N0.42/06/2022 5Trg,.

HARYANA GOVIERNMIENT
CHIEF SECRETARY OFFICIS
TRAINING DEPARTMENT

Dated, Chandigarh the 2 December, 2022

To
All the Administrative Scerctaries of Haryana State.

Subject: - Executive Development Programme- Call for Nominations.

Sir/Madam,

[ am directed to refer to the subject noted above and to inform that a
copy of letter no. NISTD/R/22-47-456 cmail dated 23.11.2022 received from National
Institute of Secretariat Training & Development, B-11C, [nderprastha, NCR New Delhi,
Ghaziabad, has been uploaded on the CS  Haryana Website
(http:/ /csharyana.gov.in).

It is, therefore, requested to take further necessary action accordingly
keeping in mind Govt. instructions issued vide letter no. 4/38/2010-2 Trg. dated

14.10.2016 (copy attached).

Yours faithfully,

S

Superintendent, Training

for Chief Secretary to Govt., Haryana A

Endst. No. 42/06/2022-5Trg. Dated Chandigarh, the 2 December, 2022

A copy is forwarded to National Institute of Secretariat Training &
Development, B-11C, Inderprastha, NCR New Declhi, Ghaziabad-201102, w.r.t his
letter no. NISTD/R/22-47-456 email dated 23.11.2022 for information.

==

’Supcr'intenclent. Training
for Chief Secretary to Govt., Haryana A~
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! Message

“Executj '
Cutive Development Programme - Call for Nominations

Paﬂkaj - - _
\\ b .-\ | |
. 24 November 2022 at 11:05

To branchirg < hry.nic.ins

branch ;
I'U@gmml‘com:;_ Anup Singh <anup.singh-hry@hry.gov.in>

From: ra@nctsr.in

To: “Sanjeev
Sent: ?\r’g;?: Kaushal, 1as~ <cs@hry.nic.in>
Subject: NRle’é"'- November 23, 2022 2:48:55 AM
Xeculive Development Programme - Call for Nominations

“Th& o .
authenticity of this message cannot be vouched for. It may be spoofed. Please treat hyperlinks and
attachments in this email with caution™

By E-Mail & Registered Post
. P New Delhi, India The Dated 237 November, 2022
To,

The Hon'ble Chief Secretary
Government of Haryana
Room No. 4, 4th Floor Haryana Civil Secretariat Sector-1 Chandigarh -160019

cs@hry.nic.in

?' Subject:-Executive Development Program-Call for Nominations
/"

1_5\\\ Trajr‘l:ng a‘,.ench

) Diary &

D 2\5/}1/20__2_2_

Greeting From National Institute of Secretariat Training & Development !

Dear Sir/Madam,

Please find here with Attached.

Kindly do the needful & expecting for confirmation and further response at the earliest.
Thanking You

Regards
National Institute Of Secretariat Training & Development

B-11C, Inderprastha, Tiila Shabajpur, NCR New Delhi,
Ghaziabad-201102
Ph. +91-120-2682107, 2682110, 2682111

Fax No:-+91-120-2682109, M-09811094923
E Mail:-info@nistd.in, infonistd@gmail.com, Website:-www.nistd.in

. 7/:.‘# "

. | ]

Azadiy, "_
Amrit Mahotsav. e

(¥ Scanned with OKEN Scanner



1
\
\l
|
\
Lt
&5

8)
Azadi Ka
AmntMahotsav

e

V=
Azadik,
Amrit Mahotsav

~ Executive Development Programme - Call for Nominations.pdf
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National I“SP:)'ttNl:ge: Of Secretariat Training & Development
Ph. +91-120-2682107 zé;l;:ll"l‘;ﬂprastha, NCR New Delhi, Ghaziabad-201102, India
e » 2682111, Fax No:-+91-120-2682109, WhatsAppNo+91-9811094923
E Mail:-info@nistd,in, infonistd@gmail.com Website:-www.nistd.in
By E-Mail & Registered Post

f No:-
e NlSTD:B;ZZ-‘tmss New Delhi, India The Dated 23" November, 2022
The Hon’ble Chief Secretary
Government of Haryana
Room No. 4, 4th Floor Haryana Civil Secretariat Sector-1 Chandigarh -160019
cs@hry.nic.in

