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CIRCULAR 

Subject:  Training Programme on administrative skills for Principals/ Vice Principals of Govt. and Aided Schools 

of District South East. 

SCERT, Delhi is going to organize a Four days Training Programme on administrative skills of Principals/ Vice 

Principals of Govt. and Govt. Aided Schools of District South East., Directorate of Education, GNCT of Delhi in 

offline (in person) mode from 12th July, 2022 to 15th July, 2022.  The details of the program are given below. 

 

Date : 12.07.2022 to 15.07.2022 

Time : 09:30 AM to 5:30 PM 

Reporting time : 09:15 AM 

Venue : Veer Savarkar,SKV,No-1.Kalkaji (School ID 1925029) 

Participants/Beneficiaries: Principals/ Vice Principals of Govt. and Aided Schools of District South East. 

No. of participants: 112 

 
 

Type of Schools Principal Vice Principal Total 

Zone-25 Govt. Schools 03 32 35 

Zone-29 Govt. Schools 10 55 65 

Zone-25 Govt. Aided Schools 04 07 11 

Zone-29 Govt. Aided Schools 00 01 01 

Total 17 95 112 

 

Concerned officers of DoE are hereby requested to ensure that all the principals and vice principals whose names 

appear in list are to be deputed to attend the training without fail. Dr V K Pathak, Nodal Officer, INSET, SCERT 

will be the Overall Programme Incharge.  

List of participants and schedule of the programme are attached herewith. 

 

 

   (Dr. Nahar Singh) 

                                                                                                    Joint Director (Academic) 
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Copy to :- 

1. PS to Secretary Education  

2. PS to Director (Education) 

3. PS to Director, SCERT 

4. Addl. DE (Schools), School Branch, DoE 

5. OS IT for uploading on DoE website 

6. WIM of SCERT, Delhi 

7. Guard File 

           

 

 

(Dr. Nahar Singh) 

                                                                                                  Joint Director (Academic) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Schedule of the programme: 

Schedule of Training Programme for the Principals & Vice Principals      

Session 2022-23 

Day 01 - 12th July, 2022 

(REGISTRATION ) 09:30A.M – 10:00 A.M 

10:00 A.M. – 11:00 A.M. :- Inauguration by Hon’ble Deputy C.M.                         

Hon’ble  MLA Kalkaji Constituency :- Ms. Atishi  

Guest of Honour : Sh. Ashok Kumar, IAS  :-  Secretary (Education) 

Guest of Honour  : Sh. Himanshu Gupta, IAS   :-  Director (Education) 

Guest of Honour : Ms. Nandini Maharaj IAS,  Additional DE 

Guest of Honour :  Sh. Rajanish Kumar Singh  :-  Director (SCERT) 

Guest of Honour : Sh. Shailendra Sharma  :-  Principal Advisor to the Director of Education (DoE) 

         Guest of Honour :  Dr. Rita Sharma:- Addl. Director (Schools) 

Guest of Honour :- Sh. K.S. Upadhyay:- RDE (EAST)  

S.No Name of Topic Time Slot Resource Person Contact No. 

1 Assessment & Evaluation System 11:00 A.M – 12:15 P.M 

(Slot – 01) 

Dr. Rita Sharma  

(Addl. Director) 

9650798761 

2 Assessment & Evaluation System 12:15 P.M – 01:30 PM 

(Slot – 02) 

Dr. Rita Sharma  

(Addl. Director) 

9650798761 

01:30 P.M  - 02:30 PM (LUNCH) 

3 

 

 

Conduct rules  02.30 A.M  – 3:45 P.M 

(Slot – 03) 

Sh. Aseem Kumar Goel 

(Dy Director-SCERT) 

9811337577 

03:45 P.M  - 04:00 PM (TEA BREAK) 

4 Procedure & Rules for Vigilance 
Inquiries 

04:00 P.M  – 05:15 
P.M 

(Slot – 04) 

Sh. Aseem Kumar Goel 

(Dy Director-SCERT) 

     
9811337577 



 

 

 

 

Schedule of Training Programme for the Principals & Vice Principals 

Session 2022-23 

Day 02 - 13th July, 2022 

S.No Name of Topic Time Slot Resource Person Contact 

No. 

