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FROM  DIRECTOR 

 

The Institute of Secretariat Training and Management is earnestly working towards providing 

training of the highest order, to all those who come to the Institute for this purpose. In keeping 

with the dynamic changes in governance, it is in the process of constant up-gradation of its 

training modules and delivery systems. The Institute is also providing training in specific areas 

such as Right to Information Act and Financial Management. Our constant endeavours in 

updation of the training material and hands-on approach have won acclaim from trainees and 

experts alike.  

The current issue of the newsletter will inform our readers about the activities of the Institute 

during the period from January-March, 2016.  

I request all the readers of ISTM News to send their ideas and suggestions to us for further 

improvement in the content of the newsletter.  

 

[Dr. Sunita H Khurana]  

Director, ISTM    

  



SINCERELY YOURS 

We are happy to be back again with another edition of ISTM News. The editorial board is taking 

your suggestions and feedback very seriously and making all possible efforts to improve the 

newsletter further.  The present issue of ISTM News follows the same format as of the earlier 

issues and consists of usual four parts - From Director which is a message from the Director, 

ISTM; Sincerely Yours (the section you are currently reading) which is a brief introduction to 

the Newsletter by the Editorial Board; Happenings which broadly describes various activities of 

the Institute during the period from January-March, 2016; and Miscellany which carries 

interesting pieces of writings by our faculty members, staff and trainees.  

The reader could expect to find all essential information relating to the activities of the Institute 

during the period January-March, 2016. In case the information you are looking for is not there 

in this issue, please feel free to call us and we would be more than happy to provide you with the 

specific information you need.   

 

We hope that you will continue to send your suggestions and feedback.         

 

SATYAJIT MISHRA, Joint Director  

K. GOVINDARAJULU, Joint Director  

R.K. KUNDI, Deputy Director 

MOLOY SANYAL, Deputy Director 

  



HAPPENINGS 

 

CITIZEN CENTRIC ACTIVITIES 

ISTM takes up various social activities at regular intervals to promote citizen centricity among 

its trainees. The prime activity amongst these is blood donation. During the quarter, January- 

March 2016, three camps have been organized and nearly 200 participating trainees, members of 

staff and faculty donated blood. 

  

Trainee Participants joined blood donation camps.  

 

 

 

 

 

 

 

 

 



FOUNDATION COURSES- A QUANTUM JUMP 

2015-16 witnessed organizing training for the newly recruited Assistants of Central Secretariat 

Service and Grade D Stenographers of Central Secretariat Stenographer’s Service at a very large 

scale. This comprehensive coverage required ISTM to complete the training of around 2000 new 

recruits which is a near fourfold jump from the normal annual average. Such a big coverage 

called for big occasions to mark the conclusion of the series of training. These occasions have 

been captured in the accompanying photographs.   

 

  

Valedictions of Direct Recruits 

 

 

 



SWATCHCH BHARAT MISSION IN ISTM 

Like previous quarters, this quarter also marked accomplishment of the tasks under Swatchch 

Bharat Mission. Activities involving members of faculty, staff and trainee participants have been 

taken up. The activities are extended to the immediate outskirt of ISTM also. The newly recruits 

were more than happy participating in the cleaning of streets and adjoining areas.  

 

 

 

 

 

 

 



VISIT OF SECRETARY (P) 

Secretary (Personnel) Shri Sanjay Kothari takes keen interest in training and undertakes visit to 

ISTM, from time to time.  On 15th January, 2016, he visited ISTM accompanied with the Joint 

Secretary (Training) Shri P. K. Das.  Director, ISTM took them on a round of the entire 

premises. Secretary visited the class rooms in Seminar Hall complex and Library Block and 

interacted with a good number of trainees. He expressed satisfaction at the professional manner 

in which the trainings are being conducted and cleanliness maintained in ISTM.  Later, he 

addressed the Assistant Section Officers (Direct Recruit) of Central Secretariat Service and urged 

them to become compassionate towards the needs of the citizens.   

 

 

 

 

 

 

 



FOCUSSED GROUP DISCUSSION ON STATE ATTAHCMENT  

State attachment is an integral part of the Level D training programme for senior Section 

Officers of Central Secretariat Service (CSS) who are on the verge of promotion to the next 

grade of Under Secretary. This is an experiential learning process, through which the participants 

get first hand exposure to implementation of various govt. scheme at the beneficiary level. The 

participants also get some idea above the ground reality of the problems common citizens may 

face at service delivery points and suggest remedial actions. A focused group comprising 

representatives from State Administrative Training Institutes, ISTM and Central Secretariat 

Division of Department of Personnel and Training (DoPT) deliberated on various issues ranging 

from duration to curriculum of this module to come up in future on 18th January, 2016 in ISTM. 

