
No,A.33 0 38 I I /2009- P& AR(TRG)
GOVIIRNMENT OF MIZORAM DBPARTMENT OF PERSONNEL &

ADMINISTRATIVE REFORMS
.TRAINING \ryING'

OFFICE MITMORANDUM

Dated Aizawl, the 20t1' Juner2023

Subject: Consoliclated instructions on trainings/Study Leave within/outside the
State.

Iu sulrersession o1'all instructions issuecl by this Department r,vith rcgard to tlre
sLrb.ject rrrerttioned above, it is hereby notifiecl lbr inlbnnation ancl guidance of all

.Aclnrinistrative Departments and IIead.s ol' Departrnent under the Govemment ol
Mizoram that the fbllowing instnrctions shalI be strictly fbllowed while nominating
ofllcers atrcl stalf fbr training outside Mizoranr (within India or abroad) and fbr Stucly
Leave :-

I " TITAINING

(a) For the purpose o1'this Mernorandunr. the terrn 'rtraining" shall incluclt:
scntinars. u,orl<shops. sttrdt, tour anrl othcr activil"ies ancl ltrra lvhiclr hai,c iu.r

cicmcnt ol' lbt'nral Icalning/teaolrirrg. rvhcrc l ccrtillcate o1'lrarticipation i:;

qir,ctt anrl ri,hiclt a Cioveullrent scrrrlrrt. ulrilc lilling Lrp hisiher AnnLrul
I'cr'lbruuurce Appraisal I{epolt. catr ciairrr as training unclergonc- cluring tlrc:

course ofthc Year.

(tr) 'li'aining prograrnrnes shall be classified into the follorrying cartegories:

Short term training: Training programmes ol'up to one month d^uratiorr

r,r,ill be treated as short tenn training.
Mecliunr term training: Training programmes o1'more than one month aud

LU to s1x1gA$h5 duration will be treatecl as tnedium term training.
Long term training: Training programmes of more than six months
cluration u,ill be treated as long ter"rn training

(c) No Ciovcutntent serrrant shall nornrallt'be sponsorecl lry the Statc
(iovcntnicnt [irr nrorc' than one long tcrn'r training progranltte clr-trirrg

Irisrhcl c:u'r)cr, l'his is erclucling Str-rilv [.cave atrcl iong-ternr lrainltg
tlt'ograllllucs spr)ltsorecl br, lhc (iovct'tttlcnI ill' Ittclia or otlter eigetlolcs rtl

collaboratiort rvith thc (iovernutettt ol' lttdilt,
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(d) Approval of the Department of Personnel & Adrninistrative Reforrns(Training wing) should be obtained through, thoAdministrative Deiartrnentlor all training proposals falling und.er.U.,J.atego.y mentionecl at (a) above.I{owever, proposal tbr attending training prngi-"*.es whose duration doesnot exceed z (Y?) weel<s/l0 (ten). wor king diys need not be rourecl throughDepartnrent of perso*er & Administra'tive R.forms (Training wing);approval for such training programme rnay be granted by the r-read ofAchn inistrative Depaftment cbrrcernecl

(e) Nornination otrn r,,.rpl .grpulsory rrai,ing programmes mancrared bythe conce*ed Service Rures/Training"Reg;il;;; need nor u...rur.i tiDP&AR (Training wing). Nominatioirr g9i rr.t, f.og.ur*es may be madervith due approval of the Administrative Head of bepartment. In the case of'tlre All India Services, central services, Mizoraicivil services ancl Heaclso1'Departments, approval will be accorded by the Administrative Fleacl ofthe Cadre Controlling Depa,rtment wirhin the Sta;e.

