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WELCOME TO THE INSTITUTE 

 
  

 
It is with great pleasure that we welcome you to the Foundation Training 
Programme at the HCM Rajasthan State Institute of Public Administration, 
Jaipur.  This is a highly significant moment of your life and the beginning of a 
new journey on the path of a successful career as a civil servant.  We wish you 
all the best and hope that you will be able to meet all the challenges, 
discharge enormous responsibility and get varied opportunities for service to 
people in the state.   
 

 
Joining Instructions 

 

1. Joining: 
 

(a) You are expected to present a joining report on                 11 

September 2017.  A format of joining report is available in your 
Joining Kit.  You are requested to submit it on the counter 
provided for this purpose at hostel Vishranti, HCM RIPA, Jaipur. 

 
(b)   You are also requested to execute a Bond and affirm an Oath. 

Both forms are available in your joining kit.  
 

  2. Accommodation: 
  

a) During the training, stay in the Hostel at HCM RIPA, Jaipur as 
allotted by the Institute is compulsory. No family members 
including spouses, guests, relatives, friends or private servants 
etc. are permitted to stay in the accommodation allotted to the 
probationers.  
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b) Room Allotment: Rooms would be available on twin sharing 

basis. Looking to the large number of probationers, several 
rooms will have accommodation for 3 probationers. HCM RIPA 
will allot room on your arrival.   

 

c)  Charges:  The charges for accommodation in Vishranti are         ` 
50.00 a day per head for all probationers. However, those 
probationers will be exempted who are probationer trainee with 
fixed remuneration elected for the first time in service. The 
rooms are provided with basic furniture, mattress with bed-
sheets and pillows with covers. Officer trainees should bring their 
personal items for their personal requirements.  

 

d) Smoking, Possession/consumption of alcoholic drinks and 
banned drugs by the officer trainees is strictly prohibited. 
Defaulting officer-trainees will invite disciplinary action under the 
rules.  
 

e) Mess: Membership of the hostel Mess is compulsory. Mess 
facilities include Bed Tea, Breakfast, Lunch, Evening Tea and 
Dinner in a day. Timings of Mess have been displayed in Vishranti. 
You are directed to reach in Mess in time for meals like 
Breakfast/lunch and dinner as there is no provision for room 
service. Late comers will not be provided mess facilities. No 
guests are allowed with the probationers in Mess. In case, 
probationers feel that their guest will also avail any mess facility, 
they will have to pay the charges in cash to the Mess contractor. 
 

f) The Mess charges will come to `  6500/- p.m. approximately 

which you have to pay in advance for first month to Shri 
Devendra Singh Rathore, Manager, Vishranti within one or two 
days. Payment may be made in cash. Probationers may also pay 
the charges through DD/Cheque in favour of "HCM RIPA 
Rajasthan" payable at State Bank of India, Malviya Nagar, Jaipur 
(SB Account No. 10054352398, IFSC Code SBIN0006912). Cooking 
in the hostel room is strictly prohibited.   
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3. Classes:  
 

Classes shall be held in different batches in the HCM RIPA. 
However some common activities shall be arranged at one place 
in the Institute. Use of Mobile in classes is strictly prohibited.  

 
      4. Clothing: 

 
a) As a Public Servant this Foundation Training Course is the best 

opportunity to inculcate highest standard of self-discipline, 
dignity and decorum expected from an officer of State Service.  
HCM RIPA lays strong emphasis on properly turned-out 
appearance. At all the times you are expected to be well 
groomed and neat in appearance and should wear clean clothes.  
You are expected to be well groomed, neatly attired and not 
present an unkempt or untidy appearance at any time. Dress 
code for classroom will be: Navy Blue Blazer, which is compulsory 
in class for both formal and informal occasions. Track Suit with 
Sports Shoes during PT session.  

 
b) Physical Training is compulsory for all of you in morning hours 

before class timings. At that time a trainee Gentleman is required 
to wear white T-Shirts, shorts and white shoes with socks and a 
lady officer trainee is required to wear white Salwar Kurta, White 
shoes and socks.  

 

c) On the formal and ceremonial occasions  
 

During Foundation Training Programme there will be various 
occasions on which, Hon’ble CM, Hon'ble Ministers, eminent 
persons, very senior State Government Officers may address you. 
Lady Officers are advised to procure a saree and gentlemen 
officers are advised to procure a Navy Blue Blazer, white shirt, 
black trousers and a pair of black shoes. Both male and female 
officers are expected to wear Blazers.  
 

