
 



  



Annexure-‘A’ 
 

Training Programmes for the month of April, 2023 at HIPA, Fairlawn, Shimla-12  
 

Sr. 
No. 

Name of the 
Programme 

Objectives in brief Duratio
n 

Dates Level of 
Participan
ts 

Course 
Director/ 
Course 
Assistant 

1. Official  
Communication 
Skills : Noting & 
Drafting 

• To understand concept of 
office in government. 

• To develop knowledge in 
Noting & Drafting skills per 
hand book of office 
procedure. 

• To impart detail knowledge of 
record keeping and managing 
files. 

2 days 10.04.202
3 to 
11.04.202
3 

Gazetted 
and Non-
Gazetted 
Officials of 
State 
Governme
nt. 

Sh.Jai Ram 
Kaushal 
Mob.70182-
95741 
Sh. Love Kumar 
Mob. 98161-
56177 

2. RMS for Revenue 
Department 

• Participants will be able to do 
the e-court application, create 
new case, issue summon, 
order upation  working with 
relief application.   

2 days 17.04.202
3 to 
18.04.202
3 

Gazetted 
and Non-
Gazetted 
Officials of 
Revenu 
Departme
nt 

Sh. Sandeep 
Kuamr 
Mob. 94182-
66344 
Ms. Teena 
Chauhan 
Mob. 70184-
01394 

3. Office Procedure & 
Financial 
Administration 

• To acquaint the participants 
with the important provision 
of HPFR 2009. 

•  To acquaint the officers basic 
Income Tax related issues as 
applicable in government 
offices.  

• To make the participants 
aware of various 
Rules/Regulations governing 
the government employees 
like TA/DA, Pension, Medical 
Rules, etc. To made the 
participants aware about the 
procurement procedure in 
government and inventory 
management.  

• To give the participants 
holistic knowledge about 
GPF, CPF, New Pension 
Scheme. To made the 
participants aware of general 
conditions of services with 
emphasis on FR/SR 

5 days 17.04.202
3 to 
21.04.202
3 

Gazetted 
and Non-
Gazetted 
Officials of 
State 
Governme
nt. 

Sh. Parmodh 
Jaswal 
Mob.94188-
15455 
Sh. Jia Lal 
Kamal 
Mob.94185-
11282 

4. Computer Course 
on Manav Sampada 
(e-Service Book) 

• To familiarize the participants 
with the working of ebasics of 
computers and to impart 
them necessary skills to work 
on office automation, tools 
available under Windows. 

3 days 19.04.202
3 to 
21.04.202
3 

Gazetted 
and Non-
Gazetted 
Officials of 
State 
Governme
nt. 

Sh. Sandeep 
Kuamr 
Mob. 94182-
66344 
Ms. Teena 
Chauhan 



• To familiarize and apprise the 
participants with the basics of 
internet and to impart them 
necessary skills so that they 
can able to do net surfing, 
download & upload data, e-
mail, 

Mob. 70184-
01395 

5. Computer Course 
on Excel  

• To familiarize and apprise the 
participants with the basics of 
computer application on excel 
and to impart them necessary 
skills to work on office 
automation, tools available 
under Windows. 

2 days 24.04.202
3 to 
25.04.202
3 

Gazetted 
and Non-
Gazetted 
Officials of 
State 
Governme
nt. 

Sh. Sandeep 
Kuamr 
Mob. 94182-
66344 
Ms. Teena 
Chauhan 
Mob. 70184-
01395 

6. Training 
Programme on 
“Community Based 
Disaster Risk 
Reduction in 
Association with 
HPSDMA 

• Its objective is to encourage 
knowledge and experience 
sharing among communities, 
organizations and other 
disaster risk reduction (DRR) 
stakeholders for the benefit of 
all those vulnerable to natural 
disasters, especially floods. 

3 days 24.04.202
3 to 
26.04.202
3 

Represent
atives of 
different 
NGOs 
from H.P. 