Subject:-Executive Development Program-Call for Nominations

Dear Sir/Madam,

National Institute of Secretariat Training & Development (NISTD), an autonomous body (Established under
Department of Labour, Govt. of National Capital Territory of Delhi & registered with Ministry of Micro, Small
and Medium Enterprises), registered Under the Societies Registration Act XX| of 1860 and representative of
the various segments of Indian Industry. NISTD mandate is to impart training to officers of Central Secretariat
Service (CSS) and officers of other organized/subsidiary services functioning in the Central Secretariat.

Executive Development Programs conducted by NISTD are delivered on a continual learning philosophy and
are ideal for working executives, who are hard-pressed for time and find it difficult to enroll for regular in long-
duration Programs. These programs provide an opportunity for a class of people who have not had an
opportunity to keep abreast of the latest managerial tools and techniques through formal management
education.

List of Executive Development Programs

Date Course Fee (RS) / Participant+ 18%
sl. Topic & Venue GST Extra
No Duration
Non- Residential
Reslc:entla TwinSharing | SingleSharin
4
Team Dynamics, Leadership andStrategic Vision,
Synergy at workandEffectiveCommunication. 09-10 Haotel
NIST | Under Capacity programBuilding in Govt. December,202 Shanker,Kathmandu,Nepal 29,999/- 48,999/- 59,999/-
D departments,autonomousbodies&PSUs 2
001 (2 Days)
NIST | Public Procurement,E-Procurement, Govt. E- 09-10 HotelShanker,
D Marketplace(GeM),PFMS December,202 Kathmandu,Nepal
002 2 29,999/- 48,999/- 59,999/-
(2 Days)
Materials management andpurchase policy &
NIST | procedure, E-procurement in 09-10 Hotel
D Govt.departments,autonomous December,202 Shanker Kathmandu,Nepal 29,999/- 48,999/- 59,999/-
003 bodies 2
(2 Days)
Book Keeping & Accounting, Accounting Standards
&Stratepy to Implement AccrualSystem of Accounting 0s- 10 Hotel
NIST | inGovernmentDepartmentsAutonomousBodies&PSUs. December,202 Shanker,Kathmandu,Nepal 29,999/- 48,999/- 59,999/-
D 2
004 (2 Days)
NIST | CivilConstructionEngineering/Management 09- 10 Hotel
D December,202 Shanker, Kathmandu,Nepal
005 2 29,999/- 48,999/- 59,999/-
(2 Days)

