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DIRECT FROM DIRECTOR

Welcome to the latest issue of ISTM News, 
the renewed Newsletter of the Institute 
of Secretariat Training & Management, 
Department of Personnel & Training, 
Government of India.  On the initiative 
of Secretary (Personnel), the Newsletter 
has been revived with the same spirit, 
professionalism and efficiency.  

In 1954, Jawahar Lal Nehru, India’s first 
Prime Minister had spoken the following 
words on citizen centric administration 
“Administration is meant to achieve 
something, and not to exist in some kind 
of ivory tower, following certain rules and 
procedures and, Narcissus like, looking 
on itself with complete satisfaction.  The 
test after all is the human beings and their 
welfare.”

The goal of the ISTM is to promote efficiency 
and the public good and ISTM has been 
continuously working towards this in all 
aspects of training.   For many decades, 
ISTM has been evolving to create a centre 
of excellence in secretariat learning and 
management.  As we move forward in 
the new millennium, the challenges and 
complexities of building capacity in the 
Civil Service and the Central Secretariat 
Service and Central Secretariat Stenographer 
Service in particular, is what motivates us 
at ISTM.  We are committed to continue 
high standards of imparting training and to 
incubating new relevant programmes with 
real world applications and to modernise 
and expand our infrastructure, keeping in 
mind the training needs of our participants.  

The civil services today are facing a 
dynamic situation regarding delivery of 

quality services due to the emphasis on 
transparency and expectations of clients/
citizens. ISTM is no exception and in 
responding to these challenges in a vigorous 
and alert manner, in ISTM we strongly 
believe that development of participants 
through training is the most methodical way 
in bridging the competency gap between 
existing and desired performance of Civil 
Service officers.  

Another area of challenge is to inculcate a 
set of standards for behavioural choice and 
actions in the ethical dimension.  To promote 
a culture of integrity, ISTM emphasises 
values and character through its training 
programmes.  Public good suffers when 
there is a deviation from societal goals of 
right and wrong which is a part of the value 
systems of society.  Values are nurtured by 
institutions so that they are durable and 
inspire others.  Through our programmes 
on ethics and values in public governance 
and on good governance we sensitize our 
participants to importance of values & ethics 
in better policy formulation and service 
delivery.

This issue of ISTM News gives an overview 
to the multi-faceted activities of ISTM ranging 
from cadre training programmes to capacity 
building programmes on office management, 
financial administration, behaviour skills and 
new methods of training.  I invite feedback 
on the newsletter and hope that this serves 
as a platform for interactive debate on issues 
and challenges which civil services in India 
confront today.

Umesh Kumar
Director, ISTM
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SINCERELY YOURS

We deem it a matter of privilege and honour 
to be presenting this issue of ISTM News 
broadly covering the events from the month 
of April 2013 to September 2013. Apart from 
a brief description of events at this Institute, 
this issue also has literary contributions from 
some of our faculty members.

With the revival of this newsletter we hope 
to provide information in a more effective 
manner to all concerned of the latest 
happenings and of the forthcoming training 
programmes and functions at ISTM.  Precise 
information, as you would appreciate, is the 
key to effective decision making.  Modern 
day government have progressively made 
their functioning transparent and more 
public-oriented by adopting the principle of 
transparency.  In the context of training too, a 
lot of importance needs to be attached to the 
idea of transparency. We too at ISTM accord 
a great deal of gravity to the principle of 
transparency.   We hope that this newsletter 
will go a long way in achieving this end.

This newsletter has a message from Director, 
ISTM; a few words from the editorial 
board, a brief round-up of the events at 
ISTM including the courses, programmes 
and seminars; and some space for literary 
contributions from the faculty members and 
trainees.

We hope that you will find this newsletter 
interesting and purposeful. In the pages that 
follow you will find a variety of information 
that could help you choose a course, or give 
you an insight into some activity at ISTM 
that you might be interested in.

We would be looking forward to your 
suggestions and feedback to make this 
newsletter more meaningful.   Thank you.

SATYAJIT MISHRA, Joint Director
K GOVINDARAJULU, Joint Director

R.K. KUNDI, Deputy Director
REKHA SHARMA, Deputy Director

BISWAJIT BANERJEE, Assistant Director
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HAPPENINGS
The Institute

Since its inception in 1948, the Institute of 
Secretariat Training and Management (ISTM) 
has been striving to be a centre of excellence 
in Secretariat learning and management.  
The time-tested methodologies being 
followed in the Institute, coupled with 
its pragmatic approach, has benefited 
generations of civil servants from Central 
Government, State Government and Union 
Territories. 

