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 REGISTERED POST 
MOST !MMEDIATE 

No. EDN- H (21) 8 (15) 05/2010-HIPA-
Directorate of Higher Education 
HimachaJ Pradesh 

The Director of Higher Education 
Himachal Pradesh 

From:

To 
1 
2 

The Principal, G.C ....................... District.. .............................. H.P. 
All the Dy. Directors of Higher Education, in Himachal Pradesh 

Subject:

Memo: 

Training Bulletin for the conduct of Training Programmes at 
HIPA during the month ofAugust, 2016. 

The Himachal Pradesh Institute of Public Administration, 

Fairlawn's Shimla-12 is organizing Training Programmes at HIPA during the month of 

August, 2016. Sufficient slots have been allotted to Education Department and apart 

from this a requisite nominations have been requested\tordifferent date and different 

programmes. The extract of the programmes is enclosed herewith as per Annexure-A 

along with quota to your district. 

You are, therefore, directed to attend/depute Officers/ Officials 

for training programmes to be conducted by the HIPA as per the allotment on 

scheduled dates. So that the slots allotted to the Department could be utilized fully. 

The employees who have already attended the same may not be 

deputed again. While deputing the employees it may be kept in mind that opportunity 

may be given to all the employees in rotation. The particinat!on of your district is 

mandatory. Non-compliance of orders will be viewed seriously and disci!Jlinary 

action as wan·anted under the rule will be initiated a~ainst the defaulters. 

Further, on completion of the training programme he/she shall 

submit the feedback report on the proforma to the head of institution who will send 

the same to the Department for taking further action.\ 

()1\u__ 
(Dr. B. L. Vinta) 
jt. Director of Higher Education 
Himachal Pradesh 



---

Endst. No. Even Dated: Shimla-17100:! the 
Copy for information to:

1 The Director, Himachal Pradesh Institute of Public Adm inistration, Fairlawn's 
Shimla-12 w.r.t. his letter No. HIPA (Trg.) G-15/04-XJJ-dated: 02.07.2016. 

2 The St rintendent, Establishment-! Brapch, Directorate of Higher Education, 
Hi chal Pradesh. 

he Superintendent (Computer/IT Cell), Directorate of Higher Education, 
Himachal Pradesh is hereby requested to upload the same on departmental 
website. ' 

4 Guard file. J..... 
jt. Director of Higher Education 
Himachal Pradesh 



Training Programmes for the Month of August, 2016 

Duration 1 Dates ILevel of ParticipantsName of the I Objective in brief 
Programme 

1. Office Procedure and 1:.- To make the participants understand 6 Days 01.08.2016 
Finanl.:ial budgeting and accounting procedure in lO 

Government.Administration. 06.08.2016l.,.. To acquaint the participants with the 
important pronsion of llPFR 2009. 

'•,.. To acquuull the officers basic income tax 
rdated issues a..; applicable in 
Government Onices. 
To make the participants aware or various 
Rules/Regulations Governmct1l 
employees like TAIDA, pension, ~Icdical 

Rules etc. 

To make the participants aware about thl.! 
procurement procedure in Government 
and inventory management. 

To give the participants holistic 
knowlt.:dge abom G.P.F., C.P.F., New 
Pension Scheme. 

To make the participants aware or 
general conditions of sen ices with 

I emphasis. 
[ 2. I Noting and Drat1ing To understand the concept the office in 3 Days I 01.082016 

Government. j to 
To develop knowledge in Noting & 03.08.2016 
Drafting Skills as per hand book of 
Office Procedure. 
To impart detail knowledge of record 
keeping managing files. 

1 3 . J Basi~ Comput~I~ To familiarize and apprise the 5 Days 01.08.2016 
Cowse on W01k, patllctpants wtth the bastes of to 
lntemet & E-mail. computer and to impart them I os.o8.2o t6 

necessary skills to work on ofllce 
automation, tools available under IWindows. 

0 To familiarize and apprise the 
participants with the basic of internet 
and to impart them necessary skills so 
that they can able to net surfing, 
download & upload data, e-mail, 
attachment etc. 