(¥ Scanned with OKEN Scanner




Df[‘.’d!‘ll!.l!luﬂjl Productivity through Digital
Transformation

0910
December, 202
2

Hatel Shanker Kathmandu,
Mepal

48,999/

59,999

e | (2Days) —— — s
Construction material [Road &Building) 09- 10 HotelShanker, =]
December, 202 Eathmandu,Mepal
? 29,999/ 48,999/
(2 Dayn) —
Total quality person (1TQP), Worklile Balance, e
Emotionalintelligence and 09- 10 Hatel
stressManagement UnderCapacityBulldingprogram December,202 Shanker, Kathmandu,Nepal 29,999/- A48,999/-
2
(2 Days)
Finance Management in Govt.with Financial &
AdministrativelPowers in GovernmentDepartments Hotel SeaShell, PortBlair,
NIST | AutonomousBodies & PSUs. In 19-20 A B Nisland 29,999/- 48,999/- 59,999/-
D GovernmentDepartmentsAutonomousBodies&P5Us December,202
o009 2
( 2 Days)
Purchase Policy & Procedure inGovernments and Risk 19-20 Hotel SeaShell, PortBlair,
NIST | &Contract Management inGovernmentDepartments December,202 A B Nisland
D AutonomousBodies&PSUs 2 29,999/- 48,999/- 59,999/-
010 ( 2 Days)
Quality Control and QualityAssurance in 19-20 Hotel SeaShell, PortBlair,
NIST | ConcreteConstruction including December,202 A & Nisland
o] ExtremeweatherConcreting 2 29,999/- 48,999/- 59,999/-
011 (2 Days)
Public Procurement for Government Officers (GeM& 19-20 Hotel SeaShell, PortBlair,
NIST | GFRs 2017, 2019} BArbitration December,202 ABNIsland
D 2 29,999/- 48,999/- 59,999/-
012 { 2 Days)
Materials management andpurchase policy & 19-20 Hotei SeaShell, PortBlair,
NIST | procedure, E-procurement in December,202 A B Nisland
D Govt.departments,autonomousbodies 2 29,999/- 48,999/- 59,999/-
013 ( 2 Days)
Book Keeping & Accounting,Accounting Standards 23-24
&Strategy to Implement AccrualSystem of Accounting January,2023 Hotel Crown Plaza
NIST | inGovernmentDepartmentsAutonomousBodies&PSUs, (2 Days) Kochi,Kerala 29,999/- 48,999/- 59,5999/=
D
014
Office Systems & OfficeProcedures, E- 23-24
Governance,Noting & Drafting, RecordsManagement, January,2023 Hotel Crown Plaza Kochi,
NIST | OfficeAutomation,PersonnelDepartment’sdutiesinrelati (2 Days) Kerala 29,999/- 48,999/- 59,999/-
D on to social equity Stress and its
015 impact on work and methods of managing stress
NIST | Preventive Vigilance & StrategicFinancialManagement 23-24 Hotel Crown Plaza Kochi,
D January, 2023 Kerala
016 (2 Days) 29,999/- 48,999/- 59,999/-
Team Dynamics, Leadership and Strategic Vision,
synergy at workandEffectiveCommunication, 23-24 Hotel Crown Plaza Kochi,
NIST | Under Capacity programBuilding in Govt. January,2023 Kerala 29,999/- 48,999/- 59,999/-
D departments,autonomousbodies&PSUs (2 Days)
017
Digitalization of HR Practices inPower Distribution
Sector Stress& Stress Management UnderCapacity 23-24 Hotel CrownePlaza
NIST | Building program lanuary,2023 Kochi,Kerala 29,999/- 48,999/- 59,999/-
D inGovt.departments,autonomousBodies&PSUs (2 Days)
018
Latest Changes in Pay
FixationUnderFundamentalRules&Its Impact from Time 23-24 Hotel Crown Plaza Kochi,
NIST | to Time withFocusonRecentOrders&Modified Assured January, 2023 Kerala 29,999/- 48,999/~ 59,999/-
D CareerProgression, (2 Days)
019 ]
Hazardous Waste Managementand Pallution Hu:el:ogmaclioﬂeach
NIST | Prevention Gain valuable skills from a world 23-24 esort,Goa
D classexpertinwastemanagementAndpollutioncontrol February,2023 29,999/- 48,999/- 59,999/
020 (2 Days)
Establishment Rules & GeneralAdministration Matters Hotel Bogmallo Beach
spartmentsAutonomousBodies&PSUs. 23-24 Resort, Goa
N:JST ofGovernmentDepartr fies Faiuary 200 29,999/- 48,999/- 59,999/-
021 (2 Days) =
administrative Cffectiveness,Focus: Preventive 23-24 HaotelBogmalloBeach
igi % ] ‘bruary, 2023 Resort,Goa
N:;.T Vigilance, e Procurement,RTI&GST e ::r;IDr;;a]Z 29,698/- 48,999/- 59,999/-
022 e
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CPM as Toaol for Constrog tipnManagement, =
Projec tManagement for [ngineers, Undor r"l’-"lh,r

