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%1 Z WA FIER & W0 deg ey AR sfeey serEe
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1. T TST TowC 3N ET e Wee
5 HU # dar H{raen
5 AT & rga@ Ud BEA@r qieTE
7. HRAT TATE AT
8 i aefaT aFF IuFs

fawg:- a¥ 2016-2017 hr HFY TAE T 01.10.2016 ¥ 31.12.2016
& e 3o B S e greasa

wfREeg T Ud EY SR (FYSE) Fead wfeared far (Heaes), Sed
wREer YRR dar (Hroweaes) aur FT wREey # 3 GOiea/aiEey Fant
¥ uge @m0 & et #® afenr e ww F B s ¥

2. EEW UST TER, §Y T5F 8T TUHAL, Feard AaAtes &Fh ITHAT, deard
e FFEr aUr 3w gasar & ot ANwT Twr e & A 9 sew e
B ovuid @l Heard TR A Seag T aiger & 3t 39 gfg qur @s 5
¥ A R W oW e sfteha @ afdfeae aRteor gaw s e oo
dar war @ gEen & R wfofms, 2005 & Fwads & T wwwE, seas
TR & AOHRE & aFEar FHor § Qv oF A a3 § aaad, aftes §
affreror & &7 # el drwe | owr o ve e ot F gl gommst
i FEGw ST g1 sue o, faffew Eafed damit o & gurw, wEsvw,
Idoery, AT, STy, WEAETY, ISINTE HR S g Far & qfdendt
HIRE # T yEaU, Fae F6U qu Ay 969 F FiU-AYy, Fend graaed
Tgfadl 9T eq-Fiiee WIRNETOT HIAHAr A H9T o g
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Government of India
wfaarag gfyraer ag1 w9 d@rum

Institute of Secretariat Training & Management
wids wd gfergor fasim
Department of Personnel & Training
gyt saiw, w.A.fa. (poen) sfer, Administrative Block, JNU (Old) Campus,
srems wew wri, W fEeEi- 110067, Olof Palme Marg, New Delhi-110067
etwia d /Tele. No.: 26185314; w¥a/Fax No. 26184183

No. A-33018/33/2015-ISTM (Coord.) Dated: 30" June, 2016
To,
(a) All Ministries/Departments of Govt of India
(b) All Attached and Subordinate offices
(c) All Central, National and State Training Institutes
(d) All State Governments/Union Territories
(e) UPSC
(f) Comptroller and Auditor General of India
{(g) Election Commission of India
(h) Public Sector Undertakings

Subject: Courses to be conducted during 03™ quarter of the year 2016-17 i.e.
01* October, 2016 — 31* December, 2016.

Sir,

The Institute of Secretariat Training and Management (ISTM) is a Centra!
Training Institute and the mandate of the Institute is to impart training to officers of
Central Secretariat Service (CSS), Central Secretariat Stenographers Service
(CSSS) and officers of other organized/subsidiary services functioning in the Central!
Secretariat up to the level of Joint Secretaries.

2. The Institute also provides training support to the State Governments, Unior
Territory Administration, Central Public Sector Enterprises, Central Autonomous
Bodies and other organizations in specialised and general areas. The institute is
entrusted with the task of providing orientation training to the officers coming on
deputation to the Central Government under the Central Staffing Scheme as Deputy
Secretary and Director. ISTM 1s the nodal institute for capacity building of Central
Government officers for implementation of Right to Information Act, 2005. ISTM is
the lead institute in the areas of Training of Trainers and conducts National and

~International Training of Trainers courses. Besides, probationers of various
organized services, like that of the IAS, IES, IFS, ITS, ICLS, IDES, IRS and Indian
Forest Service and attend the short duration training programmes on Office
Management, Personnel Management and Financial Management as well as Central
Secretariat Practices at ISTM.

