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Training programme On Office Management 

 

Chandigarh, 20 January, 2016: The Institute of Correctional Administration (ICA), 

Sector 26, Chandigarh is organizing a three days training programme on ‘Office 

Management including office procedure, noting and drafting & record management’ 

from 20.01.2016 to 22.01.2016 in the Institute  for the officers / officials of U.T., 

Chandigarh as well as for Prison Officers of Punjab and Haryana. 

 

    Dr. Upneet Lalli, Deputy Director, ICA has informed that this training programme 

covers all the important aspects of Office Management and Procedure, Time 

Management, Conduct Rules, Departmental Inquiry and Disciplinary Proceedings, 

Punishment and Appeal Rules etc.    

 

Sh. Vijay Dev, IAS, Adviser to the Administrator, UT, Chandigarh inaugurated this three 

days training programme. Sh. Anurag Agarwal, IAS, Home Secretary, Chandigarh 

Administration-cum-Director, ICA was the Guest of Honour. Sh. Anurag Agarwal 

welcomed all the participants of this course and he emphasized the need for training for 

officers / officials of Chandigarh Administration at least once in two years and he hoped 

that this training programme would help the officers to update their knowledge and 

perform their duties efficiently and effectively.  He further said that the Institute will play 

a very crucial role in training of the Chandigarh Administration officials and this is going 

to be first in the series of training programmes sponsored by the Chandigarh 

Administration. 

 

    Sh. Vijay Dev in his inspiring address said training is very important component for 

the development of human resources this is crucial for good governance well.  Proper 

management of both office procedure and people is important in any organization to 

achieve its goals. He emphasized ‘We have to strive our best to deliver the service and 

work with efficiency, integrity and positivity’. Regular training for each employee is a 

necessary and pre-requisite condition for effective and efficient service delivery  His 

inspiring address motivated the administrative officials to work for citizens-centric 

governance.  

 

    Ms. Ranjit Kaur, HCS, Joint Secretary Home was also present at the time of inaugural 

function.  Dr. Upneet Lalli said that the Institute looks forward to working in 

collaboration with the Chandigarh Administration. 


