
EN HINDI 05 01 2024

EN 12 01 2024



~ If.lFILE NO: -V-35020/01/2023-lil~Q:a1l(UI 
at'RCf ~ I GOVERNMENT OF INDIA 
•••• ~ql+l:q ~ a-err ~ '"+'*'II.., 

INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT 
(lllfi' 3i14'Hi3il9001:2015 'fi+'*'IT I AN ISO 9001:2015 INSTITUTION) 

Cfil~"" ri ~ ~ I DEPARTMENT OF PERSONNEL & TRAINING 
"I~" ~ ftlihi:qa ~ -tnr.r :Ii ••• iiii:q I MINISTRY OF PERSONNEL PUBLIC GRiEVANCES & PENSiONS 

~: 27/1212023 

WIT df, 
1. ~,mfr ~/lm:im, 3ffi(=f mCfiR 

(~ ~ ~ 3-JaR=IR) " ~ 

2. ~~, mfr m mCfiR c:rm CAI..-'!lC'11 ~ ~ ~/~Clfcla'!ll(>l'!ll flld\51fo:1Cfl m ~ ~, 

~ ~!CA$lfcla'!lI(>l'!l ~ ~ , .;) 

(~ ~ ~ 3-JaR=IR) " ~ 

~:- 'tffball>l4 11fil1tur n1lT m ~, ill ~ il' "'~~4~(1 3ITllT{ q"{ 3tr ~rq; (~m:;r 
.;) 

~ ~4'\ilcrt) t" '(lq; ~ tfG (3t("qCfiI~Cfi ~ t" fiIv) q;)' art" \iI"r.t t" m ~I 

SfiCA" qc;c;:m:r ~ <tra1~df qc§- m~ t:mr ~ 
" 

~ ~ <tra1 ~ ilC'1iT!CA liT! 

1. 3G" ~fcfi 01 ~-11 <tra1 ~-3 ~ mCfiR 3fmIT m 
(~~ 'QCf (~67700- ~15600- mCfiR 3fmIT ~ m ~ 
ma=rr) ~208700) ~39100 3fmIT ~ fcI ~. 3fmIT CI a__'!ll(>l'!ll 

