No.10/09/2016-1Trg
HARYANA GOVERNMENT
CHIEF SECRETARY OFFICE

TRAINING DEPARTMENT

Dated, Chandiparh the 23m Aprfl M9,

e
Tao

All the Administrative Secretarics of Haryana State,
[As per list attached).

Subject: Annual Training Calendar of ISTM for the year 2019-20,

Sirf Madam,

I am directed to refer to the subject noted above and to inform that a
copy of the Calendar received along with letter No. ¥-20020/01/2019-ISTM (Coord)
dated 30.03.2019 from Sh. Yogesh Dwivedi, Deputy Director (Coord.} Institute of
Secretariat Training % Management ([STM), Department of Personnel and Training,
Administrative Block, JNU (OLD] Campus, Olof Palme Marg, New Delhi has been
circulated on http:/ /csharyana.gov.in.

It is requested that all the Administrative Secretaries may consider

sending of concerned officers/ official for some of the training programs.
Photocopies of the ing pr ms are also enclosed herewith.

Yours faithfully,

e

e FeeRe

Superintendent Training
for Chiel Secretary to Government, Harvana,
'LILT"“
Endst, No, 10/09/2016- 1Trg. Dated Chandigarh, the 23 April, 2019,
pIvES

Aocopy 18 [orwarded to Sh. Yogesh Dwivedi, Deputy Director (Coord.)
Institute of Secretariat Training & Management (ISTM), Department of Personnel and
Training, Adminisirative Block, JNU [OLD] Campus, (lof Palme Marg. New Delhi
w.r.t his Calendar letter Na. ¥-20020/01/2019-I1STM (Coord) dated 30.03.2019 for
information only.

Superintendent Training
for Chief Secretary to Government, Harg,'annLqP_.s
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INSTITUTE OF SECRETARIAT TRAINING
AND MANAGEMENT

Vision

To be a Centre of Excellence in Secretariat Training and Management

Genesis

The Institute of Secretariat Training and Management (ISTM) formally came into being in
May, 1948, which was known at that time as the "Secretariat Training School". The
present title of the Institute as "Institute of Secretariat Training and Management" or
I5TM, in short, was awarded later with the motto “Efficiency and the Public Good”.

The mandate of the Institute is to impart training 1o officers of Central Secretariat Service
(CSS8), Central Secretariat Stenographers Service (C555) and officers of other
organised/subsidiary services functioning in the Central Secretariat. CSS officers form the
backbone of the Central Government Ministries/Departments and normally hold various
positions up to the level of Joint Secretaries. The key responsibilities of the €SS officers
include policy formulation, execution, monitoring and review,

The Institute also provides training support to the State Governments, Union Territory
Administrations, Central Public Sector Enterprises, Central Autonomous Badies and
other organisations in specialised and general areas. The Institute is entrusted with the
task of providing orientation training to the officers coming on deputation to the Central
Government under the Central Staffing Scheme as Deputy Sec retary and Director, 1STM
is the nodal institute for capacity building of Central Government officers for
implementation of Right to Information Act, 2005, I5TM is the lead institute in the areas
of Training of Trainers and conducts National and International Training of Trainers
courses. Besides, probationers of various organised services like that of the IAS, [ES, [FS,
ITS, ICLS, IDES, IRS, IFOS, etc. attend short duration training programmes on Office
Management, Personnel Management and Financial Management as well as Central
Secretariat Practices at ISTM.

ISTM also conducts Management Development Programme (MDP) for officers of
the level of Deputy Secretary and above of the Government of India, The areas covered
are Financial Management, Management Principles, Good Governance, Knowledge
Management, Behavioural Technigues and Cabinet Note Preparation in order to orient
them towards effective service delivery in the Central Government.

Some other activities of the Institute include undertaking research studies,
conducting training need analysis, third party evaluation of proactive disclosure under
RTI Act, providing consultancy services and development of trainers in training
techniques, The Institute also organises workshops/seminars for SAARC and
Commonwealth countries and conducts International Training of Trainers programme
through ITEC programme of the Ministry of External Affairs.



