
cjû^\ú ùKûf¨`òfWÿi¨ fòcòùUWÿ¨
ceneveoer keÀesueHeÀeru[me efueefceìs[
Mahanadi Coalelds Limited

Management Training Institute

A n n u a l 
Training 
Calendar

(2014-15)



Management Training Institute
Mahanadi Coalfields Limited
Anand Vihar, Burla, 
Sambalpur-768020, Odisha

Telephone Numbers
PBX +91 663 2542589
FAX +91 663 2542606

E-mail
gm-mti.mcl@nic.in
Website: www.mcl.gov.in

At a Glance



MAHANADI COALFIELDS LIMITED

VISION
To be one of the leading energy suppliers in the world through best 
practices from mine to market.

MISSION  
 

To produce and market the planned quantity of coal and coal products 
efficiently and economically in an eco-friendly manner with due regard 
to safety, conservation and quality.
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MESSAGE
In the developing country like India with colossal population, demand for the 

energy is inexorably high and there is an enormous responsibility of fulfilling this 
demand through augmentation in coal production. MCL is the second largest coal 
producing company of Coal India Ltd and aspiring to be a leading coal producer in 
the nation in the years to come.

To enhance productivity profitability and leadership position in the nation, 
MCL is committed for Human Capital development. Initiatives have been taken to 
enrich the human capital to cope up with future challenges of the organization. To 
supplement the effort, more and more programmes for different level of 
executives, supervisors and workers are scheduled during the year 2014-15 and in 
continuation we have further decided to set up “MCL Institute of Natural Resources 
and Energy Management” (MINREM) at Bhubaneswar which will enhance learning 
culture and capability to compete.

Management Training Institute (MTI) at MCL HQ has played a pivotal role in 
preparing employee to lead a healthy professional and personal life since its 
inception. Training action at Management Training institute is imperative for the 
effective implementation of the business strategy and technological advancement.

Mixing of Techno-Managerial, Cross Functional and Soft Skill programmes in 
Annual Training Calendar of Management Training Institute will ensure the effective 
deliverance of training adeptness at MCL with enlightening professional and 
personal competencies of employees.

I am pleased to know that like previous year 2013-14, Management Training 
Institute a corporate training center, is coming out with an exhaustive Annual 
Training Calendar for different level of employees across the company for the year 
2014-15 in line of MoU of MCL.

I, wish MTI Team all success !

cjû^\ú ùKûf¨`òfWÿi¨ fòcòùUWÿ¨

ceneveoer keÀesueHeÀeru[me efueefceìs[
Mahanadi Coalelds Limited
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Animesh Nandan Sahay
Chairman-cum-Managing Director
Ph:  +91 (663) 254 2855, 320 1087
Fax : +91(663) 254 2366
E-mail : cmd.mcl@coalindia.in



Elated about presenting the Annual Calendar of Management Training Institute (MTI) 

of MCL for the year 2014-15.

Evolution and progress of the organization stalwartly depends upon the effectiveness of 

Human Capital of the organization. With the advancement of new-fangled challenges and 

technological innovation, the work environment demands job proficiency.

Because of admirable leadership shown, MCL has been consistently the second largest coal 

producing company of Coal India Ltd. and further making sincere efforts to expand business 

strategies to enhance its growth rate by leveraging human capital of the organization through 

constant training and development.

Management Training institute is contributing significantly to enlighten employees’ 

knowledge, skill, attitude, talent and competencies. Annual Calendar of Management Training 

Institute is methodically designed as per the prerequisite of organization and employees. 

Accordingly, the same will remain as a guiding source for effective implementation of training 

requirement of MCL.

I am glad that training programmes conducted at MTI will provide new  stature to the 

organization business and enrich the knowledge of employees to lead an authentic and meaningful 

life.

With best wishes !
A.K. TIWARI
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BRIEF HISTORY OF MCL

Mahanadi Coalfields Ltd.(MCL) is a subsidiary  Company of Coal India Limited, a 
second largest coal producing and profit making  company in India having  “ Mini Ratna “ 

thstatus of Government of India with effect from 15  March 2007  and its corporate head 
office at Sambalpur, Odisha with two main operating coalfields at Talcher and Ib Valley.

