




 Annexure-‘A’ 
 

Training Programmes for the month of April, 2021  at HIPA, Fairlawn, Shimla-12  
 
 

Sr. 
No. 

Name of the 
Programme 

Objectives in brief Duration Dates Level of 
Participants 

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. 

 To list out salient features and principles of Public 
Service Guarantee Act, 2011 

3 days  05.04.2021 to 
07.04.2021 
 
 

FAAs, PIOs, 
APIOs and 
other officials 
dealing with 
RTI. 

Dr.Rakesh Sharma 
(Mob.94180-95808) 
Ms.Kamal Sharma 

2.  Ethics and Values in 
Government 
Services.  

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

 To motivate participants to make ethical discussions. 

3 days 05.04.2021 to 
07.04.2021 
 

Senior and & 
Middle Level 
Officers of State  

Sh.R.S.Kapoor 
Mob.98829-70204  
Ms.Ankush Baryan 

3.  Noting and Drafting  
 

 To understand concept of office in Government. 

 To develop knowledge in Noting & Drafting Skills as per 
hand book of Office Procedure. 

 To impart detail knowledge of record keeping and 
managing files. 

3 days 05.04.2021 to 
07.04.2021 

Non-Gazetted 
Officials of the 
State 
Government.  

Sh.Ajay Kumar  
(Mob.94180-43255) 
Sh.Ankush Baryan 

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

 To familiarize the participants with the working of e-
applications such as e-service book, MIS reporting and 
mobile applications.  

 To impart them necessary skills to work with various 
features of these applications so that they will be able to 
access/update information efficiently. 

2 days  12.04.2021 to 
13.04.2021 

Gazetted and 
Non-Gazetted 
Officers of the 
State Govt.  

Sh.Sandeep Kumar 
(Mob.94182-66344) 
Ms.Teena Chauhan 

5.  GeM & 
e-Procurement  

 T he 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  16.04.2021 to 
17.04.2021 

Gazetted and 
Non-Gazetted 
officers of State 
Govt. 
Departments.  

Sh.Sandeep Kumar 
(Mob.94182-66344) 
Ms.Teena Chauhan 

6.  Service Delivery/ 
Citizens’ Charter/ 
Sevottam.  

 To identify the need of Public Service Delivery. 

 To create awareness among the participants for time 
bound Service Delivery to Citizens and to maintain 
consistency and excellence in public service delivery. 

 To enhance the capability of participants to formulate 
“Sevottam” Compliant Citizens Charter through 
consultative and participatory approach. 

 To enable the participants to explain the importance of 
Good Governance and to ensure quality services in time 
bound manner. 

3 days 22.04.2021 to 
24.04.2021 

 
 
 
 

Senior and 
Middle level 
officers of State 
Govt. 
Departments.  

Sh.Vijay Sofra 
Mob.94180-40916 
Ms.Ambika Kashyap 
 
 

7.  Disciplinary 
Proceedings/Conduct 
Rules/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 22.04.2021 to 
24.04.2021 

Gazetted and 
Non-Gazetted 
Officials  of State 
Govt.  
 

Sh.Diwaker Sharma 
(Mob.9882380628) 
Sh.Ankush Baryan 
 
 

8.  Audit and 
Performance 
Budget.  

 Audit, its importance and Role of CAG with respect to 
Audit. 

 To make aware with Performance Budgeting & Zero base 
Budgeting. 

 To explain plans and strategies to match current state of 
audit, performance budgeting & performance 
measurement with global standards. 

 To acquaint them with the dealing of PAC/CAG Paras 

3 days  26.04.2021 to 
28.04.2021 

Gazetted Officers 
of the State Govt.  

Sh.Vijay Sofra 
Mob.94180-40916 
Sh.Ankush Baryan 

9.  Office Procedure and 
Financial 
Administration  

 To make the participants understand budgeting and  
accounting procedure  in government.   

 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. 

 Getting the participants familiar with online applications. 

 To acquaint the participants with HIMKosh-IFMS,e-kosh, 
financing reporting system, e-salary, e-vitran, budget 
distribution system, budget preparation, estimation, 
allocation of budget in different heads of accounts, 
preparation of supplementary budget, budget re-
appropriation, generation of  annual financial statement, 
e-chalan- government receipt accounting system, e-
service book.      

 To acquaint the participants about Non-Banking Financial 
Companies and various financial instruments available in 
Indian Markets. 

5 days  26.04.2021 to 
30.04.2021 

Gazetted and 
Non-Gazetted 
Officials of all the 
State Govt. 
Departments.  
 

