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(U. P.)

Preg. Ma. T-73: Workshop on "Administrative Vigilance, Investigation, Disciplinary Procedures &
Departmental Inguiries and Handling Court Cases™ From 16" to 18" September 2019 at Kochi,

‘Qi \?)\Fmg. Ne. T-T4: Workshop on “Essentlal of Procurement Management, E-Procursment {using GPP) -
@ & Governmant e-Market Place (GeM 3.0)" From 17" to 19" September 2019 at Kochi.

Frog. No. T-74B: Workshop on “Personal Effectiveness and Behavioral Skills for Executive
Becretaries, PA/PS, Adminisirative Personnel & Office Staff” From 23™ to 25 Sept. 2019 at Goa.

Prog. No. T-T5:; Workshop on "En#nnclnﬁni‘mducﬂvlty in Office through Leadership Developmant,
Motivation & Teamwork™ From 14" to 18" Octobar 2019 at Manali (H. P.).

Prog. No. T-T6: Workshop on “PLANNING FOR HAPPY RETIREMENT LIFE” From 16" to 187
'Dtlﬂ_h'ar 2018 at Manali (H. P.).

Prog. No. T-T6B: Workshop an “Administrative & Establishment Matters” From 17" to 18" October
2018 at Manali (H. P.).

Dear SitMadam,

Enciosed please find Brochures on the abowe Tralning Programme to be organized by us. Ours s an organization with
specialization in training of human resource, which ks an essential ingradbent of all organizations. Our main alm has always
bean to provide the best training inputs and training technigues to the participants sa that thoy also bocome capable of
providing the necessary guidance.

Qur Institute (SIERD). is organizing Training Programs on various subjects for tho benafit of the officers warking in Govt.
Departments, Fublic Sector Undertakings, Autenomous Bodies eoft, for a considerable time. The programme are
conductsd on & highty participative basis by highly experenced professional facultiesorganisations having an indepth
sxperience on the subject bath as a Tralner and & career Burssucrat.

you to forward nominations fer the above programmes from your organizations as par the nomination Sarem sl
{1 overieal where the details of course fee eic. have beon indicated. Assuring you of our best Servics.

ba glad ta have the nomination

Cordially yours 5?\(23?'
%'ﬂ Note: Kindly do inform us about nomination through E-mail /
L]

your Orpanieations.

Meara) Kurmar
pandinator (SIERD) Fax / or Speed- Post to aveid inconveniences of delay in Courier
& Orrdinary Post.
Encl: The Programme Brochure
X 1':-3;.._-}!'! ‘(Back Galil, |-Block, Wast Sagarpur; New Delhd - 110046, Fax Mo, 01 1-Z5590231
@ :ﬂﬁﬂi ; Wehshto: wwnw, stord.org E-mail: sierd@ rediffmail oom) nfodsberd.org
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Prog. No. T-73: Workshop on "Administrative
Vigllanee, Investigation, Disciplinary
Procedures & Departmental Inquiries and
Handling Court Cases" From 16" to 18™ Sept.
2019 =t Presidency Hotel, Kochi.

Prog. No. T-T4: Warkshop on “Essential of

Procurement Management, E-Procurement

(using CPP) & Government e-Market Place
(GeM 3.0)" From 17" to 19™ September 2019

at Presidency Hotel, Kochi.

whao are dealing/liely 1o deal in fuiure.

cou OUTLINE: -

¥ DOver View of Administrative Vigilancs

# Salbent feafures of the Gonstitution and legal
aspects of service matiers

®  Principles of Natural Justice and Case Laws

» Gonduct Rules

¥  Digciplinary Rule and Procedure

»

Technigues of Drafting charge sheet and panalty
orders

% Departmental Inquiry procedurs with case
studies

# Role of nguiry Offcer, Prasenting Officer ond
Disciplinary Authority

#  Administrative Law-an ovarview

5 Handliing of Court Cases, Preparing & Filing reply

LAST DATE:- Last date of Accepting nominations is
06.09.2019. Nomination can also be forwarded sfar the
las! date on Enquiry/Confimabion.

RSE DURA = The waorkshop will commence af
10:008M on 16.09.2019 and will condude at 200PM o
18.09.20449

RESIDENTIAL CANDIDATE: Check in 15™ September
2018 {12 Neon), Afermoon & Check oul 18™ September
2018, Forenoon

Fes: [Including 18% GST) GSTIN- 0TBXPPKTITKIZN

INTRODUCTION-: .

MMHMHHWEHHWMMWuW
on oplimizing the purchese and inventory management
Sysiem, through applicetion of moderm management practces
o bring in economy and eificency, ensuring compliance of
reguistory previslons and mainlenance of ranspartency.