NIST muilding in Govt departments autonomaoy, ‘N":: M}nu HotellogmaliaRearch
ol LT 1
0 bodies (2 Days) Resort Goa 29999/ 48.999)
021 . . - —
Public Procurement forGovemmeny Officers
NIST (GeM&GHR2017, 20008 Arhit atian 2124 Hotelhogmalio e |
(8] lt‘hr—:l.|w__ru)| Poach Resart, Goa
024 - — k2 Pays) 79,519/ 23,999/
[ -Governance & Advange ... —mm |
M Toolk T‘-"“T“'""“F(il‘\‘l-mm..n - —
» t Sect 3
NIST UnderCapac l‘\'RHlen inGowy aehord GSY 16-17 Hatel
D Departments, autonomouyp March,2023 MarigoldSaravarPortico,5hi 29,979/ AR/ 59,999/
025 | —— (2 Days) mla
NIST Zen Mind & Stress
D Managementy ) i 16-17 Hotel MarigoldSaravar
a6 i gemen m'.mmnvlnﬂnndEnhannngE!hcioncvniStaf March,2023 Partico,Shimla
(2 Days) 29,999/ 48,999/ 59,999/
:rb:tratinn and DisputeSettiement Mechanism Vis a
RS G'“-U"'Sll'uthon Contracts UnderCapacity Building in 16-17 Hotel
o b‘“‘-"“Dﬂ"mems.autunomnus March,2023 MarigoldSarovarPortico,Shi 29,999/- 48,999/- 59,99%/-
iy (2 Days) mla
027
—
Establishment Rules & GeneralAdministration Matters 16-17 Hotel
NIST ofGavernment DepartmentsAutunnmouandies&PSUs, March,2023 MarigoldSarovarPortico,Shi
o ( 2 Days) mia 29,999/- 48,999/- 59,999/-
028
NIST | Procurement & 16-17 Hotel MarigoldSarovar
D ContractManagementforBuilding&RoadsProjects March,2023 Partico,Shimla
)
029 (2 Days) 29,999/~ | 48,999/- 59,999/-
Gender Sensitivity & Preventionand Redressal of
SexualHarassment of Women atWorkplace&GST 16-17
NIST | UnderCapacity Building program March,2023 Hotel 29,999/- 48,999/- 59,999/-
D inGovt departments,autonomous ( 2 Days) MarigoldSarovarPortico,Shi
030 Bodies&PSUs mla
RighttolnformationAct2005,Case Studies/ Court Cases
&Improvement of RecordManagement System, 16-17
NIST | CitizenCharter&GSTUnderCapacity March,2023 Hotel . . 29,999/- 48,999/- 59,999/-
D Building in GovernmentDepartment,autonomous (2 Days) MarigoldSarovarPortico,Shi
031 mla
Stress & Stress Management & Staff Development in .
Improving Enhancing Efficiency and Behavioral Skills in Hotel SangtoVilla
NIST | Government Departments Autonomous 23-24 Resort,LehLadakh 29,999/- 48,999/- 59,999/-
; April, 2023
D Bodies & PSUs. (2 Days)
032 Y
Roster Writing and Reservation in Services Govt. Policy
for 5Cs, 5Ts, OBCs And Physically Handicapped & .
NIST | Recruitment Rules in Government Departments 23-24 Hotel SangtoVilla 29,999/- 48,999/ 59,999/-
April,2023 Resort,LehLadakh
D Autonomous (2 Days) s
033 | Bodies & PSUs.
Government e-Market place (Portal), Procurement from
- i - ance & G5T Under
NIST ?:2:;.‘:v‘;&f,f.:?,;,ﬁ;:,:ﬁ;" 23-24 Hotel SangtoVilla 29,999/- 48,999/ 59,999/
D Govt. departments, autonomous bodies & PSUs ?Fé"higi? Resort,LehLadakh
034
Book Keeping & Accounting, Accounting Standards & R
ing i otel Sangto
Stratepy to Implement Accrual System of Accounting in .
= 29,999/- 48,999/~ 59,939/
MIST | Government Departments 23-24 Resort,LehLadakh /
. April, 2023
D Autonomous Bodies & PSUs. (2 Blaya)
035
finance Management in Govt. with Financial &
rdministrative Powers in Government Departments 9324 Motel SangloVila 36685 P p—
A ¢ & PSUs. In Government ; 9¢ ,999,
NIST | Autonomous Bodie April, 2023 ResertLshatakh
D Departments Aulonomous (2 Days)
036 Bodies & PLSUs =
Cuality Contral and Quality Assurance in Concrete 2_3;‘22323 :‘1‘::!5::::::;“
Construction including [atreme weather Concreling April, esort, — p— $9.999/-
( 2 Days) > 4
NIST
D
037 =~ ————] tel SangtoVillaResort,
fught to Information Act for CRIO and Appeliate 5 ﬁli ;[‘:?1 Hote h.:“u[_,ul
fnmes [l2 l'itlwi.} 29,999/ 48.999/- 59,999/
NIST
D
038
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Construction Contracts Under Capacity Building in Gowvt