"J)s <tra1 6600 CA 1..-'!lC'11 ~ ~ .;) 
~ 3fmIT fll d \51 fo:1 Cfl m 
~ ~ ~ ~ 
~~~~ 

* ~~ ~/~ 

~ 

2. il'!lfo:1C'1 ~ 3ffi(=f fl"{CfiT{ c;crru ~-~ q{ mIT ~ c;{ ~ 3-JaR=IR mg- ~ CFI"(>I" 
, ~" 

<tra1 q{ .11fil1tur 3ffif ~ ~ ~/~ t:mr $1it/$Ta1t1 qcJ ~ ~ ~ qr:rc:rr ~m, 3¢cmt 3ffi" 

~ C1m ~ fcl'cRuT licrtl>l3Cl1Cfi-1 (Cfi") df ~ dl1! 61 
.;) .;) 

3. ~ ~ fcl; 3Q'!lCfC'1 3fR t:mr~, ~ ~ ~ ~ ~ df ~ CflI;QCACfC'1 fct;<rr 
.;) ~ .;) 

aT ~ ~, ~ .mcfaal ("ifR ~ df) IJft m:r 31'3"ffi ~rcrm, 3m" ~ (~), ~ mm, 
~-IV, -:r.:fm Cfif, \ilallHl>Ill>I ~ fcnafa&4ll>14 ('4"UifT) 'Cfftm, ill ~-110067 CflT $C(>I'j''!ltk: 'L"'''' , .;) 
"-<i.W~ 'fiJi/ilN df ~ fcI~IQiT! ~ ~1a1 ~ ~ ~ 60 ~ ~ ~ ~ fav arQ-1 

\51lt" •.•........ 

------- 



(qc§- q-l>Q ~) 
" c. 

4. ~ ~ ~/3i18C;01Cfl(ibrr ~ ~ tR ~ fcf;<:rr aNdTT ~ ~ 3ft:rc:f 
~"'lfd1 ~ ~ fct;-Q" ~ 31R ~ ~ (i) 31ij{>jtlitCfi-1i (Cfl') ~ ~ dN' ~ ~ ~la011,(i 

(iSlI1l1sl<:l) ('tIT{ ~ ~) c=rm (ii) ~ .3101'J1lft1 (iii) '8(i41(i1 ~ 3t#r ~I 

5. ~ ~ ~ ~'if['('f 'I)I'fC(1 ~ w.rcrr ~ ~ ~ C;f(i18\51 01ffi eITir w.rcrr \51T 
~ ~ <:IT ~ ~ ~ o:r6t eITir, CflT 31fqlCflI{ Cfl{ m aNdTTl ~ qc; tR ~ ~ cf;'r 
~ ~ ~ CflT ~ ~ 3fl1a'lT 3CFCJ-j'lc;a It'! CiTlRl AA cf;'r ~ o:r6t cfr ~I 

.;) 

6. 31TC)c;ar ~ ~ ~ qc§-, ~ ~ c;crru ~ '8,1l1f"Cl(i Cfl{ ftil<:rr \51lV fcn ~ c;crru ", , 

mr ~ ~ ~ ~ ~ ~ '8,1l1f"Cl(i Cfl{ ~ ~ ~ 31R ~ ~ q'fl1T d'l<lT 6' aur ~ q;r 

tR "'~ (\ f(i laR Cfl{ ~ dN' ~ N Cfllll) (>Ill cf;'r ~ (qdlT cfr ~ 6'1 ~ 'iiff(i' cf;'r ~ ~ Cfl{ ~ \51lV fcn 
.;) .;) 

fOill fct(i ~ fctc! ~ ~ cfiI ~ ~ ~ ~ CflT CflI;Q <H Cf(i Cfl{ m \51'fC.IdlT 1 
.;) .;) .;) 

:8{>jtlitCfi: 31it{>jtlilCfi I(Cfi) vet II(Cfi) 
.;) 

)I"fc1: 

Inll't'lr.:t •••• ~, .•••.• it.flt. ~ (~/ ADMINISTRATIVE BLOCK, JNU CAMPUS (OLD), 
~ ~ ;:rpt, ••• ~ - 110067/0LOF PALME MARG, NEW DELHI -110067 
~ I WEBSITE - https:l/www.lstm.gov.ln; ~ I FAX - 011-26104183; t-n I E·Mall-lstm@nic.ln 



1. ~ N ~JCI1 (~~]'Tf":f "QCf fa:I~~;;J;j) 

2. qcJ cfiI ~ 01 (Qqi) 

3. ~ ~ ~ qc; ftCf<1 ~ 30.05.2020 

CldffCfl{OI fllJ''IllrlI ~ 00 'fldN 'Cfi' {1;;Jqj)C"I, <tR-31;jflRlq~~ 4. ~ ~ 

5. ct=rar ~ ct=rar ~ Jt ~-11 ('~67700-~208700/-) ~ .3rurnR ct=rar ~ 
[~ -ff~ITRt1 ct=rar ~-3: d]s ct=rar ~6600/- ~ ~15600- ~ 
~39100/-1 

6. ~ :l1ITIT 31ffif fRCfiT{ c;qm ~-~ 'R d=!(>f ct=rar ~ ~ , ~ 
~(~ Jt 12 ~ffi ~ ~~) ~.3rurnR1 ~ 

'" fcl fa:I ~ fctC1 cfiI ~ ~ fRCfiT{ ~ ~ ~ ~ ~ ~/fct31m ~ ~ fa:I~r:tC"l ~ 7. ~ ~ 
3'rcf1 ~ ~ ~ ~-~ mfur qc; 'R ",fclfa:lllr:tC"l cfiI ~ ~ 
~ ~ ~ ",fclfa:lllFctC"l cfiI ~ ~ ilT{ Cf\t ~ 
~ 3fftrct; ~ ~I 

8. qc;c))~ ~ 3tR (i)~/~ ~/~ fo1CflrllT 3-TTI?; c)) ~"QCf ~ 

3i'HC;lflkCl ~ ~ ~ c)) ~ ~ CfiI;QSflJil ctiT ~,31I~~Rl(1 

3tR ~ Cfi{G1T1 

(ii) ~ ~,~ .m-<:r<:r01, clllCle;II):Cfl .3fOiWT 3-TTI?; <liT .:) 

~ Cfi{G1T1 

(iii) ~~ ri 3tR ~ ~ Jt ~ c)) ~JCI1 cfiI 

fle:I~C"II Cfi{G1T1 

ct=rar 3tR amt '" fcl fa:lll CfC"l ~ ~ d=!(>f ~/~ Jt ~ ct=rar c)) 9. ~ e, 

31a=mR d=!(>f ~ "C!Cf f'Id1<f -~ 'R :mtC1 fRCfiT{ c;qm d=!(>f ct=rar 
..:> " •.• " 

~ ~ ~ (~ Jt 12 ~R1 cfiI ~ ~) c)) .3rurnR ~ 

~ 31i'IT ~ m- c))/cfiI "l1T3f M/~ I 

c)) ~ ~ ••• RI~4~(1 ~- (31l"'qCfiI~Cfi ~ ~) 10. qc; 
