GOVERNMENT OF PAKISTAN

MINISTRY OF COMMERCE
sianreas
0.5 (2)/2021-HR-1I Islamabad, the 9* January, 2024
CIRCULAR
UBJECT:- TWO WEEKS (PART-TIME) TRAINING COURSE ON _'OFFICE
FROCEDURES”

Secretariat Training Institute is organizing subject courses from 06-02-2024 to
16-02-2024. The training sessions will be held from 11:30 to 1:30 hours daily or a= motified
herwise. Details are as follows:-

arget Audience/Group;
This course is designed for employees of BPS 11-16.
purse objectjves:-
To enhance skills of participants in Office Procedures and Practices.
purses Contents/Outlines:-
Organization & Structure of the Federal Government (ROB, 1973)
(Case Study and Presentation)

) Distribution of work & responsibilities
(Case Study and Presentation)

i) | Basic of conduct of business in the Parliament (ROB, 1973)
(Case Study and Presentation)

) | Legislation (ROB, 1973)

(Case Study and Presentation)

) | Basics of Secretariat Instructions:
- Disposal of business

= Opening of new files.

- Paging / referencing / docketing / diarizing
(Case Study and Presentation)

It has been requested that nomination of suitable official of the Federal
overnment Ministries/Division/Department and Organizations may reach the institute latest
r 26-01-2024. Late nomination will not be entertained. Selected officials/ nominee(s) will
port to the Institute for registration on 06-02-2024 at 11:30 hours. No registration shall be
lowed after 11:45 hours:

The interested officiali of the Main Ministry, may forward their nomination,
ily approved by their reporting officer to HR-II section latest by 1 positively.
ominations received after the deadline will not be entertained. :

i Copy to Deputy Director (IT), Ministry of Commerce, Islamabad, with the request to
upload the circular on the Ministry’s official website.
i. Notice Board (A-Block)




GOVERNMENT OF PAKISTAN
(ESTABLISHMENT DIVISION)
SECRETARIAT TRAINING INSTITUTE

Whdhkik

F.No.5-2/2023-SD-II(A) Dated 5™ January, 2024

Subject: TWOQ WEEKS

PROCEDURES”,

STI is orgamzmg subject course from 06-02-2024 to 16-02-2024. The training
sessions will be held from 1 , daily or as notified otherwise. Details are as
follows:-

rge i Group;

This course is designed for Officials of BS-11 to16.

Course objectives:

To enhance skills of participants in Office Procedures and Practices.

Course Contents/Qutlines:

i) | Organization & structure of the Federal Government (ROB, 1973).
(Case Study and Presentation)

ify | Distribution of work & responsibilities

{Case Study and Presentation)

fil) | Basics of conduct of business in the Parliament (ROB, 1973).

{Case Study and Presentation)

~vl) | Legislation (ROB, 1973).

{Case Study and Presentation)

v) | Basics of Secretariat Instructions:

= Disposal of business. .- Opanlns of new files.

2, Owing to. I!mited seating capacity, maxim ) g
nceeptedsubjwttoﬁstemnefmtmedbam ItlsrequestedthatNommatwmofsumblaoﬁiculaofﬂm
Federal Government M:mstnesl Dmaionsl Depuiments and Organizations mayrenchthislnstimte latest by
: Bt 11 xtained. Normally all nominations received by the cutoff
dnteareacceptedunlessoﬂlerwiseinumated Nonunahngagencymy,ﬁemfore,mtimatents?hondFaxl
Mob Nos/ B-mail for this purpose and also confirm acceptance of their nominations over télephone
number mentioned below. Selected ofﬁclalal nommoe(s) may mport to this Institute for registration on

3. Participants must attend all modules in.order to becomie eligibje for the Certificate,

(Mubhammad Haroon Rashied)
Deputy Director (SD-II)
&y 7/~ 925/ 92
(i) Joint Secretaries (Admn), Ministries/ Divisions, located at Islamabad / Rawalpindi.
(iiy  Heads of Attached Departments / Subordinate Offices / Autonomous Bodies.
@iii) DD (IT) for uploading STI website.

\ddress: Plot No.7, Sector H-9, Islamabad. Phon. 051-9265193 Fax: 051-9265 183 Website: www.stl.gov.pk



