
Ref No:- EDP/LeU36-69-939 New Delhi, lndia the Oated,05th January, 2024

\ilN Greeting From National lnstitute of Secretariat Training & Development !

Subject:-Executive Development Programme-Call for Nominations

Dear Sir/Madam,
The Executive Development Programs offered by the National lnstitute Of Secretariat Training & Development (NISTD)
are rooted in a philosophy ot conlinual learning, making them highly suitable for busy working executives. These
programs are specifically designed to cater to the needs of professionals who face time constraints and challenges in
enrolling for traditional lengthy courses. They serve as a valuable opportunity for individuals who have been unable to
access up-todate managerialtools and techniques through formal education. By delivering concise yet
comprehensive content, NISTD'S Executive Development Programs enable participants to stay updated with the latest
advancements in the business world and enhance their managerial skills effectively.

These training topics hold significant relevance for modern government operations, Oftice Systems and E€overnance
are crucial for streamlining administratrve processes and embracrng technotogydriven citizen scrvices. Stress
Management ensures the mental and emotional health of government officials, translating to better decision-making.
Project and Financial Management are essential for efficienl resource allocation and successful project execution.
Quality Control maintains high standards in government projects, while Record and Database Management facilitate
informed decisions and transparency. Change Management enables smooth transitions, and Gender Sensitivity
fosteG an inclusive rf,orkplace. Leadership, Public P.ocurement, and Contract Management are vital for effective
governance, and undeEtanding the Right to lnfo.mation Act ensures transparency. Digital Transformalion enhances
service delivery, and Hazardous Waste Management aligns with environmental goals. Overall, these topics collectively
empower government employees, promote ethical practices, and elevate the efficiency and accountability of public
service endeavors.

List of Executive Develo ment P rams:-
Coufle Fe6lilR P.r Participant

+ 18% GST Ertra

(Twine Sh.ring)
lRs)

EDP OO1

EDP OO2

EDP OO5

EDP OO7

56,390.00

56,390.00

56,390.00

56,390.00

56,3 90.0 0

Hotelte Maritim€
Kochi

Ne..la- 582 510

Code No. Topics
Date

&
Ouration
( 2 Days)

Venue
Rosidontial

{RS)
Govemment o{rart€t place
(Portal), Procuroment from
GelU. €-tendering. e- Govem.nce A GST
undor Capacity Building progr.m in
Govt deFrtments, autonomous bodi6s
& PSUS

20-21
Jaa$ary,2021

{ L.st oate 12TH
Jan.,2023)

Udaan Dekeling
Resort Oarieeling,
Daieeling, West

Bengal,lndia lndi.

Boot K€eping & Accountjng,
Accounrino Stand.ds E
Strategy to lmplement Accrualsyst6m of
Accountirg in Gov€mment D€panmanis
Autonomous Bodies e PSUS.

20-21
January,2021

( Last D.te12!h
Jan., 2023)

Udaan oekeling
Rcsort DarGeling,
Oarieeling, W€st

Bergal,lndi. lndi.

36,690.00

36,690.00

Finance Uanagement in Govt
with Fln.ncl.l & Administrativo
Po\r€6 in Govemment
Depaltnents Autonomous
Bodk3 & PSUS. ln Gov.m.nont
Departrn€nts Autodomous Bodies 8
PSU.

20-21
January,2021

( Last Oate l2th
Jan.,:023,

HotelSummit Swbs
Henbge Resort a Spa
Dadeeling, O.rje.llng,

West Eengal, lndia
36,690.00

Ouality Conirol and Ouality
Assurance ln Concreto
Construction including ExtrEm6
weathor Concroting

20-21
January,2024

( L.st Dat6 'l 2th
Jan., 2023)

56,390.00

Conslruction and ilaintsnance of
Flexibb A Rigid Pavem.ntsllncluding
use of New Matorials & Technologiss),

20-21
)anuary,2021

{ L.st oate'l2th
Jan.,2023)

Hotel Summit Swi3s
Harit ge Resot & Spa
Dadeelins, Oadeeling,

West Bengal,lndla
HotelSummit Swiss

Hedtage Reson & Spa
Oarjeelins, Darieelinq,

lryest aenqal, lndla
36,690.00

EDP 006

Prep.radon of DPRS (lnclCost
Estimationl for Bullding A Roa.,s

20-21
January,2O2a

(Last Dat lah
Jan., 2023)

HotelSummit Swlss
Hentage Resort E Spa
Dadeeling, O.rrseling,

West Bengal,lndi.
36,690.0 0

s6,390.00

Procurement & Contlact Manegement for
Building A Roads Projects, auality
Conirol and M.tsrialTesUng Procedures
& Labor.tory Practice

aCEl Pmcoduss, E
Gov6mance, Noting & Draiting, Records
Managoment, Office Automation.
Pe6onn€ I Departrnent's Outes in
Relaiion to Social Equily.

