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erp"ft{ sr6 fr*rrar
Departrrrent of Posts India

iw.r,/ From:

The Director
Postal Training Centre,
Vadodara 390 022

i-.nd/ To, By Regd./E-mail

The Chief Postmasters Ceneral
Chhatis garh/Cuj aratlMa dhya
Pradesh/ Maharashtra Circle
Raipur/AhmedabadlBhopal/Mumbai

qtn ri{qrl No.:S/ frg llll0llQCl2020-21 I?airo/D a te :26 .0 6.2020

fdvq/Strbject:-Quarterly Calentlar for the 2"dQuarter of 2020-21.

rioailReference:- NiI

1. Due to prevalent COVID -19 pandemic as no trainings can be held on camPus, hence

as per Directorate instructions, PTC,Vadodara has scheduled to conduct online

training. Accordingly, it is proposed to conduct Mid career and in- service training
programmes online through C-DOT Meetings platform. The detailed quarterly

r schedule of 2"d quarter (i.e. from July 2020 to Sept 2020) is furnished as under. It is
therefore requested to kindly nominate the eligible officials for the below mentioned

training programme and kindly ensure to utilize 100'/o allotted seats.

2. Detailed instruction/SOPon condttct of online training is attached separately as

Annexure A. User guide on C-DOT Meetings is also enclosed herewith. It is

requested to kindly circulate the same to all units and staff.

3. As training is being imparted for the first time on an online platform, it is requested

to kindly instruct all concerned to go thror-rgh the instructions, attached herewith,

i and ensure co-operation for smooth conduct of online trainings.

1) HSG-l (PA) (Duration: 02 Weeks)

Period CG Gui MP MH Total

M F M F M F M F

06.07 .2020 to 18.07.2020 02 0 o4 01 03 00 9 1 20

Eligibility criteria: HsG-l (PA) who have not undergone training previously,

2l HSG-ll (PA) (Duration: 02 Weeks)

. Period CG MP MH Total

M F M F M F M F

20.O7 .2020 to 3 1.07. 2020 03 00 00 00 07 01 07 02 20

03.08.2020 to t4.08.202O 03 00 00 00 08 00 07 02 20

Eligibility criteria: HsG-ll (PA) who have not undergone training previously.

3) ODP-tP (Duration: 02 Weeks)

Period CG Guj MP MH Total

M t M F M F Mlr
17 .O8.2O2O to 29.08. 2020 05 00 03 00 05 00 05 00 18

31.0b.2020 to 11.09.2020 05 00 03 00 06 00 05 00 19

Eligibility criteria:lPs who have not undergone oDP training previously.



Period CG Gui MP MH Total

M F M F M F M F

ro 26.09.2O20 02 00 03 00 02 00 09 01 t"

to 09.10.2020 01 00 03 00 03 00 08 02 I
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4l MDP-ASP (Duration: 02 Weeks)

L4.O9.2020

28.O9.2O2.O to 09. 10. 2020

Eligibility Criteria: lPs who have completed 14-15 years service and not undergone MDP-ASP training previously.

5) SDP-PA (Duration: 02 Weeks)

Period
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CG Guj MP MH Total
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:urri*r;n,"ro ;i" i, PA cadre in the Department and not undergone

SDP-PA training previouslY.

6) SSDP-PA (Duration: 02 Weeks)

Period CG Guj MP MH i total
M F M F M F M F

020 to t8.O7.2020 01 01 04 o2 03 01 05 03

03

2!
20020 to 31.07.2020 01 01 o4 o2 03 01 05

to 14.08.2020 01 01 o4 02 03 01 05 03

03

20

20to 29.08.2020 01 00 o4 02 03 01 06

to LL.O9.2O2O

to 26.09.2020

01 00
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01 05 03120I03lzo00 o4 o2 01 07

0 to 09.10.2020 00 00 04 02 03 01 07 03 20

Eligibility Criteria:PAs who have completed more than zsyears service in PA cadre in the Department and not

undergone SSDP-PA training previously'

7l ADP-PA (Duration: 02 Weeks)
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Eligihility criteria:pAs who have completed 7 to L4 years service in PA cadre in the Department and not undergone

ADP-PA trai ning previouslY.
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01 00 L2 04 L2 05 15 10

01 00 t2 o4 12 05 L6 10

26.09.2020 01 00 L2 o4 L2 05 16 10

09.10.2020 01 00 L2 04 t2 05 15 10
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8) ADP-SA (Duration: 02 Weeks)
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Eligibility Criteria:SAs who have completed 7 to t4 years service in SA cadre in the Department and not undergone

ADP-SA training previouslY

9) SDP-SA (Duration: 02 Weeks)

Period CG Guj MP MH Total

M F M F M F M F

2020 to L8.07.2020 01 00 03 01 03 01 10 0L 20

.2O2O to 3L.O7.2020 01 00 03 01 03 01 10 01 20

2O2O to L4.O8.202O 01 00 03 01 03 01 10 01 _ -_20
202O2O to 29.08.2020 01 00 03 01 03 01 10 0L

2O2O to LL.O9.2O2O 01 00 o4 01 03 01 09 01 20

.2O2O to 26.09.2020 01 00 o4 01 03 01 09 01 20

.2O20 to O9.10.2O2O 01 00 o4 01 03 01 09 01 20
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Eligibility Criteria: SAs who have completed 15 to 24 years service in SA cadre in the Department and not undergone

SDP-SA training previouslY.