2023

"~ 07-08 May, |

Lemon Tree Hotel, Part T—’—-
Blair, Andemanf Nicabar

[ONIST | departments. autonomous (2 Days) 29999/ 48,999/ 59,999/
(&) | bodies
039 R e T —
— | Establishment Rules & General Administration Matters T 07-08 Sea Shell Coral Cove,
of Government Departments Autonomous Bodies & May. 2023 Andeman® Micobar,
N:' i' PiAds (< Days) Portblaie, India 29999/ 48 999/ 59 999/
040 | T
[ Pocuement S Contract | 0708 May, | SeasheliCoraiCave, | —
| Management for Bulding & Roads Projects 2023 Andeman Micobar
N(I]H i- (2 Days) Portblair, India 29,999/ 48,99/ 59,999/
(L3
| Lender sensitivity & Prevention and Redressal of Sexual 07-08 Sea Shell Coral Cove, —
Harassment of Women at Workplace & GST Under May,2023 Andeman& Nicobar
NIST | Cavacity Bullding program in Govt. departments, (2 Days) Portblair, India 29,999/ 48,999/ .599/
D autonomous bodies & PSUs
o042
| RghttolnformationAct2005,Case Studies/ Court Cases 07-08May, Hotel Sentinel, Andeman& 1
Klmprovement of RecordManagement System, 2023 Nicobar Portblair, India |
NIST | CtzenCharter& GST Under (2 Days) 29,999/- 48,999/ 59,999/ |
D _.L‘.wa(|1\-E?-uuIdmgmGorernmenmepartment,aumnomou |
043 5
Quality Control and QualityAssurance in 07-08 Hotel Sentinel, Andeman&
ConcreteConstruction including May,2023 Nicobar Portblair, India
NIST | ExtremeweatherConcreting (2 Days) 29,999/- 48,999/- 59,999/
D
044
Preventive Vigilance & StrategicFinancialManagement Sea Princess Beach Resort,
07-08 Andeman& Nicobar
NIST May,2023 | portblair, India 29,999/- 48,999/- 59,999/-
D (2 Days)
0as
PavementEvaluationTechniques and their Sea Princess Beach Resort,
applicatienforMaintenanceand 07-08 Andeman& Nicobar
NIST | Rehabilitation May,2023 Portblair, India 29,999/- 48,999/- 59,999/-
D (2 Days)
046
Latest Changes in Pay Sea Princess Beach Resort,
FixationUnderFundamentalRules&Itsimpact from Time 07-08 Andeman& Nicobar
NIST | to Time withFocus on Recent Orders &Modified May,2023 Portblair, India 29,999/ 48,999/ 59,999/
D Assured CareerProgression. (2 Days)
047
Office Systems & OfficeProcedures, E- Hotel Golden Tulip,
Governance,Noting & Drafting, RecordsManagement, Manali,
NIST | OfficeAutomation,PersonnelDepartment’sdutiesinrelati 21-22 Himachal Pradesh, India 29,999/- 48,999/- 59,999/-
D onte social equity Stress and itsimpact on wark and May,2023
1111 methods ofmanagingstress ( 2 Days)
Book Keeping & Accounting,Accounting Standards Hotel Golden Tulip,
&Strategy to Implement AccrualSystem of Accounting Manali,
NIST | inGovernmentDepartments 21-22 Himachal Pradesh, India | 29,999/- 48,999/ 59,999/-
D AutonomousBodies&PSUs. May,2023
049 ( 2 Days)
Gender Sensitivity & Prevention and Redressed of Hotel Golden Tulip,
Sexual Harassment of Women at Workplace & Manali,
I nisT | GST Under 21-22 Himachal Pradesh, India 29,999/ 48,999/ 59,999/
| b May,2023
050 ( 2 Days)
New Methods &Materials inConstruction Technology Hotel Golden Tulip,
EBuwldingRepairing Manali,
NIST 21- Himachal Pradesh, India 29,999/- 48,999/- 59,999/
D 22May,2023
051 ( 2 Days)
RosterWntingandReservationin Services Govt. Policy for Snow Valley Resorts & Spa
5Cs,5Ts, ORCs And PhysicallyHandicapped & 21-22 Manali, de Hi_machﬂl . .
NIST | HecruitmentPules In May,2023 Pradesh, India 29,999/ 48 999/ 59 999/
D GovernmentDepartmentsAutonomous ( 2 Days)
052 | Bodies&PSUs ) -
Hazardous Waste Managementand Pollution -
Prevention Ganvaluable skills from a world- 21-22 Snow Valley Resorts & Spa
NIST [I.:s:t-n::urtnnwustunmn.agmnunt May,2023 Manali, de Hl_maclml 29,9949/ 48,999/ 59,999/-
D Andpollutioncontrol (2 Days) Pradesh, India Q
053
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In addition to the above programmg o

