No. HIPA (Trg.)G-15/2004-XVI
Government of Himachal Pradesh

Institute of Public Administration
From

The Director,

Dr. M.S.H.P. Institute of Public Administration,
To

All the Heads of Departments in H.P.

All the Heads of Boards/Corporations in H.P.

All the Divisional Commissioners in H.P.

All the Deputy Commissioners in H.P.

All the Registrar of Central/State Universities of H.P.

The Secretary, H.P. Public Service Commission, Nigam Vihar, Shimla-02.
The Special Secretary (SA) to the Govt. of H.P., Shimla-2.

The Secretary, H. P. Vidhan Sabha, Shimla-171004.

Fairlawn, Shimla-171012 Dated: 9 "march, 2026.

Subject: Training Bulletin for the conduct of Training Programmes at MSHIPA during
the month of April, 2026 and May, 2026.

bl B o o

Sir/Madam,

The Dr. Manmohan Singh Himachal Pradesh Institute of Public Administration,
Fairlawn, Shimla-171012 is organizing training programmes during the month of April,2026 and
May, 2026 as per list enclosed as Annexure-‘A’ & ‘B’. The objectives, duration and dates of
these training programmes have been indicated in the said annexures.

It Is therefore, requested to nominate 3-4 officers/officials for each training
programme. The names of nominated officers/officials for each training programme may be
entered on the online portal of the institute (https://genpmis.hp.nic.in/) latest by 25" March, 2026
& 25™ April, 2026 so that arrangements can be made accordingly. It is further requested that
once the officer(s)/official(s) is/are nominated for the training, they should invariably attend the
same without fail. However, if the nominated officer(s)/official(s) is/are unable to attend the training
programme due to some unavoidable circumstances, a substitute may be deputed to attend the

said programme so that the training programme does not remain underutilized and Government
money may not go to waste.

Please note that as per Training Policy 2009, those officers/officials may not
be nominated, who have already undergone these trainings earlier at MSHIPA. In addition to
this, instructions contained in Annexure-‘C’ may kindly be adhered to in letter and spirit.

Yours faiﬁfilly,

(Rupati-Thakur) IAS

Director,

Dr. Manmohan Singh,

H.P. Institute of Public Administration,

Fairlawn, Shimla-17101 2,

Tel.: 0177-2734777,

E-maib: hipa-hp@nic.in

Endst .No.: As above Dated: | c}hMﬂfﬂhﬁﬂzﬁ-
Copy to:

1. The Secretary (Training) to the Government of Himachal Pradesh, Shimla-171002 with
reference to letter No. Per(Trg.)B(12)-5/2017 dated 13.11.2019 for information.

2. All the concerned Course Directors and Course Assistants for Information and necessary
action with the request to follow-up their respective training programmes with the
concerned Departments/Organizations of the State Govt. so that the slots do not go
under-utilized for want of insufficient nominations. It Is further requested that the
participants may be directed telephonically not to bring their personal vehicles to the
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Institute for attending the training programmes. The Course Directors will ensure the

adherence to the SOPs issued by the State Government and Govt. of India from time
to time.

. The Chief Executive Officer/Manager, HIPA Hospitality Cooperative Society for information
and necessary action.

. Sh. Sandeep Kumar, Assistant Professor (IT) with a request to_up-load the Training
Bulletin along with Annexures in MSHIPA Website.

irector,
Dr. n Si :

H.P. Institute of Public Administration,
Fairlawn, 5himb-1 71012.
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Annexure-‘A’