The total manpower strength of the company stands approximately 22295 as on 
31.03.2014 with the growth of coal production to the tune of 8 to 9%. MCL has achieved 
production of coal of 110.44 Million Tonne (MT), OBR of 96.03 M.Cum and dispatch of 
114.34 MT in the year 2013-14.Off-take of Coal during 2013-14 was 114.66 MT. 

 The company has been pioneer in the introduction of clean and new technologies and 
stwas the first to introduce surface miners for coal production in India. MCL is the 1  

company in CIL to do so, to 
augment its clean coal 
production programme. 
Higher capacity of HEMMS 
like 20cum shovels, 170T 
dumpers etc. have been 
envisaged in the latest 
sanctioned project Reports. 
MCL is the trend-setter in 
introducing Blast Free 
Technology of winning coal 
in Open Cast Mine by 
Surface Miner. Now, it is 
envisaged to introduce 
Ripper Dozer to remove OB. 
SILO with Rapid Loading 
system is going to be 
introduced in all the major 
opencast projects of MCL.

MCL transforms itself from the smallest company of 23 MTY in 1992 to the biggest 
company of 100MTY in 2010-11. 

BUSINESS STRATEGY OF MCL

With the growing demand of clean and quality coal as measure of energy security, 
Mahanadi Coalfields Ltd has always been looked at viable, productive and growing coal 
company since its inception. The coal production and  the OB removal with greater 
emphasis in the conservation of environment with introduction of green belts, water 
harvesting methods, and land reclamation modules has been concerned and priority 
before MCL management. Therefore to address the need and growing demand as 
envisaged, an attempt has been made to formulate and apply the concept of   outsourcing 
as an effective business operational strategy. Keeping this in mind with social, economic, 
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commercial, and environmental prospective the mining began in MCL both with 
departmental workforce and mechanized contractual mode.

MCL has been given the responsibility of producing 167MTs by the terminal year of 
XIIth plan in order to meet the country’s demand for coal; therefore it has been essential 
that the major portion of such production be ensured through outsourcing by hiring of 
HEMMS from the private companies.

The Coal productions of the company through departmental and contractual since 
2000-01 fiscal are given below as an indicative fact of growth:

COAL PRODUCTION PROFILE OF MCL(Figures in Million Te)

OBR PRODUCTION PROFILE OF MCL (Figures in Million Cum.)

 Cutting of Coal by Surface Miner at the Coal Face
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ORGANISATIONAL CHART OF COAL INDIA LIMITED
& 

MAHANADI COALFIELDS LIMITED
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Neelachal Power Transmission Co. Pvt. Ltd.Mahanadi Basin Power Ltd.

TALCHER COALFIELD

1. JAGANNATH AREA�

2. BHARATPUR AREA�

3. TALCHER AREA�

4. LINGRAJ AREA   �

5. HINGULA AREA�

6. KANIHA AREA�

7. CWS(X) TALCHER �

IB VALLEY COALFIELDS

1.   ORIENT AREA

2.   IB VALLEY AREA

3.   LAKHANPUR AREA

4.    BASUNDHARA & GARJANBAHAL AREA  

5.    CWS(X) IB

ORGANISATION 

OF

MCL
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STATEWISE SHARE OF COAL RESERVE

COALFIELD-WISE COAL RESERVES IN MCL
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GROWTH STORY OF MCL

CONTRIBUTION TO THE STATE & CENTRAL GOVERNMENTS
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THE INSTITUTE

Management Training Institute 

(MTI), an apex corporate training & 

development centre of  Mahanadi 

Coalfields Limited (A Mini Ratna 

Company), established in the year 

1998, is located at Anand Vihar, 

Burla, Sambalpur, Odisha. It is 

situated in a picturesque surrounding 

nestled in water body and greenery. 

MTI is known as a Centre of training 

activities having state-of-art facilities 

with a small team of dedicated 

p r o f e s s i o n a l s .  E x p e r t i s e  o f 

professionals from company, industry 

and academic institutions are solicited to augment the effectiveness of training 

programmes.