Participations were also from among the previous Level D Trainees. The groups made 

presentation before the Director, ISTM at the end of the day’s programme.      

 



CELEBRATION OF REPUBLIC DAY 

Like all previous years, Republic Day was celebrated in ISTM with enthusiasm, gaiety and much 

fanfare on 26th January, 2016 by the members of the staff, faculty and trainees of ISTM who took 

part in the gala celebrations.  The national Flag was hoisted by Director, ISTM. A good number 

of cultural presentations followed the Flag hoisting. The young trainees of the foundation courses 

took active part in those presentations.  

 

 

JOGGING PARK OPENED 

On the occasion of the Republic Day, 2016, Dr. (Mrs.) Sunita H. Khurana, Director, ISTM 

inaugurated the newly developed jogging park for trainees and officials of ISTM. The jogging 

track has been developed recently as a measure of promotion of health and fitness among the 

officers and trainees by ISTM. Dr. L.R.Yadav, the Dy. Director in charge of Horticulture walked 

extra mile to build this track.  

 

 



WORKSHOP ON CITIZEN CENTRIC SERVICE DELIVERY 

Citizen Centricity is being put to forefront of Service Delivery in Govt. of India. In order to keep 

pace with the resultant demand in training, ISTM has recently developed a new module for the 

workshop in Citizen Centric Service Delivery. The first workshop was held from 02nd to 04th 

February, 2016. It was inaugurated by Sh. Sudhir Krishna, Retd. Secretary of Govt. of India, in 

the august presence of Director, ISTM accompanied by respective Joint Directors. This 

workshop was attended by twenty Group A officers from various departments of Govt. of India.     

 

Workshop on Citizen Centric Service Delivery 

 

 

 

 

 

 

 



VISIT OF GIZ OFFICIALS 

GIZ Germany is a reputed organization located in Germany who offers customized solutions to 

complex challenges. They are an experienced service provider and assist the German 

Government in achieving its objectives in the field of international cooperation. They also offer 

demand-driven, tailor-made and effective services for sustainable development. ISTM has started 

faculty training in the area of experiential learning in collaboration with GIZ Germany. A 

delegation from this organization visited ISTM on 17th February, 2016. The delegation interacted 

with the Director and faculty members to explore areas of cooperation in training. And also, 

Director, ISTM briefed them about other activities in ISTM.  

 

GIZ Officials Meeting on 17-February-2016 

 



MISCELLANY 

मह� वपूण� राजभाषा �नयम 

 

 �हदं� हमार� राजभाषा होने के साथ-साथ स� पूण� रा� � के �लए जन संपक�  क� भाषा भी है । राजभाषा नी�त 

का अनुपालन �ेरणा और �ो�साहन �वारा �कया जाता है और यह �कसी पर ज़ोर जबरद� ती के ज�रए पालन नह� ं

करवाई जाती है । अ�पतु, �हदं� का सरकार� कामकाज म� �योग करना हमारा संवैधा�नक दा�य� व होने के साथ-साथ 

नै�तक क� त�� य भी है । नीचे राजभाषा �नयम के संबधं म� कुछ मह� वपूण� �ब� द ु�दए जा रहे ह� ।  

 

संवैधा�नक �ावधान 

 सं�वधान के अनु�छेद 343(1) म� यह उपबंध है �क संघ क� राजभाषा �हदं� और �ल�प देवनागर� होगी । 

अनु�छेद 342 म� यह भी उपबंध है �क संघ के शासक�य काय� के �लए अं�ेजी भाषा का �योग सं�वधान के �ारंभ 

से 15 वष� क�  अव�ध (अथा�त 25 जनवर�, 1965) तक �कया जाता रहेगा । अनु�छेद 343 म� ससंद को यह उपबधं 

करने क� शि� त द� है �क �व�ध �वारा शासक�य �योजन के �लए 25 जनवर�, 1965 के बाद भी अ�ेंजी का �योग 

