N0.42/01/2024-5Trg,
HARYANA GOVERNMENT
CHIEF SECRETARY OFFICE
TRAINING DEPARTMENT

Dated, Chandigarh the 21% April, 2025

To
All the Administrative Secretaries to Govt Haryana.

Subject:- Residential Training Program on “Advance Course on Right to
Information Act, 2005 and Modern Office Management” during June
16-20, 2025 at Gangtok(Sikkim)..

*dkkkkd

Sir/Madam,

I 'am directed to refer to the subject noted above and to forward herewith
the copy of e-mail Ref No. T2526ABG01 dated 03.04.2025 received from Sh. S.P
Singh, Group Head& Director AB Group, NPC (Under Ministry of Commerce & Industry,
Government of India). Utpadakta Bhawan, 5-6, Institutional Area, Lodi Road, New Delhi-
110003.This e-mail has, also been uploaded on the website of Chief Secretary

Haryana i.e. (http://csharyana.gov.in).

The necessary action may be taken in view of Gowt. Instructions
No. 22/38/2010-4Trg, dated 21.12.2022.

Yours faithfully,

Superintendent, Training

Endst. No. 42/01/2024-5Trg. Dated Chandigarh, the 21 April, 2025

2. A copy is forwarded to Sh. S.pP Singh, Group Head& Director AB Group,
NPC (Under Ministry of Commerce & Industry, Government of India). Utpadakta Bhawan,
9-6, Institutional Area, Lodi road, New Delhi-110003, w.r.t. his e-mail dated 16.04.2024 for
information.
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Superintendent, Training



Training Branch <pranchtrg@gmail.com>

Fwd: Residehtial Training Programme on “Advance Course on Right to Information Act, 2005 and Modern Office
Management” during June 16-20, 2025 at Gangtok (Sikkim). (

1 massage

\‘ 9y
Grievances Cell Govt Of Haryana <grievances@hry.nic.in> \ 6\%\ 16 April 2025 at 10:48
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Date: Tue, 15 Apr 2025 15:34:28 +0530
Subject: Residential Training Programme on “Advance Course on Right to information Act, 2005 and Modern Office Management” during June 16-20, 2025 at

Gangtok (Sikkim}.
==come—==eco= Forwarded message === =========

Ref No.: T2526ABG01
Date:; 03.04.2025

Dear Sir/Madam,

We are glad to inform you that National Productivity Council, HQ-Delhi is organizing the above-mentioned residential
training course during june 16-20 2025, at Gangtok with Check-in on 16.06.2025 (AN) and Check-Out on 20-06-
2025(FN).

The programme has been designed keeping in view of the mandatory requirements under the RTl Act that Govt.
departments(Central and State Govt), Academic Institutions, PSUs, Boards, Corporations, Banks, Autonomous
Organizations etc. should train their concerned Officers/officials on RT! for effective implementation. The Right to

Information Act has got the assent of President on 15 June, 2005, which aims at empowering citizens to provide access
to information under the control of public authorities to promote transparency and accountability in public dealings. As
Right to Information Act is mandatory to be implemented, there is need for the organizations to understand all the
requirements under the Act, inter linkages of this Act with other relevant acts and formulate strategies to implement the
same within the organization. This training programme has been designed to equip the participants with the right
interpretation and implications of the Act and explain the different articies under the Indian Constitution that have
correlation with this Act.

As you know that people are lhe assets on which competitive advantage is built, whether in the public or private sector,
<0 human resource management and the practices associated with it have become accepted by managers in all forms ot
organisations as one of the most important strategic levers to ensure continuing success, Effective communication,
interpersonal relations, conflict resolution, employee performance management, Time and stress management, creating
good organizational culture, knowledge management and talent management are some of the core HR skills that all
officors /managers must possess in order to contribute maximum 1o the organizational objectives. Also, a key element in
modern HR practices is its alignment of human efforts with the strategy of the organization. Getting best out of human
resources under all circumstances is what an organization needs for survival and growth. The programme has been
designed to equip the participants about modern HR practices so that they can manage hurnan resources to get
maximum productivity from employees.

A brochure containing delailed information about the programime {course coverage and programme fee) is enclesed. You
are requested to nominate personnel from your organization 1o participate in this programme. The programme is
residential and fee is inclusive of board and Jodge. The numbers of seats are limited and nominations will be accepted on

first-gum-ﬁrst—served basis. The last for receiving of nominations is 06 june, 2025.

