No. 4/9/2005-2Trg.
From

The Chief Secretary to Govt., Haryana,

To
All the Administrative Secretaries Haryana State.

Dated Chandigarh, the. [ 7~/—20/3

Subject: 1. Training Circular ~-Workshop on Presentation Skills-
11-12 March, 2013.

2. Training Circular-65" Advanced Course on
Management Services (8™ AMS course under revised
integrated scheme) (CODE: AMS) From 18™ March to
05™ April, 2013..

despskehk

Sir/Madam,
I am directed to refer to the subject noted above and to enclose a

copy of the letter dated 26.12.2012 received from Sh. K.S. Samarendra Nath,
Joint Director & Course Director, %Institute of Secretariat Training &
Management, (Deptt. Of Personnel and Training) Ministry of Personnel,
Public Grievances and Pensions, New Delhi and letter dated 19.12.2012
received from Rekha Sharma, Deputy Director & Course Director, Institute
Secretariat Training & Management, (Deptt. Of Personnel and Training)

Ministry of Personnel, Public Grievances and Pensions, New Delhi for your

perusal at the website http://csharyana.gov.in and request you to consider and
circulate the same amongst suitable officers working under your kind control
so that they could be able to exetcise their options in accordance with

Institute of Secretariat Training & Management.

Yours faithfully,

Superififendent Praining,

for Chief Secretary to Govt. Haryana.

57
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No. A.33072/1/2012-ISTM (WPS) >
GOVERNMENT OF INDIA
INSTITUTE OF SECRETARIAT TRAINING & MANAGEMERT
(Department of Personnel & Training)
JNU (old) Campus, Administrative Block,

s st et ood Olof Palme Marg, New Delhi-110067
Training Br?ach . b?&a}mw friam wigarsd
Diary No ‘
—— Date: DY
o Date 11~ =361 ate: 24 ?ecember 33 M;.w;,;

ndf‘ﬁ

1. All Ministries/Departments of the Government of Indréi' S 0 4 JAN ng

2. All Attached and Subordinate Offices of Government ef Iﬁdla

3 Secretary, UPSC/ Election Commission/ Central Vigilance - - i oo
Commission, New Delhi G e g M 5 !

4, Comptroller & Auditor General of India, New Delhi

S. Chief Secretary of All State Governments & UT Administration

Subject: Training Circular -Workshop on Presentation Skﬂls -
{11-12 MARCH, 2013)
Sir/Madam,

The Institute of Secretariat Training & Management will conduct a 2-day Workshop on
Presentation Skills on 11-12 March, 2013 for middie ievel executives. Detsiled wworimation
regarding this Workshop is provided at Appendix-1.

2. This intensively activity oriented workshop will be conducted through participative
methodology. Only such officers may be nominated who have a need to make presentations ii
discharge of their duties, and, who are willing to undertake preparation of presentations during the
workshop. You are, therefore, requested to nominate the eligible officers of the level of Under
Secretary and above and send their nominations (in case of more than one nomination, kindly
indicate the order of priority) in the prescribed form (Appendix-IX) so as to reach the undersigned
by 09 February, 2013, It is also requested that this workshop may kindly be given wide
publicity among the autonomous organisations/PSUs under your administrative control.

3. Only those officers, whose nomination Is accepted 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 nomination of the person concerned. Persons who report for the course without
confirmation of their selection by the Institute will not be admitted,

Yours faithfully,

-t
Encl. Appendix- I & II . %

(K. S. SAMARENDRA NATH)
Joint Director &
Course Director
TEL. 26180589
) TELEFAX: 26104183
e~mail: samar.nath@nic,in
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APPENDIX.I

WORKSHOP INFORMATION SHEET

S.NO

ITEM

DESCRIPTION

TITLE

WORKSHOP ON PRESENTATION SKILLS

CODE

WPS

DURATION

2 Days

DATES

March 11-12, 2013

Uik wi

PARTICIPANTS
(ELIGIBILITY)
AND COURSE
CAPACITY

= Maximum 16 (sixteen) participants can be
admitted to this Workshop to maintain its
effectiveness.

= Middle Level Executives of Govt, organisations,
who are required to make presentations in
discharge of their duties, are eligible to
participate in this Workshop.

AIM

To develop the presentation skills of the middle
level officers of Government organisations.