Primarily ISTM has conducted regular 
training programmes such as Foundational 
and mid-career training under Cadre 
Training Plan for Central Secretariat Services 
(CSS-CTP) up to the level of Director and 
under Central Secretariat Stenographers 
Services (CSSS) up to the level of senior 
PPS.  During the period from April, 2013 
to September, 2013, ISTM has trained 
757 participants under CSS-CTP and 299 
participants under CSSS-CTP.

It has conducted training on secretariat 
practices for various Group “A” service 
probationers including those from Indian 
Foreign Service, Indian Statistical Service, 
Indian Economic Service, Indian Trade 
Service, Indian Corporate Law Service, 
Indian Defence State Service and Indian 
Railway Traffic Service.  

Given its record of high professional 
excellence, various organizations have 
identified ISTM as an ideal platform to 
conduct training programmes catering 
to their respective specific requirements 
in the spheres such as Vigilance, RTI, 
Behavioural Skills, Financial Management, 
and Procurement Procedures.  

Organisations that have benefitted from 
ISTM’s comprehensive  training resources 
include the Supreme Court of India, Rajya 
Sabha Secretariat, Bureau of Parliamentary 
Studies and Training, Union Public Service 
Commission, Indian Railways, All India 
Institute of Medical Sciences,  Armed Force 
Headquarter Civil Service, Indian Council 
of Agricultural Research and Bureau of 
Indian Standards. 

Capacity Building Programmes

If I have the belief that I can do it, I shall 
surely acquire the capacity to do it even if I 
may not have it at the beginning.

— M.K. Gandhi

Capacity building in various areas of 
Government activities has been the  core 
competency of the Institute.  Recently, 
Capacity Building Programmes have been 
conducted in the following areas : 

Road to Good Office Management 
Skills

Office management skills are crucial to 
effective  administration and governance. 
With a view to upgrade skills of 
Government Officers, Noting and Drafting, 
the Institute conducted various capacity 
building courses like Establishment Rules, 
Reservation in Services, Pay Fixation, 
Pension and Retirement benefits and Cash 
and Accounts.  Six courses were conducted 
under this category during the period from 
April to September, 2013. 

Quest for Good Governance

One of the challenges of governance is 
how to raise the standards, integrity and 
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values amongst public servants.  With a 
view to meet  this challenge, the Institute 
conducts capacity building courses for 
Good Governance, Values and Ethics, 
Administrative Vigilance, RTI and 
Knowledge Management. Four courses 
were organized under this category during 
the period from April to September, 2013.

Financial Accountability – the Heart 
of Fiscal Administration

There is increasing focus on financial affairs 
both in the Government and corporate 
sectors. In order to ensure that officers of 
various organisations are well equipped 
with the essentials of financial matters, the 
Institute has conducted Capacity Building 
Programmes for financial accountability 
on Financial Management, Analysis of 
Financial Statement, Formulation of Budget, 
Outcome Budget, and Project Management 
and Evaluation. Under this category, five 
courses were organized during the period 
from April to September, 2013.

Behavioural Skills Do Matter

Self-help gurus and a number of 
commentators on personality development 
and behavioural skills, have observed that 
good inter-personal relationships hold an 
important key to organisational excellence.  
Therefore, the Institute has designed and 
conducted capacity building courses on 
Emotional Intelligence, Team Building 
and Leadership, Stress Management, 
Communication Skills and Gender Issues. 
Three courses under this category were 
organized during the period from April to 
September, 2013.

Managing Litigation

At the behest of Joint Secretary (AT & A), 
Department of Personnel and Training, ISTM 

designed two separate courses for officials 
of DOPT on “Handling of Government 
Litigation” dealing with contesting of cases 
in Central Administrative Tribunals (CAT), 
High Courts and the Supreme Court on 
behalf of the Government of India which 
is one of the critical tasks for Central 
Secretariat Officers.  ISTM designed two 
separate Training Programmes for this 
purpose with the support of Prof. (Dr.) L.R. 
Aggarwal, Retd. Director of Government 
of India and Vice Chancellor, Maharishi 
University for Information and Technology,  
Lucknow.  The first programme was held 
for the duration of 3 days from 29th May 
to 31st May, 2013. Another one-day 
programme was held at ISTM for Under 
Secretaries and Section Officers of DOPT 
on 7th August, 2013.

Keeping Pace with Modernity - 
Computers and Training

In order to ensure that the Government 
officials remain well-equipped to meet 
the requirements of e-governance, ISTM 
organised Capacity Building Programmes 
on Computers and Training Techniques. 
Under this category, three programmes 
have been conducted during the period 
from April to September, 2013.

