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12-Day Professional Development Programme

16th August to 29th August 2022

Chief Patron .
Sh. Rahul Bhandari (IAS) About The Programme

Vice-Chancellor,
I.K. Gujral Punjab Technical
University

Leadership skills, as well as functional knowledge, are the basic
ingredients for any successful team. Through this PDP efforts shall be
made to develop leadership skills among all the participants so that

Patrons they may act as self-motivated members of the institutes. Further, the
Dr. SK Mishra functional requirements of non-teaching staff in any educational
Registrar institutes are evolving rapidly for which there is a need to sensitize
|.K. Gujral Punjab Technical them about the requirements of the institution and align organization
SRRVEISEY aims and functional competence of staff. This PDP is aimed at
Prof. (Dr.) Vikas Chawla developing both leadership as well as functional skills with an

Dean Academics
I.LK. Gujral Punjab Technical
University

objective of building an effective team.

&G Topics To BE coverep IN pop [

Co-Patron

Prof. (Dr.) Amit Sarin _

Director + Decision making + Managerial skills

I.K. Gujral Punjab Technical + Integrity « Communication skills

Office management skills
Emotional intelligence

University Amritsar Campus . Build and interact with

Course Coordinators organizational culture :

Dr. SBS Kalsi + How to be a self-starter!

Assistant Professor « Decision making Note:

I.LK. Gujral Punjab Technical » Team building \ + Participants have to take test at the end
University Amritsar Campus | K adership skill -' of PDP

Sh. Saurabh Sharma unl&ﬁs fab I lsile-]l + All sessions are mandatory to attend.
Deputy Registrar Inside Govt. P 153" OETGICIIFE < No-Registration Fee for any participants.
i Gujral p"'“ja_b Technical Near GNDTJ G .?Iéte_nh”'c ®LlllEls . No TA/DA will be given to any participant.
University, Amritsar Campus e o Ddd.l:-"t.Chheha :




PROFESSIONAL DEVELOPMENT PROGRAMM%

This Professional Development Programme is only for Non-Teaching/Administrative Staff
members of IKGPTU and affiliated institutes. This 2-Week (Twelve working days} PDP is

sponsored by AICTE and IKGPTU Kapurthala.

The objectives of the PDP include:

1. Best office practices and teamwork in offices
2. Effective use of computers

3. Upkeeping of office records

4. Rule-related purchase, store, HR, and accounts departments m ﬂ ﬂ

It will help in improving the office work culture and lead to the growth of the organization at
a faster pace. Participants will have to attend all the sessions for effective learning. Daily

evening sessions will be dedicated for the effective use of computers for office work.

METHODOLOGY

Morning sessions will be conducted by experts of the domain, where case-studies and
various office rules will be discussed. Daily evening sessions will be conducted in the
computer center for enhancing computer proficiency of the participants. This PDP will be
useful for the administrative, non-teaching and supporting staff members of various
government, aided and private regulatory bodies.

WHO AND HOW TO?

Administrative, non-teaching, and supporting staff from various campuses and affiliated
colleges of the IKGPTU Kapurthala area are eligible for registration. The number of
participants is limited and will be selected on a first come, first serve basis. Interested
participants have to fill out the attached registration form and submit a signed copy duly
signed (approved) by the concerned Head of Department / Institution at email id
campus.amritsar@ptu.ac.in. The last date for submissions of applications is 15-08-2022.

For any query, please contact:

Dr. SBS Kalsi Sh. Saurabh Sharma

Course Coordinator l. K. Gujral Punjab Technical course Coordinator

University Amritsar C
i.K. Gujral Punjab Te:hm:al,ﬂm gﬁwpt;ly?ercﬁiﬂpézudd& Gujral Punjab Technical University,

Amritsar Campus Near GNDU, G. T. Read,P.O. Chnemltsar Campus

9463649990 Amritsar-143105 Funjab. “478098037
Ph:- 0183-2450034, 7PK7 364656

Address: Govt. Polytechnic Road, P.O. - Chheharta, Amritsar, Punjab - 143105



PDP {or Non - teaching staff AICTE’s approved technical Institutions

e R R T

FORMAT FOR STATEMENT OF EXPENDITURY!