"Offico Systems

20-21
January,2021

{ LastDate12th

11-12 Febuary,2021
( Lasr oare 06d
February.2024)

Jan.,2023

36,690.00

36,690.0 0 s6,390.00

EDP OO9 "Stress & Stress Management & Staff
Development inlmproving Enhanclng
Efficiency and Behavioral Skills"

1'l{2 Febuary,2o21t
{ Last oate 06h
February,2024)

36,6 90.00 56,390.00

EDP OO8

Keys 5.lect Hot€l,Xochi
Xochi, (erala '582013

EDP OO3

EDP OO4
36,690.00

Hotel Sommit Swiss
Hedtage Reson & Spa
Darjeeling, Dade€ling,

Wesi Beng.l, lndia



"Latest Changes in Pay Fixalion
Under Fundamental Rules & lts
lmpact From Time to Time with
Focus On Recent Orders& Modified

56,3I0.0 !)

56,3 90.0 0

56,390.00

56,390.00

56,390.00

56,390.00

56,390.00 
i

s6,390.00

56,390.00

56,390.00

EDP 011

EDP 012

EDP 013

EDP 014

EOP 015

EDP 019

EDP 024

Govoanment e-Mark6t plac€
(Portal), Procurement Irom
GeM, e-tendering, e- Governance &
GST Under Capacity Building
program in GovL departments,
autonomous bodies & PSUs

Assured career P

Leadership & Managerial Skils,

Manageftent & Business
Administration

HotelSterling Ooty
Fern Hill, Ooty, Tamil

Nadu. lndia

11-12 Febtary,2021
{ Last Date 066
February,2024)

36,690.00

36,690.00

HOLIOAY INN COCHIN

cochin, Kerla,lndia

The Grand Mamta,
srinarar (Jammu &

Ka5hmir)

25-2A Feboary , ZO24

{Last Date 196
February,2024l

Project Preparation, DPR
Preparation and Core Network, ,

Under Capacity Buildlng program

25-26 Febvary , 2024
{ Last Oate 196
F ebr.,ary,2O24l

srinagar (Jammu &
Kashmir)

36,690.00

Project Management in
Construction lndustry,

25-26 Febuary , 2024
(Last Dat€ 196
February,2024)

Hot€lSarove. Portico,
Srinantar

(rammu& (a3hmn)
36,690.00

Modern Survey Techniques
lncluding GIS/GPS & total
Station.and Stress Management.
Under Capacity Building program

36,690.00

Construction Manag€ment TQM &
Safety , CPM as Tool to.
Construction anagament,Projgct
iranagem€rt tor Eaigine€13 ,

25-25 Febuzry , 2024
(Last D.te 196
February,2024)

HotelSarover Portico,
srinangar (.lammu&

Kashmir)

25-26 Febuary , ZO24

{ Last oate 196
February,2024)

HotelSarover Ponico,
Srinangar (iammu&

f,:shmir)
36,690.00

Prevonlivo Vigilance & Strategic
Financial Management.

25-26 Felrrary,2021
( Last Date 19o
February.2024)

Hot€lSarover Po(ico,
Srinangar I Jammu&

Kashmt) 36,690.00

Organizatlonal Productivity lhrough
Digital, Transformation.