‘ ther customi ‘ to the
destinations of choice can be organized Slomized Executive Development Programs to

NISTD shall offer 5% discouny o,
discount of programme fee

to o  Programme fee (o organizations sponsoring 10 Nos participants and 06 %
rganizations S o
Bamizations sponsoring more than 10 Nos participants.

GENERAL INSTRUCTIONS

Pl :
5 Thzafees;g?]:at|h§ tickets after receiving confirmation from our end. N
odge of the p articipation fee covers the Professional fees towards training, Board &
chargas, w k.aFtIClpant(S) and site visits. The Non residential fee covers the Training
B Forice, orking lunch and sight visits only.
mpanying spouse (Single Sharing) and/or children (in the age group of 5 to 12
years), the tentative charges would be Rs.16,600 and Rs.9,600 + 18% GST respectively for
the entire duration, payable to NISTD In Advance.
Accgptance of the nominations is/are subject to the seat availability and receipt of the
participation fee latest by last date for Nominations.
> Please note that NISTD would not provide accommodation before or after the above dates
and participants requiring it would arrange the same on their own.
> Participation fee is non-refundable. However, substitution can be made or the fees can be
adjusted against future nominations.
> Due to limited number of seats, it is recommended to send the nominations as per attached
format at the earliest, for ensuring the availability. Acceptance of the nominations is subject
to the seat availability and receipt of programme fee latest by the last date for nominations.
The Residential programme fee covers the professional fees towards training, board &
lodge of the Participant(s). The fee once deposited is non-refundable, however,
substitutions are allowed.
Each participant should carry their ID cards and necessary letters / orders issued by their
department for attending the training program.
> The Non Residential programme fee covers the professional fee towards training, lunch and
refreshments during the training program. The fee once deposited is non-refundable,
however, substitutions are allowed.
NISTD shall not bear any charges towards participants’ to & fro travel from their residence /
place of stay and the training program venue. All participants shall make their own
arrangement to reach the venue on time as per the programme schedule.
Participants are requested to assure their health and safety during the training period and
NISTD will not be liable for medical expenses incurred by the participants during the
program.
» NISTD will not provide boarding and lodging before and after the dates of programme.
Participants planning to stay longer than the scheduled duration should arrange the same at
their own cost.
Settlement of additional bills: The hotel will be instructed to open separate folio for each
participant. Participants may directly settle their additional dues regarding family member,
laundry, telephone, mini bar, room service, overstay etc. with the hotel before checkout.
» The participants shall be awarded Certificate of Participation on successful completion of
programme.
~ Participants opting for the residential program should Check into the Hotel on the first day of
the course & Check-out will be day 3 of the course.

Y

Y

-
|/

\G

Y

Y

The Institute encourages prospective participants and their managements to write in advance
specifying any issues/problems areas which they would like to be included in course material/or and
discussed during the workshop provided they are within the ambit of the subject of the program.

