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Government of India 
.. erff~""",",,,rnq vm~ ilt:{l lJiF'Q mtfR 

Institute of Secretariat Training & Management .. ,fif.. 1f<'i 1lfu~ fl<'Tl'T 
Department of Personnel & Training 

'''lef ... ...r.., ":".fl<. ('fO'I1l 'lftm, Administrative Block, JNU (Old) Campus, 

~ ""'" 'IT'l, ~ f<:ffit- ll0067, Olaf Palme Marg, New Delhi-110067 

!:<'II,",. li (fele. No.: 26185314; $nt/F.x No. 26184183 

No. A-33018/33/2015-ISTM (Coord.) Dated: 30·h June, 2016 

(a) All Ministriesl Departments of Govt of India 
(b) All Attached and Subordinale offices 
(c) All Central, National and State Trammg Institutes 
(d) All State GovernmentslUnion Territories 
(e) UPSC 
(I) Comptroller and Auditor General of India 
\g) Election Commission of India 
(h) Public Sector Undertakings 

Subject: Courses to be conducted during 03rd quarter of the year 2016-17 Le. 
01" October, 2016 - 31 1t December, 2016. 

Sir, 

The Institute of Secretariat Training and Management (ISTM) is a Centr~! 
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 Centr::ll 
Secreta nat up to the level of Joint Secretaries, 

2. The Institute also provides training support to the State Governments, Union 
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 commg on 
deputation to the Central Government under the Central Staffing Scheme as Deputy 
Secretary and Director, ISTM .s 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 lAS, IES, IFS, ITS. ICLS. IDES, IRS and Indian 
Forest Service and ahend the short duration training programmes on Office 
Management, Personnel Management and Financial Management as well as Central 
Secretariat Practices at ISTM, 

3. ISTM also conducts Management Development Programme (MOP) for 
officers of the level of Oeputy Secretary and above of the Government of India. The 
areas covered are Financial Management, Management Principles, Good 
Governance, Knowledge Management, Behavioural Techniques and Cabinet Ne,e 
Preparation in order to orient them towards effective service deliver)' in the Ce:.tral 
Governmenl 
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4 . The Institute of Secretariat Training & Management is conducting the 
following courses during the 03'd quarter of the year 2016-17 i.e. from 01" October. 
2015 to 31 't December, 2016:-

[sri. Nollcourse Code !lcourse Name IIFrom liTO I 

G IRIS-09 I Reservation in Services for SC/STlOBC·09 103 Oct 2016 1105 Oct 2016 1 

~IC&A-165 Ilcash & Accounts ·165 1103 Oct 2016 1102 Dec 20161 

[~JlDOT-06 I[OeSign of Tralning·06 1103 Oct 2016 1107 Oct 2016 1 

[~]WIFO-l l!workshOP for Internal Finance Officers·l 1106 Oct 2016 1107 Oct 2016 1 

5. IWPpp-08 l/WorkShoP on Public Pnvate Partnership ·08 106 Oct 2016 1107 Oct 2016 1 

6. IWAFS-07 1 ~;rkshoP on An~IYSiS of Ftnancial Statements 10 Oct 2016 11 Oct 2016 

7. !WPCN2.29 [[WOrkShOP on Preparing Cabmet Notes·2·29 11'4 Oct 2016 11 '4 Oct 2016 1
1 

[~~JVPG- l0 I Ethics and Values in Public Governance ·10 117 Oct 2016 Iltg Oct 2016 1 

G IWLO(SC/ST)-OS llworkshoP for LiaISon Officers (SCfST)-OS 1120 Oct 2016 1121 Oct 201 6 1 

G iGS-OS IIGender ~ensitization ·05 1124 Oct 2016 1128 Oct 2016 1 

[:2~]WND-24 I[WorkshoP on Noting & Drafting·24 1127 Oct 2016 1128 Oct 2016 1 

1~ITDP-RTI-02 I Training Development Programme Right to 
31 Oct 2016 04 Nov 2016 

I nformation·02 

G INTP-13 I[National Training Policy ·13 1103 Nov 2016 104 Nov 2016 

G IWTBL-04 I Workshop on Team Building and Leadership.4 116 Nov 2016 11,8 Nov 20161 

G IWPF-14 IIWOrkShOP on Pay fixation·14 11 ,6 Nov 2016 11 ,8 Nov 2016 ! 

G WPFA-09 Workshop on Project Formulation and 
21 Nov 2016 22 Nov 2016 

Appraisal-09 

G DTS-06 Direct Trainer Skills ·06 21 Nov 2016 016 

G IIPE-1-3 1[ lnter Personnel Effectiveness·l·3 121 Nov 2016 22 Nov 2016 

G IRTI-AA-09 I Right to Information -Appellate Authority·09 ~ Nov 201e il28 Nov 20161 

G IMS-PP-04 11Ms.power Point·04 128 Nov 2016 30 Nov 2016 

[~JlDOT-07 I[DeSign of Training ·07 128 Nov 2016 02 Dec 2016 

C~]PMG1-05 I Purchase Management in Government 1·05 130 Nov 2016 1102 Dec 201 6 1 

G IKM-06 I[KnoWledge Management -06 1105 Dec 2016 1107 Dec 20161 

G IWAFS-08 I Workshop on Analysis of Financial Statements 
-08 

15 Dec 2016 16Doc2016 

G IWSHWP-03 I Workshop on Sexual Harassment at work 
place -03 

15 Dec 2016 16 Dec 2016 
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" WSIDVP-03 m ->"Ii< <rr """ 3<"IWr <rr ... 'IT. -
1 ! . 12 .20 16 16. 12 .2016 

03 

26 RTI-AA-10 'l!"lI .. -.~ -.. 19. 12 .2016 19. 12 .2016 

" IVPCN-20 om: """ ~ <rr 23 . 12 .2016 23. 12.20\6 

..mrrorr 20 

,. WCS-07 """"" -.1m! '" -... 07 
26 .12 .20\6 27. 12.2016 

" WPCN-30 sif);oisi'fIQ om: """ ~ <rr 30 . 12 .20\6 30. 12.2016 

..mrrorr 30 
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G iRTI-AA-10 liRiQht to information -Appellate Authority-10 

. 
19 Dec 2016 19 Dec 2016 

~IWPCNl-20 I Workshop on Preparing Cabinet Note-1-20 23 Dec 2016 23 Dec 2016 

[~~JlWCS-07 ]IWorkShOP on Communication Skills-07 1126 Dec 2016 1127 Dec 20161 

GlwPCN2-30 IjWOrkShOP on Preparing Cabinet Note -2-30 1130 Dec 2016 i 30 Dec 2016 

5. All Government Ministries/Departments/organizations are requested to bring 
th is information to the know!edge of G!l concerned and to nominate their ufficials for 
t~e above listed courses. The details of eligibility and circulars regardinQ these 
courses are available on iSTM webSite wwwistm.gov.in. 

Yours faithfully 

!. ...:.,-., • 
,~~ , . 

(R. K. Kundi) 
De::'t!ty D!!"!!ctcr {Cc~rd} 
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