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No. A- 33054/1}'2013 o L
Government of India
Ministry of Personnel, Public Grievances & Pensions

Department of Personnel & Training
Institute of Secretariat Training & Management
Old JNU Campus, Olof Palme Marg,
New Delhi-110067 -
Date: 13" December, 2013

To:

All Central Ministries/Departments of the Government of India.
Head of Departments, All Attached/Subordinate offices.

Chief Secretaries of all States/Union Territories.

All Central/National/State Training Institutions.

All Public Sector Undertakings/Training Institutes/Training Centres.

abadl i

Subject: Nominations for "Management of Training (MOT)” course from 27"
January, 2014 to 31* January, 2014.

Sir,

This Institute will be conducting a training course on “Management of Training
(MOT)” from 27" January, 2014 to 31% January, 2014. This training course is
designed for the officers involved in training related activities in different

Ministries/Departments/ Organisations and Trainers/Faculty members of Training
Institutes of the Central and State Governments. An information sheet in this regard
is enclosed as Annexure - [.

2 The nomination of the eligible officers in the prescribed format may be
forwarded to the undersigned so as to reach on or before 10™ January, 2014. The
nomination form is available on the website of ISTM which can be downloaded by
typing the URL http://www.istm.gov.in/home/downloads on the address bar of
internet page. Nomination form can also be filled in online through ISTM’s
website by following the path www.istm.gov.in/home/online_nomination_form -

Select Course > MOT. The nomin 1 ieved to nd the ¢

after receipt of an acc 1 r is Institute. If no communication
regarding acceptance of nomination of concerned officer is received from this
Institute, it may please be presumed that the nomination of the concerned officer has
not been accepted.

3. No fee is payable by the participants for attending the course. However, the
course is residential and the participants will have to pay @ Rs. 200/- per day
towards meals, etc. in addition to room-charges in CASH, as indicated in the course

4, ISTM has a modest hostel facility. Rooms are available on twin sharing basis.

For details relating to accommodation at the ISTM Hostel, the participants may

contact the Caretaker or Hostel Warden at Telephone No. 011-26172571. Family
embers of the participants are not allowed to stay in the hostel.

Yours faithfully,
’ g L‘ :
i \ r,
(Geetha Nair)
Joint Director & Course Coordinator
Tel: 26108946, Fax: 26104183

Email: nairgeethaé3@hotmail.com
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Annexure - I

MOT : COURSE INFORMATION SHEET

Title Management of Training
Course Code_: | MOT
Duration : One week.

Schedule :

27" January to 31 January, 2014

Eligibility

The officers designated to perform the duties of Training-
manager would be from the Ministries/Departments/State
Governments/Public Sector Undertakings/Agencies. In
organisations where training function does not exist,
nominations may be made taking into account the officers who
would be associated with the training function after their return

from the course.

Aim of the To train Training Managers for implementation of Training Policy
course in Ministries/Departments/Organisations or Central and State
Governments.

Course The course is divided into three phases :

Strategy PhaseI  Pre-course reading material with Exercises will be
forwarded to the participants selected for the
course.

Phase II A five day workshop will be conducted at ISTM.

Phase III Within a month after the workshop, every
participant will submit a ‘Project Design’ on 2
chosen topic which will form basis for certification.

Workshop 1. Input through lecture and presentation

Methodology

2. Group discussion and presentation in plenary
3. Case studies/group exercises.

Course Fee

The course is sponsored by Department of Personnel & Training
and no course fee is to be paid by the sponsors.

Other charges

The Course is Residential. An amount of Rs. 200/- (Rupees two
hundred only) per participant per day is to be paid towards
charges for meals etc. by the sponsoring authority/participant
in CASH to the ISTM hostel. The participants are also required
to pay room charges for their stay at ISTM Hostel apart from
the aforesaid amount. Sponsoring Authority is required to
reimburse the expenditure to be incurred by the participants as
mentioned above in addition to TA.

Hostel ISTM has modest hostel facilities on twin sharing basis. It is

Facilities only for the course participants and family is not allowed to stay
in the Hostel. The Hostel is situated at Block - I, Old INU
Campus, New Mehrauli Road, New Delhi — 110067.
Tel - 011-26172571

Nomination Smt. Geetha Nair

Form to be Joint Director,

Sent to Institute of Secretariat Training & Management

Room No. 102, Administrative Block,
Old JNU Campus, New Mehrauli Road,
New Delhi - 110067