'10.11 llarch,2o2lt
Last Date 06h
M.rch.2024

Hotel Summit Swiss
Heriteg€ Resort & Spa

oarjeelins, wo5t
Bensal,lndia

EDP 018

Construction i/lanagement TOM &
Safety in Under Capaclty B!ilding
proglam

10-11 March,2024
Last Date 05h
March.2024

Hotel Summit Swiss
Henbge Eesort e Spa
oarjeeling, oaieeling,

West Benoal.lndia
36,690.00 56,3 90.00

"Arbitration.nd Dispute Settlement
Mechanbm Vis a Vis Construclion
Conracb" Under Capacity Building
in Govt. dopartments, autonomous
bodies

21-25 Match,2024
Last D.te 16n
li,larch 2023

L€mon Tree Hotel, Port
Blak,Andaman & 36,690.00

EDP O2O

"Public P.ocu.emont, E -
Procurement Govt. E- Marketplace
(GeM), PFMS & GST " Under
Capacity Euilding proqram

21-25 March,2'21
Last O:te'166
Itarch 2021

Sea ShellcoralCove,
Andamen & Ni.ober

EDP 021 36,690.00

EDP 022

e-governance & Advance lT TooJs
Translorming Government Sector"
& GST Under Capacity Building

Proiect Management for Engine6rs
Under Capacity Building

14{5 April,2024
Last Oate 06d
March,2024

28-29
Aptil,2024

Last Date 1gth
Aptil,2024

36,690.00 56,390.00

36,690.00

Digitalization of HR Practices in
Power Distribution Sector Under
Capacity Building program

28-29
Aptil,2021

Last Date 19th

^ptil,2024

Hotei Country lnn
Ta.ika Riverside Resort,

iim corbett,
Uttrakhand,lndia

HotelShangri-la Leh
Leh UT Of

Ladakh,lndia

The Grand Dragon
Lrdakh

Old Road, Sheynam,
Leh- UT Of

Ladakh,lndia
teadership & Manaterial Skil5,

Man.gement & Business

Administration
36,690.00

28-29
April,2024

Last Date 1gth
Aptil,2024

36,690.00

PRP/ Schsd!le lV implementation,
general t6quitements in Food
lndustry.

11-12 May,2024

Last Dale 06th
May,2024

36,690.00
EDP 026 Preparation oI Expendilure Finance

Committee / Standing Finance
Committee, Big Data Analytics in
Gov6rnmont (Advance)

11-'12 May,2024

Last Oate 06th
May,2024

teadership & ManaBerial Skils,

Management & Business
Administration

11 -12 May ,2024

Last Date 06th
May,2024

The Grand Dragon
Ladakh

Old Road, Sheynam,
Leh- UT Ot

Ladaki,lndia
Hotel Golden Tulip,

lVanali,
HimachalPradesh,

lnd ia

Hotel Golden Tulip,
Manali,

Himachal Pradesh,
lnd ia

Hotel Golden Tulip,
Manali,

Himachal P.adesh, 36,690.00

26-27 May,2024
(Last date 1gth

May,2O24l

26-27 May ,2024
(Last date l9th

May,2024l

36,690.00

36,690.00 s6,390.00

EDP 032

EOP 027

Citizen Centric & Service Oelivery
Approach & e-Oftice.

HotelSterling Ooty
Fern Hjll. Ooty, Tamil

Nadu, lndia

EDPolo 
l

I

I

I

I

I

I

I

I

I

I

56,390-OO

EDP 015

EDP 017 I

36,6eo.oo I ss,eso.oo

56,390.00
I

I I

I

I

1,,,*,1

EDP 025 s6,390.00 
]

56,390.00

56,390.00

56,390.00

I

I

I

36,690.00

l roe oza



EDP 029 Big Data Analytics in Government
(Basic)

26-27 May,2O24
(Last date 1 gth

Mav,2024)

Hotel Sterling Ooty
ELK Hill, Ooty, Tamil

Nadu. lndia 36,690.00 s6,390.00

EDP O3O

Hands-on training on energy
efficiency in electrical utilities

09-10
June,2024

(Last Oate 06th
June,2024)

The Grand
oragon Ladakh

old Road,
Sheynam, Leh- UT

Of l-adakh,lndia

36,690.00 56,390.00

EDP 031
Advance course on RTI Act, 2005
and Modern Manaqement Practices

09.10
June,2024

(Last Date 06th
June,2024)

singge Palace
Hotel, Leh

teh, UT Of
Ladakh,lndia

36,690.00 56,390.00

EDP 032
Advance course on modern oflice
and productivity management

09-10
June,2024

(Last Oate 06th
Juoe,2024l

Singge Palace

Hotel, Leh
Leh, ur ot
Ladakh,lndia

36,590.00 56,390.00

Registration Form download :- https://nistd.co/EDP_Registration_form.pdf

Please find here whh attachment of EDP 6rochuresi
1. https://nistd.co/Administrative_effectiveness,_focus_RlT,_preventive-vigilance-&-e-