Training Programmes for the month of April, 2026 at HIPA, Fairlawn, Shimla-12

. - - N o Di.rﬂ -r
Sr. | Name of the Programm¢ Objectives in brief Duration | Dates Level of g::;urs e ct;.;'n:
- ts urse Assis
No. Participan
n :'i' - I h ., e "
1. | Gem & e-Procurement * The participants will leam and acquire practical 2day  (01.04.2026 to i.;ut:‘.!;lcucdm“ ik Bamceep KL,lmdr
knowledge of the Government  e-Marketplace 02.04.2026 ;: ;;;I- Is of State Mob. 94182-66314
(GeM) Portal and s Procurement Procedure such G j:ll".m ':"n“t Ms. Teena Chauhan
as Regstration ol Organization, Creation of User s Mob. 70184-01395
Accounts, Placement ol Order Tor Gowods & ;
Sermices, Receipt of Goods, Bidding and Reverse
Auction. o 106.04.9096 1o | Gazetied  and | Ms. Kiran Kumari
2_ Righl to Information ﬁ[‘[’ e ‘To cquip the participanis with the concepl of Right ;A [I;[}':i 06.04.2020 1o ‘E:f-{_.:-;:muml S. l‘illl ‘
e ormation Act, 2005 4.2026 iy : Mob. 75909-69809
?{}ﬂ:i Hlld H P SCH-‘I{‘EE 1o Inlormanon "?“ I--! OfMicials of Stale -
1 : t - | e To make participants understand the importance ('m‘rnlllm:lll Ms. Diksha
Guarantee Act, 2011 ol ethical conduct behavior at work place. i Mob. 75600-7 1404
e To mouvale pariapants 1o make cthical
discussions & brng certain posiive  changes n
one's hife. ] . .
3. | Computer Course on | * Enable the participants to edit and format office 2 days  06.04.2026 to q*‘m’?‘l lm“ Sh. Sandeep I_{Hmﬂr
e Word Processi A letiers, DO, report cte. using vanous leatures of 08.04.2026 htm-F:ath:i Mob. 94182-66344
O : 55111{; an u11~.f., MS-Word. {?ﬂ'lnn]ﬁ ol Stale M. Thsia Chaulian
ol Al {Lhﬂlg‘[hl} m ollicial ¢ Generate text for vanous  document types, Government Mob. 70184-01395
work mcluding letters, reports, memos and other oflical i
documents using chatgpt. - -
4. | Ollice Procedure and |+ To acquant the participants with the unportant J days 06.04.2026 to Eﬁit(t?i;:ucdm“] Sh. KUIBIE;;_E E;:ﬂ;g
Financial Administration provision of HPFR 2009. 10.04.2026 Officials of State M“h.' ks
* To acquaint the officers basic Income Tax related Gisianasii Sh. Jia Lal Kamal
issues as applicable in govemment offices. Mob.94185-11282
* To make the partiapants aware of various
Rules/Regulations governing  the  povernment
employees like TA/DA, Pension, Medical Rules,
cte. To made the participants aware about the
procurciment  procedure i government  and
inventory management.
* To give the participants holistic knowledge about
GPF, CPF, New Pension Scheme. To made the
participants aware ol general conditions of services
with emphasis on FR/SR. - -
5 Landshde Risk Reduction | * The main objective of Landslide Risk Reduction 3 days 07.04.2026 to giﬂ.:j“MI- i:md Dr. Khyal Chand
i & Slope Safety (LRR) & Slope Salety is to minimize the loss of life, 09.04.2026 9 ';Imt:rll'mﬁ | Mob. 88949-30726
CHICPR property, and economic disruption caused by (’, " e Sh. Love Kumar
ground falure. It secks 1o proactively manage Govemaien: Mob.9816156177
landslide hazards through a combination of R
engineening, land-use planning, and community
preparedness,
6. | E-Governance Services in | ® This training programme aims (o cnhance | 2 days  (09.04.2026 to E“E_'(‘;ﬂd : 1?““' Sh. Sandeep Kumar
. : sarticipants’ understanding of key e-Governai Non-Gazettec
HP e-office, Him Access, | Panticpants’ undersianding of key -Govemance 10.04.2026 | NowCaued = | Mob. 9418266341
: : I such as HP e-Oflice, HimA . APAR, Ms. Teena Chauhan
APAR, CM Helpline, CM Helpline, Aadhaar, and the Natonal c- Government T : 155
Aadhar, NESDA Governance  Service Delivery  Assessment Mob. 70184-01395
i [ramework. It focuses on strengthening  digital
Framework, UI/UX, service delivery through improved UIL/UX practices
DPDP Act. while ensuring data privacy compliance under the
Digital Personal Data Protection Act, 2023, The
programme  promotes  transparency, elliciency,
H accountability and auzen-centne governance,
7. | Oflicial Commumnication | ® To understand concept of office in government. 3 days 16.04.2026 1o | Gazetted and | Sh. Amit maﬂwaj
L - and | * To develop knowledge in Noting & Drafting skills 04.2096 Non-Gazetted e
51“]15: Notu 5 per hand book of office procedure. 18.04.2026 Oflicials of State PfiUb: 85806-46544
Drafting * To impan detail knowledge of record keeping and Government Sh. Jia Lal Kamal
managing hles. Mob.94185-11282
8. | Cyber Secunty . Tﬁ:] ;—“-‘Illil! parucipants with the knowledge, skills 2days  [17.04.2026 1o | Gazetted  and | S}, Sandeep Kumar i
and best practices necessary to secure digital assels, ONOE Non-Gazetied oL
protect agaunst cyber threats and contribure 10 a 18.04.2026 Ofcials of State M“h,‘ 19‘“82:&&%44
resilient and secure organizational environment. Government Ms. Teena Chauhan
Mob. 70184-01395
9. ﬁcllt;]ui (::'r'mspon & Child | lﬁﬁiﬂpﬁm ;lrm:mn:;;;ll‘":m: :;a.!m]mldr:rs | days |18.04.2026 gm:::md Im'ﬂ Dr. Khyal Chand
oad Salet : : cded o ensure on-Gazetlec ‘ .
- 4 safe  transportation of children  and promole Officals of Staie P:d':}b' 88949-30726
responsible road safety behaviour, Government Sh. Love Kumar
el Mob.9816156177
10. le'ﬂllllﬂH Programme on | » Hmilllmn is a g::]::Erir Irm_mm;rt for ad:iim*ing Jdays  20.04.2026 1o | Gazetted  and | Dr. Khyal Chand
evollam for "utti excelicnee m public service delivery and  was 99 (1A ¢ . Non-Gazelted .
Edee Le by GONNg |  crapond b flie Sud Adwidet B 22042026 | Officils of Swie | Mob: 88949-30726
Alge evel Stall Comurussion (ARC). It has been developed witly Government Ms. Diksha
the overarching objective of unproving the quality Mob. 75600-71404
ol public service delivery in the State,
11. | Institutional IDisaster | » To tst_ahl:;h i :lnl_t'mrud Iramework that enables Sdays  120.04.2026 10 | Gazetted and Dr. Khyal Chand
Man: » : educational mstlutions 1o prevent, prepare for 0, DO Non-Gazetied 49-3
SH fgement 3 . !RIEIHIIH respond 1o and recover [rom disasters ellectively & 24.04.2026 Ofhiaals of State Mob. 889 0726
ﬂ ?‘I{I)} rﬂr Iiducational ensure  the salety ol  siudents,  stall  and Government Sh' Love Kum;"r
Institutions mfraslrudurc through coordinated planning, risk Mob.9816156177
reduction and cmergency response mechanisins.
[2. | Communication and | * II“ improve - performance and understanding | 3 days  |23.04.2026 1o | Gazetted and Sh. Abhishek Thakur
. 5 ol Juran hdmmr. # N I_{‘,m“:d -
| Presentation Skills * To understand the communication Process, 25.04.2026 {}?I'mia]s ol State Mob. 78079-28736
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ways (o impraove,

