No. 4/7/2005-2Trg.

From

The Chief Secretary to Govt., Haryana,

To :
All the Administrative Secretaires to Govt.,Haryana.

Dated Chandigarh, the 18™ July, 2012.

Subject: Training Programme in “Microsoft Office- Excel” for Officers
and Staff to be conducted by Government of India, Institute
Secretariat Training & Management, Department of Personnel &
Training during 3™ to 5™ September, 2012 at ISTM, New Delhi.
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Sir/Madam,
I am directed to refer to the subject noted above and to enclose

a copy of the letter No. A-33040/3/2012-ISTM(MS-Ex) dated 11.06.2012
received from Sh. Deepak Kumar Bist, Assistant Director & Course
Director, Institute Secretariat Training & 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 TAS/HCS officers working under your

kind control so that they could be able to exercise their option.
Yours faithfully,

fote Sog/

Superintendent Training,
for Chief Secreta%Govt. Haryana.
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No. A - 33040/3/2012 - ISTM (MS-Ex)
GOVERNMENT OF INDIA qfearer e
INSTITUTE SECRETARIAT TRAINING & MANAGEMENT oaer-
DEPARTMENT OF PERSONNEL & TRAINING
ADMINISTRATIVE BLOCK, JNU CAMPUS(OLD)
DLOF PALME MARG, NEW DELHI-110067
TEL:26165593: TELEFAX: 26104183

S+ ‘m Dated 11" June, 2012
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"Encl: As above

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

3) Ali State Governments / All Union Territories

4) The Central Vigilance Commission

5) All Public Sector Undertakings / All Autonomous Bodies

Sub. : Training_Circular — Training Programme in Microsoft Office - Excel for Officers
and Staff to be conducted by this institute during 3™ — 5" September 2012

Sir,
| 'am directed to say that a Training Programme in Microsoft Office Excel for

Officers & Staff is to be conducted by this institute during 3™ — 5 September,
2012.

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 and nomination proforma are given in Appendices &I
respectively. Nominations of -the eligible officials, complete in ail respect and in the
prescribed proforma should reach the Institute latest by 1 August, 2012.

4, Only those officials, whose candidature is confirmed by this Institute, may
be relieved for the course. If ho letter is received from this Institufe, it may be
presumed that jt has not been possible to accept the candidature of the pérson
concerned. Persoiis _who. report for the programme without confirmation of their
selection by the Institute will under no circumstances be admitted.

Yours faithfully,

oo

{Deepak Kumar Bist)
Assistant Director & Course Director
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.COUR.SE INFCRMATION SHEET
‘CODE : MS-EX
TITLE : Training Programme in Microsoft Office Excel for Officers & Staff
AIM OF THE COURSETO deveiopthesk:llsrequwedfor work .in MS- EXCEL
COURSE COVERAGE :
e  MS-EXCEL 2007

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 crganised on highly particinative 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 Ceniral
Secretariat officers & in other Central Government Offices, State 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 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 provides modest hostel facility where AC rooms are
available on "first come—first served” basis. The rooms are available on sharing basis.



b~

yregas Y a1 e

3 1 K i el N
PG : CATH-E T,
i : aRiElEl T4 wiE & Ry TEPHEE e 9 IRE 0

TR T SRR - TR W o o @ fg e we fek
RGN

TeaeH $ Y& (997 :

o TATH-TFHe 2007

ﬁm@ﬁ:wmﬁmﬁmmwwwﬁmmmﬁ
Waﬁaﬁgmwmmwﬁﬁﬂwﬁﬁmaﬁimwﬁmm
e 8 1memuﬁvﬂﬁmwwﬁmmrmwﬁm$
Wéﬁﬂ,qﬁnﬂﬁm‘imaﬁawﬁmmwwﬁaﬁmww
mﬂ%@ﬁﬂmﬁmw@%ﬁﬁwmumﬁwﬁmm/wmwﬁaeﬁl

mﬁ:wwmawmmmmmmw,
mﬁw%mﬁamﬁmmm/wﬁﬁﬁ%mw
wrs & fog ? | :

g aeH EHAT: 25

qreadH Yoo U9 I AL AR e SuwHl /W Pt @ s
& fog wgged # WY W 2000 /—90 (ﬁaa‘rmw)nﬁrqﬁwﬁ%ﬁ%m
W%mlﬁmwﬁw“wﬁw,ﬁﬁwﬁmaw
Qéﬂw,ﬂéﬁﬁﬁ"tﬁmﬁ%ﬁﬁwmﬁm/mrswmm
mwﬁﬁﬁﬁ@mmlﬁﬁmwmwwmﬁﬁw
gﬁﬁ'wwaﬁwmm,mﬁwﬁmmaﬁmaw
IR RS AT BT SARB E

%mmwwwwfwgﬁmmm%mwmmﬁﬁm
el G—TUEd UG AR T SuereT §1 BRI dER W Soerel § |



ANNEAUKE-1}
S '

P . . . . . : ) —
o . .

Nomtnatton Form

 Cotsrse Code : Frbm: ' To:

i3

Course Title :

1. Name :
2. Designation . | : - ~ | 3.5cale of Pay |

4. Organisation with Complete Address and Telephone/FAX Numbers and Ermail ID:{to whlch intimation
' about nomination is to be sent ) :

Tel (Mob) ‘ Office Tel : ' Fax:
5. | DATE OF BIRTH: AGE: : v OSEXr
6. Whether it is a Central/State Govt. Ministry/Department or PSU/ Autonomous Body:
8. Educational ' ~ Professionai

Qualification EX " Qualification
9. Whether - Service to

SC/ST/OBC/General Which Belongs

10. Brief Service Particulars;

S.No Post held From To Scale to Pay’ Nature of duties

11. | Whether fulfils eligibility conditions:

12. | How the programme is likely to benefit the nominee as well as the oraganisation.

13, Previous coyrses attended at ISTM
{ with dates in bracket )

Signature of the NOMINee ........c.iverveerrmsersmssssensene,
To be filled in by sponsoring authority

It is certified that the particulars given above are correct. The officer will be relived 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 Signature
Authority with Telephone Number and Fax Name/Designation
Number { of the Sponsoring Authority with Office Seal)
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