BROAD
CONTENTS

* Components of Presentation

* Preparing to make a presentation

v Eifective delivery oi preseniation

= Principles of observation and feedback

METHODOLOGY

This intensively task oriented workshop will be
conducted through 100% participative
methodology.

FEE

No fee is charged from the officers of the
Central/State Governments. A capitation fee of Rs.
2,000/- (Rupees two thousand only) is, however,
payable by each officer belonging to PSUs,
Autonomous bodies, Banks, Corporations, Regd.
Societies, etc.

10.

HOSTEL

ISTM has a modest hostel facility where AC rooms
are available for allotment to outstation
participants on first-cum-first-served basis. For
details relating to the tariff, the participants may
contact the Caretaker or Hostel Warden at Tele
Fax No. 011-26172571. Family members of the
participants are NOT allowed to stay in the hostel
with the participants. It may please be noted that |
no advance reservation/booking of the rooms in
the ISTM hostel is done.

11.

LAST DATE

09 February, 2013
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APPENDIX - II
Nomination Form
Course Code ; From
Course Title :
1. Name :
2. Designation | 3. Scale of Pay |
4 Organisation with Complete Address and Telephone/FAX Numbers and

Email [D: {to which intimation about nominaltion is to be sent)

5. Whether it is a Ceniral/State Govt. Ministry/Departrent or
PSU/Autonomous Body:

6. Educational 7. Professional
Qualification Qualification
3. Whether 9. Service to
SC/ST/OBC/General which belongs
9, E-mail;

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
organisation

13. | Previous courses attended at ISTM
{with dates in bracket) -}

14. | Whether Hostel Accommoeodation is reqmred

Signature of the Nominee.....ccorriirrrransrssssrrsneensosnnee asanenrrees
To be filled in by 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 Prescribzed Capitation Fee and other charges as applicable will be
paid to ISTM for this course.

Complete Postal Address of the Signature
Sponsoring Authority with Telephone | Name/Designation
Number and Fax Number (of the Sponsoring authority)

With Office Seal
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No:A-33035/1/2012-1STM

e )
. ZR - - INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENTQ A
{Deptt.of Personnel and Training) B

Ministry of Personnel, Public Grievances and Pensioné

peimessers ks ot Administrative Block, JNU Campus (Old)
New Dethi 110 067,
TEL. 26185314 FAX: 26104183

ary B0 i Dated:

Ty
> (ﬂo l\oatewﬂ%j

R

1. All Ministries/Departments of Government of india and
Attached and Subordinate Offices under them
Secretary, Union Public Service Commission, New Deibi
Secretary, Election Commission, New Deihi
Comptroller and Auditor General of India, New Delhi

All State Government and Union Territory Administration
All Senior Analyst working in Ministries/Department

All Public Sector /Autonomous Organizations

man

Noe

e

19.12.2012

Subject- Training Circular — 5™ Advanced Course on Management Services

(8" _AMS course under revised_integrated scheme) (CODE: AMS)

From 18" March to 05" April, 2013

Sir/Madam,

fam directed to say that the 65" Advanced Course on Management Services will

be conducted by this Institute from 18™ March to 05™ April, 2013 .

2. The course particulars and nomination proforma are given in

Appendices | & i

respectively. Nominations of eligible officers, complete in all respects on the prescribed
proforma, may please be forwarded so as to reach the undersigned latest by

8" February, 2013.

3 All sponsoring authorities are requested to ensure that candidates selected for the
course are relieved {o attend the course oniy on ieceipt of slear communication to that

effect from ISTM.

Encl: as above

Yougs faithfully.

(REKHA SHARMA)

DEPUTY DIRECTOR &

COURSE DIRECTOR



APPENDIX -1

< . . - .
e R s -

COURSE INFORMATION SHEET

COURSE TITLE : ADVANCED MANAGEMENT SERVICES COURSE

DURATION : 3WEEKS (18" March to 05" April, 2013 )

COURSE OBJECTIVE:

>

Aim of the course is to expose the participants (who have already undergone
Basic Management Services Course) to new areas of knowledage and skills o
enable them to effectively function as Senior/Junior Analysts in the Work study / O&M
areas.

