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Name of course Period

course
Last date for
submission
of
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Level of Officers
required for
nomination

Mode of
Training

Two Days online
workshop on
"Noting and
Drafting".

25/03/2024 to
26/03/2024 29/02/2024

Section

Officers/Assistant
Section

Officers/Dealing
Assistant

Online
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*TTICT OT T}"IE CONTROLLfift Grr'JTRAL Or DEFTNCT ACS*U'{T$

xf*c{nr qi f$wrw eK sffis}
CENTRE FOR ]'idAI\iIi{G ANr brvilLOPMrN"}' {CXNTRAD}

NEAR ARMY $A$r LjOSpITAI,, HRr{R $*UARr,
D€LHI CANIT.-11OO,IO

.#Tph : 011, ?56824$7, ?5S94?$81$s &rwFex ; 011-?5s9a308

*&"Y€" r:rail : tr$div" i:rar.cgda@nic.ir

r$ ,T'
f-'t ,/ i Ali PCsDtuCsDA
- ,/ -r Ail PlFAsitFAs

ti* TDlANll C1 3iTrg-f t 12023-24

S uhjeet:

iThr*ugh W&F{ tlnty}

Datecl 22 Al.2At.t

jSTr\4, under ihe Deptt. of Fersonnr:l & Training (DoPT) is organizing the unrierinen:i*n*d Training if,rcgrammes lar the olficars of Ministiies/DepartmenL or Govt. of lncjia:

r -i * i *t- -t *-r---
i^ . l. , jl.ast dalelor llevelof_offjcer$ r., rll l\o:Nams QI co-trrsrr iPpttpd-sf aeur$-s lsubrnis-sion-of lrequrrexttai l*SE-ol li i I lilmbatan - hffi6rff lrrainss 

il*,-!illl'lill-i--r"-"--llrl-jfwr: Dery* onlinej I l$sctian officers I
,vr1;li:.i1rr;r oll l5t}l,'24 :-a | :Al::isiart

{n n 4 4^A i

lrv,.:t lisi'ti;i: etl; 25r 0?l2ri io i iAlsislant i-,"rjcrinir *,,, t -iat'aazf ,, 2$.a2 2a24 ,;]::ii:: 0fficcrs,' online
' I J I irl), a{.,r,^''.- .,,,,,y lt)r;aling

:' hlornination form for the abcve workshop/lrarning is tc be fillecl by the officials
n*min;*teei thr"ough lSTl\d w*bsite link as mentioned in their nr:rifieation (copy encloserJ). Th*
sp*nsorlng Jetters may be sent to lSTh4 separateiy by [mail/Fax" A copy of course ceiaiil
rs *nclosed h*rs?;ith for ruudy reference .

3. 'fhere 
r$ no course fee fc,r of_frcers o{ the central Governrnent"

;l &s the cfir"lr$ is in anline msde sc cnly such oilicers should be nominated r3;no niay;llt*i:ri thcss rroSr;irnffi*s oil whole time i:asis anc! l"raving proper internet connectivity ane.lilr:rnputerllapiop fac:iily, Any olficerslofliciats. ,,,^rhc has aireacy attonrjed srrnilar.
u"*rkEhnpitraining conejuctoo hy l$TLl. rn*y nnt i:e nc:nrinalerj. Naminations of *irgibl*
rt'licri:is c*rxplcte in aii r"erpects sitoulC reacl-r lsfl\rt latest hy abcve nrenttoned d*te asi;:iji;at*rJ in par* 1 nbnve ,
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n. The names Oi the $elect*C cardrcJa.es '.'rl

'iwrr*-w" islm,g0*v-in) and nCI $uparate comrnunication

Tire relore ail sponsoring authority should en$ure that

arlpear on the wsbsitre should be reiieved fot"the cour$e .