AICTE FlilaNo.:34-37M11/FDC/ISTTP-TU-NTSHKGPTU/2021-22
fitle of the Programmo:Team Bullding through Leadorehip and Functional Compotonce

Nitrns of thn Coordinator: Dr. Sukhminderbir Singh Kalzl

..........
R e A 11 pmpmanany i P PTAS R e - - o
= W g ] ' e - A A e — e o e

Sapction | Grang Dotalle of oxponditure Amount | Amount |  Ho.of

"No.and | Sanctionad | Incurred Itom wise Rs. Rs.  Participants
~Dntg (oach head | (each head
| in AICTE | in University
el et oot o e, SRR S N B Share) | Share |
‘1. Boarding and lodging to | NIl NIl | 37

the participants ’
2. T.A to oulstation |
Participants
3. Honorarium to Course N” 1800
Co-ordinator(not exceed i !
1% of Total expenditure i

% incurred) | ; |
4, Reading materials to | 29600 Nil |
Participants |
| 5. Honorarlum to Resource | 36000 NIl 7

'5 Parsons(not exceed 20% | §
of Total expenditure

| incurred) |
i 6. TA/DA to Resource |
og 9380 il |
ersons | : |
H .1 " | I
1! 7. Working Expenses N 110009 |
' (reprographic services, |
i services, postage, |
transport daily wages,
... teajcoffeeetc) N NN VR
Total | 74980/~ | 111809/-
___Grant Received | 300000 300000
Balance to be Received - Nil | Nil "

Name anmgnature of Coordinator Name and Signature of

with Seal m\\ﬁ\g-i Head of Institution with Seal
(5_451 Uf\u\ﬁ\\ S\W“H%

{3) Slgnature (with Seal ) of the Finance Officer/ {4) Signature of Chartered Accountant:
Audiror/Accounts Officer Name of Chartered Accountant:
(If It is Govt./Govt. Alded Institute) Membershlp No:
Rubber stamp:
Full Address:

ﬂ j Date:

I. K. Gujral Punjab Technical
Un!versity Amritsar Campus,
Inside Govt. Polytechnic College,
Near GNDU, G. T. Road,P.0.Chheharta,
Amritsar-143105 FPuriab,

Ph:- 0183-2450034, 708736465

Duration of
tho

Prograniimn
fwith datar |

14th o 20
augnst 20z 2

for 12 xyr

(1) v&\\’&k%»ghs&iﬂf) 1 { &R% % ﬂ\\ \ 2
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E.m;.f’wfﬁs;l/ € ) 18+

NAME & ADDRESS OF THE INSTITUTE 1K GUJR

TILIZATION CERTIFICATE FOR THE FINANCIAL _YEAR

T ﬁw’h ﬁ,%/;fji

AL PUNJAB TECHNICAL UNIVERSITY

2021-22

UTILIZATION CERTIFILA L= T2 2=
Grant was sanctioned: PDP for Non - teaching staff

nical institutions
each sanction order)

Name of the Scheme under which
in AICTE’s approved tech

(to be submitted separately for

AICTE File No.

Name of Co-ordinator

Dates of the Programme - 16th to 30th august

34-37/11/FDCISTTP -TU

NTS/IKGPTU/2021-22

- Dr. Sukhminderbir Singh Kalsi

2022

Title of the Joint Training Program i
sl. | AICTE Sanction Order/Letter [ Amount |
No. No. & Date under which (Rs.)
: grant was sanctioned
s 1. 34-37/11/FDC/STTP-TU- 300000/- Certified that out of the grant-in-aid of R
NTS/IKGPTU/2021-22 300000 (Three Hundred Thousanc
dated 16-11-2021 sanctioned by the AICTE during th
financial year 2021-22 in favour
- IKGPTU Kapurthala as Pper lett:
mentioned in the margin, Rs. Nil ¢

account of unspent balance of previot

yegr,-Rs. Nil on account of other iInCOMe
receipts, a sum of Rs. 74980/- has bet

utilized for the purpose for which it we
sanctioned and the balance of R
225020/- rernained unutilized at the er

of the year.

have been duly fulfiled and that | have exercised
actually utilized for the purpose

Kinds of checks exercised: -
Audited Annual Accounts of the Institute

Receipt and Payment account
Periodical Progress Reports.

(1). Name, Signature & Address of the Claimant/Awardeeanurdinatnr wit

2). Signature of Chartered Accountant:
Name of Chartered Accountant:
Membership No:

Rubber stamp:
Full Address:

Date:

(4). Signature of the Finance Officer/Accounts Officer:
Name of the Finance Officer/Accounts Officer:
(If it is Govt./Govt. Aided Institute)

Certified that | have satisfied myself that the conditions on whic
the following checks to see that the money we

for which it was sanctioned.