To know more about personal communication, ils
goals, outcomes, problems and sirategies lor
Improvement.

Sh. Dinesh Mehta
Mob. 82198-57517

13.| Computer Course on |* To familiarize the participants with the working of | 3 days  [23.04.2026 1o | Gazetted and Sh. Sandeep Kumar
Manav  Sampada (E- | S@plications such as eservice book, MIS 95.04.2026 Eﬁpi;ﬂg}';i | Mob. 94182-66344
Sunins Dok reporting and mobile applications. G . : Ms. Teena Chauhan
Service Book) To impart them necessary skills o work with s Mob. 70184-01395
vanious features ol these applications so that they .
will be able to access/updale  information
elliciently. -
14. | Women-Centric Disaster The main objective of this programme is to | | 2 days 27.04.2026 1o ffm“f‘_l “":! Dr. Khyal Chand
Risk Reduction transiton women [rom being viewed solely as 28.04.2026 N“ﬂ‘}'ﬂ-’-ﬁ“‘ Mob. 88949-30726
: valinerable victims 1o recognizing them as active Officials of State Sh. Love Kumar
agents ol change, leaders, and decision- CGovernment ’ 6156
makers in all phases of disaster management Mob.9816156177
(prevention,  preparedness,  response,  and
recovery). ' -
5. C{}]]]l]uh: Course on To lamilianze and apprise the participants with the 2 days 27.04.20206 to {:“5"-‘3"}"-'! and Sh. Sandeep Kumar
Excel basics of computer application on excel and to 98.04.2026 Non-Gazetled Mob. 94182-66344
: impart them necessary skills 10 work on ollice OMicials of State Wit S Clial
automation, lools available under Windows. Government M{::b. 70184-01395
16.| CCS (Conduct Rules) To make i’:lc participant aw;m{;cul' Elmé:iu;ifmal 3 days 27.04.2026 to gﬂfﬂ;‘:d ::1 ??i;ﬁ;?i:ﬂ
p Prowisions relating to Service & Gener nditions 04. ‘ ob. 85 >
1964 & Procedure . of of Services and to equip the participants with CCS 29.04.2026 [Elfﬁcmls of State 8 Asei Ritivia
Disciplinary Proceedings |  (Conduct) Rules, 1964 and CCS (CCA) Rules, Government i I
under CCS(CCA) Rules 1965 Suspension/ Entilements, Suspension & Mob. !
1965 Reinstatement, Framing of Charge Sheeat &
Holding of Departmental Enquiry, Imposition ol
Penalues. —— S =
Salary and Pension The main objective of this programmes is 1o 1 day 30.04.2026 ed an Sh. Sandeep Kumar
17. Processing Svstem automate, streamline, and secure the caleulation Nﬂ“‘!{ﬂﬂ’ﬂﬂd Mob. 04182-66344
ey and disbursement of employee salaries and retirec Officials of Ste | >0 " L
benefits. It aims to enhance accuracy, transparency, Government Mob. 70184-01395

