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(14.12.2022 to 16.12.2022)
“Training on Office Procedure, Administration, Finance, GeM, Roster management and Vigilance
for Group B and C officials”
(14.12.2022 to 16.12.2022)
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Regional Training Division, Geological Survey of India Training Institute, NER, Shillong is
organizing an “Training on Office Procedure, Administration, Finance, GeM, Roster management
and Vigilance for Group B and C officials” from 14.12.2022 to 16.12.2022, in hybrid mode as a part of
approved FSP 2022-23.

The course has been designed for employees of GSI, NER. This is also as a part of Promotion
Linked Training (PLT) for non-gazetted employees of GSI.

The objective of this training course is to impart training on the different aspects of office
procedures, administration, finance, roster management and vigilance to the Group B and C officials.

Course Content:
e Organizational structure and Administrative procedures of GSI.
e Role and function of authorities (HOD/ HOO/DDO).
e Official Correspondence: Effective Noting and Drafting
e Principles of Budgeting in government
e Fundamentals of vigilance; Disciplinary proceedings/ administrative vigilance
e Major and minor penalty
e Promotions and DPC procedures, roster management
e Purchase Rules/Government e-Marketing (GeM) procedure
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The Regional HOD / Mission Heads/ SU heads/ Divisional Heads of GSI NER are requested to
kindly nominate officers for undertaking this training course.

RTD-NER, B-36, B-Block, 3t Floor, GSI Complex, Rynjah, Shillong-793006. Phone No: 0364-2535760, Email:

rmh5.ner@gsi.gov.in; Website: www.gsi.gov.in, www.training.gsiti.gsi.gov.in
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All the participants are requested to ensure sending their nominations through proper channel as per the
below mentioned proforma to the Director, RTD, NER, Shillong at rmhS.ner@gsi.gov.in on or before
05.12.2022.

Proforma for sending nomination
SI. No | Name | Designation | Organization | Place of | Emp. ID | e-Mail Mobile No.
posting (Preferably WhatsApp)
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Last date for receiving nominations: 05" December, 2022
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Contact person:
o T .UF .{EW g, aitg s+ / Dr. N. Surdas Singh, Senior Geologist, 08707592599 (M)
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