10)SSDP-SA (Duration: 02 Weeks)

CG MP
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undergone SSDP-SA training previously

11)2 (TWo) days workshop on Soft skills
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Assistan
srqr ufireilrr iiiglP

frafi
P&T Colony, Vadodata - 390 022-

Copv for information and necessarv acti<lt.t ttl:
.L The Dr,. Director General (Trg.), I'ostal Directorate, New Delhi 1-I0 001.

2. The Di rector, PJ'C, Mvsore/Guwahati/Madtr rai/Saha ran ptt rlDa rbhan ga.

3. The Asst. Director (Adrnin), Irostal Trainirrg, Centre, Vadodara for trecessar)' Actiotr'

, 4. T6e IJirector, CEPT M)rsc,re to upload the calendar on lndia I'ost Website.

)n
20
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Annexure A

GENERAL INSTRUCTIONS &SOP FOR ONLINE TRATNTNG COURSES

1. Due to prevalent circumstances of COVID 19 pandemic, Postal Training Cctttrc,

Vacloclara will be imparting training through ONLINE mode using C-DOT Mcetings

platfonn.
2. Quarterll, calenclar showing cletails of online cotlrses scheduled at PTC, Vadodara

alongr,r,ith the details of seats allottcd to each circle is enclosecl. Circles arc reqltestccl tcr

. 
. call for nominations fmm their ttnits and sr-rbmit a consolidated list of norninartecl

candiclates (separate for each training course) to PTC, Vaclodara. On receipt of list of

ngminations from the Circle, PTC will create a whatsapp group of traitrees' cotll'sc

r,r,ise. Online link and Meeting ID/Password rvill be intimated to trainees clirtrctll'

through rvhatsapp before the start of training coursc.

3. 'I'hc online training classes rn,ilI be conducted through CDOT training platfonn. A

Quick user Guide manual is attached herewith; it is requested to circttlate this mantral

to all the trainees.
4. The CDOT training platform is accessible through mobile/laptop/desktop havitrg

internet connectivity orr any uetwork inclucling SIFY.

5. Tl-re concerned Units shoulcl spare the sen,ices of the nominated tretinecs for thrl

schcctrle trairring period. The timing of the training r,l,ill be from 10.00 hottrs ttl 17.00

hours. Trainees must be present on C DOT platform 15 minutes krefore the start of thc

session. The lunch timing will be from 13.00 hours to 13.45 hours.

6. C)rrline attendance will be taken by the Instntctors in the respective class.

7. On receipt of the nomination, a whatsapp group r.vill be createcl by this Centre for each

coLr rse.

t3. A11 the trainees must adhere to the instructions given from time to timc in thc

respective r,,rzhatsaPP grollp by Instructors.
9. Thc nomirration of the trainees for the batch starting from 06tl' july shoulcl rcach tl-ris

Centre by 01.t July in the prescribed for:rnat, while the rest of the nomiuations for thc

quarter should reach this Centre by 10tr' july.
10"As trainir.rg is being impartecl for the first time on a1t online platfor:m, Circles arc

rccprested to kindly instruct all concerrred to go through these instructions and crlstlrc

co-operation for smooth conduct of online trainings.

. Proforma for submitting nominations by Circle (separate for each Training

Course and period) is as below:

Name of Course:

Designation Mobile
No.
(having

] Name of

I neriod of

[',,u", I

t_.1

Circle:

9ggl.e
Name
of
trainee

Name of
Division

Whatsa



tLtS

A) Role of Circle Office:
i)

ii)

On receipt of Quarterly Calendar from PTC Vadodara, call for not-nitratiorr

from Regions.

On r:eceipt of nominations from Regions, Cir:cle r,r,ill sr-rbmit list atrd dctails trf

nominate.d trainees to PTC. The nomination of the tlainees for thc batch

starting from 06th Jul), should reach this Centre bv 01't Tuly in the prescrilttti

format, ra,,hile the rest of the nominations for thc cluarter shoulcl rcach tl-ris

Cerrtre by L0tr'Jul)r.

Circulate the Quick User Guide of CDOT meetings ancl Gencral

instructiorrs/SOP to all Regions (enclosed).

B) Role of Regional Office:

iii)

On receipt of Quarterly Calcndar from Circle Office, call for nomination irott'r

tl-re Divisirtnal Offices and strbmit within the time frame to Circle Office.

Keep a watch so that all the nominated trainees are relicved timclv for thc

rrarious online training cotlrses.

Circulate tl're Quick User Guidc of CDO'I meetings and C,cnerill

instructions/SOP to Division Office.

C) Role of Divisional Office:

i)

ii)

iii)

i)

ii)
iii)

D) Role of trainee:
i)

ii)
iii)

i,r)
rr)

rri )

Submit nominations for various training pr()grammes accorcling ttt tlrt'
Quarterly Calendar.

Make timely relief arrangements of the nominated trainees.

The CDOT training platform is accessible through mobile/laptop/rlesktop

having intemet connectivity on any netrvork incltrding SIFY. Tht'

DivisionalHead to ensure access to CDOT training platformfor the nomitratecl

trainees.

The link and passr.vord for each training progralnme will be ir-rtimated to thc

tr'.rirrct' tlrrough Whatsapp gt'()uP.

The trainees should be prepared 15 mintrtes befclre startirrg training scht't1ltlc.

Trainees are not permitted to invite anyone/other trainees or chat personallr'

without the permission of the Instructor.
During online classes,trainees to avoid unnecessary disturbance.

All tl-re trainees n,ill adhere to the instructions giveu from time to timc b), the

Instructclrs.
.fhese 

onlir-re classes/sessions will be interactive ancl

participatc actively.

trainees are cxpectctl ttr

t

l'ostal i

Asst
\

Di

Vadcrdara -390 022.