Inclusions

Stay In 4 Star Hotel, Daily Breakfast, Lunch & Dinner for each participant..
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The training professional fee per Participant shall include following:-

Overall program management charges including faculty charges & Training infrastructure charges

PARTICIPANTS PROFILE

Officials from Central & State Government Departments, Academic Institutions, Public Sector Undertakings,
Private Sector Units, Co-operative Sector Organizations, Financial Institutions, NBFCs, Corporations, Labor
Unions/Associations

CONTACT INFORMATION

Further enquiries regarding participation in the Training Program may be addressed to

The Program Coordinator (Executive Development Program)

National Institute Of Secretariat Training & Development

Plot No B-11¢, Inderprastha, NCR New Delhi, Ghaziabad-201102, India
Ph. +91-120-2682107, 2682110, 2682111, Fax No:-+91-120-2682109,
WhatsAppNo +91-9811094923

E Mail:-info@nistd.in, infonistd@gmail.com
REGISTRATION
Nominations slating Participant’s Name, Designation, Contact Address, Telephone, Fax,Mobile Number,
and Email 1D | along with Application form should reach at following address.

The Addl. Director (Trg.)
National Institute Of Secretariat Training & Development
Plot No B-11c, Inderprastha, NCR New Delhi, Ghaziabad-201102, India

Payment: In advance or before commencement of training program through RTGS/NEFT.

Accommodation would be available if confirmed in advance payment before Commencement of the
Program.

OUR FACULTY

We have our own regular Faculty. Serving officers are also invited by us as Guest Faculty. All our
faculty members have rich experience since they are mostly retired Joint Secretary level officers .

METHODOLOGY

Our main emphasis is on having full involvement of the participants in the subject matter under
discussion. Our faculty members deliver lectures interspersed with healthy discussion
withparticipants so as to ensure thatthey get full grasp of the subject and have clear concept of the
rules and their application. Case studies, group discussion, exercises etc. are also held.

NOMINATION
Each Nomination, Residential/ Non Residential, should be accompanied by a RTGS/NEFT and
should be sent in advance along with the Registration nomination ( Enclosed)

Payment for Defence Employees will be received after completion of the course and submission of
our pre-receipted Bills. Chegues of Outstation Units will not be accepted.
Substitution of nominees is permitted.

Participants opting for residential accommodation are requested to go directly and check-in into the
Hotel..

OFFEE BREAK 11:15 AM to 11:30 AM & 03:15 PM to 03:30 PM
ESQ@H 01:00 PM to 02:00 PM

ADMISSION PROCEDURE
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Admission will be made on first come f

: : ir ; -
nominee to the program will be comm 5_‘ Served basis only. Intimation regarding admission of the
unicated as soon as possible after the receipt of nomination.

PROGRAMME DURATION & SCHEDULE

It will be aTwo day Technj
casElons sach dﬁ E hnical Workshop .Timing will be 9.30 AM to 5.00 pm daily. There will be 4
e ay. kach session will be of 75 minutes duration.

REPORTING TIME

Tl rtici
1e participants are to report for registration at 9:00 AM at Venue.

ARRANGEMENTS Y yg
Accomodation Br

eakfast, Dinner & Worki i terial, Pad
Pe asy, U orking Lunch, Tea/Coffee with Snacks, Course material, '
N, Bag/Folder, Participation Certificate , Photography.

T . .
fansport,:-The candidates have to make their own arrangements upto the Venue.
Change of Schedule

The aforesaid Program shall be conducted as per schedule and will not be changed / postponed or
Cancelled except for reasons unforeseen & beyond our control.

You can call the Central Line +91-9811094923 for any queries regarding the Workshop.

We solicit your kind cooperation by sending the Nominations at earliest since it is a limited seat
program and registrations will be done on first come first serve basis only.

Kindly do the needful & expecting for confirmation and further response at the earliest.

Thanking you in anticipation, for any details please feel free to get in touch with undersigned.
Yours Truly,
ForNational Institute Of Secretariat Training & Development

Director (Training)

R N W,

Mahotsay = =om @ et e
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Application Form for Registration

Executive Development Program

Date To

Topic

Venue

Name :

Designation :

Organization/Department:

Office Address :

City :- Pin

State

Telephone : (Off)

(Res)

Fax : Mob No.:

E-mail :

Nomination Status Residential
(pleasetick)

Date:

Place:-

Non-Residential

Signature

(Photocopies of the form may be used for more delegates)

(¥ Scanned with OKEN Scanner
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