1 New Education Policy  09:30 A.M – 10:45 A.M 

(Slot – 01) 

Dr Sanjay Kumar, 

Assistant Professor SCERT 

9717374038 

10:45 A.M  - 11:00 AM (TEA BREAK) 

 

2 

Financial Procedures/ GFR/ 

Maintenance of Cash Book/ 

MACP/ Arrears/ 

Retirement Benefits  

11:00 A.M – 12:15 PM 

(Slot – 02) 

Sh. Rohtash Sharma, DCA 8750186282 

 

 

3 

Purchase Committee Constitution & 
Role/ Preparation & Putting up of 

various bills 

12:15 PM  – 01:30 P.M 

(Slot – 03) 

Sh. Rohtash Sharma, DCA 8750186282 

8595110084 

01:30 P.M  - 02:30 PM (LUNCH) 

4 Private Schools (Recognition & 
Upgradation) 

Roles and Responsibilities of DE 

Nominee 

 

2:30 P.M – 03:45 P.M 

 

(Slot – 04) 

Sh. Yogesh Pratap Singh 

(Advisor, PSB) 

9810122892 

03:45 P.M  - 04:00 PM (TEA BREAK) 

5 Procedure for EWS Re-imbursement to 

Private Schools 

04:00 P.M – 05:15 P.M 

(Slot – 05) 

Sh. Yogesh Pratap Singh 

(Advisor, PSB) 

9868875758 



 

 

 

 

 

 

 

 

 

 

 

Schedule of Training Programme for the Principals & Vice Principals 

Session 2022-23 

Day 03 -14th July, 2022 

S.No Name of Topic Time Slot Resource Person Contact 

No. 

1 Budget Planning & Preparation 09:30 A.M – 10:45 

A.M 

(Slot – 01) 

Sh. N.T Krishna 

Planning Branch 

9868852625 

10:45 A.M  - 11:00 AM (TEA BREAK) 

2 Office Procedure &  File 

Management 11:00 A.M – 12:15 PM 

(Slot – 02) 

Mr. N.K Gautam 9810811628 

3 Maintenance of School Records 
12:15 PM  – 01:30 P.M 

(Slot – 03) 

Dr. C S Verma 

Principal 

9871714366 

01:30 P.M  - 02:30 PM (LUNCH) 

4 Leave Rules/ 

Maintenance of Service Book/ 

Personal File 

02:30PM-03:45PM 

(Slot – 04) 

Sh. Raj Kishor Sharma 

(Retd. Vice Principal) 

9811824746 

03:45 P.M  - 04:00 PM (TEA BREAK) 

5 LTC & Medical Re-Imbursement 
04:00 P.M – 05:15 

P.M 

(Slot – 05) 

Sh. Raj Kishor Sharma 

(Retd. Vice Principal) 

9811824746 



Day 04 -15th July, 2022 

S.No Name of Topic Time Slot Resource Person Contact No. 

1  Role of DDO, Pay Fixation & 

Income Tax 

09:30 A.M 

– 10:45 

A.M 

(Slot – 01) 

Sh. Yogesh 

Kapoor 

A.O. (District SE) 

9868356956 

10:45 A.M - 11:00 AM (TEA BREAK) 

2 EOR- Rules & File Mgmt, Issues 

Related with land and Estate 11:00 A.M – 

12:15 PM 

(Slot – 02) 

Sh Tahir Hussain 

OSD-CT/ESTATE 

(SCERT)  

9818114894 

3 Happiness Curriculum  
12:15 PM  – 

01:30 P.M 

(Slot – 03) 

Ms Nandini 

Maharaj, IAS 

- 

01:30 P.M  - 02:30 PM (LUNCH) 

 

4 

Procedure for Condemnation of 

Unserviceable Items 2:30 P.M – 
03:45 P.M 

(Slot – 04) 

Dr. Sanjay 

Chaturvedi, 

DDE (South East) 

9868465788 

03:45 P.M - 04:00 PM (TEA BREAK) 

5 Inclusive Education, Latest Scheme 

of DOE/ Samgra Shiksha for 

Differently able students (IEB)  

04:00 P.M - 

05:15 PM 

(Slot – 05) 

Mr. Ajay 

OSD, IEB 

Smt. Stuti Gaur 

[Distt.Coordinator-

IEB (SE)] 

9810944959  

6 Feedback of Training, Vote of Thanks 

& Certificate Distribution 
 

05:15 P.M-

06:00PM 

Dr. Nahar Singh 

Joint Director 
SCERT 

 

Mr. Shailendra 
Sharma, Principal 

Advisor to DE 

 
Dr. Sanjay 

Chaturvedi, DDE 

(SE) & Dr V K 

Pathak, N.O., 
INSET (SCERT) 

9871397465 

 
 

 

9312255381 
 

 

 
 

 

9868465788 

 

 