जार� रखवा सकेगी । तदनुसार, राजभाषा अ�ध�नयम, 1963 (1967 म� संशो�धत) क� धारा 3(2) म� 25 जनवर�, 

1965 के बाद भी शासक�य काय� म� अ�ेंजी का �योग जार� रखने क� � यव� था क� गई है । इस अ�ध�नयम म� यह 

भी �नधा��रत �कया गया है �क �हदं� और अ�ेंजी दोन� ह� भाषाओ ंका �योग क�तपय �व�न�द�� ट �योजन� के �लए 

अ�नवाय�ता: �कया जाएगा जसेै संक�प, सामा�य आदेश, �नयम, अ�धसूचना, �शास�नक अ�य ��तवदेन, �ेस 

�व�ि�तया,ं संसद के �कसी सदन या सदन� के सम� रखे जान े वाल े �शास�नक तथा अ�य �य�तवेदन और 

शासक�य कागज-प�; सं�वदा, करार, अनु�ा प�, �न�वदा सूचना आ�द । 

 

राजभाषा अ�ध�नयम, 1963  

 उपधारा (1)म� अ�त�व��ट �कसी बात के होत े हुए भी �ह�द� और अं�ेजी भाषा दोन� ह�-- 

(i) संक�प�, साधारण आदेश�, �नयम�, अ�धसूचनाओ,ं �शास�नक या अ�य ��तवदेन� या �ेस �व�ि�तय� के �लए, जो 

के���य सरकार �वारा या उसके �कसी मं�ालय, �वभाग या काया�लय �वारा या के���य सरकार के �वा�म�व म�/के 

या �नयं�ण म�/के �कसी �नगम या क�पनी �वारा या ऐसे �नगम या क�पनी के �कसी काया�लय �वारा �नकाले जात े

ह� या �कए जाते ह� ; 

(ii) संसद के �कसी सदन या सदन� के सम� रखे गए �शास�नक तथा अ�य ��तवदेन� और राजक�य कागज-प�� 

के �लए ; 

(iii) के���य सरकार या उसके �कसी मं�ालय, �वभाग या काया�लय �वारा या उसक� ओर से या के���य सरकार के 

�वा�म�व म�/के या �नयं�ण म�/के �कसी �नगम या क�पनी �वारा या ऐस े�नगम या क�पनी के �कसी काया�लय 

�वारा �न�पा�दत सं�वदाओं और करार� के �लए तथा �नकाल� गई अनु�ाप��, सूचनाओ ंऔर �न�वदा-��प� के 

�लए, �योग म� लाई जाएगी। 

राजभाषा �नयम, 1976  

�हदं� के अनुमा�नत �ान के आधार पर देश के रा�य�/संघ शाशसत �देश� को तीन �े��, यथा -क, ख, ग म� 

प�रभा�षत �कया गया है ।  

राजभाषा �नयम त�मलनाडू रा�य म� लाग ूनह�ं होते ।  

वत�मान �व� त वष� म� �ह� द� म� मूल प�ाचार के �नधा��रत ल� य �न� न �कार ह�:- 



‘क’ �े�  ‘ख’ �े�  ‘ग’ �े�  

क �े� से क �े� को 100% ख �े� से क �े� को 90% ग �े� से क �े� को 55%  

क �े� से ख �े� को 100%  ख �े� से ख �े� को 90%  ग �े� से ख �े� को 55%  

क �े� से ग �े� को 65% ख �े� से ग �े� को 55% ग �े� से ग �े� को 55% 

�नयम 5 - �हदं� म� �ा�त प�� के उ�र �हदं� म� �दए जाए ं।  

�नयम 8(1) -कोई कम�चार� �कसी फाइल पर �ट�पणी �हदं� या अ�ेंजी म� �लख सकता है । उससे यह अपे�ा नह� ं

क� जाएगी �क उसका अनुवाद दसूर� भाषा म� ��तुत करे ।  

�नयम 8(4) –के�� सरकार �नयम 10(4) के अतंग�त अ�धसू�चत काया�लय� को �व�न�द� ट कर सकती है �क उनम� 

�हदं� म� �वीण कम�चार� �ट�पण और �ा�प आ�द म� केवल �हदं� का �योग कर�।  

�नयम 9 –कोई कम�चार� �हदं� म� �वीण तभी माना जाएगा जब उसने मै��क या उसके समत�ुय या उ�च �तर क� 