4. Communication and ,..\ To improve pl!rformance and 3 Days 1 08.08.2016 
presentation Skills. understanding human behavior. lO 

I• 
,I"' Io understand the conununication process I j to.o8.20t6 

identifying communication problems and 
outlining ways to improve. 
To know more about pcrsonal Icomn1unicntion, its goals, outcomes, 

roblems and strate!!,ics for im rov;;:ment. I 
5. Importance of Ethics • To understand the importance of 3 Days 10.08.2016 

and Value ethical conduct behavior at work to 
place. 12.08.2016 

• To motivate~ participants to make 
ethical discussions. 

Newly promoted 
School Principals two 
each Bilaspur, 
Chamba and 
llamirpur District. 

Clerk one each from 

DDHE Kinnaur,
! 
Mandi, Shimla, 
Chamba, Kangra, 
1

~irmour and Una 
,District. 

Superintendent one 
each from Kangra, 

I
Kullu, Kinnaur, L & 
Spiti and Mandi 
District. 
I 

College Principal 
from G.C. Nahan. 
Poanta-Sahib, 
Rajgarh, Shillai anc 
Haripurdhar. 

I 
pchool Principal! 
rrwo each fron 
1Bilaspur, Chamba anc 
Hamirpur District. 

I 



I 

Service Delivery ;.... 	 To identifY the need of Public Service 

Citizens, Charter and 	 Delivery. 
To create awareness among theSevottam :;... 
participants for time bound Service 
Delivery to Citizens and to maintain 
consistency and excellence in PuQlic 

3 Days 16.08.2016 College P~·;ncipal 

to from G.C. Sangrah, 
18.08.2016 I Sarahan, Ghumarwin, 

Bilaspur and 
Jhandutta. 

Service Delivery. 
1).> To enhance the capability of 

participants to formulate Sevottam 

~--~------------------~--~C~o~m~lc~ai~n~t~C~it~iz~.e~n~C~I~1a~rt~e~r.~--------~~------~~~~~~~~~~----~----
Co1nputer Course on IJ.. To familiarize the participants with the 3 Days 18.08.2016 Echool Principals two 

Power Point. basics of presentation programme and to each from Kangra, 
to impart them necessary skills to work 20.08.2016 Kullu and Kinnaur1 

with various features of power point l I o· · 
applications. 	 lStnct. 

1 

Audit and •:• 	 Audit, its importance and role of CAG 3 Days 22.08.2016 I School Principals two 
Performance Budget 	 with respect to the audit. to each from L &Spiti, 

To make aware with performance 24.08.2016 Mancli and Shimla 
budgeting & zero bJse budgeting. District. 
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. 

8. 

9. Disciplinary •:• To make the participants aware of 3 Days 
Proceedings/Conduct constitutional provisions relating to 
Rules/Departmental service & general conditions of services 
Inqui1y. and to equip the participants with CCS 

(Conduct) Rules, 1964 and CCS (CCA) 
Rules, 1965 Suspension/Entitlements,

1 Suspension & Reinstatement, Fra ning 
of charge sheet & Holding of 
Departmental Inquiry, Imposition of 
Penalties, Review & Appeal) and 
(People with Disabilities)PWD Act, 
1965. 

Computer Course on10. .:. To familiarize the participants with the 12 Days 
IFMS (E-Salary, E working of e-applications such <IS c-

IVitran, E-Pension, 1	 vitran, e-pension, budget processing 

and NPS.
Budget Processing and 

To impart them necessary skills to I 


NPS. 	 r:· work with various features of these 
applications so that they will be able to 
deal official/ financial matter efficiency. 

11. I Computer Course on p To familiarize the participants with the 
Manav Sampacla (e working or e-applications such as e-

service book, MIS reporting and mobile salary, e-scrvice book, 
applications.MIS Rep01ting, 

I() To impart them necessary skills toI Mobile Applications) 
work with various features of these 
applications so that they will be able to 

2 Days 

22.08.2016 
to 
24.08.2016 

26.08.2016 
to 
27.08.2016 

J 

Superintendent two 
each f.i·om Solan, 
Sinnour and Una 
District. 