=, ISTM also conducts Management Development Programme (MDP) for
officers of the level of Deputy Secretary and above of the Government of India. The
areas covered are Financial Management, Management Principles, Good
Governance, Knowledge Management, Behavioural Techniques and Cabinet Ncie

Preparation in order to orient them towards effective service delivery in the Central
Government
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3. FINH., 979 THK F 39 U9 g9 67 IW F T & Fowma & fw
gty RFTH FEAFAT &1 ¥ ST FIAT 8| TES Headd A g faww § ey wewy,
fF 3¢ F0T @R # THEEH Bar WEW e A AW AP R o w9 i

4. wRETeg 9RROT UF gEY FEUE (AUWH) a9 2016-2017 #rmf_rﬁnrgrw
01.10.2016 & 31.12.2016 ¥ N7 F=faf@s aogsFa AT HT WL

FH | ISTHEA #3 QISYHH FT ATH & GEd
. | RIS-09 AW /dgaw ) apa 3 feg aas A 03.10.2016 05.10.2016
ameer 09
2 | CRA-165 e oA A 165 03.10.2016 0212.201¢€
s | o0T-08 utiew ez 06 03.10.2016 07.10.2016
4 | WIFO-1 yafs B yisfRar § @A 06.10.2016 07.10.2016
HTRTr-1
s | WPPP-O8 FaSAe e wEuiear W 06.10.2016 07.10.2016
FraTeT - 08
6 | WAFS-07 R @ Rretws v adanen o7 10.10.2016 11.10.2016
7 | WPCN-29 Ay & R & W 14.10.2016 14.10.2016
Hraenar- 29
[~ g | EVPG-10 @ WA A Afawa 3 e-10 17.10.2016 19.10.2016
g | WLO(SC/ST)-05 | wo%  yftwRaegfaas  afaiseEfa 20.10.2016 21.10.2016
Fae) & e s :
10 | GS-05 et 7Hd 05 24.10.2016 28.10.2016
11| WND-22 feoqur U WIEY 9T FIRTET - 22 27.10.2016 28.10.2016
12 | TDP-RTI-02 | §& @ NoR-SE® QoM 31.10.2016 04.11.2016
wEdEn 02
13| NTP-13 afr uideror A - 13 03.11.2016 04.11.2016
14 | WITBL-04 | @ fmior 7 g ©® srdwmen 04 16.11.2016 18.11.2016
15 | WPF-14 ¥a7 WU 93 FrAeTET - 14 16.11.2016 18.11.2016
16 | WPFA-09 | didioen featon 32 sgaims a2 21.11.2016 22112016
| arfsren 09
17 | DTS-06 Weas SiieTs eee-06 21.11.2016 25.11.2016
. 18 | IPE-1-3 oy S U@t 21.11.2016 22.11.2016
[ 9| RTI-AA-09 | Tmen @ sitrre-ardie wiesidi-09 28.11.2016 28.11.2016
20 | MS-PP-04 TACH-UTEY Qige-04 28.11.2016 30.11.2016
21 | DOT-07 Tms s w07 28.11.2016 02.12.2016
22 | PMG1-05 TIHR HPY Yau1-05 30.11.2016 02.12.2016
23 | KM-06 Sl gaue-Q6 05.12.2u16 07.12.2016
24| WAFS-08 |Refld Rawr = Reww @ 15.12.2016 16.12.2016
\_ srfeman-08
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The Institute of Secretariat Training & Management is conducting the

following courses during the 03" quarter of the year 2016-17 i.e. from 01* October,
2015 to 31* December, 2016:-