Sh. R.S. Kapoor 
Mob. 94596-
08158 
Sh. 
Chandermani 
Mob. 94590-
49425 

7. Disciplinary 
Proceedings/Condu
ct 
Rule/Departmental 
Enquiry 

• To make the participant 
aware of Constitutional 
Provisions relating to Service 
& General Conditions of 
Services and to equip the 
participants with CCS 
(Conduct) Rules, 1964 and 
CCS (CCA) Rules, 1965 
Suspension/ Entitlements, 
Suspension & Reinstatement, 
Framing of Charge Sheet & 
Holding of Departmental 
Enquiry, Imposition of 
Penalties, 

3 days 27.04.202
3 to 
29.04.202
3 

Gazetted 
and Non-
Gazetted 
Officials of 
State 
Governme
nt. 

Sh.Jai Ram 
Kaushal 
Mob.70182-
95741 
Sh. Jia Lal 
Kamal 
Mob.94185-
11282 

8. Computer Course 
on Power Point 

• To familiarize the participants 
with the basics of 
presentation programme and 
to impart them necessary 
skills to work with various 
features of Power Point 
Application. 

2 days 28.04.202
3 to 
29.04.202
3 

Gazetted 
and Non-
Gazetted 
Officials of 
State 
Governme
nt. 

Sh. Sandeep 
Kuamr 
Mob. 94182-
66344 
Ms. Teena 
Chauhan 
Mob. 70184-
01395 

 

 
 

  



Annexure-‘B’ 
 

Training Programmes for the month of May, 2023 at HIPA, Fairlawn, Shimla-12  
 

Sr. 
No. 

Name of the 
Programme 

Objectives in brief Duratio
n 

Dates Level of 
Participa
nts 

Course 
Director/ 
Course 
Assistant 

1. Right to 
Information Act, 
2005 and H.P. 
Services Guarantee 
Act, 2011 

• To equip the participants 
with the concept of Right to 
Information Act, 2005 

• To equip the participants 
with the concept of H.P. 
Public Service Guarantee 
Act, 2011 

• To make participants 
understand the importance 
of ethical conduct behavior 
at work place. 

• To motivate participants to 
make ethical discussions & 
bring certain positive 
changes in   one’s life. 

• The way we want ourselves 
to be in order to be more 
fruitful to society. 

2 day 01.05.20
23 to 
02.05.20
23 

FAAs, 
PIOs, 
APIOs 
and 
Other 
Officials 
Dealing 
with RTI 

Sh. R.S. 
Kapoor 
Mob. 98174-
57037 
Sh. Chander 
Prakash 
Mob. 94184-
04026 

2. Communication 
and Presentation 
Skills 

• To improve performance and 
understanding human 
behavior. 

• To understand the 
communication process, 
identifying communication 
problems and outlining 
ways to improve. 

• To know more about 
personal communication, its 
goals, outcomes, problems 
and strategies for 
improvement. 

3 days 08.05.20
23 to 
10.05.20
23 

Gazetted 
and Non-
Gazetted 
Officials 
of State 
Governm
ent 

Sh. Parmodh 
Jaswal 
Mob.94188-
15455 
Sh. Jia Lal 
Kamal 
Mob.94185-
11282 

3. Cyber & Network 
Security 

• To protect information and 
information infrastructure 
in cyberspace. To build 
capabilities to prevent and 
respond to cyber threats. To 
reduce vulnerabilities and 
minimize damage from cyber 
incidents through a 
combination of institutional 
structures, people, 
processes, technology and 
cooperation. 

2 days 11.05.20
23 to 
12.05.20
23 

Gazetted 
and Non-
Gazetted 
Officials 
of State 
Governm
ent 

Sh. Sandeep 
Kuamr 
Mob. 94182-
66344 
Ms. Teena 
Chauhan 
Mob. 70184-
01395 



4. Gem & e-
Procurement 

• The participants will learn 
and acquire practical 
knowledge of the 
Government e-Marketplace 
(GeM) Portal and its 
Procurement Procedure 
such as Registration of 
Organization, Creation of 
User Accounts, Placement of 
Order for Goods & Services, 
Receipt of Goods, Bidding 
and Reverse Auction.    

2 days 15.05.20
23 to 
16.05.20
23 

Gazetted 
and Non-
Gazetted 
Officials 
of State 
Governm
ent 

Sh. Sandeep 
Kuamr 
Mob. 94182-
66344 
Ms. Teena 
Chauhan 
Mob. 70184-
01394 

5. Regional Level 
Basics and 
Intermediate 
Training 
Programme on 

Incident Response 
System.  