Fuelling Training Potential

If training imparted to public servants is 
not of the desirable quality, then the very 
purpose of training is defeated.  To ensure 
that this does not happen, the nation needs 
highly skilled  and effective trainers.  Good 
trainers, could transform mechanical 
service to vibrant and effective service 
by not only motivating the concerned 
officials to strive for excellence but also by 
instilling the requisite skills to achieve such 
excellence.  With a view to develop good 
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trainers, the Institute conducts programmes 
for augmenting the skills of trainers such 
as Workshops on National Training Policy, 
Direct Trainers’ Skills (DTS), Design of 
Training (DOT), Evaluation of Training 
(EOT), Experiential Learning Tools (ELT) 
and Training of Trainers on RTI.   Four 
programmes under this category were 
organized during the period from April to 
September, 2013.

Orientation Training Programme 
– acquaintance with new work 
environment

Ministry specific training needs analysis 
and design of training modules followed 
by pilot runs which were, sponsored by 
Department of Administrative Reforms & 
Public Grievances (DAR&PG), have also 
been conducted by this Institute. These 
programmes are conducted to acquaint 
the officers who have freshly joined new 
Ministries/Departments under rotational 
transfer/promotion to the new functional 
requirements.

Widening Horizons - Training 
Programmes for North Eastern 
States

As part of capacity building exercises 
initiated by the Training Division, 
Department of Personnel & Training, to 
train the Officers of North-Eastern States, 
training programmes were conducted for 
Officers of Manipur Civil Services, Manipur 
Secretariat Services and Sub-Deputy 
Collectors of Manipur.

Trainee Coverage

During the period from April, 2013 
to September, 2013, the Institute had 
conducted 84 courses thereby training 
2521 participants.

Other Programmes  

ISTM also conducts other programmes such 
as orientation course for Directors/Deputy 
Secretaries who join Central Government 
under Central Staffing Scheme. Workshops 
on Preparation of Cabinet notes for officers 
at the level of Directors/Deputy Secretaries, 
Under Secretaries and Section Officers 
level were also held.

Beyond Books and Training Manuals 
– extra-curricular activities and 
sporting events

The Institute encourages the trainees to 
unleash their creative talents and participate 
in various sporting activities. We also offer 
sporting facilities for cricket, football, 
basketball, table tennis, badminton and 
other outdoor and indoor games. Every 
now and then, the Institute organizes 
cultural shows and sport tournaments. 
Such events are very popular with the 
trainees as is evident from their large scale 
participation. 

Faculty Development

Education is a progressive discovery of our 
own ignorance.

— Will Durant

Often the faculty members of ISTM are made 
to undertake various training programmes 
so that that could upgrade their training 
skills. During the period from April, 2013 
to September, 2013, three of our faculty 
members participated in various training 
programmes to improve their knowledge 
and skills. Shri Satyajit Mishra, Joint Director 
participated in a training programme on 
Assessment  and Development Centres  
related  to Competency Building in South 
Africa in a delegation led by Joint Secretary 
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(Trg.)  Smt. Rekha Sharma, Deputy Director 
received training in a Communication 
Workshop held at ISTM. Shri Praveen 
Prakash Ambastha, Assistant Director 
participated in the Design of Training (DOT) 
workshop also organized in the Institute.

Faculty Support

The Institute deploys its faculty members 
in various organizations from time to time 
to meet the specific training needs of these 
organizations. For instance, the institute 
has sent its faculty members for meeting the 
training  needs of a number of governments 
and organizations such as Government of 
National Capital Territory of Delhi, Bharat 
Heavy Electricals Limited (BHEL),  Institute 
of Government Accounts & Finance,  
Directorate General of Foreign Trade and 
Indira Gandhi National Open University.

Peripatetic Training

ISTM conducts training programmes 
for capacity building purposes in areas 
such as RTI, vigilance in States and UTs. 
Peripatetic training has been provided to 

Training Programme on Administration and Finance for the Officials/Doctors of Myanmar 

administrations such as those of Andaman 
& Nicobar Islands, and Chandigarh.

Consultancy Projects 

The Institute is also involved in a number 
of important consultancy projects such 
as Training Need Analysis and Design of 
Training Modules for the Department of Food 
& Public Distribution, Government of India 
and National Commissions for Scheduled 
Castes and Scheduled Tribes under the 
Ministry of Social Justice & Empowerment, 
Government of India.

