
From

To

Director General Higher Education, Haryana,
Shiksha Sadan, Sector-5, Panchkula.

The Principal.
All Govemmerlt Collegas
(in the District Jind, Jhajjar, Bahadurgarh. Panipar.

Memo No. kw 5/l -2018 NPE(2)
Dated panchl(ula, the llld lS.
One Week Coursc on t. Noting, Drtfting, e-officc and Scrvices liules
(Novembcr 26-30,2018)" at HIPA,Divisionat 'l raining ( entrc, l.' l.'toor,
Coop -Bank-Building(Near Bajrang, Bhilvani), Ilohtnk.

Subject; -

Kindly refer on the subject cited above.

A copy of letter No. HIPA/APFFM/NDES/I t/2018 dared 01.1r.2018

received from Course Director, Faculty of Financial Management. Harvana Institule ol'

Public Administration t HIPA ). C urugram is senr herer il h.

In this connection. you are requcsted to scnd tlc'nirntilntir,n. ot l:narc(,c.]

officer/officials as per the terms & conditions directly to lllpA. Cur.naon undcl

intimation to this omce.

Encls:- As above

It<'z't'-
Supcrinlehdcnl Nl,l:

lor Director C<ner:l Iliglrcr I dur.lrr,,rr.
Harvana. Panchkula

email id hechrynpe@gmail.com
NPE 2/201e2017/tng tetrer



Haryana lnstitute of public Administration (HlpA)

Dr. Lalit Kumar, Course Dlreclor {Facutty of Frnancial Managoment)
HIPA cohple\. Plor No 7^. serr.r t!.(;Jir,4rdr. ltco , ,.

t)h 0l14-21406e0 / 2i404 r3. Fax Nu I r ,4-23.+8452. w.rr.," ,"*Uui.li. t,i' d-v.,,t i,,t,tL,rr]* 
"..,],,l!ar..u1 .,,",No: HIPI'/APFFM/NDES/11/2018 Da:rl. O3t11t2O1B

To.
The Director
Department of Higher Education
ShikshaSadan, Sector S,
Panchkula (Haryana)

Sub. One Week Course on "Notihg, Drafting, e"Office, and Service Rutes (November 26-30,2Ol8)" at HIPA, Divisional Triining Cen'iie, 1st ff"ri, C""p"Sr"x Buitding (Near BajrangBhawan), Rohtak.

Drear Sir/Madam,

The Haryana lnstitute of publjc Administration (HlpA) is an ape^ rrarnrng rstrrutLr ut
Government which faciritates Departments, Board & corporations, societres & Governmenr-funded
organizations for buirding capacity of officers/officiars. r am directed to invrte your artenlron on the
subject cited above and to state that the above stated course is proposed to be organ zed [h.]
course is meant for Principals, Associate professors, Assistant professors, Bursars,
Administrative Officers, and others for whom the course may be beneficial, lf funds are not
available with offices of Go't. Departments, certificate may be submitted for wa vrng ofi of the trarnin.l
fees. The purpose, target group, training fees, objectives, tentarive schedure of the course ,(.
detailed rn module of the course is enclosed as Annexure .A'. The.e are ,10 sray arrangencnl:,
availabre for this course. As the programme is non-rdtidentiat, therefore, the officers posted either rrl
Rohtak or in nearby districts i.e. Jind, Jhajjar, Bahadurgarh, panipat, Sonrpat may be deputed n rhrs
courie There are limited seats in the coursei kindly depute the officers at 1l ij e.rrliest .r cj serrd lr-.n,:i
containing names of deputed officers/officials (in following format) preferabiy by email on
lalitkumarsetia@qmail.com

llry_

'ejection of the nominatjons. lf
rourse dtrector (Dr. Lalit

not received, the acceptance or relectton rnay

Designation Contact
After receiving e,mail, will be sent within 24 hou-rs to

ID

ir0ireplant)e or

be askeo 1tu)rri

a reply

reply is

Kumar, 9416382720) telephonically. Thereafter the nom naiod
officers/officiars may be communicated accordingry. The nominee MUST No I be rerreved to atleo0
he course till his/her nomination is not accepted by HlpA.

Wilh warm regards,

Yours faithfully

-{!"1::'
(Lalrl Kuma0

(An Apex State Tralning lnstitule funded by Govt of Haryana)

Official Address



-Annexure 'A'
Noting, Drafting, e'Office, and Service Rules

Purpose
The main objective of the above course ls to enhance the competencies of participants ln

processing files, drafting replies, and ensuring etfective use of official cornmunicalion as

per service rules at their workspace
Target Group
Thi"- .ourse is intended Ior Financial and Adminlstrative off cers includlng Finarrct)

l\,4anagers, Head of Offices, Drawing and Disbursing Officers (DDOs), Accounts Officers

Auditors, and Section Offlcers of Government Offices in Haryana.

Course Fees (To bearthe cost to folders, writing pads, pens, tea lunch elc )

The organizations which are connected with Haryana treasuries department and

have n6 funds available for the payment of training fees can give in wrlting on offict"

letter pad, "tt is hereby cerlified that there is no budget provision for the paynlattt ol

trcining fees of any training programme. ln future' it will be tried to make budget
provision for payment of fees" may be suhmitted.
bther organizations (i.e. Boards, Corporations, autonornous bodies' societies etc') rnay

deposit training fee of Rs. 3OO0 (Three Thousands Rupees only) per part c pant by cheque

in name of the "Haryana lnstitute of Publlc Admlnistration Gurugram or deposted

electronically:
Narne Haryana lnstitute of Public Bank Ai c

PAN of H PA

G,n ng rrrl"

08892010008860

Sav ng Bank Ai c
oRBC 0100889
AAAADSO42Q

Bank
Address

Lqele a ouy
Er$ Aqll

Sector-17, Gurgaon
N,,IIC R '110022099

Learning Outcomes
By the end of this course participants will be able to:
. Deal and supervise official rece pts and flles incluciing RTI arrri Ctr,4 \'\ 1 r' ' '1 '

with noting and drafting skills
. Describe service rules including joining time, pay rules, ACP Ru es, GlS, Condud Rulos

Punishment and Appeal Rules, and Leave Rules
. lmplement Outsourcing policy and compute medical reimbursement, retirement Penelts

inclUdingpenSion,gratUity,andleaVeencaShment
. Describe the functioning of e-Office and Human Resource l\,4anagement Syslen'l

I

ReGn;i;;
IV

Second Dav

-tir! ac}

.EsudtDey

Conducl Rules (Do
and Don't for Govl

€n)pk)yees,

MS-Word t:on1 ar

I Jb"rirLr,, ,r .:

lntro.luct on to Co!rse
Components

and Service Rules:An
Overvrew

IVodallies in

implemenung General
lnsurance Scheme

Outsourcing Pol cy (Part
I and ll)

R I'l and Clll Wrndow

Lerve Rules ancl Rel rcrr crl
Benefi$

Pun shment and Appeal R!r cs

feO on fralnng lnputs throuqh Oroup
nteraclions

e-offrce Fie
Managemt-.lrl

Syslem
Feedback an.iF fth Day Human Resource

Management Systern
RMS

O6AAAAD8O42Q1ZG

Tentative Schedule

TEA BREAK: Forenoon and Afternoon & LIJNCH: Afternoon

Pay and ACP Rules

I\,4edical Reimbursement
Policy and Cashless

Off icial Communicatior

Sk lls
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