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Geological Survey of India Training Institute is organizing e-Training on Office Procedure,
Administration, Finance, GeM and Vigilance for Group B and C officials from 09" August to 13"
August, 2021 as part of approved FS 2021-22. This training programme is proposed to be conducted on e-
platform by RTD-SR.

Fundamental aspects of the relevant subject of training, relevant case studies, virtual
demonstrations, etc. will be dealt through this e-Training. There is no scope of Laboratory-based
and Hands on Practice trainings through this e-Platform.

The objective of the course is to train Officials in administration, finance, vigilance and
procurement related matters. The course has been designed for the Officials of GSI, SR, State DGMs &
other organizations operating in the Southern States of India. This is also a part of Promotion Linked
Training (PLT) for the Officials of GSI.

qrEweET fwaE=t / Course Content:

» Office procedure and drafting various communications

» Conduct rules

> Principles of natural Justice and procedure for imposing a major & minor penalty
» Time Management & Stress management

» Maintenance of Reservation Roster & Personnel Management

» RTI & Grievance
» Promotions & DPC procedures.
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Significance of 56 J.

Importance of BHAVISHYA

Sexual Harassment of Women at work place

GFR and R&P Rules

Budget and common heads of govt. budget.

GeM & procurements

Preventive and Punitive Vigilance

Preliminary enquiry, regular enquiry and charge sheet
Role of 10, PO & defense assistant
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In this regard, the ADG & HOD, SR, HOD of RSAS and M&CSD of GSI and competent

authority of other organizations is requested to kindly nominate Group-B & C Officials for undertaking the
above training programme.
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All the participants are requested to ensure sending their nomination through proper channel in the
following format to rtd.sr@gsi.gov.in , GSITI, Hyderabad on or before 05.08.2021.
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SI.LNo. | Name of the | Name of Designation | Employee Place of E.mail Mobile No.
organisation | participant Id. posting id (Whats App)
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The nominated participants require Laptop / Desktop (with Webcam) and strong Internet
facility to join the e-Training.
IR TTH FA i 3ifaA G : 05 s T, 2021

Last date for receiving the nominations: 05 August, 2021.
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The approved nominations of this programme will be available only in the “Recent

documents” window of GSITI website (https://training.gsiti.gsi.gov.in), at least one day prior to the
commencement of the programme.

HYF &Y / Contact persons:
1 Shri. R Vijay Kumar, Director, RTD-SR, GSITI, Hyderabad 9444222598/9970939193 (M)
2 Shri. Madhusudhan D G, Senior Geologist, GSITI, Hyderabad 9481814683 (M)
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