“35 rOglEamme Link: https://www.npcindia.govin/N PC_/Uplnads/lraining_head/Headquater/T2526ABGO‘122213] .pdf

\Oegistration Link: https: / /www.npcindia.govin/NPC/User nomination_application?id=MTIzMg==&code=
p I g pp
DIM{ZBQIewMQ==
Pl
e 2 i Thanking you,
g o=
= 5'%2‘ Yours truly,
g i % _
- W L (S.P. Singh)

Group Head Director
AB Group, NPC, New Delhi
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Ref No.: T2826ABGO1
Dated: 03.04.2025

Sub: Residential Training Programme on “Advance Course on Right to Information Act, 2003 and Modern

Office Management” during June 16-26, 2025 at Gangtok (Sikkim}).

Dyear SiryMadam,

We are glad to inform you that Nauwual Productis ity Council. HQ-Delhi is organizing the above-mentioned
residential training course during June 16-20 2025, at Gangtok with Check-in on 16.06.2025 (AN) and Check-
Out on 20-06-2025(FN).

The programme has been designed keeping in view of the mandatory requirements under the RTI Act that Govt.
departments(Central and State Govt.h Acaderic Institutions, PSUs. Hoards. Corporations. Banks, Autonomous
Organizations ete. should wrain their comeeraed (ffcers offterais on RTI for chtective implementation. The Right
to Information Act has got the assent af President on <% fune. 1005, which aims at empowering citizens ©
provide access to information under the comiras of public suthorilics 10 Promote Uansparcncy and accountability in
public dealings. As Right to Informatics Act 15 mandaiony 1o be mplemented, there is need for the organizations
to understand all the requirements under the Act iter iinhages ol this Act wilh other refevant acts and formulate
strategies to implement the same within the organization. This training programme has been designed to equip the
participants with the right interpretation and implications of the Act and explain the different articles under the
Indiap Constitution that have correlation with tiis Act,

As you kaow that people are the assets on wihicn vompetitive advantage is built. whether in the public or private
sector. 0 humall Fesource management ana e oraciices associated with it have become accepted by managers in
all forms of organisations as one of the most important strategic levers to ensure continuing success. Effective
communication, interpersonal relations, contlict resolution, employee performance managernent, Time and stress
managemert, creating good organizational culture, know ledge management and talent management are soine of the
core HR skills that all officers/managers must possess in order to contribute maximum to the organizational
objectives. Also, a key element in moders HR practices is its alignment of human efforts with the strategy of the
organization. Getting best out of humen resources under all circumstances is what au organization nceds for
survival and growth. The programme has ben dedied 10 eguip the participants aboul maodern R practices so that
they can manage human resources 1o ¢el Pidn i predavinvity {rom employees.

A brochure containing deailed informaiion about the programme {course coverage and programime fee) Is
enclosed. You are requested to nominate personne! from your organizaticn to participate in this programme. The
programme is residential and fee s inclusive of board and lodge. The numbers of scats are linited and nominations
will be accepted on first-cum-first-served apsis, The Jast for receiving of nominations is 06™ June, 2025,

Thanking vou.

Yours truly,

"~ (S.P.Singh)
Group Head & Director
AB Group. NPC, New Delhi
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Training Programme

on
" Advance Course on Right to Information Act, 2005 and
Modern Office Management

PROGRAMME CODE: (12526 ABGO1)

16" -20" June 2025
Gangtok (Sikkim)




1. ABOUT NPC

National Productivity Council (NPCy is an autonomous organization under the Department for
Promotion of Industry and Internal Trade, Ministry of Commerce & Industry, Government of
India. The present expertise available in NPC has a resource base of professionals from fields
such as Economics, Industrial Engineering, Human Resource Management, Energy.
Environment, IT, Project Monitoring and Evatuation. Research Studies and Baseline Surveys.
In addition, services of external professionals and subject matter specialists are also sought on
need basis, depending upon the nature and scope ot work. NPC extends services from its
headquarter at New Delhi and 12 regional offices across the country manned by more than 100
full tme professionals NPC has professionals from diverse fields to provide Consultancy,
Capacity Building and Project Monitoring Unit (PMU) services to various organisations
including Central Government Ministries and State Governments.