International Programmes :  Training 
for Myanmar Officials/Doctors

Being a premier training institute of India, the 
ISTM also fulfils a number of international 
commitments in specific areas.  A Training 
Programme on Administration and Finance 
for the Officials/Doctors of Myanmar under 
World Health Organisation Fellowship 
programme was conducted for one week 
from 22nd to 26th July 2013.

Training Programme for Afghanistan 
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Officials
A Half Day International Training Programme on Office Management and Good Governance 
was conducted for participants from Afghanistan on 24th September, 2013.

Director, ISTM welcoming and interacting with the participants from 
Afghanistan. 

Director, ISTM and  Faculty members of ISTM interacting with the South Asian 
delegation that visited ISTM.

Visit of trainees from South Asian Countries
Recently, a delegation of trainees of South Asian Countries visited ISTM as part of  their 
training programme on RTI organized by Commonwealth Human Rights Initiative (CHRI).

Impact of Training Programmes – 
Post Training Seminars
ISTM doesn’t just impart training but also 
keeps a careful watch as to whether the 
trainings imparted by it have had the desired 
results in governmental functioning. That is 
why it organizes Post Training Seminars from 
time to time. Before holding such seminars 

relevant data are collected from the officials 
trained by ISTM and their Controlling 
Officers. Thereafter, these officials along 
with their Controlling Officers are invited to 
attend the Post Training Seminars where they 
exchange ideas relating to how effective the 
concerned training programmes have been 
with ISTM faculty members. Ideas are also 
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exchanged on the duration and contents of 
the training programmes in question. A Post 
Training Seminar for Level D was organized 
on 19th July, 2013 to discuss various nuances 
relating to the Level D training.

Eminent Speakers
ISTM has a highly committed team of faculty 
members with exceptional training skills 
and knowledge in their respective areas 
of specialisation.  However, the Institute 
recognizes the importance of conducting 
lectures by speakers and trainers from outside 
the fold of ISTM in the domain specific areas 
so that fresh spirit and new insights could 

Shri V.K. Duggal, Member, NDMA interacting 
with participants at ISTM

Hands on training  in Disaster Management conducted 
at ISTM

Prof. Mushirul Hasan, Former Professor, Jamia Milia Islamia delivering a talk at ISTM

Prof. Mushirul Hasan, former Professor in Jamia Milia Islamia and former D.G. of National 
Archives of India and a noted scholar and historian, has presented his talks on Composite 
Culture of India in various training programmes to acquaint the participants with the rich 
cultural heritage of our country.

be infused in its training mechanisms.   The 
Institute has had the honour of conducting 
lectures by people of eminence from various 
spheres.

Shri Vinod Kumar Duggal, presently 
serving as Member of National Disaster 
Management Authority in the rank and 
status of a Union Minister of State, graced 
this Institute by delivering talks on Disaster 
Management wherein he explained the 
preparedness of the nation to meet various 
exigencies and as responsible citizens what 
we should do to bolster the efforts of the 
government.
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The Institute has also had the honour of conducting a talk by Dr. Arvind Gupta, Director 
General of the Institute of Defence Studies and Analyses (IDSA) on Strategic Security Concerns.  
Amongst other things, he explained the possible threats to the State from various quarters 
including migration, globalization and liberalization and the steps to counter them.

Dr. Arvind Gupta, Director General, IDSA addressing trainees at ISTM

Innovations and Novelties

The Institute constantly upgrades its 
training methodologies so as to keep in 
tune with the changing training needs 
of the Government. For instance, apart 
from laying emphasis on knowledge 
parameters, equal emphasis is now being 
laid on skill development in the Assistants 
Direct Recruits Foundational Programme 
(ADR-FTP). This is being done with the 
objective to acquaint the ADRs with 
practical work situations and equip them 
with essential skills to deal with cases that 
are ordinarily dealt with in government 
offices. New initiatives in the nature of 
training components under the titles of 
Where to Find What (W2FW), Case Review 
(CR), Mentoring, Ethics and Values in 
Public Services, have been introduced.  
The focus of W2FW and CR components 
of the training is on developing the 
generic competencies among the ADRs.  
The generic competencies identified to 

be developed through these assignments 
are comprehension skills, analytical skills, 
interpretation skills, communication skills, 
noting and drafting skills.

Augmentation of Infrastructure

In order to improve infrastructure facilities 
of ISTM, one infrastructure development 
scheme under Plan expenditure for 
augmentation of training facilities is being 
implemented since the 11th Five Year Plan 
period. At the moment, two small auditoria 
are being upgraded.