Copy to :

{i) The Ofiicer-in-Charge
lT&S Wing, CGDA HQrs,

A copy of the nomination detail may also be forwarded io this section for our reco'd'

nominaled officers may also be directed ;o subnrit soft copy of lhe r'naterial' received

|STM during training. to CENTRAD along with Feedback repori of the"crogran':rne

/'t -^ ^rFJ
[a i r*dn Aj:

| ' (sanjiv Kumar)
AAo(Trg)

be pubfished 0n ISTM website

to the Parti*iP*nts will be issued.

CInly thsss candidates whose name

Fcr uploading on WAN Please .

l-\ ,?/
-,'frsr-

{Sanliv Kurnar}
AAo{TrcJ
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FrNd: Onli*r Two Day* llYorkshop on
Mar*h,2024.

a, -.'i,
CENTRAO BRAR SQUARE :. ':'}

"Noting & Drafting" is scheduled to be conducted from 25th to 26th

/
Frorn : AN-lll {$ection}, Olo CGOA <*niii.cgda@nic.in> Mon, Feb 19, 2024 03:04 PM

$ubject : Fwd: Online Two Days Workshop *n "Nollng & Drafting'' is schsdulad to
be *cnducted fram ?Sih to Z$th [4arch. ?024,

Tc : CHNTRAD BRAfq $AUAR[ <trgdiv-brar.egda@nie.in>

please refer trail mail far {urlher necesssry aclicn please
regards
AN-'II

Frcm;''AN Dis*ipline Vigiixnce" <discipiine.cgila$nre.in>
To: "AN-ilt i$*ctitn), 0/n CG{}A" <aniir.cgda@nic in>
Sent: tulcnday, F*truary 1$, ?0i4 12.3i.44 Ptu1

Subjoct: i:r.",ri: Oniine Twr: DaSr* lY*rkshrp *n "irlrtirrg & Or;lf1iile " js sch*duled tr bc conductecj from 2Sth ta
2ulr, tiarcn. 2il2*.

Frcnr: .lSTM" <nor*ply.istm@nic,in>
Ts: dirwzwscmum@yahcol.in
$*nt: Friday, February 16, ?CI24 5:44:59 PM
$ubject: Cnline Two Days Worksh*p on "Noting & Dr*fting'is sehedu!*d tr be c*nelucied kom 2$th to ?6th
March, 20!4.

)it";tr.,laoarn

An Cniine Tlvo Days Workshop or",t "Notins & Draning'' tS $Cfieduled to be
conducted frorn :sth tn z6th March" r0?4. The details of the workshop, its contents,
eiigrhiiity condilion, procedure {cr" nomination and other inforrnation are given
Annexure-i

2 Nominalicn forn'i for ihe workshop may be filled online
3l 11111:: 'rq.,1,',1r.q!!i!-i.gov"rrjttfrrrqj"sl.iltLt.,:*ll.tl!lf!_ll,ulr_ir,i-lnt lt nray kindly be nOteC ttrat rt iS

rnandatory to fill form online" i-ir)wgver, the nominses mu$t ensur* that lris/her
nomination is cleared by hislher $ponsoring authority. Tho sponsoring
*uthr:rity ieiler's is also to be compulsorily se nt separatoly by posU ema;1.

3 lt is requssted that whiie r'laking nominatiCIns the levei and lype of
Darl,c,panIs as indicaterl in ihe ',,Alcrkshcp lnforrratian Sheet, may ktndly be
borne in rrrr:rj An officer whfi has alreaiiy attended similar workshop
canducted by ISTM or any nthe r shoutd not be norninated for tlris
workshop. Ncminatians af *lrEihie cfficers complats in sll respect shcr-rld
reaeh th* undersigned laiest by:stl'' February, 2024.