(r) Ilclbre sLrbrnitting trre proposars to Dp&AI{ ('r).aining wing), thc respcctivcAdrninistrative Departttrent shoLrlcl obtain ujprorot, at the levels inclioateclhclor,i,:

(i) All trainillg abroacl (incl,clirg co,rpulsory trainirg prcgrar.*.rcrshaving a foreign colllpollent): Minisrer concenlecl through tire cSiel-Secretary.
(ii) Domestic training of Acinrinistralive l]eacls of Departnre,t: clicl'Secretary.
(iii)All other cases: secretary of the Depart,rent concerned,

(g) I,roposal is to be sLrpportecl by:_
(i) copy of the training circular/brochure giving {irll cletails ol' thetraini'g course (cou.se titre, venue, cruratii,, crates, etc).(ii) I'articuiars ancl contact cletairs ol.rric ,o,rlnate,l olficer,(iii)A statetneltt tltctttiottiug the .cle',rce oi,lr. trai,irrg progra,r,e tcrr.he interest of the rr,biic. 

'v rr!'r"'Ir'Ib rrrL'Err(,

(iv) 'flie dctails of training attencjecl c1.Lr'iLrg the past 24 moptls irr respcctof atry oflrcer o1 [-evcl 10 ancl a[rr'ri,e, Such inlbrnratio, shoulclincrr,rde narre o1'tire tr.ai,i.g, \/e.rc, n,r.r-Ju,r,i;;; 
'"i';i,;"trui,,i,.,g

atterrclecl)' Application r,vithout the saicl infbrrnation shall not be-eucjorsed ro the DpctAR (lli.aining Wing).

(h)'I'raining Progralrmes r'vhich have a lirreign compo,eut a,cl are t. lrcvi'holly firnded Lry the State G.ve,rrnent shall be subrnittecl to FinanceDclrartntettt for concllrreltce afler obtaini,g ,,pji*rut o1. Dp&AI{ (l.raining

,Y'|1,*I|:X,XT:':1"Tfl]';:["J' 
tr'e 

'o,rJ' 'ii t'"aing ona tn' n'uiiabiritv
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(i) In view of the financial position of the State Government, fee-based

training courses shall not normally be entertained unless they are absolutely
pertinent to the role and position of the nominated officer or are mandatory
as per the cadre training regulations governing the officer. The proposing
Department frdy, therefore, examine such proposals and refer such

proposals with proper justification. The Administrative Training Institute
and cadre controlling authorities, while designing the mandatory courses

shall ensure that appropriate courses are planned, based on the level &
cadre of the participants.

0) No official should be released to attend a training programme in
anticipation of approval of DP&AR (Training Wing). Ex-post facto
approval will not be accorded unless the proposal is adequately.iustif red.

(k) Whenever Officers/Staff of any level attend training programme of any
kind outside Mizoram, the officer/staff should submit the Training
Feedback/ Report to DP&AR (Training Wing) after their return from the
training in the prescribed form enclosed herewith.

(l) It has been observed that certain sections of Government servants are in the

habit of seeking approval for attending conferences/seminars,
exhibitions/promotions organized and sponsored by non-government
associations/unions/companies under the garb of training. Proposals for
such tours are referued to this Department with the intention of treating the

participant's absence as official duty, It is hereby clarified that no

nomination for such coffirences should be referred to this Department.
Government seryants interested in attending them may do so at their own
expense and by ava.iling appropri.ate leave from the competent authority.

2, STUDY LEAVE:

The Study Leave is governed by Rule 50-63 of CCS (Leave)

Rules, 1972 and the AIS (Study Leave) Regulations, 1960 as the case may be.

All proposals for Study Leave should be referred to DP&AR (Training Wing)
after observing the provisions contained in these Rules/Regulations and

complying with the following:

(a) Application for Str-rd1, Leave should be torwarded to this Departnrent al
leas/. one ntonth belbre the last date prescribeci fbr submission of
applicatior-rs seeking adniission to the institution ar at least ltvo ruonths

prior to cotltrlencement ol'the course" uuless there are convincing reasotts

fbr not cloing so.
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(b) Prior approval of the Minister concerned shall be obtained.