MTI follows holistic approach to education & training with due importance to complete 

development. All training programmes, irrespective of the theme, have reflective 

experience sharing sessions and input on ethical issues relating to managerial/technical 

decision making.

MTI regularly conducts Management and Technical Programmes, Workshops, 

Seminars and Conferences based on informal need assessment for executives and 

supervisors every year and indeed developed as an effective learning centre.  Each year 

MTI reviews the programmes based on feedback received from stakeholders and 

accordingly identifies programmes suited for the executives as well as supervisors. The 

programmes offered range from General Management Programme, Computer Awareness 

Programme, Short Programme, Supervisory Development Programme, Functional 

Programme, Cross Functional Programme etc. In addition, we do conduct non-schedule 

tailor-made programmes also.  

The programmes are conducted by faculty drawn from coal companies, academic 

institutions and free lancers.

Most of the Programmes conducted are residential with moderate accommodation 

facilities at Kalinga Bhawan for the trainees from the coalfields.

 In addition, there are two premier technical training institutes located in both the 

coalfields of the company known as Belpahar Training Institute (BTI), Lakhanpur Area of 

Ib Coalfield and Mining- cum -Excavation Engineering Training Institute (MEETI), Central 

Workshop (Excav.) of Talcher Coalfield. Both the Institutes impart training programme 

under the aegis of MTI & HRD, MCL.
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LOCATION

 The institute is situated at Anand Vihar, 
Burla, Sambalpur in the state of Odisha, India 
and is 12 kms from the heart of Sambalpur.  It 
is built amidst the Power Channel and river 
Mahanadi surrounded by landscaped garden, 
pathways and green belts. 

 The town is piquant and truly a 
university town as it hosts the Sambalpur 
University, VSS Medical College the  and the 
Veer Surendra Sai University of Technology 
besides numerous schools and colleges, 
thus the student population at the height of academic year is sizable. All three centres 
for higher learning have their own auditoriums which are well equipped.

Burla has an average elevation of 173 metres (567 feet). The Jawahar Minar is 
hardly 3 Kms away from this institute which offers picturesque views     of the dam, the 
lake and the surrounding forests of Barapahad (12 hills). 

CLIMATE

 Burla, the city of education (Sambalpur University, VSS University of Technology and 

VSS Medical College and other academic institutions) is situated on the bank of river 

Mahanadi and just below the Hirakud Dam at an altitude of 173 metres with temperate 
0 0 0climate. Temperature during summer varies from 25   C to 45  C, whereas in winter it is 5  C 

0
to 25  C. Monsoon experiences medium to heavy showers. Winter clothing is recommended 

from November to February.

LINKAGE

Burla is well connected by road and rail. Its distance from different places is given 

below:

Burla is situated in a half an hour distance from  and one hour distance from Sambalpur

Bargarh, which are connected by NH-53(old NH-6). The town is horse-shoe shaped with an 

artificial lake in the middle and NH-53 traversing through one end. The town centre is small 

and is divided into ‘Kachcha Market’ and ‘Pucca Market’ and hosts numerous small stores 

and stalls, which are mostly family based small business enterprises. The distance of the 

following places from Burla is as below: 

Sambalpur : 12 Kms

Bargarh : 41 Kms

Jharsuguda : 62 Kms

Rourkela : 187 Kms

Bhubaneswar : 311 Kms

8ANNUAL TRAINING CALENDAR 2014-15 



Burla has direct train service to all important cities like Kolkata, Delhi, Mumbai, 

Bangalore, Nagpur, Bilaspur, Bhubaneswar, Puri, Chennai etc.

LOCAL TRANSPORT

 MTI is situated in the outskirts of Burla, about 1.5 Kms from the heart of the town. It 

is about 2Kms from the Hirakud Railway Station, 12 Kms from Sambalpur Railway Staion 

(Khetrajpur), 12 Kms from the City Station, Sambalpur. The most common mode of 

transport is autorikshaws and town buses. However, availability of public transport facility 

to MTI reduces after 8.00PM in the evening.

QUALITY POLICY

MTI is committed to training and development of executives and supervisors of the 
organisation through need based training programmes.