ELIGIBILITY CONDITIONS:

(@)

(b)

(c)

(d)

The minimum eligibility conditions for admission to the course are:-
Educational Qualifications:

- Should be graduate of a recognised University.

Shouid have undergone and qualified Basic Management Services (BMS)
Course of ISTM.

Working as:

- Senior Analysts (Payscale Rs. 10,000 — 15,200) pre-revised or Junior
Analysts

(Pay Scale Rs. 6,500-10,500) pre-revised of the Ministries / Departments- of the
Central

Government or State Governments/Autonomous Bodies.

OR

- Section Officers of the Central Secretariat Service or equivalent Officer of the
Central Government, State Governments, Autonomous Bodies in the pay
scale of Rs. 6,500-10,500 or equivalent and having rendered minimum 3 years’
regular service in that grade (pre-revised).

Age:

- Should not be more than 56 years of age on the date of commencement
of the course. (Age limit will not be applicable to serving Senior/Junior Analysts)
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ABOUT THE COURSE :

>

The course will comprise of Distance Learning Module, Class room exercises,
Periodical tests and end of the course exammatson Every candidate is required to
qualify with a minimum of 50% marks. ) o

Distance Learning Module (DLM) will be dispatched fo the participants well in
advance. Potential participants who has been informed of his selection may please
ensure that in case DLM is not received by him at least ten days before the
commencement of the course, he may get in fouch with ISTM to collect the DLM.

DLM has two components — reading material and work book {(exercises). Selected
participants may ensure that all exercises prescribed in DLM are completed and
submitted to the course -coordinator for evaluation on the day of the commencement
of the course.

DLM Workbook has been assigned weightage and marks secured will be counted
towards qualifying the course for certification.

it will not be possible to admit participants reporting after the commencement of the
course.

CAPITATION FEE

>

b

No  course fee is charged for persons working in the
Ministries/Departments/Offices of the Central and State Governments and Union
Territory Administrations.  In the case of nominee of Public Sector and
Autonomous Organisations, Statutory Corporations, a capitation fee of Rs.6,000/-
(Rupees Six thousand only) (@Rs.2000/-per week) per seat is payable by
Demand Draft (ONLY DRAFT AND NOT IN CASH) in favour of the * Assistant
Director, ISTM".

STUDY VISIT

The AMS course includes a study visit to nearby Government/Public Sector
Organisation(s) with the intention of providing exposure to the participants to
some of the managerial practices prevalent there with a view to enhancing the
overall effectiveness of such courses.

FACILITIES AVAILABLE IN THE INSTITUTE

>

ISTM has a modest hostel facility on twin sharing basis. Family members of the
participants are NOT allowed to stay in the hostel with the participants. Tea &
Working lunch is provided to all participants during the course.

ISTM has Air-conditioned Class rooms with latest Training aid equipments like LCD
Projector/OHP.

ISTM has a library of more than 25,000 books besides a modest video collection and
Cyber room facility.

;
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APPENDIX -1l
NOMINATION FORM
From To
Course Title : Advanced Course on Management Services”
1. | Name :
2. | Designation : | 3.Scale of Pay |

4. | Organisation with Comp[ete Address and Telephone/Fax Numbers and E mail ID: (to which
intimation about nomination is to be sent)

5. | Whether it is a8 Central/State Govt. Ministry/
Depariment or PSU / Autonomous Body:

6. | Educational 7. Professional
Qualification: Qualification;
8. | Whether 9. Sepvice to
SC/STIOBC/General: which belongs:
10. Brief Service particulars: _
S.No. Post Held From To Scale of Nature of duties
Pay

11. Whether qualified in BMS course of ISTM?  » +
{Aftach a photocopy of the certificate)

12. How the programme is likely to benefit the nominee as well as the organisation:

13. Previous courses attended at ISTM:
{with dates in bracket)

14. Whether hostel accommodation is
requirad:

Signature of the Nominee:
To be filled in by Sponsoring Authority

It is ceriified that the particulars given above are correct. The officer will be relieved for training, if
selected and in no case will he/she be withdrawn in between from the course. The prescribed
Capitation Fee and other charges as applicable will be paid to {STM for this course.

Complete Postal Address of the Sponsoring Signature:
Authority With Telephone Number and Fax Number | Name/Designation:
(of the Sponsoring
authority)
with Office Seal
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