Status | ) Ve >

= I5TM is an “Attached Office” under the Department of Personnel & Training,
Government of India. The Head of the Institute is *Director®, who is an officer of the
level of Joint Secretary to the Government of India

ISTM has a sanctioned strength of 29 Faculty Members drawn from various Central
Services. It has a Library with more than 17,450 books besides 3 modest video collection
and four well furnished computer laboratories equipped with 135 computers with
internet facility, The Institute has built up a rich reservoir of training material for
distribution to its course participants. It also has a modest hostel facility, where outstation
participants are provided with twin sharing accommodation on first come first serve basis
on payment of prescribed charges.

I5TM is located in Old INU Campus, Opposite Sector-lll, R.K. Puram on the Olof Palme
Marg (near R. K. Puram Metro Station) and about 15 Kms from New Delhi Railway
ationand 12 Kms from Indira Gandhi International Airport.

Training Calendar

This year, 1STM has planned 230 in house courses including 78 mid-career training
programmes under C55 Cadre Training Plan & C555 Cadre Training Plan, The details of
these courses are available in the succeeding pages. This training calendar is also
available on our website (www.istm.gov.in)

The procedure given below is followed :

*» For Assistant Section Officer (Direct Recruits)ASODR) and Level A to E training
programmes under C55 Cadre Training Plan, nominations of eligible officers are
made by CS Division, DoPT. These courses are nat open for other partic ipants.

#» For induction course for Steno Graphers Grade ‘D', Level 1toV & RefresherTraining
Programmes under C555 Cadre Training Plan, nominations of eligible officers are
made by CS Division, DoPT, These courses are not open for other participants.




of For other courses, circulars inviting nominations are issued 12 weeks in advance of
the date of commencement of each course. Nominations may also be madessuo-
moto-on the basis of this calendar,

%+ MNominations in the prescribed form (which may be downloaded from our website
istm.gov.in) duly completed and signed by the sponsoring authority, should reach
the course coordinator at least & weeks before commencement of the course.

o+ Acceptance of nominations is generally issued 4 weeks in advance of
commencement of the course. The nominee must not be relieved before receipt of
intimation regarding acceptance of nomination,

Course fee

Mo course fee is charged for any course in respect of officers belonging to Central / State
Governments, A capitation fee at the rates given below is payable in respect of officers
belonging to Public Sector Undertaking, Autonomous Bodies, Corporations, Registered
Societies:

Mo, of days | Capitation fee (per participant}
1 or 2 days | T 2000/-

1 days < 3000/~
| 4 days T 4000/-
| 5 days T 5000/-

LS XNE.

New Delhi (Dr. Sunita H. Khurana)
March, 2019 Director
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POSITIONS