,:) ~ 

~,.3fOiWT 3-tR tmfclT Cfi". ~ fRCfiT{ 3ftrcrr ~ fRCfiT{ 3ftrcrr fftr ~ aM 3ftrcrr 
.:) 

fmCl~C;__lll(>l~l 3ftrcrr CIi Icr;q C"II ~ ~ ~ 3ftrcrr 

flla;;Jfa:lCfl m ~ 3"YSfiCIiT 3ftrcrr ~ ~ 3ftrcrr ~ 

3ftrcrr ~ ~~ c))/cfiI ~ 
Cfi". (i) ~ d=!(>f ~ ~ fct31m Jt fa:I ~ f.A C"I 3ml"R" 'R ~r qc; ~ 

tlROT ~ rr/ st ~; 3fmIT 



11. 3IT<.! 

(ii) f@<r$M J:f(>!' ~ <IT ~ ~ ct=ra=r ~-3 «15600- 
" 

<39100), d}g ct=ra=r <5400 [ct=ra=r ~ «561 00 ~ 

<177500) c); ~-1 0 'R1 'B1t1 <IT ~ * fa"I<1~('1 .3fIt.m' 

tR" fiT1;Q Fct('1 ell ~'t:ffi1 :ffi d}g ~ qi-:tr Cf1IlT *" mrr *" ~; 3fmIT .;) 

(iii) f@cr6M ~ ~ <IT ~ ~ ct=ra=r ~-2 «9300- 

<34800), d}g ct=ra=r <4800 [ct=ra=r ~ «47600 ~ 

< 1 511 00) ell ~-8 *J ~ <IT 'fId1Cfi'al ~ fiT1;Q f.f1 ('1 .3iTtTR' 

tR" fiT1;QFct('1 ell q~'t:ffi1 :ffi d}g ~ ~: Cf1IlT *" mrr *" ~; 3tR .;) 

(~) ~ fiT1<hT1ffiffi('1 ~ ~ 3tR 31arnCf ~/~ ~: .;) 

3ffita"rt :- 

(i) fcRfT Ji 1 cr;Q ('11 lJT'C('1' fct~ Cl Rk;,;Q 1 c>t ;Q ~ 'QCfi fcl1sr<:r ell ~ ~ 

.mr~JW.if ~ ~ *" M; 
(ii) ~ 3tR fctn ~ ~ .3fTffiCfl c;f)ffr ell !$r ~ qi-:tr Cf1IlT 

q;r 31arnCf ~ I .;) 

aiu;;ft:q:- 
(i) Jilcr;Q('11 lJT'C('1' ~Cl~C;_;QIc>t;Q 3fmIT ~ ~ ~JW.if ~ 

fV11('1Cfi~('('1{ M 3fmIT m ~TR1a1 (fctn) ~ fV11('1Cfi~('('1{ 

M; 
(ii) ~ c;f)ffr 3fmIT fctn ~ ~ 3it-~ q;r 'QCfi ~ q;r 

31arnCf 3fmIT .3fTffiCfl c;f)ffr, ~ 3fmIT fctn ~ ~ .;) 

~ ~ <IT 311;Q~f@('1 ~ ~ 'QCfi ~ q;r 31arnCf I 
.;) 



't!~al(ij:q 'C!!'Htarar 'ffl!T vitr ~ (lr.v.v.~.) 'R' 39' firalrq; (rnl"lEl' Vct ~cii\ilif) cfi' '9"a" ~ 
~ 'qq'ij' 

\if}aifCf;t'!l~ ~ Vct ifiTt 'qq'ij' 

1. 01l1i ~ qc:rr 
(~.sram ~") 

2. ~~(~~j 
3. (i) ~ ~ ~r cfi'r ~ 

(ii) ~/m ~ ~ ~ flql~qRt c, 
cfi'r ~ 

4. ~~ 

5. CRIT 3m qc; f;Q ~ ~ ~ ~ .:> 

~ qu)- ~/CR<fr 6? (~ ~ .$IT 
" ~ ~ cfi' ~ ~ 3Itar cfi' ~ 

JI'r.IT mrr t, ~ 3lI'cfi' ~ CfiT ~ ~I) 

fa:njqCl1~ qftq;r "# 3~(ijffll(1 3r4fiffir ~ ~ ft;v \iI1it cmft ~ 
~/3r.I1fa" ~/3JimCr .:I .:I 

Cfi. (i) at "Ff ~ <IT ~ ~ ~ II f.Ft C'1 .3fitrR 

tR ~r qc; URUr fcf;v ~/ ~ 6; .mrcrr 
.:> .:> 

(ii) f81<r$lcA J1(if ~ <IT ~ ~ ~ ~-3 
" 

(~15600-~391 00), a}s ~ ~5400 [~ 

~ (~56100 ~ ~177500) ~ ~-10 ~ 

m6c=r <IT ~ ~ ~ II f.Ft C'1 .3fitrR tR ~ II FctC'1 
.:> 

~ ~'tITC1" 3"ff a}s ~ $I" CfIIIT cfi'r ~ cfi'r ~; 
.mrcrr 
(iii) f81<r$1cA J1(if ~ <IT ~ ~ ~ ~- 

" 
2 (~9300-~34800), a}s ~ ~4800 [~ 

~ (~47600 ~ ~151100) c)l ~-8 ~ 

m6c=r <IT ~ ~ ~ II f.Ft C1 .3fitrR tR ~ II FctC1 
.:> 

~ ~'tITC1" 3"ff a}s ~ U;: CfIIIT cfi'r ~ cfi'r ~; 

3fR 
3I1iicmt 3I1iicmt 

Cfi) ~ <Hlo-llC11 ~ ~q~C\..lll('lll ~ ~ 

cfi'r fgafr; 

~) ~ 3fR fcffi ~ m6c=r .3ilffiq:; o:lTfc1 ~ 
m ~ $I" CfIIIT Cfif ~ ~I 

.:> 

aiu.Jl:q aiu.Jl:q 



1. <HlcrllCiI ~ 1mClfclC;_lll(>lll 3mCIT ~ ~ 

mr~l"TBI" ti" ~ICiq,1(""Ci~ M 3WcIT ~ 
~rma=r (fcfn) ti" tv1ICiq,)(""Ci~ M; 

2. ~ o:fifc1 ~ fcfn ~ ti" 3it-<f["q"ij'f Cflf 
"QCfl ~ Cflf ~ 3mCIT ~ o:fifc1, ~ 

.:> 

3imIT fcffi ~ ti" ~ ~ <IT 31lll1~Ci 

~ ti" "QCfl ~ CfiT ~ 1 
.:> 

5.1 .m:: ~ ~ aRT ~ c=rm ~ tl<Hli:m ti" fcl 'ijlqCTj ~ aRT ~ ~ ~ ~~ 
~.lfct3mTJCfiI4h'14 ~ ~ f.1<r<HT ti" <mY 3f(;:(>lffi}Ci ~ "C!Ci" Clil9>o11ll ~m q;)" ~ 

