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Ftrease finci encloserl herev,,ith a cop)/ of llstahJishinent Di','ision, Secretariat Training

Institute Memorandum No. 5-2lz0z4-SD4l ciateii 09-09-2c2,,[ on the above noted subject for information

and further necessaq/ action.
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Administrative Officer

/or Director-General
ivleteorological Services
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1. DCAO (E) / DCAO (B), PMD Islarnairacl.

1/ Z. Web-Master, PMD trIQs Cffice {:rlarnabad to upload ther circular on the Official Website under the tab

circuiars.
3. Notice Board
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GOVBRNNIENT OF PAKISTAN
(ESTABLISHMENT DIVISION)

SEC'RETARIAT'TRAIN ING IN STIT'UTE
^ *+'t(***

f .No.5-2l2024-SD-iI Datecl 9tl' Septen'ib er, 2024

subjecr oNE w-pEK PCBT-TIME) ffiAINrNg ,p.guRS*-pN. 1g-g\4MI$iICAIIoN slgll s:

FBOM 21-10-202'[ to 25-10-202{'

STI is organizing subject course from 2l-10-2024 to 25-10-2-02zL The training sessions rvill be

lield ltorn 09:00a.m. to l1:00 a.m. daily or as notified otherwise. Details are as follows:-

:- ---- l.. l:---^^ll----.-.I itl9-tt .-\util€iiLc, u-g:.g

This course is designed for BPS i 1 - 16'

Course obiectives:
To enhance communication skills of participants and to build prof'essiottai excellence tn thts

filed.

Courle Contents/Outlines:

i) Correspondence ra'i th lvlembers

Public

ii) Correspondence rvith Forei gn (lovet'nment

i ii) Noting & Drafting on f iles iv) Preparation of Draft s/SPecimen of Forms of
Coni nr un icati ons

v) Check on Dela,vs vi) General:
- InsPections

2. Or,l,ing to lirnited seating capacit,v. maximum fw'o nominees .from an 0rganixation lvould be accepted

subject to fist come first served b,asis. It is requested that Noniinations of suitabie otllcials of the federai

Go'r*rrr.ient N,linistries/ Divlisionsi Departrnents and organizations may reach this Instirute latest b-v 17-10-202'l'

Late ,onri,ation . Normally ali nominations received by the cutoff, date are accepted

unless othenvise i,tirnated. Nominating agenc)r nray, therefore. intimate its Phone/ Fs"r/ llnh tios'/ E-mail fttr this

p*rpost onrl (tis, conJirnt'o"rrprorrn rf iheir nomiittiiotis ,",'sv lelephone nutnhet rrienlloriec br:lolv Selectei

oitjcials/ nominee(s) may report to this Institute for regisrration ott 2.1't october.202-t at 09;00 a'nr' ll'iq

resistration shall be allorved after 09:15 a.m. The course is fi'ee cf chrarge. hou'e""'er' il'I-A''EA lb|

ltarticipation is involveci; the same rnall be clairned from the t''-'speutiYe n'rrlllnatills Organizations'

No*in"tion, f*gqoutstation i-e. other thrgr Islanrahad/Rry'4lpinrli rr_.ill no.I bc cnlcltainerli ac(]cnted'

3. ParliciPants rnust attend all modules in order to beconle eligible for the Certillcate'

3ts (1\'[uharnmad Rasftied)
{ De1,.utv Direetor (SD-II)

(i) Joint Secretaries (Adrnn), Min i stries/ Div i s iorrs, located at I slarr-iabad/ i{a,walpindi.

i{eacls o{' Attached Departr, rentsl Subordinate Officesi Autonomous llodies'

STtr website

Wl*
(lT) for upioading
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(ii)
DD

Address: Plot No.7. Sector l{-9, Islan,abad. Fax:05 i -9265183 Website : rvwrv.sti. govrPk
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