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ANNUAL TRAINING PLAN (ATP) BS-01 TO 16 FOR THE FINANCIAL YEAR 2026-27

	S.No.
	COURSE TITLE/TOPIC
	DURATION
	COURSE CONTENTS

	OBJECTIVES

	TARGET GROUP


	1
	
English Shorthand Theory Course 
(Pitman New Era Shorthand)
(4-Month)
	13-07-2026
To
12-11-2026
	Consonants
Vowels and Diphthongs 
Short forms 
Basic Principles of Shorthand.
Exercises No.01 to 140
	Capacity Building in required skills  
	APS/Stenotypists/ UDCs/LDCs/ etc. BS-01 to 16 and Dependents of Govt. Servants.

	2
	English Typing & Computer Applications 
(Two-Week)
	20-07-2026
To
30-07-2026
	Learning of English Typing Key Board.
Basics of Microsoft Office
 (MS Word/ Power point/Excel).
Practical Exercises.
	Capacity Building in required skills
	Stenotypists/ UDCs/LDCs/ etc. BS-01 to 14 and Dependents of Govt. Servants.

	3
	Noting & Drafting
(One Week)

	10-08-2026
To
13-08-2026
	What is Noting
What is Drafting
Why Noting & Drafting Needed
File and Its  Parts
Parts of Note
Structure of Note
Characteristics of a Good Note
Characteristics of a Good Draft
Specimen Noting / Hands-on Activity
Forms of Communication 
	To improve the knowledge of the skill for effective work. 
	BPS 11 - 16

	4
	Duties & Responsibilities of Drivers/Despatch Riders/Naib Qasids
(One Week)
	24-08-2026
To
27-08-2026
	General Ethics & behaviour   
Sense of responsibility
Discipline, Control & punctuality.
Rules for the use of Staff Cars,  1980
Mannerism
Individual/collective  behaviour
Dress code
Integrity
Attending Protocol duty
Fundamental knowledge for trouble shooting.
Maintenance of vehicles.
Maintenance of Log Book
Safety of the vehicles.
	To create awareness among the participants about their duties & responsibilities.
	Drivers/ DRs/Naib Qasid  and equivalent

	5
	71st Proficiency Test 
	01-09-2026

30-10-2026
	Shorthand Speed  Test for APS and Steno 
Typing Speed Test for LDC 

	For grant of proficiency allowance equivalent to two increments 
	APS/Stenotypits 
and LDC
	

	6
	E-Office
(One Week)

	14-09-2026
To
17-09-2026
	Introduction to E-Office
How to create E-file in Programme
Scanning and adding of previous Noting and correspondence in E-file
Adding PUC/FR and other documents and Noting in E-file
How to create DFA
Submission of file to seniors and issuance of letters/OM, Memorandum, U.O. and other forms of communications to  concerned office
Acceptance/forwarding of external receipts
How to use AI Tools for the following:
Drafting office memoranda, notifications, and letters.
Preparing summaries of lengthy documents.
Writing meeting minutes and action points.
Improving grammar and official language.
Converting rough notes into formal correspondence.
Generating drafts of reports, concept papers, and briefing notes.
	To prepare participants to work under e-office related automation.  
	Superintendents/ Assistants/UDCs. /LDCs.

	7
	English Typing & Computer Applications 
(Two-Week)
	05-10-2026
To
15-10-2026
	Learning of English Typing Key Board.
Basics of Microsoft Office
 (MS Word/ Power point/Excel).
Practical Exercises.
	Capacity Building in required skills
	Stenotypists/ UDCs/LDCs/ etc. BS-01 to 14 and Dependents of Govt. Servants.

	8
	English Shorthand Speed Course.
(4-Week)
	02-11-2026
to
26-11-2026
	Dictation from Shorthand Instructor Book 
· Contractions
·  Special Contractions 
·  Advanced Phraseography
·       Intersections 
Dictation from 700  Common Words 
Editorial Dictation  
	Capacity Building in required skills
	APS/Stenotypists/ UDCs/LDCs/ etc. BS-01 to 16 and Dependents of Govt. Servants.
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	S.No.
	COURSE TITLE/TOPIC
	DURATION
	COURSE CONTENTS

	OBJECTIVES

	TARGET GROUP

	9
	Duties & Responsibilities of APSs & Stenotypists.
(One Week)

	14-12-2026
To
17-12-2026
	Duties & Responsibilities of Assistant Private Secretary and Stenotypist.
Skill of taking dictation from his boss
Communication skill / Forms of Communication
Organizational Skills in the  Workplace Profile of an Ideal  APS and Stenotypist 
	To prepare participants to effectively look office and personal matters of officers.  
	APS and Stenotypits

	10
	
English Shorthand Theory Course 
(Pitman New Era Shorthand)
(4-Month)
	04-01-2027
To
29-04-2027
	Consonants
Vowels and Diphthongs 
Short forms 
Basic Principles of Shorthand.
Exercises No.01 to 140
	Capacity Building in required skills  
	APS/Stenotypists/ UDCs/LDCs/ etc. BS-01 to 16 and Dependents of Govt. Servants.

