No. 4/7/2005 2Trg.
From

The Chief Secretary to Govt., Haryana,

To
All the Administrative Secretaries Haryana State.

Dated Chandigarh, the 21¥ Septmber, 2012.

Subject: 1. Training course on *“Stress Management” from 19-23
November, 2012.
2.Nomination for Training Programme in “Microsoft Office-
Excel” for Officers and Staff to be conducted by this institute
during 5™ to 9" November, 2012 at ISTM, New Delhi.

-
Sir/Madam,

I am directed to refer to the subject noted above and to enclose a
copy of the letter F.No. 33076/1/2012-ISTM dated 13.08.2012 received from
Smt. Manisha Bhatnagar, Deputy Director, Institute of Secretariat Training
and Management, Department of Personnel & Training, Government of India,
New Delhi and a copy of the letter No.33040/5/2012-ISTM (MS-OS) dated
28.08.2012 received from Sh.Praveen Prakash Ambashta, Assistant Director
& Course Director, Institute of Secretariat Training and Management,
Department of Personnel & Training, Government of India, New Delhi for

your perusal at the website hitp://csharyana.gov.in and request you to

consider and circulate the same émongst suitable officers working under your
kind control so that they could be able to exercise their options in accordance
with DOPT (Training Division) by 24.09.2012 and 08.10.2012 respectively
to this office (Training Branch) through proper channel. _

Yours faithfully,

Superintendent Training,
for Chief Secretary to Govt. Haryana.
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Date 320121 g No. 33076/1/2012-1STM
GOVERNMENT OF INDIA
INSTITUTE SECRETARIAT TRAINING & MANAGEMENT
DEPARTMENT OF PERSONNEL & TRAINING
ADMINISTRATIVE BLOCK, JNU CAMPUS(OLD)
¥ PALME MARG, NEW DELHI-110067
TEL. 26175590; TELEFAX: 26104183

13t August, 2012

To ) S
wREws v A WY
. Chief Secretaries of.All.StatesGovts./ Union Territories
¢ « ¥ 2. All Ministries/ Departments of the Govt. of India

3. Public Sector Undertakings/Nationalized Banks/Insurance Companies.

Subject: -  Training course on “Siress Managemeni” o 28~ 23 N
2012.
55
Sir,

%5' i aun divected to say that the course on “Stress Management” will be held
at Institute of Secretariat Training & Management from 19 ~ 23 November, 2012.

2. Details of the Course and facilities available are given at Annexure-1.
Nomination form for the Course is given at Annexure-II. Nemination form of the

eligible persons duly countersigned by the sponsoring authority may please be
forwarded latest by 15.10.2012.

3.  All sponsoring authorities are requested to ensure that selected candidates

are relieved to attend the Course only on receipt of clear communication to that
effect from ISTM.

Yours faithfully,
ke

%
Smt. Manisha atnagar
Deputy Director
Tele: 26175590
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ANNEXURE-I
- COURSE INFORMATION SHEET
CODE . s -
COURSETITLE : Stress Management
AIM : To equip participants with the requisite knowledge, skills and

attitude relating to the management of stress.

OBJECTIVES : By the end of the course the participants will be able to:
. a) Identify symptoms and causes of siress;
b) Explore mechanisms of coping with stress; and
c) Prepare an action plan te manage stress.

METHODOLOGY : The course will be conducted through participative methods
including experience sharing, discussion, rolé-play, practical
exercises (both classroom & outdoor) and interactive faculty inputs.
Yoga classes will be held between 7.00 - 8.30 A.M. during the
course.

LEVEL OF PARTICIPANT:
Senior and middle Mmanagement in Govt. Public Sector and
Nationalized Banking & Insurance Sectors.

COURSBE CAPACITY: 25

HOSTEL : ISTM  provides moderate accommodation (shared by two
: participants in a double bedded room). It will not be possible to
accommodate any relative/ companion of the participant in the

1ISTM hostel.

CAPITATION FEE: A capitation fee of Rs. 2000/ -(Rupees Two Thousand only) per
participant will be payable for nominees of organizations other
than Central or State Governments on their admission to the
course. The capitation fee may be paid by a crossed Account Payee
Cheque/Demand Draft drawn in favour of *Assistant Director,
Institute of Secretariat Training & Management, New Delhi”,
payable at New Delhi at the time of registration on the opening day
of the course. Failure to make the payment during registration
would render the admission of the officer invalid automatically.
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/ ANNEXUREIT
NOMINATION FORM
Course Code : Date To

Course Title :

1. Name
2. Designation 3. Scale of Pay
4, Organisation with Complete Address and Telephone/FAX Numbers and Email ID: (to which
intimation about nomination is to be sent)
5. Whether it is a Central/State Govt. Ministry/ Department or Attached/Subordinate office
6. Educational 7. Professional
Qualification Qualification
8. Whether 9, Service to
SC/ST/OBC/General which belongs
10. Brief Service particulars:-
i S.No Past held From Tao Scale of pay Neature of duties
11, Whether fulfils eligibility conditions |
12, How the training is likely to benefit the nominee as well as the organisation (in 2 lines).
13. | Previous courses attended at ISTM (with dates in bracket)
14. Whether Hostel Accommodation is required