~ ~ ft;tQ" ~ ~ ~ ~ ~ 6"1 
5.2 ~ stR ~ICiq,)~H Jlt<:rrm ~ ~ ti" 311~G"Cfilj ~ ~Cf1f(;:qCf1/~ ~ "C!Ci" ~ 

, .:> 

~ q;)" ~ fc8:rr ;;nv 1 

6.1 .m:: 3fIG1(=Il ~ ~ ~ "qG c); ~ "# 311~G"CfiC1'j ~ tnftn (~ fin ~ ¥ "# 
~fr4T -mIT ~) ~ 3mA4Cfi" 3$n"1 CfiTt 3fiI1rcf c#i'r q1i'c m iro" 3ftI'ift" ~ ~cqfOl4i~ .;) .;) ::!j" 
VG1if~~~1 

7. ~ CfiT Cf11 (>l9fl<HcilC;_lT fcl:cRuT t 1 ~ ~ h dl""llT ~ ~ 6, ill ~ ~ C\_CITU 
fcliUcrc:f SI <H 1 fUI Ci <fl{ "QCfl .31"(>1"d"T ~!Tc ~ cR 1 

Cf1lll) (>l ll/~ fcT)llPiCi ~ ~ ! *ctra1 ~ eli ~ qc: eli (1Cf1" 

tR mft<f qc: I ~~/ ft;tQ" ~ 
I ct=ro=r ~ "C!Cf ~ wft:r~ 

.:> 

ctra1/ CfiT~ 

fcT) II Pi Ci ~ tR ~~ .:> 
mfu1 qc: CfiT ~*'" 

I ~CiCTj<HICTj ~ 
(fclfCiI~qdCf1) 

" 

* l1(kcN"': ~/Q<HQ{ilYl ~ ~ ~ ctra1 ~ c=rm ~ ctra1 ~ eli ~ cllFctCidlCi m ~ " ~ 
q$ ~ ~, .3f(=f: ~ ~ CTj" fcf;<:rr ;;nv 1 ~ fcT)llPiCi ~ tR urfu:r qc: eli ctra1 ~ ('fey ~ 
.:> 

ctra1/~CiCTj<HICTj CfiT tr ~ f<Rrr ;;nvl ~ ctra1 ~ c=rm ~ ct=ra=r ~ ~ lRfi"tfr/Q<HQ;ff141 ~ 

311 ~C:CTj Cf1C"i) C\_CITU ~ <m1 t;TTCC1 fcfiv dW ~, CfiT ~ ~ h ;;nv; 



CfiFQ~(>I<OI/~ ~/QCfiQf11ci>1 ~ t C1cfl 
ct 3ltlTo1 'S[1"C(1 c)c:ja,-, 

c)c:ja,- ~ C1m -a}s c)c:ja,- 

8. ~~q;r~,~~ 

~ ~ <IT *-~ ~ ~ 3mI"R 
~ 

9. ~ ~ ~ Slf8fcTt<Ol~C1/~ ct ..:> 

3mI"R ~ 6 CiT q;q<:ff ~ cR- c. 

en) Jnffi1cf; fcTt<Ol~<1 ~) Slf8fcTt<Ol~/~ dT) 3i I ilC:<ri CfiC1'1 ctJi""(>!" "€f) Ji""(>!" ~ .r 
..:> ..:> " " *'"~ ~ fcTt<Ol~C1 *'" CfiI<Olrl(>l<Ol/~ q;r ~ Il;ld1c1f ~ ..:> 

~ <T1'Tl1 mfu1 ere; q;r <T1'Tl1 
3ft"{ c)c:ja,- 

9.2 .m:: ~ 9 (dT) "QCf ("€f) ct ~ ~ -mfr 
~.r~~~"QCfl~~~/~ 
ct ~ SI f8 fcTt <Q ~C1 ~ ere; mfu1 fcl:i<IT ~ qi(r ..:> ..:> 

3ftra)" ~ ~/~ .r 3mT at ~ mfu1 ~ 
~~I 

9.1 .m:: ~ ~ ~ ~ tr Slf8fcTt<Q~C1 ~ ..:> 

6, CiT ~/1hfr ~ ct ~ ~ ~ 
~/fcrnm c:;_qm ~~, flC141C11 ~ 
C1m fl,<OIfcTt1S61 SlCfilolq~ ~ ~ ~ ~I 

10. ~ 3ililC:<riCfiC1'1 c:;_qm fcmc:r ~ CfiT$" ere; 
SI ffi fcTt <01 ~C1 ~ mfu1 fcl:i<IT "JT<IT ~, CiT ~ ..:> 

Slf8fcTt<Q~C1 ~ ~ *'" ~ "QCf .3fO=<T ~ I ..:> 

11. acbn;r ~ eli" iI""R""# lIQftCfd ~: 
m ~ ~ 31Tl1 fcTt CFCi1 ffi R?I C1 ~ ~ 3ltlTo1 c. 

~ ~ (WTC1" ~ ct ~ 3ftra)" fcTt<Ol~CfC11 q;r 
<T1'Tl1 ~ cR) 

i. ~ ffiCfiR" 



ii. ~ mCfiR 

iii. ~WTOo1 

iv. wcnrtT ~ 

v. fct~q fc! a_;[J I (>l;[J 

vi. ~ 

12. Cfi11<IT ~ fct; CRIT .mer 3ffi" ~ ~ c, 

Cf>Tt CR ~/W ~ <=rm ~ d)s ~ ~ .wrcrr ~ 
d)s ~ fc!r1l ~ ~ I 

13. CRIT .mer ~ITRm ~ ('1CTj J=t I CTj ~ t? <rt?;- ~, 
ill fi"~lltToi cfi'r ~ ~ <=rm fi"~lltToi ~ qcl- ~ e, 

~('1CTjJ=tICTj CfiT ~ ~ <'fit I 

ct101 ~ ~ ct101 ts/~ ~ d)s ct101 q;c;r~ 
.;) 

~ ct101 
"- 

15. <rt?;- .311~C::CTjCfl('1'1 "Q"Cfl" ~ ~ ~ 6, ~ ~ mCfiR ~ a('1CTjJ=tICTj1 CfiT %iIo1 ~ CR m 
6, ill ~ c:::.crm ~ CTjqlCTj('1J=t ct101 ~ ~ ~d=G1~ffil('1 fclcRuT ~M ~, CflT ~ cR: 

ct101 a('1CTjJ=tI<l1 <=rm ~ ct101/~ ~/~ q;c;r~ ~ "QCf 
"- .;) 

a('1CTjqc::Rt cfi'r ~ ~ 3fTi?; 
(.. , 

(~-3N~~~) 

~ -ere::- ~ 3q;[JCf('1 3tffi~q:(1 16. iifi. .;) 

~. <rt?;- <tiT$" ~, ~ .mer ~ -ere::- ~ fc!r1l 
" ~ 3Q;[JCf('1('11 ~ ~ ~ ~ ~ ~I 

.;) 

(~ ~ ~ ~ ~-~ (i) .31ffi~Cf('1 ~ 

3ft;<:IT (ii) c;[Jlqfll~Cfl ~ <=rm (iii) ftfctc1 
qftq":r/fc! 'ilIQCTj ~ ~ ~-~ ~ .31ffi~Cf('1 

.;) 