 

d)   Wearing of lapel card is compulsory during all training activities. 
Lapel card will be prepared by the HCM RIPA. 
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5. Personal Vehicle: 
 

As the FC is compulsorily residential, probationers are directed 
not to bring their vehicles like two wheelers, Car etc. in the 
Institute. Personal vehicles are not permitted. 

  
6. Training Kit: 
 

You are requested to arrange a light kit bag for use in tours and extra 
lock for almirah in your room at Hostel. Your training kit contains the 
following items: 
 

1. Folder 2. Note Book 3.  Pen 4. Course Hand Book 5. HCM RIPA 
brochure 6. Mess Instructions 7. Book on Shistachar/Etiquettes 8. 
Personal Information Format 9. Joining Report Format 10. Bond 
Format 11. Oath Format. 

 
 

7. Wifi Campus: 
 

HCM RIPA is a Wifi Campus.  You are to select Jaipur-Wifi. You will be 
registered on your mobile through OTP. 

        
8.Leave: 
 

No leave shall ordinarily be granted during the period of training.   

 
9. Conduct and discipline: 
 

Throughout the training during your stay on campus you will be 
deemed to be on duty. You are expected to strictly observe the 
discipline of the Institute. You must be courteous in the dealing with 
faculty members, colleagues and members of the staff in the Institute. 
You are expected to be punctual at all times. Any violation of the 
discipline will be seriously viewed and may lead to termination of the 
training.   
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10. Personal Information: 
 

Joining will start on 11 September 2017 at 9.30 AM. You are required to 
submit following documents at the time of joining: 

 
1. Self certified copy of PAN Card 
2. Self certified copy of AADHAR/Voter ID 
3. Details of Bank Account No., Branch Name and IFSC Code 
4. Copy of Marriage Certificate (Not required if you have 

submitted to appointing authority) 
5. Copy of Secondary School Certificate issued by Board of 

Secondary Education for date of birth 
6. Photocopy of your appointment order 
7. 4 passport size photo 

 
You are expected to fill personal information in prescribed format at 
the time of joining.   
 
Trainee Officers are expected to assemble on 11 September 2017  at 
2.30 p.m. in B.S. Mehta Auditorium, Nehru Bhawan, HCM RIPA, Jaipur 
after giving joining report and other documents.  
 
Congratulations on joining State Service and wish you all the best and 
good luck for your bright future.  

 

 

 
Director General, HCM RIPA 

 

 

 

 

 

 

 

 

 

  

 

 

 



 
6 

 

 

 

 

 
 

 
gfj'pUæ ekFkqj jktLFkku jkT; yksd iz'kklu laLFkku t;iqj 

 

nwjHkk"k: 0141-2706556, QSDl: 0141-2705420 

osclkbV-www.hcmripa.gov.in 

 

 

 

 

laLFkku esa Lokxr 

 

 

gfj'pUnz ekFkqj jktLFkku jkT; yksd iz'kklu laLFkku t;iqj }kjk vk;ksftr fd;s tk jgs 

jkT; lsokvksa ds vk/kkjHkwr izf'k{k.k dk;ZØe esa ge vkidk gkfnZd Lokxr djrs gSA vkids 

thou dk ;g vR;Ur egRoiw.kZ {k.k gS fd ,d flfoy lsod ds :i esa lQy dSfj;j dh 

vksj vkidh ubZ ;k=k 'kq: gks jgh gSA ge vk'kk djrs gS fd vki 'kklu dh lHkh izdkj 

dh pqukSfr;ksa dk lkeuk djus ;ksX; gksxsa] fofo/k mÙkjnkf;Roksa dk fuogZu dj ldsxsa rFkk 

jkT; esa turk dks lsok nsus ds fy, fofo/k volj izkIr dj ldsxsaA 

1- izf'k{k.k gsrq mifLFkfr % 

¼v½  vkils vk'kk dh tkrh gS fd vki 11 flrEcj 2017 dks izkr% 9-30 cts ls 

viuk dk;Zxzg.k izfrosnu laLFkku esa izLrqr djsaA vkids izf'k{k.k fdV esa 

mä izfrosnu dk ,d izk:i j[kk x;k gSA laLFkku ds foJkfUr Nk=kokl 

fLFkr dkmUVj ij vki ;g tek djk nsosaA 

¼c½ vkils ;g Hkh vuqjks/k gS fd vki ,d ca/kd i= fu"ikfnr djsa o 'kiFk ysaA 

nksuks ds izk:i izf'k{k.k fdV esa j[ks x;s gSA 
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2- vkokl 