कोई पर��ा �हदं� मा�यम से उ�ीणा क� हो, या िजसन े �नातक पर��ा म� अथवा उसके समत�ुय अथवा उससे 

उ�चतर कोई पर��ा �हदं� एक वैकि� पक �वषय से उ�ीणा क� हो, या �नधा��रत �ा�प म� �हदं� म� �वीणता क� 

घोषणा क� हो ।  

�नयम 10(1) - �कसी कम�चार� को �हदं� का काय�साधक �ान तभी माना जाएगा जब उसने म�ै�क या उसके समत�ुय 

या उ�च �तर क� कोई पर��ा �हदं� �वषय के साथ उ�ीण� क� हो, या िजसन े�ा� अथवा अ�य �नधा��रत �न�नतर 

पर��ा उ�ीण� क� हो, या के�� सरकार �वारा उस �न�म� �व�न�द�� ट कोई अ�य पर��ा उ�ीण� क� हो, या �नधा��रत 

�ा�प म� �हदं� म� काय�साधक �ान क� घोषणा क� हो ।  

�नयम 10(4) -य�द काया�लय म� 80% या अ�धक कम�चा�रय� को �हदं� का काय�साधक �ान �ा�त हो तो उस 

काया�लय का नाम राजप� म� अ�धसू�चत �कया जाए ।  

�नयम 12 - के�� सरकार के काया�लय के �शास�नक �धान का यह दा�य� व होगा �क राजभाषा अ�ध�नयम और 

राजभाषा �नयम�,  इनके उपबंध� और इनके अधीन जार� �नदेश� का समु�चत अनुपालन सु�नि� चत करे तथा इसके 

�लए �भावकार� जांच �ब�द ुबनाए ।  

 

राजभाषा संक�प– 1968  

सरकार� कामकाज म� �हदं� का �योग बढान े के �लए अ�धक गहन और �यापक काय��म तैयार करना| (��तवष� 

�वभाग �वारा एक वा�ष�क काय��म जार� �कया जाता है)  

�हदं� �योग व �सार हेतु उठाए कदम� तथा �ग�त क� समी�ा को संसद के दोन� सदन� म� वा�ष�क मू�यांकन �रपोट� 

के �प म� ��तुत करना |  

�हदं� व सं�वधान क� 8वी ंअनुसूची म� सि� म�लत भाषाओं के समि� वत �वकास के �लए काय��म तैयार करना ।  

��भाषा फामू�ला लाग ूकरना |  

अ�यथा क� ि�थ�त को छोडते हुए क� ��य सरकार के पद� पर भती हेतु �हदं� अथवा अ�ेंजी, �कसी एक भाषा का 

अ�नवाय� �ान होना |  

अ�खल भारतीय एव ंउ�चतर के� ��य सेवाओ ंसंबंधी पर��ाओ ं के �लए सं�वधान क� 8वी ंअनुसूची म� सि� म�लत 

भाषाओ ंतथा अ�ेंजी को वैकि� पक मा�यम के �प म� रखना  

 

 

 



राजभाषा नी�त क� मु�य बात�  

i) क� � सरकार के काया�लय� स ेसंबं�धत सभी �नयम-पु�तक� , सं�हताएं और अ�य ���या सा�ह�य �हदं� व अ�ेंजी 

दोन� भाषाओं म� तैयार �कए जान े अपे��त ह� । सभी फाम�, रिज�टर� के शीष�क, नामप�ट, सूचनाप�ट लेखन 

साम�ी क� �व�भ� न मद� आ�द �हदं� व अ�ेंजी दोन� भाषाओ ंम� होनी अपे��त ह� ।  

ii) अ�धकार� सु�नि� चत कर�गे �क अ�ध�नयम क� धारा 3(3) म� �व�न�द�� ट द� तावजे �हदं� व अ�ंेजी दोन� भाषाओ ंम� 

जार� �कए जाए ं।  

iii) क� � सरकार के ��येक काया�लय का �शास�नक �धान सु�नि� चत करेगा �क इस अ�ध�नयम, �नयम� के उपबंध� 

और �नयम 12 के अधीन जार� अुनदेश� का समु�चत पालन हो और इस �योजन के �लए उपयु� त तथा जांच-�बदं ु

बनाए जाएं ।  

 

�� तु�त 

�हदं� एकक 
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Contact us: 

Website: www.istm.gov.in 
Email: newsletter-istm@nic.in  