~~~~~~~~~~6) 
.;) "- 

(me: ~ ~ ~ cfr ~ "# 3fWT Ittlc: 

~cR) 
16 . "W.~: 

.311 a c::CTj Cfl('1'1 ~ ~ 6 fct; a- fo1 d=G1~ ffil ('1 ~ ~ 
.;) 

~ ~ CfiT ~ <'fit: 
"- 



(i) ~ ~fo1 C1m ftqTt 3.fR ~~ 
~ , . q <OIj\JiCTiIQ 

(ii) q{fCfil{/{§;ISlClRt/~ ~tm 
oJ c. 

(iii) c<OlIClfll~Cfi ~I ~I fl1fll$R:41 ~ 

~C1m' , I 

(iv) m ~ CT1TcI1 q{ 4v11CfiC'1 3mClT WTocrr ~ ~ c. 

~~ 
(v) Cfl)"$" ~/~ 3Wl ~ CfiI<Ol'j(i1<01 

oJ 

c;:_qm ~ ~ ~ CH 1cr-<OIC'11 1)ICJ01 cfi'r ~ 

~ 
(vi) ~ ~ fl"'ifCTlT I 

" 
(iI'tc: ~ ~ ~ c#i'I" ~ # 3firn 'tftc 
~~) 

17. CfitRIT ~ Cflt fcn CRTI .}ITtT SI f2l fa:1 <01 fi*C'1 c. oJ 

3mClT 31C"qCfiIf(»Cfi "fffcRJ ~ ~ ~ Cfi"t 

W/~51 

1

18. 'RIT 3lN 31'.l"!.Ri 0 ;:;nR\/.fl1 <!,RIo ''_ .,,,RI I 

. ~/cfi'r 51 . 

M ftfctc:f qftq:r/fcl'illQCi1 CfiT ~<OIICi1QC§Cfi 31Cl(i11CfiCTi Cfi"t ~ ~ elm ~ ~ ~ \Ji1Ci1CfiI{l ~ 
" oJ 

fcn ~ ~/Cfift ~ ~ ~ cfr ~ fl"'ifCTlT ~ ~ ~ ~ dtt c;qm ~ c;@18di 
oJ " ' oJ 

CfiT ~ ~ c;qm qc;- q{ ~ ~ ~ fld=I<f ~ CHC"<OIiCfiCi1 fcRrr \J1TQdTT1 dtt c;qm cfr ~ ~/~ 
••• C'\. ••• C'\. 