¼v½  izf'k{k.k ds nkSjku laLFkku ds foJkfUr esa vkidks vkoafVr dejs esa fojke 

djuk vfuok;Z gSA izf'k{kq vf/kdkfj;ksa dks vkoafVr vkoklh; dejs esa vius 

ifjokj ds lnL;ksa ftlesa ifr@ifRu] cPps] vfrfFk] laca/kh] fe= ;k futh 

ukSdj&pkdj dks Bgjkus dh vuqefr ugha gSA 

¼c½ foJkfUr esa nks izf'k{kqvksa dks ,d dejs esa Bgjkus dh O;oLFkk dh xbZ gSA 

izf'k{kqvksa dh cM+h la[;k dks ns[krs gq, dqN dejksa esa rhu izf'k{kqvksa dks Hkh 

Bgjk;k tk ldrk gSA vkids vkxeu ij jhik }kjk vkidks dejs dk 

vkoaVu fd;k tkosxkA 

¼l½  foJkfUr esa izf'k{kqvksa ds fy, vkoklh; lqfo/kk ds fy, ` 50 izfrfnu 

izfrO;fä dh nj ls fdjk;k olwy fd;k tkosxkA ijUrq] tks izf'k{kq lsok esa 

igyh ckj fu;r ekuns; ij izf'k{kq izf'k{kkFkhZ ds :i esa fu;qä gq, gS os 

fdjk;s ls eqä jgsxsaA foJkfUr ds dejksa esa vk/kkjHkwr lqfo/kk,a tSls QuhZpj] 

cSM] cSM'khV] fiyks doj vkfn miyC/k djk;s x;s gSA izf'k{kq vf/kdkfj;ksa ls 

;g vis{kk dh tkrh gS fd os viuh O;fäxr t:jrksa ds vuqlkj O;fäxr 

lkeku vius lkFk yk ldrs gSA 

¼n½  laLFkku ifjlj esa /kweziku] efnjkiku] vFkok efnjk dk j[kuk o vU; 

izfrcfU/kr u'khys inkFkksZa dk lsou iw.kZr;k fu"ks/k gSA nks"kh ik;s x;s 

izf'k{kqvksa ds fo:) fu;ekuqlkj vuq'kklukRed dk;Zokgh dh tkosxhA 

¼;½  foJkfUr fLFkr eSl dh lnL;rk lHkh ds fy, vfuok;Z gSA eSl lqfo/kkvksa esa 

lHkh izf'k{kqvksa ds fy, izfrfnu izkr%dkyhu pk;] uk'rk] e/;kUg Hkkstu] 

lk;adkyhu pk; o jkf= Hkkstu lfEefyr gSA foJkfUr esa eSl lqfo/kkvksa ds 

le; ;FkkLFkku uksfVl cksMZ ij iznf'kZr dj fn;s x;s gSA vkidks ;g 

funsZ'k fn;s tkrs gS fd vki uk'rk] yap] fMuj vkfn lqfo/kkvksa dh izkfIr 

gsrq fu/kkZfjr le; ij eSl esa igqaps D;ksfd dejksa esa lfoZl nsus dk dksbZ 



 
8 

 

izko/kku ugha gSA foyEc ls vkus okys izf'k{kqvksa dks eSl lqfo/kk,a ugha nh tk 

ldsxhA eSl esa izf'k{kqvksa dks vius vfrfFk ykus dh vkKk ugha gS ijUrq ;fn 

os ;g eglwl djrs gS fd muls feyus vk;s vfrfFk Hkh eSl lqfo/kk ysuk 

pkgrs gS rks os eSl vuqcU/kdrkZ dks lacaf/kr lqfo/kk dk izHkkj pqdk dj eSl 

lqfo/kk ys ldsxsaA 

¼j½  eSl izHkkj vuqekur% ` 6500 izfrekg gksxk ftldk Hkqxrku izR;sd ekg ds 

izkjEHk esa Jh nsosUnz flag jkBkSM+] izcU/kd] foJkfUr dks djuk gksxkA ekg 

flrEcj 2017 dk Hkqxrku laLFkku esa fjiksVZ djus ds lkFk gh foJkfUr esa 

tek djkuk gksxkA lkekU;r% Hkqxrku uxn fd;k tkosxkA izf'k{kq pkgs rks 

;g Hkqxrku fMek.M Mªk¶V@pSd }kjk ^^,p-lh-,e- jhik jktLFkku** ds i{k 

esa cuokdj ¼LVsV cSad vkWQ bf.M;k] ekyoh; uxj] t;iqj ds ,l-ch-[kkrk 

l[;k 10054352398] vkbZ-,Q-,l-lh- dksM SBIN0006912½ Hkh fd;k tk 

ldrk gSA Nk=kokl ds dejksa esa Hkkstu cukuk fu"ks/k gSA 

3- d{kk,a  

 