Objectives:

� To disseminate knowledge through training, short programmes, seminars, 
workshops, conferences, etc.

� To continuously improve upon the quality of deliverables based on direct and 
inbuilt feedback from participants.

� To provide a forum for learning through excellent hospitability and support 
services

MANAGEMENT POLICY

We are committed to:

1.� Assured quality of our coal supplies

2.� Optimum utilization of our available resources

3.� Continual improvement in the functioning and performance of our management 
system

4.� Provide all information and resources necessary to achieve our objectives and 
targets.

5.� Continual improvement in the energy performance of all our processes and 
systems

6.� Ensure prevention of pollution, injury and ill health due to our work activities

7.� Comply with all applicable legislations and other subscribed obligations

8.� Respect all ILO and other international charters on social and labour issues

9.� Promote importance of the concept of sustainable development

10. Promote the purchase of energy efficient products, services and designs
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11. Ensure that this policy is effectively implemented, maintained and 
communicated

12. Review this policy regularly to ensure its continual improvement and relevance

13. Make this policy accessible in a comprehensible form to all personnel engaged 
for us in any manner

14. Make this policy publicly available in an effective form and manner to all 
interested parties, upon request

FACULTY  & PEDAGOGY

 MTI academy has created a pool of highly experienced and qualified core faculty from 

the organisation and reputed academic institutions and industry with academic and 

managerial application.

The pedagogy is interactive as well as participative and the methods include lectures, 

case studies, experience sharing, group discussion, business games, role plays, 

simulation, out bound exercises, structured and semi-structured group work.

Eminent academicians and senior executives from industry are frequently invited to 

deliver lectures at MTI.

 PHYSICAL INFRASTRUCTURES

      

  ACADEMIC BUILDING

� The  academic block houses lecture halls, class rooms, computer centre, library

  ACCOMMODATION

Kalinga Bhawan with 16 rooms(48 beds) equipped with optimum amenities

   RECREATIONAL FACILITIES

� One big size TV set with cable connection is available in a hall

   OTHER FACILITIES

� Dispensary  of  MCL HQ situated  nearby Kalinga Bhawan

� DG set for back up  electric supply in the campus
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MOU  TARGET 2014-15 
MANAGEMENT TRAINING INSTITUTE

MCL, SAMBALPUR

ANNUAL ACTION PLAN 2014-15 
MANAGEMENT TRAINING INSTITUTE

MCL, SAMBALPUR
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PROGRAMME OBJECTIVE

Target is to make one and all 

computer literate.

PROGRAMME PROFILE

COMPUTER FUNDAMENTALS

Computer Overview                                             

Benefits of Computer

Computer Classifications

Hardware:

Input/Output Devices

Definition of Memory

Different categories of 

Memory

Software:

Different types of Software

Virus Definition

COMPUTER AWARENESS PROGRAMME (CAP)
Duration: 6 Days

Introduction to Network 

and its categories

MS WINDOWS

MS WORDS

MS EXCEL

MS POWERPOINT

INTERNET

MS ACCESS 
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TARGET OF COMPUTER AWARENESS PROGRAM 
FOR THE FINANCIAL YEAR 2014-15

E  EXECUTIVE
S  SUPERVISOR (MONTHLY RATED STAFFS, SPECIAL GRADE CLERK & 

ABOVE)
W WORKER (CAT-1 TO CAT-VI, GRADE - E TO SPL GRADE [X], 
  UPTO CLERK GRADE -1)

ALL SUPERVISORS & WORKERS MUST BE AT LEAST MATRICULATE
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PROGRAMME OBJECTIVE

    It helps awareness about the challenges in present and future, sustaining and 
progressing development, making the junior and middle level executives to 
understand their roles in emerging business scenario and boosting their 
commitment for achieving targeted goals.

  
    It also helps the executives to develop soft skills such as team building better, 

enhancing presentation skills, communication, interpersonal skills and handling 
conflict resolutions of the organisation for achieving mission and goal of the 
company.