ISTM has initiated a green drive to make 
the learning environment clean and green.  
Horticultural activities in and around the 
classrooms have been intensified. A lot 
of trees have been planted to make the 
environment better.

In the coming years ISTM will intensify 
the green drive by planting more trees and 
creating green space for all participants.
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INDEPENDENCE DAY CELEBRATIONS
Independence Day was celebrated with great patriotic fervour on the 15th of August, 2013. 
This was attended by Director, ISTM, faculty members, staff members and their family 
members. 

Flag Hoisting Ceremony on Independence Day

The tri-colour was hoisted by Director, ISTM which was followed by his address. In his 
address, he explained how efficient public service by serving the people could go a long way 
in making this nation strong and self-sustaining. The participants of 23rd and 24th Assistant 
Direct Recruit Training Programmes organized a cultural show on this occasion. The 
children of many of the staff members also participated in this cultural show. The ceremony 
culminated with the playing of the national anthem.
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laLFkku esa fgUnh i[kokM+s+ dk vk;kstu

fgUnh i[kokM+k ds vUrxZr vk;ksftr 
lkaLd̀frd dk;Zdze

lfpoky; izf'k{k.k rFkk izca/k laLFkku esa 01&14 
flracj] 2013 rd fgUnh i[kokM+k vk;ksftr fd;k 
x;k A i[kokM+s ds nkSjku fofHkUu ladk; lnL;ksa 
dh ns[kjs[k esa vkB izfr;ksfxrk,a dk vk;kstu fd;k 
x;k A ;s izfr;ksfxrk,a gSa &fgUnh Vad.k] fgUnh 
vk'kqfyfi] eYVh VkfLadx LVkQ ds fy, fgUnh 
lqys[k izfr;ksfxrk] fgUnh fuca/k] fgUnh Jqrys[k 
o orZuh] Lyksxu izfr;ksfxrk] fgUnh esa fVIi.k o 
izk:i ys[ku rFkk iz'kklu ,oa izf'k{k.k 'kCnkoyh 
izfr;ksfxrkA bl i[kokM+s ds nkSjku la?k dh jktHkk"kk 
uhfr ij ,d fgUnh dk;Z'kkyk dk Hkh vk;kstu 
fd;k x;k] ftlesa laLFkku ds 15 vf/kdkfj;ksa@
deZpkfj;ksa us Hkkx fy;k A 

13 flracj] 2013 dks fgUnh i[kokM+s ds lekiu ,oa 
iqjLdkj forj.k lekjksg dk vkjaHk funs'kd egksn; 
dks cqds HksaV djds fd;k x;k A bl volj ij 
,d lkaLd̀frd lewg dks lkaLd̀frd dk;Zdze is'k 
djus ds fy, vkeaf=r fd;k x;k Fkk A lekjksg dk 
'kqHkkjaHk xq: oanuk ls fd;k x;k ftls dykdkjksa  
}kjk ,d eueksgd ùR; }kjk izLrqr fd;k x;k A 

Lekiu lekjksg esa Jh lq'khydqekj f'kans] ekuuh; x̀g 
ea=h] Hkkjr ljdkj dk fgUnh fnol ds volj ij 

ns'kokfl;ksa ds uke tkjh lans'k i<+ dj lquk;k x;kA 
lans'k esa fofHkUUk ljdkjh dk;kZy;ksa esa fgUnh esa 
fVIi.k o i=kpkj dks i;kZIr :i ls izksRlkfgr djus 
rFkk dEI;wVj midj.kksa esa fgUnh esa dke djus dh 
lqfo/kk ij cy fn;k x;kA blds ckn dykdkjksa  
}kjk ,d Lokxr xhr ds ek/;e lHkh dk vfHkuanu 
fd;k x;k A dykdkjksa }kjk n'kZdx.kksa ds lHkh oxksZa 
dh #ph dks /;ku esa j[krs gq, yksd ùR;ksa] y?kq 
ukfVdk rFkk Hkkjrh; pyfp=ksa ds izfl) xhrksa dk 
,d jaxkjax lekxe izLrqr fd;k x;k A dk;Zdze 
esa n'kZdksa us fo'ks"k :fp yhA  rr~i'pkr] funs'kd 
egksn; us vius dj&iYyoksa ls fofHkUu izfr;ksfxrkvksa 
esa fotsrk izfrHkkfx;ksa dks iqjLdkj vkSj iz'kfLr i= 
iznku fd, A laLFkku esa ykxw jktHkk"kk izksRlkgu 
;kstuk ds varxZr nl iqjLdkj iznku fd, x, A 
iqjLdkj forj.k ds ckn funs'kd egksn; us lHkk 
dks lacksf/kr fd;k A 