4. Only such candiCates, who$c riCIminalions are accepted ior the
Workshop 'ny the lnstitute of Scci"etariat Training & Management, wouid be
ailowed t* join lh* lvor"kshop. ii is, therefor*. reiteratod that nomtnees shoulo
b* relieve d only after acceptance by the lnstitute. The acceptanca of nonrination te*er

Litfi!iri'{ful jl.Ur,v,in/i:i l:rintmessarle?iC*f :-41i1?&tn*Asia,iKolkala&xinr*1



1,.e.1 -.,1r; :".:
341448t?#&{P$pffiS&d in tsrill */ebsirs -wu}Lt$m,sov.in one month prior to starting of the

workshop and n$ $eparate communication by post wsuld be is*ued,

S. There is no cours* fet* for empioyet:$ of Central Gavt.l$tale Gcvt.l Attached r:fficr:i
$L;Ltcrdirate office. However, a cour$e fee of Rs.?0001- p*r partinrpanl will be cnargeil in
;rdv;,rnfle in leslL*ct of such officer* nl Pr-tbiic li*c;hi'UndcrtakinglAuicnanrcus ilr:rJres
who rnay b* grant*rJ admission rn the cou!"sr. (loi.rrsc fee rs r*qur*d tn bt paid llrrotrqlr
a Bank Draft in favour of, raO {DP&AR}, New Deihi payable al New Delhi. Th* cc;urse fee
may b* s*nt hy speed post in aCvance after 1i:e parlicipat:cn is car,firnred. lf the courst:
fee s lrot oaic in ad';ance. aool,calt'.^,rrl rot ce adr'r1tec to tt't; CroJram";u u',err after
the confjrmation of iho partrcrpation.

Annexure-l

\

Code

Title

Buration

)#,s rk $h g p-" h rltl-ril; nlt-qn$ h* ct

WND48

Wr:rkrhop *n Noting & Orafting (CIFlLlt{f MODE}

? Days {From 26th to 26th March, 2024)

Objective of th* Sourse:

Parlicipants will be able to:. Apply functional approach to noting;
' Cffective oommunrcation in a giv*n situation.

Methodology

The workshop vriil be organrzerj on highly parlicipative lines. The trainin0 meth*rls
will inciude, lecture, Cas*:;tudy, Discussion on actr.ral problenrs faced in dealing tviin
sp*nific $a$e$, etc.

fi ligibil ity Conditions

Thc workshop is m*ant fnr Ssctiorr Offlcersl Assistant S*cti*rr Cirir:*ru1 Deaiinc;
Assisiants.

Course Capacity

Tne maximum number of pariicipants that can be acliritted to lire l;orkshop rs .11)

Hcminations for the Course

Eligible and interested
paiicula.s of tht: rrurninees nray

i:*fcre ?4lh febru ary, 2fr24.

C*urse Fes

offi*ers may i:e nominatecl for the vu,orksh*p. The
be sent tc the Course Director so as tn reach lrtrn

Thera is ,1o cour$e fe* for employees ol Ccntral Govt,l$late Govts.l Att*rhed officel

$uborrJinate offiec. However, $ colrrse fee of fts. 2000/- pcr" parlicipar:t r,vill b* chargeC in

advance in resp*cl *l suclr officsrs af PuhIc $ecinr Undertaking;lAutnncmous Scdies
,'vhr: may br* grant*d admission in tire corr$*. Cnurse fee is recurred ta le paid thrcugh

l:r:tr,al .Ii:v.it^,ih::nrinlmrsEai:alitl*C.'."?,1'l l7&tz=Aqial{nlk,1l;il;{im3l 1 !1.



in lavcur cf, PA0 (op&Aft), New Oelhi nayable tt New Dethi. 
"l"he course fee

rney be sent by spsed post in advance after the participation is confirmed. lf the course
fe* is nst paid in advance, applicant will not be admitted to the prosramme even after
the confirrnation of the participation.

NOTE: Nar:res of Candrcates whose nnrninations are accepted by ISTM vrill be
*rsrilay*cl on the websrte of lSTt\''l i,*. www.istrn.gov,in. Th*y nray be relievsd nniy after
display nl li-:ejr ilante an the v-,ersite of lSTful. No separate c*mmunication by posl would bc
issueri hy ISTM and therefare the $ponsoring Authority/Partricipants are a{rvise{, to check thn
vrebsile of I $TM i.*. UtuUuElm.g_eJj!

)* 'Z--r
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