	11
	Duties & Responsibilities of Drivers/Despatch Riders/Naib Qasids
(One Week)
	18-01-2027
To
21-01-2027
	General Ethics & behaviour   
Sense of responsibility
Discipline, Control & punctuality.
Rules for the use of Staff Cars,  1980
Mannerism
Individual/collective  behaviour
Dress code
Integrity
Attending Protocol duty
Fundamental knowledge for trouble shooting.
Maintenance of vehicles.
Maintenance of Log Book
Safety of the vehicles.
	To create awareness among the participants about their duties & responsibilities.
	Drivers/ DRs/Naib Qasid  and equivalent

	12
	E-Office
(One Week)

	01-02-2027
To
04-02-2027
	Introduction to E-Office
How to create E-file in Programme
Scanning and adding of previous Noting and correspondence in E-file
Adding PUC/FR and other documents and Noting in E-file
How to create DFA
Submission of file to seniors and issuance of letters/OM, Memorandum, U.O. and other forms of communications to  concerned office
Acceptance/forwarding of external receipts
How to use AI Tools for the following:
Drafting office memoranda, notifications, and letters.
Preparing summaries of lengthy documents.
Writing meeting minutes and action points.
Improving grammar and official language.
Converting rough notes into formal correspondence.
Generating drafts of reports, concept papers, and briefing notes.
	To prepare participants to work under e-office related automation.  
	Superintendents/ Assistants/UDCs. /LDCs.

	13
	English Typing & Computer Applications 
(Two-Week)

	22-03-2027
To
01-04-2027
	Learning of English Typewriting Key Board.
Basics of Microsoft Office 
(MS Word/ Power point/Excel).
Practical Exercises.
	Capacity Building in required skills
	Stenotypists/ UDCs/LDCs/  BS-01 to 14 

	14
	72nd Proficiency Test 
	01-04-2027

31-05-2027
	Shorthand Speed  Test for APS and Steno 
Typing Speed Test for LDC 

	For grant of proficiency allowance equivalent to two increments 
	APS/Stenotypits 
and LDC

	15
	Service Rules & Regulations                           (One Week)
	05-04-2027
To
08-04-2027
	Conduct Rules, 2026.
Civil Servant Act. 1973.
APT Rules, 1973
E&D Rules, 2020.
Appeal Rules, 1977.
Promotion Rules, 2019
Seniority Rules, 1993.
	To educate and sensitise regarding service related rules for effective  Human Resource  Management 
	BPS 11-16

	16
	Record Management and Preservation
(One Week)
	19-04-2027
To
22-04-2027
	Record Management
Creation of Files and Their Numbering
Important Definitions 
Current Record vs Non-current Record
Types of Non-current Records
Procedure to Transfer Non-current Record
Indexing of Files
Weeding of Files
Quarterly Returns of Files Record
Preservation of Records
Archives
Retrieval of record
	To refresh and update knowledge of participants about prevailing rules and regulations.
	BPS 11 - 16
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	S.No.
	COURSE TITLE/TOPIC
	DURATION
	COURSE CONTENTS

	OBJECTIVES

	TARGET GROUP

	17
	English Shorthand Speed Course.
(4-Week)
	03-05-2027
to
27-05-2027
	Dictation from Shorthand Instructor Book 
·  Contractions
·  Special Contractions 
·  Advanced Phraseography
·       Intersections 
Dictation from 700  Common Words 
Editorial Dictation  
	Capacity Building in required skills
	APS/Stenotypists/ UDCs/LDCs/ etc. BS-01 to 16 and Dependents of Govt. Servants.

	18
	E-Office
(One Week)

	14-06-2027
To
17-06-2027
	Introduction to E-Office
How to create E-file in Programme
Scanning and adding of previous Noting and correspondence in E-file
Adding PUC/FR and other documents and Noting in E-file
How to create DFA
Submission of file to seniors and issuance of letters/OM, Memorandum, U.O. and other forms of communications to  concerned office
Acceptance/forwarding of external receipts
How to use AI Tools for the following:
Drafting office memoranda, notifications, and letters.
Preparing summaries of lengthy documents.
Writing meeting minutes and action points.
Improving grammar and official language.
Converting rough notes into formal correspondence.
Generating drafts of reports, concept papers, and briefing notes.
	To prepare participants to work under e-office related automation.  
	Superintendents/ Assistants/UDCs. /LDCs.
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Summary of Training Plan for F.Y.2026-27

	S.No.
	COURSE TITLE/TOPIC
	Duration 
	Number of Courses
	TARGET GROUP

	01
	English Shorthand Theory 

	4 Month
	02
	Stenotypists/ UDCs/LDCs/ BS-01 to 14

	02
	English Shorthand Speed Course 
	One Month 
	02
	Stenotypists/ UDCs/LDCs/ BS-01 to 14

	03
	English Typing & Computer Applications 
	Two Week
	03
	BPS 11-16

	04
	E-Office 
	One Week
	03
	BPS 11-16

	05
	Noting & Drafting
	One Week
	01
	BPS 11-16

	06
	Duties & Responsibilities of Drivers/Despatch Riders/Naib Qasids
	One Week
	02
	BPS 01-07

	07
	Duties & Responsibilities of APSs & Stenotypists.
	One Week
	01
	BPS 11-16

	08
	Service Rules & Regulations                           
	One Week
	01
	BPS 11-16

	09
	Record Management and Preservation

	One Week
	01
	BPS 11-16

	10
	Proficiency Test
	
	02
	APSs, Stenotypists and LDCs

	                                                                      Total
	16
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