shekh, Clerk 8348604 'R' Section, Main Office

7. SluiDavid Rakavei S., T'y. Aud 83487 1 3 AAO BSO Shillong

8. Smt. Devi Bhandari, Clerk 8339'7 57 ORs Cell^ Main Offlce

9. Miss Rashrni Rekha Das. Clerk 8348625 M-l Section, Main Office

10. Smt. Neihoieung Lhouvum, Clerk 8348623 PAO (ORs) 58 CTC Shillong

,r^MCell