2. PROGRAMME THEME

The Right 10 Information Act has got the assent of President on 15th June, 2005. The Act aims
at empowering citizens to provide access to infermation under the contro! of public authorities
to promote transparency and accountability in public dealings. As Right to Information Act is
mandatory to be implemented, there is need for the organmizations to understand all the
requirements under the Act, interlinkages of this Act with other relevant acts and formulate
strategics to implement the same within the organization.

This Program will also help the participants to better understand the advanced management
practices that fit into their management requirements identify areas of concern and seek better
solution to improve managerial effectiveness and performance of the organization.

LEARNING OBJECTIVES

This training program prepares participants to:
RIGHT TO INFORMATION ACT, 2005

» To discuss the requirements under Right to Information Act, 2005.

* To define systems and procedures for implementation of the Act.
To discuss interlinkages of RTT Act with other relevant Acts
To discuss roles and responsibilities of Public Information Otficer (P10) and Powers and
functions of Information Commission.

e To describe important judgments of Central [nformation and different State Commissions,

MODERN OFFICE MANAGEMENT

¢ Tontroduce adviance management practices and control of organization functioning.

e Toimprove management & leadership skills among the participants.

* To equip the participants about modern office management to get maximum productivity
from employees.

* Todiscuss alignment of HR Strategy with organizational objectives.

» To discuss strategy to shape manpower for future challenges.



I. BROAD PROGRAMME COVERAGE

The following topics shall be covered during the training:

RIGHT TO INFORMATION ACT, 2005

¢ Introduction to Right to [nformation Act, 2005.

* Role of organization in implementing the act methodology for implementation of the act.

* Roles and responsibilitics of public information officer powers and functions of information
commission disposal of request for information.

*  RT] On-line, The interlinkages of RTT Act with other Acts like Official Secret Act, Indian
Evidence Act. Consumer Protection Act. Indian Penat Code, Representation of People Act,
Code of Criminal Procedures. IT Acts, Environment legislations.

* Important judgments of central information and different state commission’s fallacy of RTI
and proposed amendments in RTI Acts.

MODERN MANAGEMENT PRACTICES

»  Leadership and management skills

¢ Motivation and Change Management

¢ Time and Stress management, Conflict Management, Effective Supervision and
Administration in Officc,

* Knowledge management, Modern HR Practices, Total Quality Management

2. METHODOLOGY

Methodology of the training program would be participative in nature. The sessions would be
combination of theoretical and practical inputs based on conceptual deliberations, case studies,
success stories, role plays and group excrcises/discussions will be used for knowledge sharing.

3. PARTICIPANTS’ PROFILE

Officials from Central & State Government Departments, Academic Institutions, Public Sector
Undertakings, Private Scctor Units. Co-operative Scctor Organizations, Financial Institutions,
Banks. NBFCs, Corporations, Labour Unions/Associations,  Societies, Central  public
Information Officers (CPIO’s), State Public Information Officers (SPIOs), Assistant Public
Information Otficers (APIO s), Appellate Authorsity and other related officers.

4. FACULTY

The faculty for the training programme will comprise of senior NPC Experts & renowned and
experienced Trainers from the respective tield.



5. PROGRAMME FEE & VENUE

1 Programme Code  T25264BG01

i Program Venue Gangtok
' Programme fee for restdentiul ' Programmec fee for non- ‘
. participant ® 70,000/~ ~ 18% GST  residential participant 2 55,000 /- ;
Programme Fee per Participant . T 18% GST per Participant

| |
- (Rupces Seventy Thousand plus © (Rupeces Fifty Five Thousand |

Far Residential
Participants

GST (@ 18% per participant) i plus GST @ 18% per participant)

- Check-in at Hotel- 16.06.2025 (AN)
- Check-out from Hotel - 20.06.2025 (FN)

(FOUR NIGHTS STAY ONLY)

_ The session will start at 16:00 hrs on 16.06.2025 i

6. PAYMENT DETAILS

Programme fee along with of GST 10 be paid in advance and proof of payment to be attached along :
with application form.