• Incident response (IR) is a 
set of information security 
policies and procedures that 
you can use to identify, 
contain, and eliminate 

cyberattacks. The goal of 
incident response is to 
enable an organization to 
quickly detect and halt 
attacks, minimizing damage 
and preventing future 
attacks of the same type 

3 days 17.05.20
23 to 
19.05.20
23 

IRS Team 
Members 
from 
Shimla, 
Solan, 

Sirmaur 
& 
Kinnaur 
Districts 

Sh. R.S. 
Kapoor 
Mob. 
9817457037 
Sh. 

Chandermani 
Mob. 94590-
49425 

6. Disciplinary 
Proceedings/Cond
uct Rule/ 
Departmental 
Enquiry 

• To make the participant 
aware of Constitutional 
Provisions relating to Service 
& General Conditions of 
Services and to equip the 
participants with CCS 
(Conduct) Rules, 1964 and 
CCS (CCA) Rules, 1965 
Suspension/ Entitlements, 
Suspension & 
Reinstatement, Framing of 
Charge Sheet & Holding of 
Departmental Enquiry, 
Imposition of Penalties, 

3 days 18.05.20
22 to 
20.05.20
22 

Gazetted 
and Non-
Gazetted 
Officials 
of State 
Governm
ent 

Sh.Jai Ram 
Kaushal 
Mob.70182-
95741 
Sh. Jia Lal 
Kamal 
Mob.94185-
11282 

7. RMS for Revenue 
Department 

• Participants will be able to 
do the e-court application, 
create new case, issue 
summon, order upation  
working with relief 
application.   

2 days 19.05.20
23 to 
20.05.20
23 

Gazetted 
and Non-
Gazetted 
Officials 
of 
Revenue 
Departme
nt 

Sh. Sandeep 
Kuamr 
Mob. 94182-
66344 
Ms. Teena 
Chauhan 
Mob. 70184-
01395 

8. Office Procedure 
and Financial 
Administration 

• To acquaint the participants 
with the important provision 
of HPFR 2009. 

•  To acquaint the officers 
basic Income Tax related 
issues as applicable in 
government offices.  

5 days 23.05.20
23 to 
27.05.20
23 

Gazetted 
and Non-
Gazetted 
Officials 
of State 
Governm
ent 

Sh. Parmodh 
Jaswal 
Mob.94188-
15455 
Sh. Jia Lal 
Kamal 



• To make the participants 
aware of various 
Rules/Regulations 
governing the government 
employees like TA/DA, 
Pension, Medical Rules, etc. 
To made the participants 
aware about the 
procurement procedure in 
government and inventory 
management.  

• To give the participants 
holistic knowledge about 
GPF, CPF, New Pension 
Scheme. To made the 
participants aware of 
general conditions of 
services with emphasis on 
FR/SR. 

Mob.94185-
11282 

9. Basic Computer 
Course 

• To familiarize and apprise 
the participants with the 
basics of computers and to 
impart them necessary skills 
to work on office 
automation, tools available 
under Windows. 

• To familiarize and apprise 
the participants with the 
basics of internet and to 
impart them necessary skills 
so that they can able to do 
net surfing, download & 
upload data, e-mail, 

3 days 25.05.20
23 to 
27.05.20
23 

Gazetted 
and Non-
Gazetted 
Officials 
of State 
Governm
ent. 

Sh. Sandeep 
Kuamr 
Mob. 94182-
66344 
Ms. Teena 
Chauhan 
Mob. 70184-
01395 

10. Official 
Communication: 
Noting and 
Drafting 

• To understand concept of 
office in government. 

• To develop knowledge in 
Noting & Drafting skills per 
hand book of office 
procedure. 

• To impart detail knowledge 
of record keeping and 
managing files. 

2 days 29.05.20
22 to 
30.05.20
22 

Gazetted 
and Non-
Gazetted 
Officials 
of State 
Governm
ent 

Sh.Jai Ram 
Kaushal 
Mob.70182-
95741 
Sh. Love 
Kumar 
Mob. 98161-
56177 

 
 
  



  



 