funs'kd egksn; us lekjksg esa mifLFkr lizizla ds 
lHkh vf/kdkfj;ksa@deZpkfj;ksa }kjk fgUnh dh iqL-
rdsa i<+us ij t+ksj fn;k pkgs os ikjEifjd Js.kh 
dh gksa vFkok vk/kqfud ;qx ds ys[kdksa }kjk 
jfpr gksa D;ksafd blh ls fdlh O;fDr ds Hkk"kk  
laca/kh dkS'ky esa òf) gks ldrh gS A mUgksaus 
ljdkjh dk;Z esa fgUnh ds vf/kdkf/kd iz;ksx dh 
vko';drk ij cy fn;k A mUgksaus dgk fd ;g 
ge lcdk dRrZO; gS fd ge ljdkjh dkedkt esa 
ljy] lgt o cksypky dh fganh dk iz;ksx djsa 
A mUgksaus dk;kZy; esa fgUnh ds lqxe iz;ksx gsrq 
vk'oklu Hkh fn;k A

fgUnh izHkkx }kjk fgUnh i[kokM+s ds miy{; esa 
fofHkUu izfr;ksfxrkvksa esa gekjs laLFkku ds ladk; 
lnL;ksa@vf/kdkfj;ksa@deZpkfj;ksa ds mRlkgiwoZd Hkkx 
ysus ij larks"k trk;kA mUgksaus vis{kk dh fd lHkh 
izfrHkkxh fganh ds izpkj&izlkj dks viuk gj laHko 
leFkZu nsaxs A mUgksaus lHkh iqjLdkj fotsrkvksa dks  
c/kkbZ nh A mUgksaus fgUnh i[kokM+s ds lQy vk;kstu 
ij lHkh dks /kU;okn fn;k A mi funs'kd¼iz'kk-½ 
us dk;Zdze ds lQy vk;kstu ij lcdk vkHkkj 
izdV fd;kA 

dk;Zdze dk lekiu jk"V~zxku ds lkFk fd;k x;kA
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MISCELLANY
SECOND UMBRELLA

A short story by Shri Ranjan Kumar, Deputy Director, ISTM

Could abundance and deprivation go 
together?  Yes, they often do. At least that 
is the impression I gathered the other day 
when I was driving with my wife sitting by 
my side. It was raining heavily and thus 
manoeuvring the car was not easy.  As I 
drove along amidst misty conditions, my 
wife said in a rather loud voice “Stop, stop...
do you see that girl?”

“Who are you talking about?” I responded 
as I slowed down the car.

 “The girl who is getting drenched there. I 
know her, she is from our school,” replied 
my wife.

I pierced my eyes through the hazy glass in 
a bid to locate the girl my wife was referring 
to. Finally my eyes fell on her.  Apparently 
she was waiting for the road to get clear of 
vehicles so that she could cross it. I carefully 
moved the car in a manner so as to bring it 
to a halt just ahead of her. 

My wife pulled the glass of her window 
down and called out to the girl, “Suparna...
here, look here.” 

The girl turned around and after a brief 
period of befuddlement managed to locate 
us. She smiled and came over to the car.  

“Good morning ma’am,” she said.

“Get into the car,” my wife pointed at the 
back seat.  

“But ma’am...” she hesitated.

“Aren’t you going to the school?”

“Yes, ma’am.”

“Then come on, step into the car, we are 
also going to the school.” 

Suparna opened the rear door and got in.  

“It has been raining for a long time now, I 
am sure when you started out it must have 
been raining,” I said forced by the strange 
undercurrents of the sequence of events.

“Yes, sir, it was indeed raining when I started 
out,” the girl replied.

“Why didn’t you carry an umbrella then?” 
My wife asked.  

 “Actually ma’am, my brother carried the 
umbrella to his school.”  

“You could have carried another one,” I 
promptly reacted

“Sir... ”

“What’s wrong?” said my wife. 

After much hesitation Suparna said, “In our 
household there is just one umbrella.”

