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Programme for the year 2024-25 - reg.
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A detailed Training Needs Analysis has to be done for preparation of RCB&KI, Chennai
and In-House Training Calendar for the year 2024-25.  All individual employces shall initiate
the exercise by assessing their training requirements for the year in consultation with their
Section  heads and  enter the details in  the SAI  Training  portal.
In this regard, the [ollowing instructions are issued:
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All the officials shall complete the TNA requirements using their individual login
in the SAI Training Portal.
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Branch Officers in charge of each Section in HQrs office shall ensure that the
TNA requirements in SAI Training Portal are completed by the officials. Status
report of completion of TNA requirements by the officials working under them
shall be lurnished to Administration Section before 24 November 2023 as per
the format attached.
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In case of officials in Audit partics. Headquarters Section shall intimate the
Senior Audit Officers in charge of cach party and provide the status of
completion of TNA requircments of all officials belonging to that wing.

sfeveror strer wiar #ir g ww A Genfalr dafde sl 28 ger v

TEE fieer o JUATEA —n IUAT Z6T EBEd a47 BHE | HE9r avqd o
AT L |
Help files containing the procedure for completing the Training requirements process are
placed in public folder —— » Admin——TNA Ilelp files & Format for relerence.
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‘The following instructions arc issucd in connection with In-Tlouse Training programmes.
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HQrs sections concerned shall furnish the training requirements of each official
with the recommendation of their Branch Officer. Lach official is permitted to
oive option for four trainings each (rom the trainings arranged at our In-louse
Training Centre.

o oA wyF AfSTaTET stfaEt 7 gy § 5 Fee § e @ s F
fore dery Frateraia sttt A g=t § gur sfeafe Rafia oo F aemEr
&t T wloveror af2 41, 1 gear 47 |

Fach Group Officer/Branch Officer is requested to propose sector specific

trainings. if any, 1o be included in the calendar apart from regular trainings as
mentioned in the list of in-housc trainings cnclosed.
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The list of In-House trainings is included as Annexure I1.
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ANNEXURE 1

Information regarding Training Need Analysis

1. ‘ Name of Section

2. Total Number of olficials in the Scetion
(excluding MTS)

3. Number of officials registered on SAI
Traiming Portal

4. | No of Officials who have completed TNA

process in SAI Training Portal.

Senior Audit Officer



Annexure- 11

Proposed In-House Training Calendar for

Offices of the Principal Accountants General (Audit 1) and (Audit
1I) Kerala

GENERAL COURSES

s Pl Give 3 Courses of |
: Name of the course Target Group G lft ek
No Priority
i Training for Auditor’s Examination Adr/DEO/Clerk
| Audit Ofices
% Office Procedure (AAOSSupryse/ Asst
Suprvsr/Sr Adr/Adr)
Maintenance of absolute imcgri!y. (AAOs Suprvsr/Asst
3. | devotion lo duty, ethical module Suprvst/Sr Ade/Adr)
Audit Offices
4 Performance Audit Training 1
: (SAOS/AAQS)
i Audit Offices
5 Awareness about ISSAls
) {SAOSAAOS)
Right to Information Act & APAR Audit Offices
6. and writing of Performance Appraisals | ‘
(SAOS/AAQS)
INFORMATION SYSTEM COURSES
' Pl Give 3 Courses
SINo | Name of the course Target Group
of Priority
= MS Word, Fxcel & Powerpoint All Offices
3 SQL Queries All OlTices 1
IDEA-Data analys}s using IDEA-IDEA
e connecting ODBC Data source including All Offices
Tablean
4 Audit Analysis with Tally Data All Offices
5 Data Analvtics All Offices
i 6 MS Excel as Audit Tool All Offices




