No.4/7/2005-2Trg
HARYANA GOVERNMENT
CHIEF SECRETARY OFFICE

TRAINING DEPARTMENT

Dated Chandigarh the 31% May, 2010.

To
1. All the Financial Commissioners & Principal Secretaries/Commissioners
and Secretaries to Govt.,Haryana.
2. All the Heads of Departments in Haryana.

Subject “Workshop on Negotiation Skills” (WNS) from 13-15 July,2010.
Sir/Madam,

I am directed to refer to the subject noted above and to inform you that the
Govt. of India, Institute of Secretariat Training & Management, Department of Personnel
and Training, New Delhi is organizing above cited training course at New Delhi for the
officers of the middle management level dealing with/likely to deal with handling of
negotiations. Interested officers can exercise their options before 4™ June , 2010 on the
prescribed format. Details of the Training Programme are available on the web site

http://csharyana.gov.in (under the heading of Training Branch/Training Announcements).

Sanet Bals

Superintendent Training



.F.No. 33072/1/2010-ISTM(BT)
. GOVERNMENT OF INDIA
INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT
' DEPARTMENT OF PERSONNEL & TRAINING
ADMINISTRATIVE BLOCK;JNU,CAMPUS(OLD)
_..——OLOF PALME G}"NEW:DELHI{ 10067
T caneh L TEL. 26164%85; TEL

L
Lz may zop | 2 6Mapril, 2010

1. All Ministries/Departments & Attached Offices of the Gove

2. Chief Secretaries of all State Govts./UTs.

To

of India

Subject: “Workshop on Negotiation Skills” (WNS) from 13-15 July,
2010.

- Sir/Madam,

I am directed to say that the “Workéhop on Negotiation Skills (WNS)”
for the officers of the middle management level will be conducted at this
Institute from 13- 15 July, 2010. '

2 The details of the course are giveh in the Course Information Sheet at
Annexure-I.

3. Nominations in the enclosed form (Annexure-II) of eligible officers who
can attend the programme on whole time basis may kindly be sent to the
undersigned latest by 4th June, 2010. The nominations not accompanied

by the particulars in the proforma at Annexure II or received after the last
date may not be considered.

4. Only those officers, whose candidature is confirmed by this Institute,
may be relieved for the course. If no letter is received from this Institute, it

may be presumed that the nomination of the concerned officer has not been
accepted.

Yours faithfully,

>

{Mrs.} d Jindal
Encl: as above : Joint Director [BT]
Tele:\ 26164285

Copy to Hostel Warden
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CODE

COURSE TITLE

AIM

OBJECTIVES

METHODOLOGY

ANNEXURE-I

COURSE INFORMATION SHEET
WNS
Workshop on Negotiation Skills ( 3 days)

To equip the participants with the skills of negotiation and
conflict management at organisation level.

(i) Identify the key-elements of a principle-centred
negotiation strategy;

(ii)  Describe principle-centred negotiation planning
process

(iii) Describe the framework of conflict resolution for
public officials

{(iv)  Exhibit effective communication and inter-
personal skills in negotiation and conflict
resolution in the given situations. .

Group discussion, Problem Solving Exercises, Role Play, case

studies etc.(all participants are requested to bring specific
cases with them for discussion)

LEVEL OF PARTICIPANT:

COURSE CAPACITY -

HOSTEL

Officers of the middle management level in Central and State

Government dealing with/likely to deal with handling of
negotiation. el =
R ey

25

ISTM has a modest hostel facility where both AC and
Non- AC rooms are available on first come first served basis.
For details relating to the tariff and availability of
accommodation at the ISTM Hostel, the participants may
contact the Caretaker or Hostel Warden at Tele Fax No.011-
26172571.1t will not be possible to accommodate any

relative / companion of the participant in the ISTM hostel.
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Annexure -1l
(Please see the Course Information Sheet before filling the Nomination Form )

NOMINATION FORM

Course Code ' Date from To

Course Title

4 Name
2. Designation : 3. Scale of Pay
"4, 7| Organisation with Complete Address and Telephone/FAX Numbers and Email ID: (to which
intimation about nomination is o be sent)
5. Whether it is a Central/State Govt. Ministry/Department or PSU/Autonomous Body:
6, Educational 7. Professional
Qualification Qualification
8. Whether 9. Service o i
] SCIST/OBC/General which belongs |

10. Brief Service particulars:-

Signature of the Nominee........................

To be filled in by the Sponsoring Authority

It is certified that the particulars given above are correct. The officer will be relieved for

training, if selected and in no case will be withdrawn in between from the Course. The Prescribed
Capitation Fee and other charges as applicable will be paid to ISTM for this course.

Complete Postal Address of the Sponsoring | Signature

Authority with- Telephone Number and Fax | Name/Designation

|
|
|
L

Number

(of the Sponsoring authority)
With Office Seal)

S. No Post held From To Scale of pay Nature of duties B
|
|

-
|
|

11| Whether fulfiis eligibiiity conditions |

12. | How the programme is likely to benefit the nominee as well as the organisation (in 2 lines)

13. | Previous courses attended at ISTM (with dates in bracket) o

14. | Whether Hostel Accommodation is required
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