Her reply virtually sealed our mouths. 
In some time we were at the gates of the 
school.  I dropped my wife and Suparna 
there and drove on towards my office. Of 
the many thoughts that crowded my mind, 
the most prominent one was – in a country 
of billions with million umbrellas, there are 
millions like Suparna who brave the rains 
with exposed heads! Could I do something to 
protect their heads with a second umbrella, 
I wondered.
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My Odyssey into Training

By Smt. Sikha Paul, Deputy Director, ISTM

The Foundational Training Course for 
the Assistant Direct Recruits 23rd and 
24th batches (phase-II) was conducted 
at the Institute of Secretariat Training 
and Management from 24th June to 6th 
September 2013 for 81 participants.  Most of 
them in their early twenties have joined the 
Government service for the first time after 
successfully qualifying tough competitive 
examinations at an all India level. I always 
find them a challenging lot, fresh from 
colleges/universities, quite a few engineers 
and MBAs in the group, clued into the latest 
information and updated  technology. 

They are respectful, ready to absorb whatever 
they find worthwhile and also uninhibited 
in articulating if they feel a faculty, a subject 
or a session is not useful enough for them.  
The best part about training ADRs is they 
are from all over India. Some are from 
rural and some are from urban symbolizing  
the kaleidoscopic diversity that is India. 
Understandably the expectations and value 
systems are different leading to differing 
perceptions. 

In our country, instead of optimally using 
the vast human resources,  the process of 
elimination is followed, through rigorous 
competitions, which may be for higher 
education or for recruitments.  Now all of 
a sudden after they enter into the service, 
if it is expected that they will rather be 
collaborative, build a team and believe in 
sharing, then it is too much to ask for. In a 
big group, people will always form smaller 
groups according to their interests, likes and 
dislikes. The members have to learn to give 

space to each other for the cohesiveness of 
the group, sometimes also for individual 
interests of the self centered and  the 
mistakes committed by others. They have to 
learn to balance their individualistic goals 
and accommodate in the perspective of 
collective interests.

There is a component of a study tour for 
one week during the training.  I have seen 
that a study tour is like a mini journey of 
the whole life.  There is a lot of expectation  
in the beginning, which gives way to some 
conflicts, some arguments, some fights, then 
some  efforts to resolve the conflict by some 
participants. Some  may agree with them, 
some may prefer to keep shouting, some 
may like to make an issue out of a non issue 
and keep the problem alive, some may keep 
aloof and some may try to bring  everybody 
together. In the process people learn how 
much they have lost in pursuing their selfish 
interest and how others take advantage of 
their differences. Building up a team is a 
lesson learnt for the whole life.  And with 
every new group I too find myself evolving 
as a trainer.  

The ADRs are still a vulnerable and gullible  
young group. It is the responsibility of the 
trainers to harness the raw energy and 
channelize it into a direction dedicated for 
Nation building or leave it scattered and 
disunited for pursuing their immediate self-
centered interest, leading ultimately to their 
own destruction. 

I have seen the maximum change happening 
while the ADRs are rendering a cultural 
programme. Initially, the idea is well taken, 
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but as  the final day approaches, people 
start getting cold feet and there are excuses 
for not participating such as lack of time 
or skills or interest and no past experience. 
It is difficult to draw people out of their 
shell and if some are withdrawing, then 
others also lose interest and no one is as 
if ready to put in that extra effort. At this 
point, the trainer may helplessly feel  that 
it is easier to search for a relevant Rule in 
the Rule books after the intensive ‘Where 
to find what’ and Case review sessions, 
but if people have not learnt to work in a 
group and encourage each other then they  
may not be able to keep a team together 
for achieving the Organisational and the 
National Goals. 

Usually what happens is people who can steal 
the show are the ones who perform and take 
all the accolade.  In a training situation the 
environment  should be such that trainees can 
explore their hidden potentials and exhibit 
their skills even if they are not the best at it. 
Touching their spirit, encouraging it to grow 
matters. A very famous poet, Jibonanando 
Das said, “Those who cannot sing, actually 
sing much more than the singers”… they 
sing silently.  Therefore participation is 
important.  Coming on the stage and facing 
the audience and listening to one’s own 
voice, gaining confidence to express one’s 
opinion, singing, synchronizing, dancing 
with everybody, if one has forgotten a line 

then covering up for him or putting oneself 
in front when someone else is making a 
mistake is important. Above all inviting 
everybody left out including the faculty and 
even the Director, ISTM  to shake a leg, to 
celebrate together, to forgive and forget the 
differences is important.  

Almost all of the ADRs performed on the 
stage on the farewell night. This time it 
was a massive participation. There were 
problems and they rose above the problems.  
There were differences and they struggled 
and smoothened out the differences. They 
practically learnt the advantages and skills 
of building a team while rehearsing for their 
performances.  At the end of it, they said, 
‘Thanks for forcing us to perform. We did it 
for the first time and really enjoyed fulfilling 
our dream of being on the stage’. 

