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F.No.7(15)/2012-WS 	 Dated the 31 

Q,FFICE f..1EMQRANOUl{! 

, 	 .. 
Subject: 	 Workshop on Noting & Drafting for Section Officers/Dealing Assistart!s from . 

29.10.2012 to 31.10.2012 at ISTM, New Delhi, 

The Institute of Secretariat Training & Management, New Delhi has invited nominations 
for Three days Workshop on Noting & Drafting for Section OfficerslDealing Assistants 
from 29.10.2012 to 31.10.2012 at ISTM, New Delhi. The details of the Programme are as 
under:- . 

Objectives of the Course: Participants will be able to: 

Apply functional approach to noting; and . . 

Draft an appropriate and effective communication in a given situation 


Eligibility: Section Officers/Dealing ASSistants. 

The officers, who are desirous to attend the said wor1<shop may send their nomination in the 
enclosed proforma through proper channel latest by 10.09.2012 for onward transmission to ISTM, 
New Delhi 

The officers who have already attended this training course need not apply. T)1e applicants 
will not be allowed to withdraw their nominations after acceptance by ISTM, New Delhi. 
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UNDER SECRErARY(WS) nL-: v'ti\'1) \ . Eoc!: As abo, •. 

DISTRIBUT!ON: 

1. All Officers/Sections of ICAR Hqrs. KB)KAB~I&"/NASC . 


~" the Directors of Institutes/NRCs I PDs/Bureaux. 

J. ISO, DKMA. KAB-I, Pusa for uploading the same on the ICAR website. 
4. Guard File. 
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CENTRAL PLANTATION CROPS RESEARCH INSTITUTE 


(Indian Council of Agricultural Research) 

KASARAGOD - 671 124, KERALA, INDIA 


Endt.No.51 (8)/2008-Estt. Dated: 06.09.2012 
Copy forwarded for information to: 
1. The Head/Head in-charge/ Scientist in-charge/OIC, CPCRI Regional Stations/Research Centres, 

KayangulamlVittall Kidu/Kahikuchi/Mohitnagar/Minicoy. 
2. The Head i/c (Crop improvement) Head,Crop Production/Crop Protection/Social Science/PB&PHT 
3. The Project Coordinator (palms),CPCRI,Kasaragod 
4. The Sr.Administrative officer /Sr.Fin.& Accts .Officer, CPCRI, Kasaragod 
5. The Scientist in-charge, PMElProgramme Coordinator (KYK) CPCRl,Kasaragod/RS,Kayangularri 
6. The Adm inistrative Officer/ Asst.Admn.Officer(Estt~ IlEstt. II1Bills/Estate/Stores),CPCRI,Kasaragod. 
7. The Secretary, IJSCCStaff Side)/Confidential Section, CPCRI, Kasaragod . 
8. Notice Board(General/ Adm.) 

Asst. 

http:Endt.No.51
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NOMINATlON FORM 

ANNEXURE II 

COUtse Code 

COtlr~e Titl~ 

: 

: 

Date To 

l. ame . 

2. 	 (J~signation 
--~." . '''- ' - "-'--. -­. " ~
 

, 

<> . . ... ... 

4 , _Comple!eAddress and TelephOnelFAX Numbers and Email 10:Or.ganisation Wim 
ntimaoon about 

(to which 
i nomirlati.6nis to be sent} 

"....--------.•.~..- ... .­

-....... _.. 

---­
,. . 

-;::-- ­
5. 'entral/State Govt MinistrylDepartment or Attached/SubOrdinate ofriceVVliether it is a C 

I 
I --­

6. E lification 

-

'-- .. 

.----­
7. Professiofiaf . 

Q\..IaUfK2~on 

8. Whether 
_ . ,.. .n.... 

· s C/ST /OBC/Gen eral _ ._..­
9: Service to'- ­

which belongs 

10. Bri'ef Servi~ particulars:­

/_5. No 

I 

I 

I .
/ 

.. ___ 

~--,Post held ~,...:;Scale of a I Nature of duti.~_~_ .. '"_F-"r_o_m.__--:-+-'-T.;:..o_ __ 	 _ m . _ 
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11. " Whether fulfils eligibility cOnditions 'r 

I 
12. HOw' the training is likely 10 benefit the nominee as welJ 35 the organisatior ~ (in 2 lines). 

- -

~ ......--­
. 1:.3. W?re:.r:lOWs cos.;c.se:$.attended"at.lSYM . f . . ..... . ......_-_ . . ------~-

(wi1h dC'lres in bmckat) 

14. Whethe; HostelAccommodation is 
reQCJ.ired 

I -­ .. 

Srgnatur'P. of the Nominee ,. 

To befill"{] in hV !he Sponsoring Autllortty 

It is certifred triat the particulars given above are correct Theoffi~r will be relieved for 
train ing. it selected and in no case will be withdrawn in between from the CotJrse. The Prescribed 
Capitatiorl Feea(id othet cnargesa£ applicable will be paid to ISTM for this course, 

Signatur!;1"o .• "­Complete Postal Address of the Sponso6ng 
Authority with Telephol1€ Number and Fax Name/Designation 
Number (of the Sponsoring authority) 

With Off/(;e Seal ' 