TOPIC

 Basic Leadership Skill

 Communication & Presentation 

Skill

 Creative Decision Making 

 Change Management

 Corporate Planning and MOU

 CSR: Concept, Its importance and 

Practices in MCL

 E-Procurement in MCL

 Interpersonal Skills

 Integrated Management System in 

MCL

 Knowledge Management 

 Lifestyle Management 

 Motivation at work place

 Negotiation Skill

 Overview and Performance Profile of CIL and MCL

 Sustainable Development &CSR Policy in MCL

 Team Building & Conflict Resolution  

 Vigilance Awareness & CDA Rules

GENERAL MANAGEMENT PROGRAMME (GMP)
Duration: 6 Days
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SUPERVISORY DEVELOPMENT PROGRAMME (SDP)
DURATION: 3 DAYS

 PROGRAMME OBJECTIVE

It aims at making participants appreciate the attributes of inclusive growth in an 

around shape/ influence attitude of persons to meet supervisory as well as creative 

challenges, enable them to take breakthrough in decisions, to enhance their 

responsiveness to the present and future challenges for sustaining and progressing the 

growth of the company in line with mission and targeted goals of the organisation.

TOPIC

  Communication Skill   

  e- Procurement in MCL

  Ethics and Values in decision making

  Integrated Management System (IMS) in 

MCL

  Motivation at Work Place

  Overview and Performance Profile of CIL 

and MCL

  Preventive Health Aspects

  Sustainable Development &CSR Policy in MCL

  Supervisor as a Team Leader: Personality and Attitude

  Team Building & Conflict Resolution

  Vigilance Awareness and Standing Order

17ANNUAL TRAINING CALENDAR 2014-15 



SHORT PROGRAMME (SP) 
Duration: 2 Days

 PROGRAMME OBJECTIVE

 By conducting various short programs, the very objective is to understand better of 

the topic. It aims at providing a holistic framework regarding the topic, shaping the 

attitudes and developing a set of techniques to create more  values  at lower  cost/less   

time towards achieving, accomplishing and sustaining organisational objectives, growth 

as per mission and targeted goals of the company. It also helps growth of all stakeholders 

by improving the quality of life.

TOPIC

  Effective Communication at work place�
  Leadership

  Preventive Vigilance

  Stress Management

  Team Building & Working Together  

  Tendering Procedures & CVC Guidelines

  Women Empowerment

BRIEF PROFILE OF SHORT PROGRAMMES 
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SEMINAR/WORKSHOP (SEM. /WS)
Duration: 1/2/3 Days

PROGRAMME OBJECTIVE

By conducting various seminars/workshops, it helps to understand better of the topic,  

aims at providing a holistic framework regarding the topic, shaping the attitudes and 

developing a set of techniques to create more values at lower cost/less time towards 

achieving, accomplishing organisational objectives, growth as per mission and targeted 

goals of the company. It also helps growth of all stakeholders by improving the quality of 

life.

TOPIC

Communication and Motivation

Contract Labour (Regulation & Abolition) Act

Cost Management

CSR & Corporate Governance

Discipline and Disciplinary Procedures

Environmental Impact Assessment & Auditing

Ethics and Values in Management

E-Procurement

Outsourcing & Employment Relations in new business order 

Preventive Vigilance

Tendering Procedures & CVC Guidelines

Understanding Labour Laws

Understanding Human Potential through Yoga

BRIEF PROFILE OF SEMINAR/WORKSHOP
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FUNCTIONAL PROGRAMME (FP)
Duration: 03 Days

A. MINING ENGINEERING

PROGRAMME OBJECTIVE

To refresh, enhance and update Coal Geology, Mining Technology (U/G & O/C) 
including New Technology & Changing Global Technology Scenario  for preparing them 
future techno- managerial competence for achieving  mission and targeted goals of the 
organisation.

PROGRAMME PROFILE

 Application of Remote Sensing, GIS, GPS in Mining

 Evolving technologies in mining-OCP & UG

 HEMM capacity utilisation and best practices of maintenance

 Mine economics

 Strategic for improving productivity from underground mine

 Sustainable exploitation of earth resources

 Uses of mine modelling softwares

� Duration/Date� Target Group� Co-ordinator

 05-07, June,2014� Mining Engineers upto E-5 grade � D.K.Khanda
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B. EXCAVATION ENGINEERING

PROGRAMME OBJECTIVE

 To refresh and enhance technical knowledge in areas of operation and maintenance of 
HEMMs  equipment and to utilise it for achieving  mission and targeted goals of the 
organisation in less cost and to save time.