QULD =

The course may be aftended by Middle srd Senior Level
Otficers & dealing with Purchase, Material
Mamagement, Adminisiration and Finance & Acoounls in
Govenment Departments, Ststulory Bodies, PSUs and
Autonomous Bodies,

COURSE QUTLINE:-

¥ FPublle Progurament -Principles, Procedures &
Ethical Considerations &Finencial Rules rofating to
Procurament with reference to GFR.

¥ Tander Creatfon, CVE Guidelines on  Public
Procuramant & Drafting of Inlegity Pact

#  E-Procursment Guidelines & Drafiing of Tender for
E-Procurement (NIT & B0OQ)

¥ Creation of Modal & User Accourt ; User Access
Coniral

# [E-Publishing & Bagk End Infrastructure for E-
Procurenvent :

¥ Step by Stop Guide to E-Procutement with Live

Demo on CPP Portzl & Duties and Responsibilities

of Nodal Officer for E-Procurament

Bidders Ferspective

Oponing & Evalustion of Technlaal Bid & Flnancial

Hid

L.

Bwared of Contract

Government e-Markel Place (Gah) of DGSAD -
Intreduction & Organicational Registratian
Gell- Procurament Cyele & Paymenl Procedures

LAST DATE:-

Last date of Accepling nominations s 08092019,
Nomination can also bé forwarded afler the last date on
EnguiryiGonfimmation.

COURSE DURATION-

The workshop will commence at 10:00AM on 17.08.2019
and will conclude al 2:00PM on 18082018

CAM ]
Chack in 16" September 2018 (12 Noon) Afternoon &
Check out 19" September 2019, Forencon

WY Wy

A. Hon-Reskdertlal Rs. 13520/ Per Delegate per program {includes Training Kit, Lunch & Corderence Tes)
B. Residential:= (Room, Breakfast, Lunch, Dinner, Training Kit & Conference Tea)
i) ©n twin sharing basis:- Re.25370/- Per Participant per program if the Organization is nominating twe officlals (same

gender)

ii} Single ¢ccupancy:- Rs.M2Z70- Per Delegate per program

Momination: Esch Nomination should be accompanied with requisite fee by cressed DDNCash/Chadlies shiuld be peyable al
Wew Dalhi drawn in favor of “Systematic Institute of Econamic Ressarch & Development” payable at New Delhi, NEFT
paymeit may be made direct to Current Alc No.60E700301000128 (IFSC Code VIJBOOOS0G7, MICR NO. 1100028070)
VLAY A Bank, Patel Nagar, Branch, Naw Delhi under Intimation by email. PAN No. BXPPK7SITH, »

Far registration fany other information, Please Contact: (Neeraj Kumar) Coordinator Mok, 8858014267




Prog. No. T-T4B: Warkshop on “Porsonal
Effectivenesss and Beahavioral Skills for

Preg. Neo. T-75: Workshop on "Enhancing
Productivity In Office through Loadership
Development, Motivation & Teamwork™
From 14" to 16" Gctober 2019
at Hotel "Mountain Top™ Manail (H. P.).

5
|
|
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ks 16,
MNomimtion can alse be forwarded afler the last dale on

COURSE DURATION-:
The workshop will commance &t 10:00AM an 23,09.2018
and will conclude at 200PM on 25082019

RESIDENTIAL CANDIDATE:
Check in Z2nd Sept. 2018 Aflemoon & Check out 25th
mmnm

Fee: (Including 18% GST) GETIN- OTEXPPKTIITKIZN

INTRODUCTION-:

Enhaneing Pradustivity is & primary objectve i every organtzation
and the responaibilty of allalning thal objectivity les with s
nﬂrn. Leadership, Motivalion and Teamwerk plays pivotal
mles in empowering Mie empioyess in enhancing the producthity
of e i profesgions

Soction head / Admin officers’ Sssisfants | Sciamific
& Technical Oficens & slaff | Store Officers & Sione Keepers
i ddman. Officers . Vahicle Operalors | Induginis! Employees |
Firs Depatment and Members of Safety Commites,
Exeoutives | Officers | Maragers Engaged in Any Departmen

COURSE OUTLINE:-

Organizational Productivity - an overview
Role of Laadership in enhancing

Tha Bynamics of Leadership

Leadership Modets & Styies

Employes Motivation and Productivity
Communication Skills

Teamwork & Productivity

Effectiveness of Teannwark

Campatence developmant

Measuring Productivity and Performanon
Creative Problem Solving

deng neminations Is
0.2019. n can sieo be forwarded afier the
Iast dats an Enquirg/Confirmalion,