(c) The authority competent to grant leave shall certi$ that the proposed
course of study will be of definite advantage from the point of view of
public interest.

(d) The authority competent to grant leave shall also certiff that it is in the
pursuit of public interests and of studies in subjects other than of purely
academic or literary interest.

(e) The recommendation for Study Leave should not be for personal benefit of
the Government servant alone nor should it be for avoidance of hard
posting.

(0 The controlling authority/Head of Department should certifu that the
Department can smoothly function without posting substitute or without
officiating appointment in place of the government servant recommended
for availing study leave.

(g) All proposals for Study Leave should be supported by Leave Admissibility
Reporl liom the competent authority, stating clearly the duration of Study
Leave already availed. ifany.

(h) The Department concerned shall ensure that every Government servant in
permanent employ who has been granted study leave or extension of such
study leave shall be required to execute a Bond in Form 7 or Form 8, as the
case may be, before the study leave or extension of such study leave
granted to him commences.

(i) Every Government servant not in permanent employ who has been granted
study leave or extension of such study leave shall be required to execute a
Bond in Form 9 or Form 10, as the case may be, before the study leave or
extension of such study leave granted to him commences.

0) On completion of the course of study, the Government serant shall submit
to the authority which has granted the Study Leave, a self-attested copy of
the certificate of examirrations passed, or special courses of study
undertaken as per the instructions contained in Ruies/ Regulations.

(k) Leave Salary and other allowances are admissible while other expenditure
incurred on travelling allowances and cost of fees are not be paid by the
Government as per the extant provision of the RuleslRegulations.
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3. RBLAXATION :

Any relaxation of these itrstructionsiconditions'will require prior approvalof the Govemment of Mizoram i.e. DP&AR (iraining wingi. 
-'

All Adrninistrative Departments and Heads of Department are requestedto bring the contents of this o.M. to the notice of all their subordinates/attached
officers for strict adherence.

Enclo: As above.

Sd/- R. LALRAMNGHAKA
Secretary to the Govt. of Mizoram

Department of pe.sonner & Administrative Reforms
Training Wing

. Menro No.A.3303Blll20ag-p&AR (TRG) : Dared Aizawr,the 20rr, Iune,2023Copy to:-
1. Secretary to Govemor, Govt. ofMizoram.
2. P.S. to Chief Minister, Govt. of Mizoram.
3, P's. to speaker/Minister/Dy.speaker./, Govt. of Mizoram.
4. P.P.S. to Chief Secretary, Govt. of Mizorarn.
5. All Adrninistrative Heads of Departmenti, Govt. of Mizoram.
6. All heads of Depafiments Govt. of Mizoram.
7, Director, Administrative Trai,ing I,stitute, Aizawl
8' All Treasury officer. They u.. ,.qurrted io insist upon a copy of approval o1.

the appropriate authority issued in line with this oM while entertaining TA/DA
bills of officers/staff attending any training course/prograrnme outside the
State.

9. Guard file.

UL L. KHUMA)
Deputy Secretary to the Govt. of Mizoram

Department of Personnel & Administrative Reforms
Training Wing

t
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1 , Name of Officer

2, Designation

.J. Narne of Training programme 
:

4. Venue

5. Duration

PART-I (FEEDBACK}

J;#*1,f"] 
vou think about the structure and organization of the rraining

2. How useful will the training be in your jobT

{

3. I-low far have you benefited frorn interaction with training faculty?

Not at all useful

Not at all

4. How far have you benefited from interaction with fellow participants?

5. Your overall impression of the prorgfillXffie

1"' usefulness for your job (in not less than Tswords)

2' Benefits from interactions with training faculty and fellow participants
fin not less than 75 words)

Stru ctured
Very Well Well Structured

Unstructu red

Some-what

Unstructu recl

Very

Ve Useful tuite Useful of iI ilx ted use

Substantiall Consi derabl Fa

Substantial Consider a Fa Not at all

Excellent
AverGood Good