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

To be filled in by the Sponsoring Authority

Tt 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
Authority with Telephone Number and Fax Number

Signature

Name/ Designation

{of the Sponsoring authority)
With Office Seal
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No.33040/5/2012-STM (MS-0S) e o
GOVERNMENT OF INDIA S ~ 79y
INSTITUTE OF SEORETAIAT TRAINING & MANAGEMERFAIET
DEPARTMENT OF PERSONNEL & TRAINING
ADMINISTRATIVE BLOCK, JNU CAMPUS(OLD)
OLOF PALME MARG, NEW DELHI-110067
TEL: 2619 4086; TELEFAX: 26104183

Y5

Dated 2%.08.2012

1) Secy. to the Govt. of india (All Ministries / Departments)
2) All Attached & Subordinate Offices.

3) All State Governments / All Union Territories

4) The Central Vigilance Commission

5} All Public Sector Undertakings / All Autonomous Bodies

Sub. : Training Circutar — Training Programme in Microéoft Office Suite for Officers and
Staff to be conducted by this institute during 5‘_h to 9" November 2012

Sir,

| am directed to say that a Training Programme in Microsoft Office Suite for
Officers & Staffis to be conducted by this institute during 5™ to 9" November 2012

2. ISTM has state-of-the art ICT lab having over 60 computers which are internet
engbled and fully equipped with latest software and hardware.

3. The course particulars and nomination proforma are given in Appendices | & |l
respectively. Nominations of the eligible officials, complete in all respect and in the
prescribed proforma should reach the Institute latest by 28.09.2012.

4. Only those officials, whose candidature is confirmed by this Institute, may
be relieved for the course. /f no letter is received from this Institute, it may be
presumed thai it has noi been possible to acospt the candidafure of the person
concerned. Persons _who report for the programme without confirmation of their
selection by the Institute will under no circumstances be admitted.

= Training Branch .

;} /5) f Diairy E%% :122 ‘ Yours faithfully,

. i ’
Encl: As above ) v

(Praveen Prakash Ambashta)
Assistant Director & Course Director
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;_ | ANNEXURE-|
COURSE INFORMATION SHEET
CODE : MS-08
TITLE : Training Programme in Microsoft Office Suite for Officers & Staff

AlM OF THE COURSE : To develop the skills required for work in MS-WORD, MS-
EXCEL, MS-POWERPOINT & INTERNET

COURSE COVERAGE :

Basics of Computers
MS-WORD 2007

MS-EXCEL 2007
MS-POWERPQINT 2007
WORKING WITH INTERNET

METHODOLOGY : Main emphasis of the programme will be on practical aspect by
making participants themselves prepare presentations under guidance of a faculty. The
programme will be organised on highly participative lines. After completion of a topic,
the participants will be required to work practical session to translate learning
immediately. The fraining memuda wiit nclude, lecture, demonstration, individual/Groun
Exercise. co '

ELIGIBILITY CONDITIONS: The programme is meant for Officers & Staff in the Central
Secretariat officers & in other Central Government Ofﬂces Siate Government Offices
and PSUs/Autonomous Bodies. ~

COURSE CAPACITY : 25

COURSE FEE & OTHER EXPENSES : A capitation fee of Rs. 2000/- per participant
will be charged in advance in respect of such employees of Public Sector
Undertaking/Autonomous. Bodies who may be granied admission in the course.
Capitation Fee is required to be paid through a Crossed Cheque/Bank Draft in favour of
“Assistant Director, Institute of Secretariat Training & Management, New Delhi, payable
at New Delhi”. The Capitation Fee is required to be paid on receipt of confirmation about
the acceptance of the nomination, but on or before the commencement of the course.

ACCOMMODATION: Hostel facility will be available.

3
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- _ ANNEXURE | 5
NOMINATION FORM —~

Course Code : Date . To

Course Tile .

1. | Name

2. | Designation 3. Scale of Pay

4. | Organisation with Complete Address and Telephone/FAX Numbers and Email ID:
(to which intimation about nomination is to be sent)

5. | Whether it is a Central/State Govt. Ministry/Department or Attached/Subordinate
office

6. Educational

7. Professional

Qualification Quatlification
8. Whether 9. Service to.
SCISTIQBC!Genera

which belongs
| K
10. Brief Service particulars:-
S. Post held From To Scale of
No . pay

Nature of duties

11 | Whether fulfils eligibility conditions 1

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

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

14 | Whether Hostel Accommodation is required \

Signature of the Nominee.........c.cooeeeiitenn.

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 | Signature
Sponsoring Authority with Telephone | Name/Designation \
Number and Fax Number (of the Sponsoring authority) .
With Office Seal
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