PROGRAMME PROFILE

 Best practices in HEMM maintenance

 Capacity utilisation in opencast mines and benchmarking

 Capacity assessment and utilisation- mines and equipment

 Condition monitoring of HEMM

 Inventory and spare parts management and purchase procedure

 Life cycle costing of equipment

 New product launches and development- OEM interface

 Duration/Date� Target Group� Co-ordinator

 05-07, January 2015  � Excavation Engineers upto E-5 grade � D.K.Khanda
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CROSS FUNCTIONAL PROGRAMME (CFP)
Duration: 03 Days

A.PERSONNEL FOR NON-PERSONNEL 

PROGRAMME OBJECTIVE

It aims to give HR knowledge to the Non-HR employees of the company in regard to HR 
functions, Retirement Benefits, Labour Laws, Discipline &Disciplinary Procedures, IR, 
Performance Management, Competency Mapping, etc.

PROGRAMME PROFILE

 Balance Score Card and Performance Management System in CIL

 Changing faces of People Management

 Coal Mines Provident Fund and Coal Mines Pension Scheme

 Communication Skill

 Conciliation Proceedings and Dispute Settlement

 Discipline &Disciplinary Procedures

 Interpersonal Skills

 Issues of IR

 Outsourcing and its Effects and Contract Labour Act

 Procedures and Mechanism of JBCCI and NCWA

 Duration/Date� Target Group� Co-ordinator

 11-13, Aug,2014� Executives of Non-Personnel � Anuraj C.P.
� �  disciplines upto E-6 grade
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PROGRAMME PROFILE

 Auditing and its compliance

 Costing and Budgeting of Organisation

 Direct Tax and its Code

 Finance for Non- Finance Managers

 Financial Establishment Matters

 Goods and Service Tax

 Issues related to concurrence of financial proposals with reference to responsibility, 
DOP, propriety

 Strategic Financial Issues of Organisation

 Use of Computers in Finance Decision making

 Duration/Date Target Group� Co-ordinator

 22-24, December, 2014 � Executives of Non-Finance � Anuraj C.P.
   disciplines upto E-6 grade

B. FINANCE FOR NON-FINANCE
PROGRAMME OBJECTIVE

It aims to give financial knowledge to the non-finance employees of the company in regard 
to Financial Establishment Matters, Goods and Service Tax, Costing and Budgeting of the 
Organisation, etc.
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TOPIC

 Best CSR and Sustainability practices in Mining Industry in general & Coal Mining 

Industry in particular across the 

nation and globe

 CSR and Sustainability, its reporting 

along internationally recognised 

guidelines

 Role of Sustainable Development on 

Corporate Business

 Sustainable Development & Its 

Impact on Corporate World

 Sustainability assurance

30

SUSTAINABLE DEVELOPMENT PROGRAMME (SD) 

PROGRAMME OBJECTIVE 

It aims to train the employees of the organisation on sustainable development of the 
environment and organization as a whole.
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शीष�क (टॉिपक) 

TOPIC
 

 क��यटर म � यिनकोड सॉ�टवेयर स�थािपत(Install) करना ू ु ं
       Installation of Unicode Software in Computer 

 क��यटर म � यिनकोड सॉ�टवेयर सि�य(Activate) करनाू ु
        Activation of Unicode Software in Computer

 अनवाद सॉ�टवेयर 'म�ा' को स�थािपत(Install) तथा सि�य(Activate) करनाु ं ं
        Installation and Activation of Translation Software “MANTRA”

 िह�दी महाश�दकोश का सि�य करना (Activate) एव �योग ं
       Activation and Utilization of Hindi Mahashabadkosh

 िह�दी के परान ेफाट को िह�दी इिडक (मगल) म � प�रवत�न करनाु ं ं ं

       Conversion of Old Hindi Fonts to Hindi Indic (Mangal font)