M ~ \Ji1Ci1CfiI{l ~ 3'IafflT{ flt'rq;- Vii ~ ~ elm ~ fcR:fT ~ ~ flTCHdfr ~ dtt ~ 
oJ 

q{ ~ ~ ~, CfiT ~/UCfir o:rtr df<IT ~I 

t-~ ~ _ 

~~ ------------------ 



(i) Jl;ft"/~/~JI;ft" ell ~ * ~ tI<1;:h<11 .w.rcrr ~lltlfa:1Cf) ~ 

~/fcmTmfrar ar6T t I 

(iii) ~ dl~qa1"I;q ftqlt ~ ~ ~ * ~ tIm ffiCf)R * .3fCR ~ 31~ ~ 

3i1R ell fc:f;- ell ~ ~ fcrtmr<:r tI\;qI~<1 ~ 5 CflIif <fiT ~ dl~qa11;q ftq1c:'f <fiT 
lhk)'>Iffi;qj ~ ~I 

(iv) 301 q-{ ~ 10 CflIif ell zyg ~ ~/-rntl ~TTR;=r ar6T ~ ~ t .w.rcrr 301 q-{ ~ 
10 CflIif ell zyg ~ ~ ~/-rntl ~TTR;=r <fiT ~ ~ tl (~ ~ ~ ~I) 



'+II {liHf&ll1/ File No.:A-35020/01/2023-ISTM 

111«'1' ~ I GOVERNMENT OF INDIA 
,"~al(q'" ~ (f1IT V'iI"i'U" ~ 

INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT 
(VCf; ~9001:2015lR=trr / AN ISO 9001:2015 INSTITUTION) 

~ ri ~ ftr1fPT I DEPARTMENT OF PERSONNEL & TRAINING 
~ ~ ~ 3iR' ~r;r ~ I MINISTRY OF PERSONNEL PUBLIC GRIEVANCES & PENSIONS 

Date: 27/12/2023 

To 

I. The Secretary of all Ministries/ Departments of Government of India 
(As per standard list) 

2. The Chief Secretaries of All State Government and Heads of recognised Research 
Institutions/ Universities/PSU/Colleges. 
(As per standard list) 

Subject: -Filling up of one faculty post of Deputy Director (Economics & Planning) (Short term 
contract) on deputation basis in the Institute of Secretariat Training & Management, New Delhi - 
reg. 

Madam/Sir, 

I am directed to say that the Institute of Secretariat Training and Management (ISTM), a Central 
Training Institute New Delhi proposes to fill up the following faculty post on deputation basis. Details of 
the post are as under: - 

S.No. Name of the Post lNumber of Pay level in the Pre Revised Pay Scale Eligible Category 
vacancy Ipay Matrix 

I. Deputy Director 01 Level-l l PB-3 Rs.I5600-39IOO GP Officers of the 
(Economics & (Rs.67700- 6600 Central Government, 
Planning) 208700) or State 

Governments or 
Union Territories or 
Universities or 
recognised research 
Institutions or Public 
Sector Undertakings 
or Autonomous 
Organisations or 
Statutory or Semi- 
Government 
Organisation 

Contd .. 



(From pre-page) 

2. The officer selected shall be entitled to 'training allowance' on the basic pay drawn at such rate 
as may be determined by the Government of India from time to time. The eligibility conditions, 
qualifications and experience required for the post and other details are given in Annexure-I(A). 

3. It is requested that applications (in quadruplicate) of suitable and eligible officers andwho can be 
spared immediately in the event of selection may be sent to Shri Ram Bhagat Kushwaha, Under 
Secretary (Training) Training Division, Block-IV, 3rdFloor, JNU (OLD) Campus, New Delhi-l10067 
within a period of 60 days from the date of publication of this advertisement in the Employment News/ 
RozgarSamachar. 

4. Applications of only such officers/candidates will be considered which are routed through proper 
channel and are accompanied with (i) Bio-data (in quadruplicate) in the proforma as given in Annexure­ 
Il(A) and (ii) Cadre Clearance. 

5. Applications received after the closing date or without prescribed documents or otherwise found 
incomplete or not in the prescribed proforma are liable to be rejected. Officers in case of selection for the 
post will not be allowed to withdraw their candidature subsequently. 

6. Before forwarding the applications, Competent Authority must certify that information furnished 
by the applicants are verified with their Service record and found correct and should also countersign the 
application with the office seal. It may also be confirmed that in the event of selection for appointment, 
the officer concerned will be relieved of his/her duties. 

7. This may please be given wide circulation in various units of your organization. 

Yours faithfully, 
Encl.: Annexure I(A), & I1(A), 

Copy to: 

qh~5~ 
(Shefali Sarah 

Under secreta~, Estt I t:ARhl- ~~ . '!'f.Ti'C., /,. ") 1M ••• 
Telepijb e . o 2. 'A 2r6.:lebret~IY . 

•.... ~ / ~ X1-t-rr-'I ~~~ ~fu~ om . t ",. :" s aria! Training and Managame:n 
In~~ul;:_, o~r~/oepartmenl 01 Pe:sonnel & Traln< 
l)lP19 3l1~ ~H,"I'I f I~' N" C ' ~'. -cl W/Governmenlo nul3, e,/ •. 1. 
,1.\I~.=i 

1. Shri Ram Bhagat Kushwaha, Under Secretary (Training), Training Division, DoPT, 
Block-IV, 3rdPloor, JNU(OLD) Campus, New Delhi-ll0067 

2. NIC, DoPT with the request to upload the same on DoPT's website. 

VlIl'A""'" ~. -;;r.~.Fct. ~ (~I ADMINISTRATIVE BLOCK, JNU CAMPUS (OLD), 
~ ~ ~. ott ~ -110067/ OLOF PALME MARG, NEW DELHI -110067 
~ {WEBSITE - https:l/www.l.stm.gov.in: hfI~ {FAX - 011·26104183; '-AA I E·Mail- istm@nic.in 



1. 

