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OFFICE MEMORANDUM

subject: -rnviting nomination(s) for 3 days offline Training course on MS-Excel (MS-Ex-10)
from 26th-2gth Dec, 2022 beingconducted by ISTM, New Derhi.

The Institute of Secretariat Training and Management (ISTM), Department of personnel andTraining., Ministry of Personnel, Public Grievances lnd pensions, Gol, New Delhi has invitednominations for Training course on MS- Excel (MS-Ex-lof for officers & staff in the central
9*tln"nt offices, State Government offices and PSUs/ Autonomous Bodies n".'io;tis;;;",

The aim of the Training course is to develop the skills required forwork in MS-Excel,2016.The course content includes Getting Started with Excel, Understanding one Drive, Creating andop-ening workbooks,.l**g and Sharing workbooks, cell Basics, tuoiirying columns, Rows andcells, Formatting cells, working with Multiples worksheets, Using find & Replace, checkingSpelling & Page Layout and printing, etc.

The officials who need to attend above training course may sent their nomination in theprescribed nomination 
{or1 through proper channel (HRi Nodal officer/Reporting or6cery to HRMunit, ICAR HQs latest by 02.1 1.202, foi onward transmission to ISTM, New Delhi. The nominationform is also enclosed here. The nomination may not be sent online directly to ISTM until it isapproved by the Council. The course fee of ns joool- per participant shall be mer out from ICAR

HQs scheme- HRM Budget head for 2022-23.

The officialswho have already attended the training course need not apply. The applicantswill not be allowed to withdraw thiir nominations after-acceptance by ISTI\,i, \ew Delhi. Theparticipation in the above training course will be subject to acceptance of nomination by ISTM, NewDelhi and also further orders from the Council.
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