| Srl. No|Course Code |Course Name From To
1. |RIS-09 [Resenration in Services for SC/ST/OBC-09 103 Oct 2016 ||05 Oct 2016
2. [C&A-165 Cash & Accounts -165 03 Oct 2016 |02 Dec 2016
3. HDOT-OS "pesign of Training-06 03 Oct 2016 ||07 Oct 2016
4. |WIFO-1 Workshop for Internal Finance Officers-1 06 Oct 2016 |I07 Oct 2016
5. |WPPP-08 Workshop on Public Private Parinership-08 |06 Oct 2016  |[07 Oct 2016 |
6. WAFS-07 E(c\:;rkshop on Analysis of Financial Statements 10 0ct 2016 111 Oct 2016
__7_";\\'96'*;229 Workshop on Preparing Cabinet ﬁotes-2-29 14 Oct 2016 |14 Oct 2016
[ 8. [evrc-10 Ethics and Values in Public Governance -10 {17 Oct 2016 |19 Oct 2016
9. |WL0(SC*'ST}-U5 Workshop for Liaison Officers (SC/ST)-05 20 Oct 2016 |[21 Oct 2016
10-HG3‘05 Gender Sensitization -05 24 Oct 2016 |28 Oct 2016
11./WND-24 Workshop on Noting & Drafting-24 27 Oct 2016 |28 Oct 2016
12. TDP-RTI-02 Training pevelopment Programme Right to 31 Oct 201—6_ 04 Nov 2016
Information-02
13.[NTP-13 National Training Policy -13 03 Nov 2016 (04 Nov 2016
14.|WTBL-04 Workshop on Team Building and Leadership-4 |16 Nov 2016 {{18 Nov 2016
15.|WPF-14 Workshop on Pay fixation-14 16 Nov 2016 ||18 Nov 2016
16. 'WPFA-09 Works.hop on Project Formulation and 21 Nov 2016|122 Nov 2016
Appraisal-09
17.UDTS-06 Direct Trainer Skills -086 21 Nov 2016 {125 Nov 2016
18.IPE-1-3 i Inter Personnel Effectiveness-1-3 21 Nov 2016 |22 Nov 201€
19.“RT|-M-09 Right to information ~Appeliate Authority-09 |28 Nov 2016 HZB Nov 2016
20. lMS-F’P-U“ [MS-Power Point-04 28 Nov 2016 |{30 Nov 2016
21.|DoT-07 Design of Training -07 _28 Nov 2016 (|02 Dec 2016
{ 22, IEPMG1-05 Purchase Management in Government 1-05 |30 Nov 2016 |02 Dec 201;‘_
- 23.|KM-06 Knowledge Management -06 05 Dec 2016 |{07 Dec 2016Jll
24. WAFS-08 V[\;‘grkshop on Analysis of Financial Statements 15 Dec 2016 |16 Dec 2016
25. WSHWP-03 E;l:;:sﬁt;;;p on Sexual Harassment at work 15 Dec 2016 |16 Dec 2016
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25 | WSHWP-03 | sreye o7 ater 3efisey W &#1.9m.- 15.12.2016 16.12.2016
03

26 | RTI-FAA-10 | 3@ & after-andte wiama-10 19.12.2016 19.12.2016

27| WPCN-20 Ffirsdlm &t 3R &8 W 23.12.2016 23.12.2016
graemer 20

28 | WCS-07 e wtve w0 wremer 07 26.12.2016 27.12.2016

29 | WPCN-30 FAyeesdg At WX OFEF W 30.12,2016 30.12.2016
araemar 30

5.

w3 FEN ATy ARl T & OIEIY € 5w gaer 8w s

N HEE AN ILFT qeIRAT & AU e FAS F AfAT T gF orogwAt F
T o # gEar 3R oReEt & fFEer mawdE 1 dgEse wwwistm.gov.in W
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26.|RTI-AA-10 Right to information —~Appellate Authority-10 (19 Dec 2016 119 Dec 2016

27.|WPCN1-20 Workshop on Preparing Cabinet Note-1-20 23 Dec 2016 |23 Dec 2016

28./WCs-07 Workshop on Communication Skills-G7 26 Dec 2016 |27 Dec 2016

28.|WPCN2-30 Workshop on Preparing Cabinet Note -2-30  |{30 Dec 2016 |30 Dec 2016

5. All Government Ministries/Departments/organizations are requested to bring
this information to the knowledge of a!l concerned and to nominate their officiais for
the above listed courses. The details of eligibility and circulars regarding these
courses are availabie on iISTM website www.istm.gov.in.

Yours faithfully
.\I‘f‘“\f \i’ v‘-:‘ =

(R. K. Kundi)

Deputy Director (Coord)