If we have to tap the energy of the trainees 
we have to sometimes be with them to 
understand, encourage, motivate, counsel 
and if necessary also use coercion. As a last 
resort, I had to tell them, that ‘it is compulsory 
to participate and extra curricular activities 
carry ten marks’ and even the shy and the 
reserved ones at least did a group song or a 
group dance.  They actually put up a show 
in a matter of forty eight hours,  practicing 
may be  for not more than five hours. I pray 
that they keep reinventing themselves, as a 
Guru is successful only when surpassed by 
the students.
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**iz'u**

lfork lsu
lgk;d funs’kd

ml fnu ns’k dk rktk gky tkuus ds fy, Vsyhfotu pyk;k]

rks utj vk;k

Ekkuo ds nkuo cuus dh dgkuh crykrk

rkykc esa rSjrk ygjkrk ,d psgjk

blls igys fd eSa dqN le> ikrh 

ml psgjs ij nks uUgh vkWa[ksa mHkj vkbZa

mu vkWa[kksa us esjh vkWa[kksa esa vkWa[ksa Mky dj iwNk

rqe dSls cp ikbZa \

eSa pqi jgh] dqN u dg ldh!

fQj ,d fnu Vsfyfotu ij ,d foKkiu vk;k

firk us iq= dks da/kksa ij fcBkdj cM+s ykM+ ls xk;k

**esjk uke djsxk jkS’ku tx esa esjk jkt nqykjk**

Rkkykc esa rSjrs ygjkrs ml psgjs dh uUgha vkWa[kksa us eq>ls fQj ,d iz’u fd;k

**D;ksa] D;k jktnqykjh uke jkS’ku ugha dj ldrh** \

eSa fQj pqi jgh] dqN u dg ldh !

dgus dks dqN lksapk gh  Fkk fd mu uUgha  vkWa[kksa us eq>ls fQj ,d iz’u fd;k

**D;k csVh] ekWa] cgu] l[kh] Mksyh] fonkbZ] jk[kh] 

pwM+h] fcafn;k] daxuk] fonq"kh] dof;=h] ohjkaxuk]

xkf;dk] ukf;dk] v/;kfidk bR;kfn

'kCnksa dks 'kCndks"k ls gVk fn;k x;k \

eSa fQj pqi jgh] dqN u dg ldh

fdadrZO;foew<+ lh Fkh  eSa fd mu uUgha vkWa[kksa us fQj iwNk

**vxj gels bruh gh Mkg j[krs gksa]

Rkks ekWa nqxkZ] dkyh] ljLorh vkSj y{eh ls

ojnku ikus dh D;ksa pkg j[krs gksa \

rkykc esa rSjrs ygjkrs ml psgjs dh uUgha vkWa[kksa ds mu iz’uksa dk eSaus dksbZ tokc u fn;k

ij gkWa]  ,slk yxk geus [kqn dks pqYyq Hkj ikuh esa Mqcks fn;k A
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NOTABLE QUOTES
I will give you a talisman. Whenever you are in doubt or when the self becomes 
too much with you, apply the following test. Recall the face of the poorest and the 
weakest man whom you may have seen and ask yourself if the step you contemplate 
is going to be of any use to him. Will he gain anything by it? Will it restore him to 
a control over his own life and destiny? In other words, will it lead to swaraj for the 
hungry and spiritually starving millions? Then you will find your doubts and your 
self melt away.

— M.K. Gandhi

Before you start some work, always ask yourself three questions - Why am I doing it, 
What the results might be and Will I be successful. Only when you think deeply and 
find satisfactory answers to these questions, go ahead.

Chanakya 

Man’s capacity for justice makes democracy possible, but man’s inclination to injus-
tice makes democracy necessary.

 — Reinhold Niebuhr

[Because power corrupts] Society’s demands for moral authority and character in-
crease as the importance of the position increases.

— John Adams

You can only govern men by serving them.

 — Victor Cousin

A civilization flourishes when people plant trees under which they will never sit.
— Greek proverb



INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENTINSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT
ADMINISTRATIVE  BLOCK,  JNU  OLD  CAMPUS,  MEHRAULI  ROAD  NEW  DELHI  -  110067ADMINISTRATIVE  BLOCK,  JNU  OLD  CAMPUS,  MEHRAULI  ROAD  NEW  DELHI  -  110067

Visit us at h�p://istm.gov.inVisit us at h�p://istm.gov.in

ISTM NEWS
April - September, 2013

Phone: 011-26185308 •  Fax: 011-26104183Phone: 011-26185308 •  Fax: 011-26104183


	Page 1