Sh.Rahul Lamba 
(Mob.94181-55252 
Sh.Kamal Sharma 

***** 
 



Annexure-‘B’ 

Training Programmes for the month of May, 2021  at HIPA, Fairlawn, Shimla-12  
 
 

Sr. 
No. 

Name of the 
Programme 

Objectives in brief Duration Dates Level of 
Participants 

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. 

 To list out salient features and principles of Public Service 
Guarantee Act, 2011 

3 days  03.05.2021 to 
05.05.2021 

FAAs, PIOs, 
APIOs and 
other officials 
dealing with 
RTI. 

Dr.Rakesh Sharma 
 (Mob.94180-95808) 
Ms.Kamal Sharma 

2.  Communication and 
Presentation Skills.  

 To improve performance and understanding human 
2behavior. 

 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  03.05.2021 to 
05.05.2021 

Gazetted and 
Non-Gazetted 
Officials  of the 
State Govt.  

Sh.R.S.Kapoor 
Mob.98829-70204  
Sh.Ankush Baryan 

3.  Basic Computer 
Course on Word, 
Internet & E-mail 

 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, 

5 days  03.05.2021 to 
07.05.2021 

Gazetted and 
Non-Gazetted 
officials.  
 

Sh.Sandeep Kumar 
(Mob.94182-66344) 
Ms.Teena Chauhan 

4.  Good Governance for 
Transparency.  

 To make aware the participants with the concept and 
emerging trends in Good Governance. 

 To highlight the need for improved Governance in the 
changing economic and social circumstances.  

 To acquaint them with the (People with Disability) PWD 
Act, 1995 

3 days  10.05.2021 to 
12.05.2021 

Sr. and Middle 
level officers of 
State Govt. 
Departments 

Sh.R.S.Kapoor 
Mob.98829-70204  
Ms.Shaloo Mehta  

5.  Mukhysmantri Seva 
Sankalp Helpline  

 To apprise and familiar the participants with the portal of 
Mukhyamantri Seva Sankalp and role of Nodal Officer, 
L1, L2, L3, L4 and others.   

1 day  15.05.2021 Nodal Officer, 
L1, L2, L3, L4 
and others.   

Sh.Sandeep Kumar 
(Mob.94182-66344) 
Ms.Teena Chauha 

6.  Service Delivery/ 
Citizens’ Charter/ 
Sevottam.  

 To identify the need of Public Service Delivery. 

 To create awareness among the participants for time 
bound Service Delivery to Citizens and to maintain 
consistency and excellence in public service delivery. 

 To enhance the capability of participants to formulate 
“Sevottam” Compliant Citizens Charter through 
consultative and participatory approach. 

 To enable the participants to explain the importance of 
Good Governance and to ensure quality services in time 
bound manner. 

3 days 17.05.2021 to 
19.05.2021 

Senior and 
Middle level 
officers of State 
Govt. 
Departments.  

Sh.Vijay Sofra 
Mob.94180-40916 
 Ms.Ankush Baryan 
 
 

7.  Office Procedure and 
Financial 
Administration  

 To make the participants understand budgeting and  
accounting procedure  in government.   

 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. 

 Getting the participants familiar with online applications. 

 To acquaint the participants with HIMKosh-IFMS,e-kosh, 
financing reporting system, e-salary, e-vitran, budget 
distribution system, budget preparation, estimation, 
allocation of budget in different heads of accounts, 
preparation of supplementary budget, budget re-
appropriation, generation of  annual financial statement, 
e-chalan- government receipt accounting system, e-
service book.      

 To acquaint the participants about Non-Banking Financial 
Companies and various financial instruments available in 
Indian Markets. 

5 days  17.05.2021 to 
22.05.2021 

Gazetted and 
Non-Gazetted 
Officials of all 
the State Govt. 
Departments.  
 

Sh.Rahul Lamba 
(Mob.94181-55252 
Sh.Kamal Sharma 

8.  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  24.05.2021 to 
25.05.2021 

Gazetted and 
Non-Gazetted 
officers of State 
Govt. Deptts. 

Sh.Sandeep Kumar 
(Mob.94182-66344) 
Ms.Teena Chauhan 

9.  Disciplinary 
Proceedings/Conduct 
Rules/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 27.05.2021 to 
29.05.2021 

Gazetted and 
Non-Gazetted 
Officials  of 
State Govt.  
 

Sh.Diwaker Sharma 
(Mob.9882380628) 
Sh.Ankush Baryan 
 
 

10.  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. 

3 days  27.05.2021 to 
29.05.2021 

Gazetted and 
Non-Gazetted 
Officers of State 
Govt.  

Sh.Sandeep Kumar 
(Mob.94182-66344) 
Ms.Teena Chauhan 

***** 