Procurement..pdl
2. https://nistd.colBig_Data-Analytics-Preparation_of_Expenditure_Finance_Committee%2o_St

anding_Finance_Committee.pdf
3. https://nistd,co/Developing_Managerial_Leadership Skitls..pdf
4. https://nistd.co/Digital_Transformation_of_Organisation..pdf
5. https://nistd.co/Drafting_of_Request_for_Proposal_(RFP)_Monitoring_&_Evaluation_of_Gove

rnment_Schemes..pdf
6. https://nistd.co/Rights_of_Persons_with_Disabilities_(PWDs)_Patent_Agent_Examination%20(

1)..pdf
7. https://nistd.co/Office_systems_and_office_procedures_E-

governance,_Noting_and_Draft ing,_records_management._..pdf
8. https://nistd.co/Office_procedures_including_Noting_and_Drafting.-..pdf

GENERAT INSTRUCTIONSi
> Once you receive confirmation from your end, you can proceed with booking the tickets.
> lf an accompanying spouse (single occupancy) or children aged 5 to l2 join, the approximate costs

would be INR 26,600 and INR 19,600 plus an additional 18% GST, respectively, forthe entire duration.
These charges should be paid in advance to NISTO.

> The fee for the Residential program includes training professional fees and participant(s)
accommodation expenses. Once paid, the fee is non-refundable, although substitutions are
permissible.

> The fee for the non residential program includes the professional training fee, as well as lunch and
refreshments provided during the training sessions. Once the fee is paid, it is non-refundable, but
substitutions are permissible.

> Upon successful completion of the program, participants will receive a Certificate of Participation.
> Participants who choose the residential program are required to check in at the hotel on the initial

day of the course, and check-out will take place on the second day of the course.
> The participants shall be awarded Certificate of Participation on successful completion of

programme.

Payment:-
Upon receiving confirmation of your nomination, we kindly request that you proceed with making the
payment in advance. via RTGS/NEFT . Your prompt attention to these matters will help facilitate a smooth.

Bank Details For RTGS, NEFT &Ecs Pa ment
Beneficiary Name National lnstitute of Secretariat Traininq and Development
Bank Name Bank Of Maharastra
Branch Greater Noida, UEa!'Bradesh

60455558551Currant A,/C No
IFSC Code MAHE}0001294
MICR CODE (9 Diqit No.) 1 10014031



Accommodation will be provided for those who confirm their stay with advance payment before the
program begins.

OUR FACULTY
Our teaching staff consists of our dedicated in-house faculty members. Additionally, we extend invitations
to active serving officers to join us as guest lecturers. Our faculty team boasts extensive expertise, with
many members having substantial experience, often at the level of retired Joint Secretaries.

METHODOLOGY
Our primary focus centers on actively engaging participants in the subject matter being discussed. Our
faculty employs a teaching approach that combines lectures with interactive discussions, ensuring
participants attain a comprehensive understanding of the topic and a clear grasp of rules and their
practical application. Moreover, we incorporate case studies, group discussions, and exercises into the
curriculum.

ADMISSION PROCEDURE
Admission will be granted strictly on a first-come, Iirst-served basis. Notilication regarding the nominee's
acceptance into the program will be promptly communicated following the receipt of the nomination.

PROGRAMME OURATION & SCHEDULE
The event is a twoday Technical Workshop, scheduled from 9:30 am to 5:30 pm daily. The workshop will
consist of four sessions each day, with each session lasting for a duration of 75 minutes.

REPORTING TIME
Participants are required to arrive for registration at the venue by 9:00 AM.
Transportation: ParticipanG are responsible for their own arrangements to reach the venue.
For participants choosing residential accommodation, please proceed directly to the hotel for check-in.

For any inquiries related to the Study Tour, please feel free to reach out to our Central Line at
+9'1-981 't 094923.
Kindly do the needful & expecting for confirmation and further response at the earliest.

Yours Truly,
For National lnstitute Of Secretariat Training & Development

.-\t
\

D ar
Ad ing)rector

)4rN.

l