=i Tha workshop will commance at

10:00AM on 14.10.2019 and will concludz st 2:00PM an
16.10.2099

Check in 13; Oct, 2019 (12 Noan) Aflernoon & Check oul

16" October 2019, Forenoon

YY Y Y Y YNYNYYYY

A Non-Residential:-Rs 13570/ Per Delegate per program (includes Tradning Kit, Lunch & hrrhril;m Tea)
B, Residenilal:- [Room, Breakfast, Lunch, Dinner, Training Kit & Conference Tea)
i) On twin sharing basis:- R5.25370/- Per Dalagate per program

il) Single occupancy:- Rs. 31270/« Per Delegate par program

Nomination; Each Nomination shauld be atcompanied with requisite fea by crossed DDVCash/Chaques should be payable at
Mew Delhi drawn in favor of "Sysiematic Institute of Economic Research & Development” payable st Now Delhl. NEFT
payment may be made direct to Current Alc No.S0BT00301000128 (IFSC Code VIIBOSOBOET, MICR MO, 1100029070)
VIJAYA Bank, Patel Magar, Branch, New Delhl undsr Intimathon by emall. PAN No. BXPPET3ITH,

For registration fany other infermation, Ploase Contact: (Neeraj Kum']{hunllmlmr Mol BE5E014267




Prog. No. T-76: Workshop on *PLANNING
FOR HAPPY RETIREMENT LIFE"
From 16" to 18" October 2019
at Hotel “Mountain Top” Manali (H. P.).

Prag. No. T-768: Workshopn “ADMINISTRATIVE
AND ESTABLISHMENT MATTERS"
From 17" to 19™ October 2019
At Hotel “Mountain Top” Manali (H. P.),

INTRODUCTION-:
The Relirament is one of the most imporiand life svents maey of = will
oV oxparience. From beth @ persensl ard financal porspecties,

réaliong o comlotable retrement s an extenshe process thal ndes

santibly plinning and years of perssisnce. Even once it s mached,

k. Cuality of Lite, Time Management & Creativity and
Hukbiea

¥ Tips for Haalth Cara, Diet
¥  Hapoy and Pleasant setiled Lifo

LAST DATE:- Last date of Accepliing nominations is

05.10.2018. Nomination can also be forwanded after the

I8t date on EnquingConfirmation.
DURATION-: The workshop will commance at

10:00AM on 16.10.2018 and wil conclude st 2:00PM on
18.10.2019

RESIDENTIAL CANDIDATE: Chack in 15" Oet. 2019
Afterncon & Check out 18 Oct. 2019, Forenoon,

Fee: (Including 18% G5T) GETIN. 0TBXPPETIITKIIN

INTRODUCTION::
With the concepiual changes
accouniability snd res ponsibty it has bacome necessan o keep
cur officers dasing hand awars of the concegd & spril of the wlss
#nd their applications. Besides Bk of praper appreciation of
Recruitment Aules, Pra and post recrulsment  fomisition,
Mainterance of Rostes of SC/STIOBC, and  Physically
Handicapped very often leads to awiidaile cour Gases. Review of

Senlority principles, Progaration, Mainenonce 8 Operstion of
Fosturs,

in the rie of Administration's

=  Adminisirative issues such g Drafting of Pre & Posl
Recrultmant Formslities

=  Recrutment Rules,

= Constiuion and Funclions of OPC -General
Provision Relation 1o Seniorily

+  Maintenanco of Service Book

& LTC, Leave Rules, TA Rules

+  Reservation in Services - Consiitullonal provisions

¢ Concepts of Pest bdasad Rotters - Preparation
aperation and maintanance

»  Resereation in Direct Recruliment - Cancapl of "Own
Maril" pregaration of marit list

# Reservalion In  promotion - preparaton  of
Prasontation

Last date of Accepling nominations iz 05.10.2018.
Momination can also be farwarded after the last date on
Enquiny/Confirmation.

COURSE DURATION-.
The workshop will commence al 10:004M on 17.10.2019
and will conclude at 2:00PM on 19.10.2015

RESIDENTIAL CANDIDATE:
Cheeck in 16" Det. 2019 Afternoan & Check out 18" Ocl,
2019, Forenoon,

A Non-Residential-Rs.1 3570/~ Per Dulegate per program-{includes Training Kit, Lunch & Confersnce Tea)
B. Res|dential:- (Roam, Breakfast, Lunch, Dinner, Training Kit & Conference Tea)
1) On twin sharing basis:- Rs.25370/- Per Participant per program i the Organlzation is nominating two officials (same

gender]

ii} Single occupancy: - Re. 3127 0= Per Delegate per program

; Each Nomination should be accompanied with requisite fae by crossed DDVCash'Chagues should ba payable &
New Calhi drawn In favee of “Systernatic Institute of Economic Resesrch & Development” paysble at New Delhi. NEFT
payment may be made direct to Current Afc No.606T00301000128 (IFSC Code VIJBODOEDST, MICR NO. 1100025070)
VLAY A Bank, Pate| Magar, Branch, Mew Delhl under intimation by emall. PAN No. BXPPHTIITK,

For reglstration fany olher Information, Please Contack: (Neers] Kumar) Coordinalor Mob, 5958014267