Tel: (M)9910110249, (0O) 2610 8946

Email: nairgeethab3@hotmail.com
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NOMINATION FORM Annexure-li
Please read the instructions provided on Page No.-3 before filling ﬁp the Nomination form: -
Course Title: Course Code:
Date: From to
1. | Name in English: T N Lasd
Name in Hindi:
2. | Father’s / Spouse’s Name:
3 Service / Cadre & 4 Date of joining /
" | Grade/Rank*: " | last promotion:
5. | Pay Band: 6. | Grade Pay/
Scale of Pay:
7. | Gender: 8. | Date of Birth":
9. | Organisation 10. | Organisation
Name": Type*":
11. | Organisation Street 12. | Organisation
Address™: City™:
13. | Organisation 14. | Pin Code*:
State":
15. | Organisation 16. | Organisation
Email*: Phone*:
17. | Residence Street 18. | Residence City":
Address*®:
19. | Residence State: 20. | Pin Code"*:
21. | Personal Email*: 22. | Personal
Phone™*:
23. | Category™: 24. | Emergency
(SC/ST/OBC/GEN) Contact Details®:
25. | Educational
Qualification”:
26. | Service to which
belongs™:
27. Brief Service Particulars:
S. | Post Name From To Scale of | Nature of Duty
No. Pay
B g TV R R W T

B O —
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28. | Whether fulfils eligibility conditions* (& -applicable option): Yes OO0/ No DO
29. | Whether Hostel Accommodation is required" (& -applicable YesO/No O
[ option):

30. | How the training is likely to benefit

the nominee as well as the
organisation (in 2 lines)*:

31. | Details of earlier applications for
the same course”:

32. | Previous courses attended at ISTM
(with dates in bracket)”:

I certify that the above information is correct:

Signature of the Nominee

(With Date & Seal)

e —_—

TO BE FILLED IN BY THE 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 prescribed Capitation Fee and
other charges as applicable will be paid to ISTM for this course.

Details of the Sponsoring Authority (All fields are mandatory)™:

Name:

Designation:

Complete Postal Address
(with Pin code):

Telephone Number (with code):

Fax Number (with code):

Signature with Office seal:

S cye L assn o
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INSTRUCTI JO FILLUP THE INATION FORM

Fields with * are mandatory.

iz

2.
3.

OOV OND WM N

—

11,
12.
13.

Provide your full name in English & Hindi (optional).

Provide your Father's Name / Spouse’s Name.
Provide your Service / Cadre type along with your Grade/Rank.
a) CSS & Equivalent Service: Joint Secretary / Director / Deputy Secretary / Under Secretary / Section

Officer / Assistant.

b) CSSS & Equivalent Service: Executive PPS / Senior PPS / PPS / PS/ PA / Steno-C / Steno-D.

c) CSCS & Equivalent Service: UDC / LDC.

d) AIS: Secretary / Special Secretary / Additional Secretary / Joint Secretary / Director / Deputy Secretary /
Under Secretary.

e) Indian Army: General / Lt. General / Major General / Brigadier / Colonel / Lt. Colonel / Major / Captain /
Lieutenant.

f) Indian Navy: Admiral / Vice Admiral / Rear Admiral / Commodore / Captain (IN) / Commander / Lt.
Commander / Lieutenant (IN) / Sub Lieutenant.

g) Indian Air force: Air chief Marshal / Air Marshal / Air Vice Marshal / Air Commodore / Group Captain /
Wing Commander / Squadron Leader / Flight Lieutenant / Flying Officer

h) Other: If any Grade/Rank other than the above mentioned option, please provide the details.

. Provide your Date of joining / last promotion (DD-MM-YYYY).
. Provide your Pay band.

. Provide your Grade Pay / Scale of Pay.

. Provide your Gender (Male / Female)

Provide your Date of Birth (DD-MM-YYYY).

. Provide your Oraganisation Name. -
. Provide your Oraganisation Type (Ministry / Department / PSU / Defence / Constitutional and Statutory

Bodies / CAB / NGO / Foreign / others).
Provide your Organisation street name.
Provide your Organisation City name.

Provide your Organisation State name.

14..Provide your Organisation area PIN Code.

15.
16.
17,
18.
19.
20.
21.
22.
283.
24,
25.
26.
27,
28.
29.
30.
31
32.

Provide your Organisation Email ID.

Provide your Organisation phane number with area code.

Provide your Residence street name.

Provide your Residence City name.

Provide your Residence State name.

Provide your Residence area PIN Code.

Provide your personal Email ID.

Provide your personal phone/mobile number with area code.

Provide your Category (SC / ST/ OBC / GEN).

Provide any Emergency Contact details (Phone / Mobile number).

Provide your Educational Qualification (from Higher to Lower).

Provide your Service to which belongs.

Provide your brief Service particulars as per the details provided in the column.
Tick ‘Yes' if eligible, else ‘No'.

Tick “Yec' jf Hrctel accommaodation required else ‘No'.

Provide short description about the benefit of this training for individual and Organisation.

- Provide the details of your earlier applications for the same course.

If any courses attended at ISTM previously, then provide the course name & date, else write ‘No’

3| Faz
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