ROOM
INTERCOM [ TELEPHONE
NUMBER

OFFICE

RESIDENCE

TELEPHOMNE
HUMBER

DIRECTOR Dr. SUNITA M. KHURANA (Ms ) 7601 26185308 || 24601000 -
. 26185309 17
PPS TO DIRECTOR MAHESH CHAND 7605 26185308 || sB1pssaiTE
7669 26185308
1 26737605
ADDITIONAL DIRECTOR COL (RETD.) SANJAY K. SHARMA 7612 26164182 |
2ETITE12
PS5 TO-ADDL. DIRECTOR ” R. K. TOMAR 7810 26164182 || 9811382014
2673760 ”
JOINT DIRECTOR K GOVINDARAJULL 7604 26737604 || sosezes0as
- VADALI RAMBABL ‘ 7606 737606 || 9811646081
DERUTY SECRETARIES R.GAYATHRI (Ms,| ’ 7608 [ 26737608 || 9818304463
KEDLOY SANYAL B2 || 2673002 || Setoeren
i UDAY SANKAR CHATTORADHYAY || 7505 26737505 || begoaoeasg
DEPUTY DIRECTORSs PRAVEEN PRAKASH AMBASHTA || 7503 26737803 || 9212501331
YOGESH DWIVED ‘| 518 || oerase H Q864305763
B DHANESH 7524 26737524 || meEz7IA13
| AGAM AGGARWAL TAGR 2ETITESE 310057831
BRAHMAREDDY DESIREDDY :" 7814 26737648 || 9910561367
RAJESH SINGH 7618 26737616 || 9643580898
ASSISTANT DIRECTORs || BHAGBAN PADHY 7501 26737501 ” BAGB440436
| ANURAG DEVGAN (Ms.) 7608 26T3TRO8 # 985224368
RAJEEV KUMAR JHA 7609 26737608 |[ opesgTazea
SUBHASHREE A, 508 || 2e7avsoa || serisedam
FPARMA SAHAMNS (M5} 1812 28737512 BT1TMTRIE
HTENDER BHATT| 749 || 26737616 || 0811129834
JOINT DIRECTOR (COORD. COMPUTER, K. BOVINDARAJULU 7604 26737604 || apeA4A0RY
RESEARCH & CONSULTANCY)
DEPUTY DIRECTOR [COORD.) || vocesH owiven 7518 26737522 || 9968305783
LINK-DEPUTY DIRECTOR {COORD | | AGAM AGGARWAL I 7656 26737656 || 9810057531
ASSISTANT DIRECTOR (0L RAJESH KAPDOR 7H11 26737511 [ SOES2028R7
ASSISTANT DIRECTOR (COORD.| JITENDER BHATT] 7649 26737616 || S868E08A50
DEPUTY DIRECTOR [ADMIN | PRAVEEN PRAKASH AMBASHTA 7603 26T3THO3 || 5212501331
DEPUTY DIRECTOR {SYSTEM ACMIN [(HIW) | B DHANESH 7824 2673724 || SeEA2TMI2
ASSISTANT DIRECTOR {SYSTEM ADMIN J(HW) BHAGBAN PADHY 7501 || 26737501 || oesaddsdns
ASSISTANT DIRECTOR (SYSTEM ADMEN (2 ANURAG DEVGAN (M.} | 7e0e 26737600 || esBz24768
HOSTEL WARDEN || BRaHMAREDDY DESIREDDY 7674 26737645 || s910s81367
| ASST HOSTEL WARDEN | BHAGBAN PADHY 7501 6737501 || 9868445436
| boo JL PARNA SAHANA | 7508 26737812 || 0717347838
SECTION OFFICER [ADMIN) R. M. KULSHRESHTHA il 7o 26737700 || serie22477
| SECTION OFFICER || SHEFALI SARAF (s, 7708 P673TT08 || Somzdazeaz
| TRAINING ASSOCIATE (COCRD) || VIMBLESH kusaR 513 || zerarsos || esss4voesd




NOMINATION FORM
Pleasa fead the instnuctions provided on Page Mo -3 before Aling up e Hominason fom: -

Colsrsa Tithec ... S et S I Ll STLRLE ; ~.... Course Coda;

Cate: From S et 2] W e e, ;

| ame in gt Pt Wiy Lest
L | Father's | Spodse’s Mama: L.

3. | Servioe | Cadm & CradeiRant” 4 | Dole ofjuning | last promatcn:

5 | Py Band lewel: B. | (eade Pay/ Scam of Pay 1 levet

7. | Geewer ] B | DawofBre

2 | Coganisation Name 10| Organiason Type"

1. | Crganisaton Streel Address”. 12|  Owpansason Ciy™

13. | Organisaton State’; 14| PinCoge"

15.| Organsaton Emat 16| Omanssion Phone™ |
17. | Resience Sirest Addmss" 18| Residance City":

1%, | Resdance Stala’ 20| PinCode"

£h P-BIME!TBI'I' ) Persona Prong™

23. | Calegony™ (SCISTIOBCAGEM 28| Emenjency Conlad Detity®

25| Educafional Quatication™: |

|27 Briel Service Particuiars

E.N'D.JPDH:MHH Fram Tor Ecale of Pay baaturg of Duty
28, | Whather hifis algibiity condiions’{E) .appiicable opton): ¥ee O/ o O
28 | Whelher Hoslel Ancommodation e reuised"Tl -apslicabin opfion): ¥es O Ne OO
.| How the raining fs fely 1o benefi the nomines = wail 58 e onyanisation (in 2 lines| "y

