GOVERNMENT OF PAKISTAN

MINISTRY OF COMMERCE
ek ded
No. 5(3)/2022-Admn-I/HR-I Islamabad, the 31* October, 2023
CIRCULAR

SUBJECT: - NOMINATION FOR TRAINING COURSE ON “OFFICE
PROCEDURE AND PRACTICES” FROM 20-11-2023 TO 24-11-2023

Please find enclosed herewith a copy of self explanatory Memorandum No.
3-1/2022-23 EP, dated 26™ October, 2023 on the above mentioned subject for placing on

the website of the Ministry of Commerce.

2. Interested officers from Main Ministry  and its Attached

Departments/Organizations may send their nominations, duly approved by their
respective Head(s) of the Wing(s)/Departments to HR-I Section latest by 10-11-2023

positively. Nominations received afier the deadline will not be entertained.

¢

Encl: As Above (_/

(Aamir Wabheed)
Section Officer (HR-I)

Database Administrator,
Ministry of Commerce,
Islamabad

Copy for information to Section Officer (AQs-HR), Ministry of Commerce, Islamabad



Government of Pakistyn
SECRETARIAT TRAINING lNS'l'l:l‘U'l'E
(Establishment Division)

(1))
1slamabad, the 26™ October, 4023
MEMORANDUM

Subject: NOMINATI G UR; N* O
AND PRACTICES? FROM 20-11-2023 TO_24-11-2023.

Subject course is being conducted at ST1 Campus H-9, [slamabad from 20-11-2023 to

24-11-2023, on part time basis which shall be held daily from 9:00 to 11:00 hours or. as natified
otherwise. Details of the course are &3 follows:-

Targst Audjence / Group:
Officers of the Federal Government in BS-17 to BS-19.

Coutge objectives:
To refresh professional knowledge for better understanding /application of rules on the

F.No. 3-1/2022-23 EP.

subject

Major Contents;
[ Civil Servants Act— 1973 © Revised LoaveRules 1980 |
| & Secretariat Instruction » TA/DA Rules
| » Conduct Rules, 1964 |

2, Ministries / Divisions / Departments and Organizations under the Federal Government are

requested to send suitable nominations ( Not more thap_four ) by 15-11-2023. Nominati

be nl'.co:tﬁrmed :’:I !Z-l_é:lﬂﬂ st the given e-meil address mmm‘m sl
gominations will_not be entertained. As s practice, all nominations recei e =B EEL
mccepted unless otherwise intimated. However, the Institute reserves thew;:hl:y;?esmwﬁ
candidates. Therefors the nominee{s) may report to this Institute for registration on 20 B‘m-eg!t

2023 o1,0900 hours. No_registration shall_be sllowed afler 0920 bours, -
However, if TA/OA for participation is i £ 0920 hours, Course is ree of charge.
nominating Organization, participation s involved, the ssme shall be respousibility of the “’mﬁ’:

3 STI offers an equal ; - . »
highly encouraged. equel opportunlty training environment. Penitipation of women employees is
4,

Nominating organi .
fiaison. 8 organizations are requested 1o infinete nocessary telephozeffax mumbers for

KC)‘” && &
(SAAD/A BAXG(R)
D*'-‘P"WDitemorf

txecutive Programmpe
o Tele; 9265200 )
i) Joint Secretary (Admn), Ministries/ Divisi
i) Heads of Departments / Subordinate Offices
. ices ¢ A i
iii) AD {IT), STI with request to place the cireulafr ml: ﬁob:::us Bodes.

AdSress; ot Na.7 Secior 1, Inamabad. Fav: OSTS763189 WebTworwigmmgh