2. 

3. 

4. 

Name of Post 

Number of posts 

Date from post vacant 

Classification 

Annexure - I (A) 

Deputy Director (Economics & Planning) 

01 (one) 

30.05.2020 

General Central Service Group 'A' Gazetted, Non­ 

Ministerial 

Pay in the Level-l l (Rs. 67700/- to Rs.208700/-) in the Pay 

Matrix (pre revised PB-3: Rs.15600-39100/- with Grade 

Pay Rs.66QO) 

At such rate (at present @12%) on basic pay as determined 
by Government of India from time to time. 

Period of deputation including period of deputation in 
another ex-cadre post held immediately preceding this 
appointment in the same or some other organisation or 
Department of the Central Government shall ordinarily not 
to exceed four years. 

(i) To schedule, organize and direct training programmes 
for supervisory and operating level officers of the Central 
/State Governments/ Autonomous Bodies etc. 
(ii) to produce training materials, case studies, practical 
experiences, etc. and 
(iii) to assist the Director of the Institute in Administrative 
and Training matters 

A deputationist shall be entitled to his/her basic pay drawn 
in his/ her parent cadre/organization and training allowance 
at such rate (at present @12%) on basic pay as may be 
determined by the Government of India from time to time. 

By Deputation (including short term contract) 

A. Officers of the Central Government, or State 
Governments or Union Territories or Universities or 
recognised research Institutions or Public Sector 
Undertakings or Autonomous Organisations or Statutory or 
Semi -Government Organisation- 

(a) (i) holding analogous post on regular basis in the 
parent cadre or department; or 

(ii) with five years' service in the grade rendered 
after appointment thereto on regular basis in the pay 
band-3, Rs. 15,600-39,100 plus grade pay Rs.5400 

5. Pay Band 

6. Training Allowance 

7. Period of deputation 

8. Duties and responsibilities of: 
the post 

9. Pay & Allowances 

10. Qualifications, Experiences 

and Eligibility required for 

the post 



[Level 10 (Rs. 56100-177500)] or equivalent in the 
parent cadre or Department; or 

(iii) with six years' service in the grade rendered 
after appointment thereto on a regular basis in the 
pay band-2, Rs.9300-34800 plus grade pay Rs.4800 
[Level-8 (Rs. 47600-151100) in the pay Matrix] or 
equivalent in the parent cadre or department; and 

b) Possessing the following educational qualifications 
and experience:- 

Essential: 

(i) Bachelor's Degree with Economics as a subject 
from a recognised University; 
(ii) Five years' experience in the field of Economics 
Policy including Planning and Financial Management. 

Desirable: 

(i) Master's Degree in Economics or Master's Degree in 
Business Administration (Finance) from recognised 
university or Institute. 

(ii) One year teaching experience in Economics Policy or 
Financial Management or One-year experience in 
imparting or Organisation Training in Economic Policy, 
Planning or Financial Management. 

11. Age Not exceeding 56 years as on closing date of receipt of 

applications. 



ANNEXURE-II (A) 
APPLICATION FOR THE POST OF DEPUTY DIRECTOR (Economics &: Planning) 

IN ISTM 
BIO-DATA/ CURRICULUM VITAE PROFORMA 

l.Name and Address 

(in Block Letters) 
2.Date of Birth (in Christian era) 
3.i) Date of entry into service 
ii) Date of retirement under Central/State 
Government Rules 
4. Educational Qualifications 

5.Whether Educational and other qualifications 
required for the post are satisfied. (If any 
qualification has been treated as equivalent to the 
one prescribed in the Rules, state the authority for 
the same) 
Qualifications/ Experience required as mentioned Qualifications/ experience 
in the advertisement/ vacancy circular possessed by the officer 

(a) (i) holding analogous post on regular basis in 
the parent cadre or department; or 

(ii) with five years' service in the grade rendered 
after appointment thereto on regular basis in the 
pay band-3, Rs. 15,600-39,100 plus grade pay 
Rs.5400 [Level 10 (Rs. 56100-177500)] a 
equivalent in the parent cadre or Department; or 

(iii) with six years' service in the grade rendered 
after appointment thereto on a regular basis in the 
pay band-2, Rs.9300-34800 plus grade pay Rs.4800 
[Level-8 (Rs. 47600-151100) in the pay Matrix] or 
equivalent in the parent cadre or department; and 

Essential Essential 
A. Bachelor Degree from recognised University 

B. Five years' experience in the field of 
Economics Policy including Planning and 
Financial Management. 



Desirable 
Desirable 

1. Master's Degree in Economics or Master's Degree in 

Business Administration (Finance) from recognised 

university or Institute. 

2. One year teaching experience in Economics Policy or 

Financial Management or One year expenence 10 

imparting or Organisation Training in Economic Policy, 

Planning or Financial Management. 

5.1 Note: This column needs to be amplified to indicate Essential and Desirable Qualifications 
as mentioned in the RRs by the Administrative MinistrylDepartment/Office at the time of 
issue of Circular and issue of Advertisement in the Employment News. 
5.2 In the case of Degree and Post Graduate Qualifications Elective/ main subjects and 
subsidiary subjects may be indicated by the candidate. 