3. | Detais of arber ppiicaions for the same corse™

i€ MMMWHIWM#“h_?MW.

ity that the above informalion & eomeci: Signaiues of the Momines
tith Date & Seal)

TO BE FILLED IN BY THE SPONSORING AUTHORITY

It canifed hal the paticulars given abows are corred. The oficor wil be rlevad for kaining, ¥ seinctnd and i no case wil Be wihidrasn in hewean Fom te soims. The prescrited
Capilafun Fes and othar charnges as applcable wil be paid in $5TM for Bis coursa,

Detaits of the Sponsoring Authority (A1l fiekds are mandatory];
M

Designaton:

Compietn Postal Address (wilh Pin cods)
| Telephona Numbar (wiih code]

Fau Sumbar with code)

Signature with Ofice w=al

INETRUCTIONS TO FILLUP THE NOMINATION FORM
Fialiis with * are srandaiory.

1. Pruvide your kdirama in Englch & Hind (optioral]. 2. Provio: your Faher s Nerme | Spause's Name 3 Provide your Service |/ Cadra type aiong witr your Grade/Rack. a] G55 & Equvalent
Senvice: Joinl Becrelsey | Direcior | Deguty Sacredary | Under Secrelary  Section Officer | &ssiztant Secbion Dficer b 555 B Souvalent Sensce: Evecuses PPS | Sanior PPS /PP IPS/PA/
TG Sleno-Dl o CEHES & Equiviben| Senice: SSAUSA o] AlS: mfwmrwsmfmmlmsmwfmm Bl
Insdian Ay GenaralfLL Gereral | Major Ganarl | Brigadier | Colonel I'LL Colonel | Major | Captzn  Ligwrsnant 1) indian Mavy: Admeral [ Vice Adeviral | Raar ddemiral [ Comemadors / Caplain
UHJJﬂﬂﬂwﬂh‘Ji-l-ﬂwmﬂrn'LhnmlMr'&t!-ih-m.arhmkhuwwwrﬁw:#mw&memmewmmJ
Souadron Leadur ¢ Flight Lisulerant § Flying Oficer i) Dthar 1 any GradeFank ofer tan P ghove mensoees ailion, pimase provade e delads 4 Pronide your Dake of foining / Last
promehon ([COMM-YYYY). 5. Provide your Pay band. 6. Provce your Grade Pay | Scale of Pay 7 Provide your Sender (Maig | Famais) 2. Pronide yoor Date of Birth (DO-MM-YYYY). 0.
Provde your Crasganision Mame. 100 menrummmamrm:hhmrw-ﬂMMJmemesm. 1

Frovirdn your Organication streed name. 12. Provids your Cepansation Gty name. 13, Prosds your Orparssation: State name. 14 Provvide yout Drpanisstion arma PIN Code, 15, Provide your
Omarvesation Emad ID. 16. Provide your Organiation phone number wih area code. 17 Provide your Resdence sef nams 15, Pravide your Aesidence Ciy name. 18, Provide your
Residence Stale rama £0. Froside yinir Residance arpg PIN Code. 11 Previde your parsonal Emgdl 1022 Prewicie your personsl phorsimosds nusber with: ama code, 73 P yeur
Category (551 5T1 0BG ! GENY, 24. Provids By Emergency Contact cetals (Phone | Motsla numbert. 25 Provids your Educalional Cuaificaton Jram Highar o Lower). 25. Provide your
Sendoe fowhich bebongs, 27 Provide woor brief Sanvice paricidars as per thedetais provided in the column. 25, Tick “reg T sigitie, alse ', 20, Tick “es’ if Hosls! sccommodation required
olsn P, 30 Proside sho deseriphion about e baneft o this #:ming forindhideal and Qg anisation. 31, Provvicke the detalis of your sarker appiicalion s for e samo course. 3217 any coumsss
atierded 61 ISTM previousty, Sen provite e course nase & dee. stsn w ks Ho'



