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23 Aug 2005

All Engg.  Heads are requested to adhere to the following instructions in regard to nomination for training course sent to Zonal Office from their station.
1. All nomination for training may be sent only to Zonal office. Only nominations approved by Zonal office will be further processed by STI (T) and call letters will be issued by them
2. All nominations from stations should give the following detail with out fail.


· Name Of training course

· Session No.

· Period of Training

· Venue

· Name of Nominee(S)
· Date Of Birth

· Educational Qualification

· Works allotted

· Training Course Undergone Last 5 years by the Nominee
· List of Persons of station who are already trained in the same / similar course (for Equipment and System only, but does NOT apply for personal trainings like Induction / Personality Dev. And Management)
· Certificate for NOT having under gone the course earlier

All Engg. Heads are therefore requested to keep details of training undergone by all the staff of their station very handy and updated so that these details are given with out much loss of time.
Nominations NOT accompanied by all these details are likely to be rejected by Zonal office.

After completion of any training by any employee of the station a feed back report from the trainee may be obtained and after fully discussing it , the head of Engg. section may forward it in original along with his own comments ( containing any thing he feels like telling about the course for its improvement / modification and scrapping ) to Zonal Office with in 15 days of completion.
Yours truly,
B. MuthuLakshmi
AssistantEngineer
Ph: 044-25388810
Tuesday, August 23, 2005

