No. 4/7/2005-2Trg.
From
The Chief Secretary to Govt., Haryana,
To
All the Administrative Secretaries Haryana State.

Dated Chandigarh, the 16™ April, 2014.

Subject: Training Circular-Training Programme in MS-Office Suite
for Officers and Staff to be conducted by this institute
during 02-06 June, 2014. L

Sir/Madam,

I am directed to refer to the subject noted above and to
enclose a copy of the letter No. 33045/02/2014-ISTM dated 19.03.2014
received from Sh. G. D. Chawla, Director & Course Director, Institute of
Secretariat Training and Management, Department of Personnel &
Training, Government of India, New Delhi for your perusal at the website

http://csharyana.gov.in and request you to consider and circulate the same

amongst suitable HCS officers working under your kind control so that
they could be able to exercise their options in accordance with terms &
conditions of the Govt. of India, Institute Secretariat Training &
Management, New Delhi (ISTM).

Yours faithfully,

Nxﬁwfkbfzuélle‘q

Superintendent Training

for Chief Secretary to Govt. Haryana.
“Ulatesy
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GOVERNMENT OF INDIA - o—— i
INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT
DEPARTMENT OF PERSONNEL & TRAINING
ADMINISTRATIVE BLOCK, JNU CAMPUS (OLD), OLOF PALM MARG, NEW DELHI - 110067
TELEPHONE --011-26185308; FAX - 011-26104183
WEBSITE: - WWW.ISTM.GOV.IN

File No- A-33045/02/2014-ISTM Date: 19.3.2014
COURSE CIRCULAR

To,
Secretary to the Government of India {All Ministries / Departments)
All Attached & Subordinate Offices
Al State Governments / All Union Territories

. / The Central Vigilance Commission _
€ "
33 All Public Sector Undertaking / All Autonomous Bodies .
’ N\JLA Subject: - Training Circular - Training Programme in MS- Office Suite for Officers and Staff to be
.o\ M\\"\ conducted by this Institute during 02-06 June 2014 .
el Sloci

t

j!:{”? Sir / M.‘iadam,
| | am directed to say that a Training Programme in “MS - Office Suite” for Officers & Staff is to be

conducted by this Institute during 02-06 June, 2014.

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

3. The course particulars is given in Annexure-i and nomination proforma are given in website
respectively. Nominations of the eligible officials complete in all respects and in the prescribed
proforma should reach the Institute latest by 02 May, 2014.

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 it has not been possible
to accept the candidature of the person concerned. Persons who report for the programme
without confirmation of their selection by this Institute will underno circumstances be admitted.

fireimn e iy Yours faithfully,
| Training Branch | ,, | \ '
i ;1} 5

| Diary No m : (7. . o
F' Date grk:!lll | ),f‘i ey

(G.D.Chawla)
Asstt. Director & Course Director
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ANNEXURE-I

..Eq..

COURSE INFORMATION SHEET

CODE : MS-0S-03

COURSE TITLE : MS-Office Suite

AlM 3 To develop the skills required for work in MS Office.
METHODOLOGY : Main‘emphasis, of the program'me will be on practical aspect by

making participants themselves prepare presentations under guidance of a faculty. The programme
will be oraganised on highly participative lines. After completion of a topic, the participants will be .
required to work practical session to translate learning immediately. The training methods will
include, lecture, demonstration, individual/Group Exercise.

ELIGIBILITY CONDITIONS : The programme is meant for Officers & Staff in the Central
Secretariat officers & in other Central Government Offices, State Government Offices and

PSUs/Autonomous Bodies. -
'G

COURSE CAPACITY - 25
COURSE FEE &
OTHER EXPENSES ; A capitation fee of 3.2000/- per participant will be charged in