and eflicency while reducing manual errors and

processing delays.
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readiness, improve commumnication systemns, and
ensure an integraled response mechanisin capable
ol elfectively managing cloudburst and flash Nood

"
S CINCIECNCICS.
12.| Computer Course on To familiarize the participants with the working of 3 days  [21.05.2026 o | Gazetted and Sh. Kuldeep Singh
Manav  Sampada (E-| cepplicaoms such . cscvies book, MIS 93.05.2026 | NowGactied | Mol 70185-68042
Service Book) reporting and mobile applications. Olflicials of State Sh. Love Kumar
mce oo To unpart them necessary skills 1o work with Government - .
vanious features ol these applications so that they Mob.9816156177
will be able 10 access/update  mformanton
ellicently.
13. | Communication and To imprm-c_ performance  and  understanding 3 days  [28.05.2026 to Gazetted and Sh. Abhishek Thakur
Presentation Skills Iszn behaeion - 80.05.2026 Mot Gssing Mob. 78079-28736
o wunderstand  the communication process, Officials of State Sh. Dinesh Met
identifying communication problems and outlining (sovernment » SAENSS Cal
Walys to improve. Mob. 82198-57517
To know more about personal communication, its
goals, outcomes, problems and strategies for
Improvement. :
14.. | Cyber Security To equip participants with the knowledge, skills | 2 days  |29.05.2026 to | Gazetted and Sh. Sandcep Kumar
and best practices necessary to secure digital assets, 30.05.2026 Non-Gazetted Mob. 94182-66344
protect agunst cyber threats and conuibure o a Officials of State Ms. Teena Chaulian
resihent and secure orgamzatonal environmeni. Government Mnb 20184.01395
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Annexure-‘C’

. In compliance with the instruction issued vide letter No.Per(Trg.)B(12)-5/2017 dated
20.11.2019 by the Addl. Chief Secretary(Training) to the Government of H.P. vide
which all the Administrative Secretaries, HoDs, Div.Comms., DCs, Heads of
Boards/Corporation, Registrars of the Universities in H.P. etc. have been requested to
make use of the Portal linked with the “Manav Sampda E-Service Book Software” and
ensure that all the nominations for trainings from their establishments are made only
through this portal(htip./genpmis.hp.nic.in/).

. Please nominate officers well in time and intimate MSHIPA about it as well. It has also
been observed that the participants are often nominated at the last stage without any
information to MSHIPA. Due to inadequate nominations the course has to be
cancelled and the officers nominated at eleventh hour reach to attend the course
which creates embarrassing situation for all. It is therefore requested to nominate
officers well in time and intimate MSHIPA about it as well.

. No family member(s) etc. of participants are allowed to stay in MSHIPA during training.
It is further requested that mobile numbers of nominated officers/officials may please
be mentioned compulsorily in the nomination letters. The above instructions may
please be communicated to the officers/officials who are nominated for training.

. The nominated officers/officials may please be directed not to bring their personal
vehicles during the training programmes due to the shortage of parking space.

. All the nominated Officers/Officials are expected to wear official/formal dress while
coming to this Institute for attending the training programmes.

. All the nominated Officers/Officials may be directed to carry the Debit/ATM Cards with
them to make the payment on account of boarding and lodging charges through
ATM/Debit Card as the Institute has installed PSO Machine for the purpose.

. The Institute also plies its buses in the morning and evening on training days as per
latest schedule available on the website.
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