(3). Signature o
Name & Designy@

h the grant-in-aid was sanctione

Rubber stamp
Full Address: .
Date:

l. K. Gujral Punjab Technical
University Amritsar Campus,
Inside Govt. Polytechnic College,
Near GNDU, G. T. Roead P.O.Chheharta,
Amritsar. 11431058
Ph:- Ovcu

v oa by

\ . L 7364656

: [
-;LX
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Date 16/08/2022

AICTE and mﬂﬁ?ﬂ: sponsored P.:?ﬂm_:._i Umﬂm_sﬁ_zma‘r Programme on

“Team building through leadership and functional competence”

T e e s e,

Registration Confirmation

Participant

snstitution/College

Designation

Contact No.

E. Mail.ld

Signature

Ompreet Singh \.

(siobal Group of Institute

[Lab Instructor

QILE- Y41 §)

Oﬁ_ﬁﬁm@ G () @.,ﬂ?o e

wg_mﬂ Sin gh_ \

Global Group of Institute

Lab Instructor

VFo00 L) L2

i

g:a erjit Kaur

Baba Kuma Singh Ji Engineering
& Technology

Lab Incharge

£983088 690,

q1675@ yateo, con

I e Eol G p I @ Gyt lom | 240
A wQEmﬂ mw_:mr Global Group of Institute Office Executive +— anii
1 \Amm:d h .m- f
gl ° .ma ingh |Global Group of Institute Lab Instructor .J % .,W @unmqlw%w E __m“)&?m.lﬂuﬁbk Moo~ .ﬁm @ E&h@ nmﬁ.ﬁb?f
5 /|Sukhminder Singh| . _ . i i .
’ #k: Global Group ..,...EE:EH Lab Instructor &%w\ W m\ﬂ N\O MU Aw.,tii%\&axﬂ mm WO cwﬁ.\\ux@a ﬁwlmi Sl lians m G 7
/|Jaspinder Singh  |Khalsa College of Engineering & m....ﬁ,_ _ \¢_
&a\\ ‘—._mn._._ﬂﬂ_cﬁn Data m=_u.w\ Oﬁmﬁmﬁcﬁ. Qd J mvm\\ ﬁ U j .ﬂ (P .DF&{ Ih_n} uv__&) (m;.um @ .ﬂ._r.rﬂ ﬁ Lown, s @
7 /|Palwinder Singh |Khalsa College of Engineering & :
t\ w %mn::im.mw Lab Assistant Q 1?% — _m, ow \ m nﬂm \DFQLQ ?@@Eﬂrﬁr 3373 @&g \m (om > 5
m\m:_ﬁmnmﬁ Singh Em_mm College of Engineering & fabh g ﬁwm_um F © 2% 20 TL%@EM& @ u mail. (oA wa.“ #&\i\%@f
y I'echnology f

\'éE

Gurwinder Singh

Baba Kuma Singh Ji Engineering

o

Lakhwinder Singh

Govt Polytechnic College,

Amritsar

Junior Assistant

T1815-5245S

t\k |& Technology . Workshop Instructor \\ACC/E \ ﬁm{,lm\ - p.x,.... A ~ =
fPalwinder Kaur |Baba Kuma Singh Ji Engineerin . Ll | p nﬂ;@\
= gingerng :
-. & Technology Assistant Librarian P)\._mw./ @&Dﬁ@ Dw\qtﬁmg fo.,}_w gﬁ?
y Navdeep K -
a(w\\ avdeep mﬁ\ Amritsar Group of Colleges Lab Instructor m\ 11610 339 S .Y?nhph‘uﬁﬁ wu.utﬂ@\% rocd - Conm J/xﬁé\
¥ |Udit Jain | :
‘(. |Amritsar Group of Colleges Data Entry Operator | — %
/wh‘ Gurmeet Kaur Govt Polytechnic n_u:mwﬁ Senior Assistant
Amritsar o, TSSWIQ 35 Qéﬁ& "
15 AShu bpreet Govt Polytechnic College, Senior Assistant : g
/\ Ainritsar mm ~ : m. ~ e = WT _Fr ﬁd%@ﬂﬁ%@w .E:.,nrrﬂ ) {/u\g\\

Technical

LS 2s1é

C (e,

Inside Gouvt.

A,

olytechnic College,

Near GNDU, G. T. Road,P.0.Chheharta,
Amritsar-143105 Pu:jab.

