
u-aio-re TrRre+l-os /2026 qrc co

fren sron
qFrq cslrs{ f+qFr

tso,,
do qrsr6 c[6T(,
sron d rigffi sfus

ftr q,

srct
$fi

cEH sfua/qfuq,

wft rrieft+ urgm.
f+ent

rreqFrs, ft{til'
ftvq:- ieor offrrfi drda w ft6n oilgfrfto. *Er + 6FtqI + cRrHUr

tg qftr 6IS frrfud oti S riiq { r

ITEICTq,

ftAvrT-SsR svE-ff Asq A sEq t o-r+ B fu ft-6ri r=nqpo t-+r,
ft6R ntdqrilq t-qr cq trsn efuqra-q frffitq A-qr d Tflffidt yii o.Fffi
d ftrd cft-s{ qaffr 52 (er+r) u-} 6r dTdrfi cRreTrr qffi fr-+ rp1 g 

'gS 3Dq d orffi sRH"r ig ft-6ri oilgfufuo. +qr d
\rsofrofrovtro, frofrovso, frogso gq engfttro d trrd rs orfidrd aN gi rs
tfu-6 6id ol q-fr srSG-Av.r sd Ec tt frkd fu-qr .rqr B r

frR-d d fu gfu-6 ffi o1 qfr it w aEEd d er<.fa vo t
3Ttr6 oN. &IrkII Behavioral/Functionat/Domain d sq d d god t f

q* d qrqr iqdr{ 3Tffi G gfu-+. oN or cRET"r sTK o-{d g}
trfr sff o.Fffi d Td t cmf, sz qt or cRTecq cM icor ptatform tn
rrrkT o'Frr t r qR p66 qffi oN aw vf6-6 6'td t sz qer Wt Tfr d
qrar t, d qqrffi/o-ff GTc-fr vq erffi d ergun iGor ptatform

t erq oH o-r sot tr
era: erStu t fu oTsi q$-{er riEEd o.Fffi d fis gt qmf,

6{t gi uq ftfRTo 6Ti ol qw d w+t
ergo-u*m r

frremqrtr{
E0 /-

sron d rigff qffr
flqto- r s / cRr-o 1 4s / nfr sroco .{.3.9.7.7-. ffr i6..... 3 1. :7...:.2A.

cfrftfi- sIEn r6IF{tyro., fu6n do qq-nffi cs qffiq ft-o.rs €{srn,
qe-+ vq rqrl3nfuAD ttw, srqrq syns{ fflTFr. R-6R 6t
w erq-etc 6{i d fat q++ gi enqr{6 off fu nro r

i{sr{i

t,,/b
+mgTiFN sgffi



h
Mandatory i-Got Courses for SPPS,PP$ PS and

Stenographer

S.rp Coutsc arm
&havlon/Functlon
eUlronein
Comparnacr

nGnr.rt3

1 silk cffiA q;w ftr 3q{YJr Beruvioral Mand.tory

2 (Rrffi t' arqe t afoqrcc w cardt irrairl-r Batravkral Mandatory

3
Effective Communication: Mastering Corporate
Letters

86hiliord Mandatory

4 ilfue-s tg *q:srqt H Er uatA rqifaur Bduvb.al
Mandatoty

5 ,Edrf, AsFrqi 6tuAs atqotqr wi or sfttlrsr
B€fiavioral Mandatory

5 Digital Record Keeping & Compliance Funciional Mandatory

7
Mastering tloting and Drafting ln Secretariat
Se$angs

Functional Mandatory

8 Hl rsm h 6+q slk ffiqi Fmcliond Mandatory

9 fficial Meeting - Role of Personal Staff Funclional Mardrtoty

10 +3ittrs trt sfrtrflur 6Ftm Functional
Mardrtoiy

t1
Handling Appointment Matters in CS Wing of
DoPT

Domain Mandato,y

L2 Records Management Domain Mandetory

r3 Time Management Domah Mandetory

1tl
Understanding the Government Email System

of NIC
Do.nain

M.rdato,y

15 Ywa Al for Al Domah Mand.tory
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Suggested Optional I-got Courses for
SPPS,PPS, PS and Stenographer

S.1{o Councrltle Boh.vbrC Func on.! Donreln

1 Efieclive CommunkEtion: ]rastering Coeorab LetterB

2
MastorirE Communication Skils for Professional arid
Personal Groufih

3 DareloplrB a Posilive Work Culture

Seven Secrets to Mastering Quality Work4

5 fr{t ztE'tt'rl a frsq

6
Egsential Toob for Monitoring and Managoment for
Everyone

7 Tin€ Managpment iilastery

8 Der,ebpftg Effiire Sofl SxIb

I Getting Sta.t€d with El: lmporlance for GrorMh in
Governrnent Ssvics

10 Efu ive Communication Sft ills

11 Goal Setting

12 Fundamatab of Cfizer}centh Gorernanoe

t3 Pssonal and Professional Efuiveness

14 Und€rstanding Missbn Karmayogi

15 Reform lnitigh,B of Govcrnmmt of lndis

IIIIIIIII