Newly promoted 
School Principals two 
each from Kangra, 
Mandi and Shimla 
District. 

29.08.2016 ~College Principal 
to trom G.C. Orang, 
30.08.2016 Seraj, Ladbharol, 

~andhole and 
Rewalser. 

I I 

access/update information efficiently. I 

Oflice Procedure and Senior Assistant one 
Financial 

12. ·:· As mentioned at Serial No.1 6 Days 1 29.08.2016 
to each from DDII~ 

Administration. 03.09.2016 Bilaspur, Chamba 
Hamirpur, Kangn

I and Kullu District. 

I 

I 



Communication and ).- As mentioned at Serial No.7. 
presentation Skills. 

1~ 	 To equip the participants with the14. IRight to Information 
concept of Right to Information Act, 
2005. 

Act, 2005 and H.P. 
Public Service ,. To equip the participants with theGuarantee Act, 2011. 

concept of H.P. Public Service 
Guarantee Act, 2011. 
To make the participants understand 
importance of ethical conduct behavior 
at work place. 
To motivate participants to m<:~ke 

ethical discussions & bring certain 
positive changes in one's life. 

,..' 	 To ch<:~nge one's existing habits & bring 

change in the way we want ourselves 
to be in order to be more fruitful to 
society. 

Y 	 To list out salient fealures and 
principles of Public Service Guarantee 

Act. 
Working with •:• To Familiarize the participants with the 
Tablel/Smart Phone 

15. 
working of tablet/smart phone and to 

using Android. 

I 
impart them necessary skills with 
various features of Android application 
so tl1at they will be able to download 

29.08.2016 Newly promoted 
to School Principals two 

131.08.2016 	 each from Shimla, I 
Solan and Una ' 
District. 

3 Days 29.08.2016 Dealing Assistant 
to \.vho dealt RTI 
31.08.2016 matters one each 

from Dy. Director or 

Higher Education L I
I	& Spiti, Mandi, 

Shimla, Solan and 
Sinnour Distri<..:t. 

2 Days 	 02.09.2016 Newly promoted 
to School Principals two 
03.09.2016 each from Bilaspur 

Chamba, Hamirpur 
d U D' · j11 	 11 1 1 

I Apps with various A•Jps Surfing net et""c_. __,_l_ ____._______...JI_n__ ___a__s_tr__c_L_---' 
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Annexure-'S' 

HIMACHAL PRADESH INSTITUTE OF PUBLIC ADMIN ISTRATION, HIPA 
FAIRLAWN, SHIMLA-171012 ' 

INFORMATION SHEET 

PROGRAMME TITLE: ____________________________________________ 
.. 

w.e.f. (DD/MMIYY)_______________to (DD/M MIYY) __________________ 


Name ________________________ 


Designation:__________________ 


Level: 


Office Address: 


City: ---------------State : ___________ 

Pin:----------------------
Arrival Date: ---------------------Departure 

Date 

PERSONAL DETAILS: 

Name: 

Fathers Name: 

Gender: M F ______ Date of Birth: ___________ 

Religion: 

Qualification: _____________ 
Category:---------

IDENTITY: (carry your 10 card at the time of training) 

AADHAR CARD: 

PAN CARD: VOTER 

10:---------------------------CONTACT DETAIL(S): 

E-maiiiD: 
---~------------

Phone number (s): 

Office_--------------------- 

Home 

Mobile 


ANY OTHER INFORMATION: 

For any queries please contact: 

Himachal Institute of Publ ic Administration, 

HIPA, Fairlawn, Shimla-12 


u rl: http://hipash imIa.nic. in 
email: hipa-hp@nic.in, 
pmu2-sird@hp.gov.in 
Fax: 0177-2734679 
Phone: 0177-2734777/666 

Candidate's Signature: 

Sponsoring Authority 
(Name, Designation with contact deta ils) 

OFFICE USE ONLY: 


DIARY NUMBER: TRAINING ID: 