6. Please state clearly whether in the light of entries 
made by you above, you meet the requisite 
Essential Qualifications and work experience 0 
the post. 

6.1 Note: Borrowing Departments are to provide their specific comments/ views confirming 
the relevant Essential Qualification/ Work experience possessed by the Candidate (as 
indicated in the Bio-data) with reference to the post applied. 

7. Details of Employment, in chronological order. Enclose a separate sheet duly authenticated by 
your signature, if the space below is insufficient. 

Office/Institution Post held on From To * Level in the Pay Nature of Duties 
egular basis Matrix pay Band (in details) 

and Grade highlighting 
Pay/Pay Scale of expenence 
he Post held on !required for the 
regular basis post applied for 

* Important: Pay-band and Grade Pay granted under ACP/MACP are personal to the officer 
and therefore, should not be mentioned. Only Pay Band and Grade Pay/ Pay scale of the post 
held on regular basis to be mentioned. Details of ACP/MACP with present Pay Band and 
Grade Pay where such benefits have been drawn by the Candidate, may be indicated as below; 

Office/Institution Pay, Pay Band, and From To 
Grade Pay drawn 
under ACP/MACP 
Scheme 

IS.Nature of present employment i.e. Ad-hocl 



or Temporary or Quasi-Permanent 
or Permanent 
9.1n case the present employment is held on 
deputation/contract basis, please state- 
a) The date of b) Period of appointmen c) Name of the paren d) Name of the post and 
initial on deputation/contract office/organization to Pay of the post held in 
appointment ~hich the applican substantive capacity in 

belongs. he parent organisation. 

9.1 Note: In case of Officers already on deputation, the applications of 
such officers should be forwarded by the parent cadre/ Department 
along with Cadre Clearance, Vigilance Clearance and Integrity 
certificate. 
9.2 Note: Information under Column 9(c) & (d) above must be given 
in all cases where a person is holding a post on deputation outside the 
cadre/ organization but still maintaining a lien in his parent cadre/ 
organization 
10. If any post held on Deputation in the past by 
he applicant, date of return from the las 
deputation and other details. 

11. Additional details about present 
employment: 
Please state whether working under (indicate the 
name of your employer against the relevan 
column) 

i. Central Government 
11. State Government ... Autonomous Organisation 111. 

IV. Government Undertaking 
v. Universities 
Vi. Others 

12. Please state whether you are working in the 
same Department and are in the feeder grade or 
feeder to feeder grade. 
13. Are you in Revised Scale of Pay? If yes, give 
he date from which the revision took place and 
also indicate the pre-revised scale 
14. Total emolument per month now drawn 

Basis Pay in the PB/Level in the Grade Pay Total Emoluments 
Pay Matrix 

15. In case the applicant belongs to an Organisation which is not following the Central 
Government Pay-scales, the latest salary slip issued by the Organisation showing the following 



details may be enclosed. 
Basic Pay with Scale of Dearness Pay/interim relief/ other Total Emoluments 
Pay and rate of increment Allowances etc., (with break-up 

details) 

16.A Additional information, if any, relevant to the post 
~ou applied for in support of your suitability for the post. 
(This among other things may provide information with 
egard to (i) additional academic qualifications (ii) 
professional training and (iii) work experience over and 
above prescribed in the Vacancy Circular/Advertisement) 
(Note: Enclose a separate sheet, if the space IS 

insufficient) 
16.B Achievements: 
The candidates are requested to indicate information with 
egard to; 
(i) Research publications and reports and special projects 
(ii) Awards / Scholarships / official Appreciation 
(iii) Affiliation with the professional bodies/ institutions/ 
societies and; 
(iv) Patents registered in own name or achieved for the 
organisation 
(v) Any research! innovative measure involving official 
ecognition 
(vi) any other information. 
(Note: Enclose a separate sheet if the space is 
insufficient) 
17. Please state whether you are applying for deputation 
or Short Term Contract 
18. Whether belongs to SC/ST 

I have carefully gone through the vacancy circular/advertisement and I am well aware 
that the information furnished in the Curriculum Vitae duly supported by the documents in 
respect of Essential Qualification! Work Experience submitted by me will also be assessed by 
the Selection Committee at the time of selection for the post. The information! details provided 
by me are correct and true to the best of my knowledge and no material fact having a bearing 
on my selection has been suppressed/ withheld. 

(Signature of the Candidate) 

Address ------------------ 
Date ---------------------- 

Email ID ------------------- 
Contact Number ----------------- 



Certification by the Employer/ Cadre Controlling Authority 

The information! details provided in the above application by the applicant are true and 
correct as per the facts available on records. He/she possesses educational qualifications and 
experience mentioned in the vacancy Circular. If selected, he/she will be relieved immediately. 

2. Also certified that; 
(i) There is no vigilance or disciplinary case pending/ contemplated against 

Shri/Smt. ------- 
(ii) His/ Her integrity is certified. 
(iii) His/ Her CR Dossier in original is enclosed/photocopies of the ACRs for the 

last 5 years duly attested by an officer of the rank of Under Secretary of the 
Govt. of India or above are enclosed. 

(iv) No major/ minor penalty has been imposed on him! her during the last 10 
years or a list of major/ minor penalties imposed on him! her during the last 10 
years is enclosed. (as the case may be) 

Countersigned 

(Employer/ Cadre Controlling Authority with Seal) 


