File No.CCE-AC/GEN/82/2021-ACADEMIC CELL

COMMISSIONER OF COLLEGIATE EDUCATION
GOVERNMENT OF TELANGANA
PRESENT: SRI.NAVIN MITTAL, IAS.

CIRCULAR

Sub: Collegiate Education - Government Degree Colleges - One month
In-house Training Program on Basic Computer Skills for Teaching

and Non=Teaching Staff Members -Req.

During the Virtual Meeting held on 15.03.2021 with Principals of GDCs in
Telangana State, some of the Principals have informed the Commissioner of
Collegiate Education that some of the Teaching and Non-teaching faculty
members of GDCs do not have the basic Computer knowledge which ultimately
leading to hindrance to the effective functioning of GDCs.

In order to efficiently maintain the Academic and Office Administration in all
GDCs, it has been decided to conduct One Month (30 days) training program
in Basic Computer Skills for the Teaching and Non-teaching faculty members
of GDCs, who are not well-versed or not equipped with Basic Computer Skills.

The training would cover the following components of Computer SKills:

1. MS Waord

2. MS Excel

3. M5 Power Point

4, Internet Browsing and email usage

5. Usage of e-Office

Further, the Principals are instructed to identify the Teaching and Non-
teaching staff for undergoing Training and ensure that they should be given
proper training by the Computer Science/Applications Faculty member
(Regular/Contract/Guest) of the respective colleges.

Prior to the identification of faculty members for imparting Computer
training, the Principals should get the undertaking signed from the faculty

that they are aware of Basic Computer Skills and they would be able

members
to work on the above sald applications as a part of their regular

Office/Academic duties.
In this connection, Principals are instructed to identify the Trainer and
participants and are directed to commence the training program from today

and complete the training program by 15 April, 2021 and ensure that all the
[



ANNEXURE - A
UNDERTAKING

Name of the Faculty/Office Staff. A - | HIAVP H-'Tl.l_j
Subject/Department: Pukds ¢ -}I!'\aﬁl;ﬂl.hﬂ-:f_':q_f?ﬁ‘? £
Designation: ;ﬁj e e P'.'r“.!f}'-*‘{fifwf
MNo. of Years of Teaching/Office Experience: .72 }—:rd{

1. | hereby declare that, | do not have proper knowledge on Basic Computer Skills and
therefare | want to undergo training on Basic Computer Skills which is being imparted

at college level for a period of one month.

2. Further, | am here with giving my undertaking that, | will equip myself with the Basic
Computer and Internet Knowledge and | will put my efforts to learn Basic Computer

Skills, to undertake computer work/assignment assigned by the Principal.

Date: I|fpr_5%--2’,fji'l Slignature
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Staff members are Computer Literates and are

applications for effective ang smooth functioni
should be given before or after the regular college timings covering two hours

Per day and the Principals should ensure that those who are undergoing
training should mark the Biometric attendance 3

regular 6 hours of College timings.

able to work on the above said
ng of the colleges, The training

fter 8 hours instead of the

In view of the above the Principals are informed to monitor the training
program and issue certificates to the participants after successful completion

of the training program and send compliance of the same to the O/o CCE by
15 April, 2021.

(Orders of CCE obtained in the note file)

Signature Not Verified

Digitally s]1gned by GJTa{];h m
Date: 2021.03.16 14:39:0Z°1ST
Reason: Approved B

For Commissioner of Collegiate Education

To Principals of All GDCs in Telangana State.
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Name of the Faculty/Office Staff: D'-'- H ‘AL Qiﬁl\cﬁm— r[zf*ir

Subject/ Department; PD \ i L[hr'“ aJ Si:'EMEE
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MNo. of Years of Teaching/Office Experience: 22§ “/ 2a.VE

1. I hereby declare that, | do not have proper knowledge on Basic Computer Skills and
therefore | want to undergo training on Basic Computer Skills which is being imparted

at college level for a period of one month,

2. Further, | am here with giving my undertaking that, | will equip mysalf with the Basic
Computer and Internet Knowledge and | will put my efforts to learn Basic Computer

Skills, to undertake computer work/assignment assigned by the Principal.

\{)\R)/

— |c:| 2 2‘1 Signature
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ANNEXURE - g
UNDERTAKING

Mame of tha Faculty/Office Staff: — #ﬁ[ﬁ!hq’#l‘\ If-uw P
Subject/Department: T 7 eolsg 7

Designation: ~ b pef Zaals j,?

No. of Years of Teaching/Office Experience:

1. I'hereby declare that, | am having required knowledge an Basic Computer Skills and

therefore, | do not need 1o undergo training on Basic Computer Skills which is being

imparted at college level for a period of ane month.

Further, | am here with Eiving my undertaking that, | have equipped myself with the
Basic Computer and Internet Knowledge and can undertake any computer

work/assignment assigned by the Principal.

Date: ¢o J ?HI ¥ Sigrtaglre