ECS Payment Details: Indian Overseas Bank, 70. Golf Link, New Delhi Branch

A/c No. 026501000009207, IFSC Code. IOBA0000265

DD/Cheque should be drawn in the name of NATIONAL PRODUCTIVITY COUNCIL
payable at NEW DELHI

NPC'S PAN No: AAATNO402F, NPC'S GSTIN: 07TAAATNO402F 178

As per GOI notification No. 9201 7-Integrated Tux (Rate) duted 28.06.17, Sr. No. 73, Heading 9992 (at puge no, 19 of the
notification) No GST is applicable where Services provided to the Central Government, State Governnent, UT Administration
under any wraining programme for wiich total expenditure is borne by the Central Government, State Government, UT
Administration.
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=J RIGHT TO
/7 INFORMATION

HOW TO APPL

» Please apply in prescribed application tormat enclosed with this brochure. Nominations
may be sent to the following address:
» Last date for receiving of nominations is 6™ June, 2025

Sh. S P Singh Sh. Dr Bajrang Lal.

Director & Group Head (AB Group), Dy. Director (AB Group)

National Productivity Council, Email: bajrane lalfenpeindia.cov.in
5-6 Institutional Arca, Lodhi Road. New | Phone:- 011-24607390

Delhi — 110003 Mobile No.: +91-88949112623
Ematl: sp.singhf@npeindia.gov.in;

ab.grouppnpeindia. sov.in

Phone:-011-24607326

Mobile: -91-73882197606 i




NATIONAL PRODUCTIVITY COUNCIL,
5-6 Institutional Area, Lodhi Road. New Delhi — 110003

APPLICATION FORM FOR NOMINATIONS _
Title of Programme: Advance Course on Right to Information Act, 2005 and Modern Office

Management

Programme Code: T2526ABGO1

Programme Duration: 16™- 20™ June 2025 (5 Days) Venue/Location: Gangtok, Sikkim

Select Participation on Residential Basis D OR Non-Residential Basis I:l

Details of Nominated Participants:
| S.No | Name of | Designation | Mobile No. | Email ID ‘ Participant Organisation Address

Delcgate ‘ C(kindly provide full address of

L - _ | correspondence) _7.

|

3 T . i,

3 ;

3 :

5 |

Details of Nominating Authority:

S.No | Name of | Designation | Mobile No. ' Email 1D Nominating Authority |
Nominating : Organization Address (kindiy
Authority provide  full  address of

r | correspondence) |

il i | !

Select, if Organization is GST Exempted |:| OR Sclect. s Organization is Not GST Exempted |:]

SELF DECLARATION ON GST EXEMPTION (OPTIONAL)

Ay per GST notification No, 9/201 T-lntegrated Tax (Rutej dated 28.06.17, S, No. 75, Heading 9992 (ut page no. 19

of the notification) No GST is applicable where Services provided to the Central Government, State Government, UT

Administration under any training programme for which total expenditure is borne by the Central Government,

State Government, UT Administration.

*  I'We hereby declare that we meet all the conditions stipulated in the aforementioned GST notifications and quality
tor exemption from GST payment for the trammg program mentioned ahove.

* I'We acknowledge that any breaches or non-compliance with the specified conditinns may result in the collection
of GST. interest. and pettty amounts by NPC on behalf of the GST department at a later stage whenever the GST
department ratses the same to NPC.

* 1/We also declare that it is the responsibility of the participant orgamzation to verify their eligibility 1w avail the
benefit. and NPC s not respunsibie for checking the cligibility. *1 certity that the
above information is correct

For Organisation who are Not Fxempted and having GST registrationGST No. (Mandatory)
(Kindly provide the GST number of organisation on which GST Invuice o be raised)
Organisation PAN No. (Optionaly o

Organisation TAN No. (Mandatory on TDS deduction)
Signature: Date: and Place:

DECLARATION

1 certify that the above information is correct

Sig|1attll'e:um__ L o Dater 0 apd Place:




GENERAL INSTRUCTIONS

Due to limited number of seats. it is recommended to send the nominations as per attached
format at the earliest, for cnsuring the availability, Acceptance of the nominations is subjeet
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 1D cards and necessary letters ¢ orders issued by their
department for attending the training program.

The Non-Residential programme fee covers the professional fee towards tramning, lunch and
refreshments during the training program. The fee once deposited is non-refundable,
however, substitutions are allowed.

NPC 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 pregramme schedule.

Participants are requested to assure their health and safely during the training period and
NPC will not be liable tor medical expenses meurred by the participants during the
program.,

NPC 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
programine,

Any other terms and conditions apply as may be notified by NPC at any point of time.
Referring to GST guidelines, you are requested to confirm the applicability of GST payment
for your department.

Participants are required to follow the necessary COVID protocols during training.