advance in respect of such employees of Public Sector Undertaking/Autonomous Bodies who may be
granted 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 - ; ISTM has a modest Hostel faciiity where 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 Ph.N0.011-26172571. It
will not be possible to accommodate any relative / companion of the participant in the ISTM Hostel.
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NOMINATION FORM Annexure-ll
Please read the instructions provided on Page No.-3 before filling up the Nomination form: -
Course Title: Course Code:
Date: From to
1 Name in English: Firstl Middle Lastl]
Name in Hindi:
2. | Fathers / Spousels Name:
3 Service / Cadre & 4 Date of joining /
" | Grade/Rank!t " | last promotion:
5. | Pay Band: . 6. | Grade Pay /
Scale of Pay:
7. | Gender: 8. | Date of Birth(l
9. | Organisation [10. | Organisation
Namef: Typei:
11. | Organisation Street 12. | Organisation
Addressi! City?
13. | Organisation 14, | Pin'Code’:
Statel1 - :
15, | Organisation 16. | Organisation
Emaill Phonell
17. | Residence Street 18. | Residence City[l
Address!
19. | Residence State: _ 20. | Pin Codel:
21. | Personal Email (1 22. | Personal
Phonei:
23. | Category!! 24. | Emergency -
(SC/STIOBC/GEN) - Contact Details:
25. | Educational
Qualification(:
26. | Service to which
belongs(:
27. Brief Service Particulars: 3 _
S. | Post Name From To Scale of | Nature of Duty
No. : Pay

minlil]
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28. | Whether fulfils eligibility conditionsm -applicable option): Yes O /NoO
29. | Whether Hostel Accommodation is required [ -applicable Yes O /NoO
option):
30. | How the training is likely to benefit
the nominee as well as the
organisation (in 2 lines)[}
31. | Details of earlier applications for
the same courser! '
32. | Previous courses attended at ISTM

(with dates in bracket)i!

| certify that the above information is correct:

Signature of the Nominee
(With Date & Seal)

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. '

" ' g : B
Details of the Sponsoring Authority (All fields are mandatory)(Tl

Name:

Designation:

Complete Postal Address
(with Pin code):

Telephone Number (with code):

Fax Number (with code):

Signature with Office seal:

LI
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INSTRUCTIONS TO FILLUP THE NOMINATION FORM |
Fields with * are mandatory. :

1.

Provide your full name in English & Hindi (optional).

2. Provide your Fathers Name / Spousels Name.
3. Provide your Service / Cadre type along with your Grade/Rank.

—

1
1
1
1
1
1
1
1
1

a) CSS & Equivalent Service: Joint Secretary / Director / Deputy Secretary / Under Secretary | Section
Officer / Assistant.
b) CSSS & Equivalent Service: Executive PPS / Senior PPS / PPS / PS/ PA / Steno-C / Steno-D.
¢) CSCS & Equivalent Service: UDC / LDC.
d) AIS: Secretary / Special Secretary / Additional Secretary / Joint Secretary / Director | Deputy Secretary /
Under Secretary. '
e) Indian Army: General / Lt. General / Major General / Brigadier / Colonel / Lt. Colonel / Major / Captain /
Lieutenant.
f) Indian Navy: Admiral / Vice Admiral / Rear Admiral / Commodore / Captain (IN) / Commander / Lt.
Commander / Lieutenant (IN) / Sub Lieutenant.
g) Indian Air force: Air chief Marshal / Air Marshal / Air Vice Marshal / Air Commodore / Group Captain /
Wing Commander / Squadron Leader / Flight Lieutenant / Flying Officer
h) Other: If any Grade/Rank other than the above mentioned option, please provide the details.
. Provide your Date of joining / last promotion (DD-MM-YYYY).
. Provide your Pay band.
. Provide your Grade Pay / Scale of Pay.
. Provide your Gender (Male / Female)
. Provide your Date of Birth (DD-MM-YYYY).
. Provide your Oraganisation Name.
. Provide your Oraganisation Type (Ministry / Department / PSU / ‘Defence / Constitutional and Statutory
Bodies / CAB / NGO / Foreign / others).
1. Provide your Organisation street name.
2. Provide your Organisation City name.
3. Provide your Organisation State name.
4. Provide your Organisation area PIN Code.
5. Provide your Organisation Email ID.
6. Provide your Organisation phone number with area code.
7. Provide your Residence street name.
8. Provide your Residence City name.
9. Provide your Residence State name.

o © oo~ o0, h

20. Provide your Residence area PIN Code.

21. Provide your personal Email ID.

22. Provide your personal phone/mobile number with area code.

23. Provide your Category (SC / ST / OBC / GEN).

24. Provide any Emergency Contact details (Phone / Mobile number).

25. Provide your Educational Qualification (from Higher to Lower).

26. Provide your Service to which belongs.

27. Provide your brief Service particulars as per the details prowded in the column.

28. Tick Yes[f eligible, else No[J

29. Tick [Yes[if Hostel accommodation required else INol

30. Provide short description about the benefit of this training for individual and Organisation.
31. Provide the details of your earlier applications for the same course.

32. If any courses attended at ISTM previously, then provide the course name & date, else write INolJ

[T
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