NE

)

4 :'261}2/ 55
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KRISHI BHAVAN: NEW DELHI-1

F.No.ADMN/7/ 8_(:3/2017—WS Dated the [3 Feb., 2017,

OFFICE MEMORANDUM

Subject: Workshop on Noting & Drafting for Officers and Staff from 11.05.2017 to 12.05.2017
at ISTM, New Deihi.

The Institute of Secretariat Training & Management, New Delhi has invited nominations for
Two days Workshop on Noting & Drafting for Officers and Staff from 11.05.2017 to
12.05.2017 at ISTM, New Delhi. The details of the Programme are as under:-

Objective of the Course: Participants will be able to:-

» Apply functional approach to noting
» Draft an appropriate and effective communication in a given situation

Eligibility: Section Officers/Dealing Assistants.

The officers, who are desirous to attend the said workshop may send their nomination in
the prescribed nomination form through proper channel latest by 15.03.2017 for onward
transmission to ISTM, New Delhi. The Nomination Form is available on ICAR wehsite under
Col. Circular / Work Study Section/ Revised Nomination Form for ISTM training programme.
The nomination may not be sent directly to ISTM until it is approved by the Council.

The officers whao have already attended this training course need not apply. The applicants
will not be allowed to withdraw their nominations after acceptance by ISTM, New Delhi.

,.M N
(Suparna Dasgupta)
Under Secretary{(Ws)
Fax N0.23387293
E-maif ID: suparna.icar@nic.in

Distribution:

1. All Officers/Sections of ICAR Hars, KB.,/KAB-I&[I/NASC through ICAR web-site.
2. All the Directors of [CAR Institutes/NRCs / PDs/Bureaux through ICAR web-site.
3. 180, DKMA, KAB-I, Pusa for uploading the same on the ICAR website.

4. Guard File.
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