Ph:-
e

m.ﬂ\m&-hauocun 7087364656
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|.K Gujral Punjab Technical University
Amritsar Campua

Date 16/08/2022

AICTE and IKGPTU sponsored Professional Development Programme on
“Team building through leadership and functional competence”

Registration Confirmation

Sr.No|  Participant Institution/College Designation Contact No. . E. Mail.ld Signature
17 gmq Singh  |Govt Polytechnic College, Junior Assistant g4 301 047 F @L%Jh_dm_.ﬁm; 493 E 3 Yot . (o~
/uvﬂ Amritsar mwg LS\ A 2
8 ADavinder Singh  |Govt Polytechnic College, Junior Assistant | .
< Amritsar r\mw\\w% 2 AN\N \M
19 |Surjit Kaur Govt Polytechnic College, Junior Assistant h ! —
Amritsar B _
20 |Rajinder Kumar |Govt Polytechnic College, Junior Assistant —
Amritsar -
21 _AReetu Govt Polytechnic College Junior Assistant . ﬁ@ﬂu\
o2 ﬂ. , . ot
"~ e oL 70) 24 34 a7 4o o 1616 € Jwad (o h )#\1
e nmzhﬁﬁ Singh Govt Polytechnic College, Junior Assistant o T ?Qv Mx i i
Amritsar %u \ \.w. &Hw p\ V\
23 |Rajinder Singh  |Govt Polytechnic College, Clerk AN\ Qm Nw mb mb \M.mvmm %m%ﬂ & mi - Cém
Amritsar |
24 i GovtRglytechnic College, 0
Amritsar T
. T .
25 |Raj Kumar MM:MMM%E:EE College, SLA 5867 Ya Iy AAff wrlr 9 2197E gl . Ea @F
26 »~Ajitpal Singh Govt Polytechnic College, : . \_\_\_\ﬁv\\[\u\
-/.\.\ el Lab Assistant ﬂ .%L G ¢ ﬁw 706 %mﬁhﬁ% W u‘r‘\nﬁ@ FN‘\S,N@_&N Lo
27 |Amrik Singh Govt Polytechnic College, : 7 ) iy - 22 |
i Lab Assistant & A b5 177630\ & \Bgmﬁ mmwﬂ%w.%?xﬁ\&m, C oA
28 |Kali Govt Polytechnic College, : 3 i , . HA. J\x
Amritsar Lab Assistant Q ', U m\: me_\. AW ﬁ ﬁ .m?r\.m_\mhnﬁ Fe @% prail«CaotA ﬂ,.
.ﬂ i . N = . A
| fumar - joovt Polytechnic College, ) ab Assistant 63280219 12y |44 S E87327€ | S B —
m i . . - P 4 : : E it mnﬁ...m_.ﬁ
/pc\mm:u:, SHgh M“.M ﬁmmﬁmn#:_n Colisss, Lab Assistant @ mw / & n\ Q_m\w \ \Mm \% S < & g Mn@\%
31 |Gurwinder Singh |Govt Polytechnic College, . B \ :
Amritsar Lab Assistant m:\_ n.,.w J Nm o0 S Nﬂw%wim ﬂwﬁw%ﬁﬁ&. CeM N
By : . —
)mm\\ NS M”MM“ﬁEEH Collegs, Lab Assistant Mv Y ‘HURW& > 22— AN atn :;Inﬁ& & Rgﬂrﬂﬁ. m@mﬂmm_

: ampus,
Inside Govt. Polytechnic College,

meﬁ.mzoc, G. T. Road,P.0.Chheharta,
Amritsar-143105 Punjab.

~ Ph:- 018342450U34, 7087364656
=y FLTEN



I.K Gujral Punjab Technical University ot f Date 16/08/2022

_x..um,.- "..H.w ) . ) |
Amritsar Campua

AICTE and IKGPTU sponsored Professional Deveiopment Programme on
“Team building through ieadership and functional competence”

| Registration Confirmation
Sr.No| Participant Institution/College Designation Contact No. E. Mail.ld Signature
33 _fAmandeep Kaur |Govt Polytechnic College, , £ RG O Gnad - 57
g e Lab Assistant A D~ 1 mw; 2 D_ MVNNJ ma b Gf 3 g ? y - ﬁ uu
K uldeep Singh Gouvt Polytechnic College, : _ n

34
<\ Amritsar
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Amritsar, Punjab, India
IKBPTU Amritsar campus inside Gavt. Polytechnic college near Chhaharta, Post

i ﬁfﬁu_ﬁwmn & Sl Mills, Chhaharta, Shorl Magar, Amritsar, Punjab 143105, Incia

Lat 31.8388373°

Long 74.819608°

16/0B[22 11:36 AM

L L AL UK G TRENSH SAL A VERSITY
Rl RN TAMPLA

s

b : -‘-\ ﬁ GPS Map Camera

Amritsar, Punjab, India

IKGRTU Amritsar campus inside Govt. Polytechnic collags naar l:l'ﬂ'nhrtl.Pna"t
Ciflce Rayon & Silk Mills, Chheharta, Shorl Magar, Amritsar, Punjab 143105, India
Lat 31.636823"

Lomg 74.819608°

18/0BJ22 D3:58 PM
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