 क��यटर म � यिनकोड सॉ�टवेर पर अ�यास ू ु
        Practice on Unicode Software in Computer

यिनकोड सॉ�टवेयर �िश�ण (िह�दी)ु

UNICODE SOFTWARE TRAINING (HINDI)

काय��म का उ�े�य
PROGRAMME OBJECTIVE 

िह�दी भाषा म � सगमता स ेकाय� करन ेके िलए ु
क��यटर म � यिनकोड सॉ�टवेयर स�थािपत(Install) ू ु ं
करना तथा उस ेसि�य(Activate) करना ।  

To install Unicode Software in 
Computer and activation of the said 
software for smooth work in Hindi 
Language

�माक अविध/ िदनाक  ल�य समह सम�वय-कता� ं ं ु

Sl. No. Duration/Date  Target Group Co-ordinator

1. 12-17,मई,2014 सभी सवग� के अिधकारी एव कमच� ारी बी.आर.साह�ं ं

 12-17, May,2014 Executives & Non-executives  of all disciplines  B.R.Sahu

2. 23-28,फ़रवरी,2015  सभी सवग� के अिधकारी एव कमच� ारी बी.आर.साह�ं ं

 23-28, Feb., 2015 Executives & Non-executives  of all disciplines B.R.Sahu
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काय�शाला (िह�दी)
WORKSHOP (HINDI)

काय��म का उ�े�य
PROGRAMME OBJECTIVE 

भारत सरकार, गह म�ालय, राजभाषा िवभाग के िदशािनदश� � के ृ ं

तहत स�थान के कमच� ा�रय� को दिैनक  काया�लयीन काय� िह�दी म � करन ेके ं

िलए �िशि�त करना ह ै।

 
It aims to train the employees of the 

organisation for day to day official work in Hindi 

as per guidelines of Department of Rajbhasha, 

Ministry of Home Affairs, Government of India.

शीष�क 
TOPIC

 राजभाषा नीित,िनयम�, िविनयम� का �िश�ण 

  To impart training on Policy, Rules, Regulations of Official Language

 राजभाषा नीित के अनपालन के सबध म � अ�तन कया�लय आदशे� क� जानकारीु ं ं
  To appraise of the updated office order regarding implementation of CIL Policy

 िह�दी प�ाचार एव नोट-शीट बनान ेका अ�यासं

  To practice on Hindi correspondence and preparing of note-sheet

 ितमाही �रपोट� भरन ेका अ�यास 
  To appraise of preparing quarterly report
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 अविध/ िदनाक ल�य समह सम�वय-कता�ं ु

 Duration/Date Target Group Co-ordinator

14-30,िसत�बर 2014 सभी सवग� के अिधकारी तथा कमच� ारी एव गहिणयाँ  बी.आर.साह�ृं ं

14-30,September,2014 Executives & Non-executives  of all disciplines 
 & Housewives of Employees B.R.Sahu

राजभाषा पखवाड़
       RAJBHASHA FORTNIGHT

काय��म का उ�े�य
PROGRAMME OBJECTIVE

इसका उ��ेय राजभाषा िह�दी के �ित जाग�कता बढ़ाना तथा हमारे दिैनक काय� म � राजभाषा को लाग करना, इस हते समाज के सभी ं ू ु

वग� क� भागीदारी के िलए �यास करना । 
It aims to give general awareness of our official language “Hindi” and propagating to enhance 

the implementation of official language in day to day work resulting into widening the participation 

from all sections of society.

गितिविधयाँ 
ACTIVITIES

िह�दी िदवस (14.09.2014) पर राजभाषा स�मलेन का आयोजन
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ABBREVIATION:
CAP - Computer Awareness Programme, GMP - General Management Programme,
SDP - Supervisory Development Programme,SP- Short Programme, 
SEM/WS-Seminar/Workshop, FP- Functional Programme, CFP- Cross Functional Programme, 
SD - Sustainable Development Programme, UCST (Hindi) - Unicode Software Training (Hindi)

PROGRAMMES AT A GLANCE, 2014-2015
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As an industry leader,
MCL provides opportunities

to local entrepreneurs
to grow with the growth

of the company