g-p-ek- jhik esa vyx&vyx cSp esa d{kk,a vk;ksftr gksxhA ysfdu dqN lkekU; 

xfrfof/k;ka ,dy LFkku ij Hkh dh tk ldrh gSA d{kk esa eksckbZy dk iz;ksx fu"ks/k 

jgsxkA 

 

4- os'kHkw"kk 

¼v½  ,d yksdlsod ds :i esa vk/kkjHkwr izf'k{k.k dk;ZØe vkids thou dk ,d 

,slk loZJs"B volj gS tc vki Lo&vuq'kklu] xfjek o izfr"Bk ds 

mPpre Lrjksa dk izn'kZu dj ik;sxsa tks fd jkT; lsok ds vf/kdkjh ls 

izR;kf'kr gSA laLFkku ;g vis{kk djrk gS fd vki leqfpr os'kHkw"kk esa jgsaA 

LoPN oL= igus o lkQ&lqFkjs utj vk;saA d{kk ds nkSjku vkidh os'kHkw"kk 

;g jgsxh % usoh Cyw Cyst+j tks fd vkSipkfjd ,oa vukSipkfjd voljks ij 
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d{kk esa iguuk vfuok;Z jgsxkA ih-Vh- l= ds nkSjku LiksVZ~l 'kwt ds ds 

lkFk Vªsd lwV iguuk vfuok;Z gksxkA 

¼c½  izf'k{k.k le; ls iwoZ lqcg ds volj ij vkidk 'kkjhfjd izf'k{k.k vfuok;Z 

jgsxkA bl le; iq:"k izf'k{kqvksa ls ;g vis{kk dh tkrh gS fd os lQsn 

Vh&'kVZ] fudj o lQsn ekSts o lQsn twrksa esa mifLFkr jgsA efgyk 

izf'k{kqvksa dks lQsn lyokj&dqrkZ] lQsn ekSts o lQsn twrksa esa mifLFkr 

jguk gksxkA 

¼l½  vk/kkjHkwr izf'k{k.k ds nkSjku ,sls volj vk;sxsa tc vknj.kh; eq[;ea=h] 

vknj.kh; ea=hx.k] iz[;kr O;fä] ofj"B jkT; ljdkj ds vf/kdkjh vkidks 

lacksf/kr djsxsaA efgyk izf'k{kqvksa dks ;g lykg nh tkrh gS fd os ,sls 

voljksa ds fy, lkM+h [kjhnsa o igus tcfd iq:"k izf'k{kqvksa dks ;g lykg 

gS fd os usoh Cyw Cyst+j] lQsn deht] dkyh isUV o dkys twrksa esa mifLFkr 

jgsA efgyk ,oa iq:"k nksuks gh izf'k{kqvksa dks Cystj iguuk vfuok;Z gksxkA 

¼n½  lHkh izdkj dh izf'k{k.k xfrfof/k;ksa ds nkSjku ysiy dkMZ /kkj.k djuk 

vfuok;Z gSA ;g vkidks laLFkku }kjk iznku fd;k tkosxkA  

5- O;fäxr okgu 

pqwafd vk/kkjHkwr izf'k{k.k vfuok;Z :i ls vkoklh; gS vr% izf'k{kqvksa dks funsZ'k fn;s 

tkrs gS fd os vius okgu ;Fkk nqifg;k] dkj vkfn vius lkFk u ykosaA ifjlj esa 

O;fäxr okgu ykus dh vuqefr ugha gSA 

6- izf'k{k.k fdV 

vkils vuqjks/k gS fd vki dk;ZØe esa nkSjku~ nkSjs ij tkus ds fy, ,d gYdk cSx 

vius lkFk j[ksa o foJkfUr esa vius dejs dh vyekjh gsrq ,d vfrfjä rkyk 

j[ksA vkids izf'k{k.k fdV esa fuEufyf[kr lkeku j[ks x;s gS% 
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1- cSx] 2- uksVcqd] 3- isu] 4- izf'k{k.k ikB~;Øe foojf.kdk] 5- jhik dk 

czks'kj] 6- eSl laca/kh vuqns'k] 7- f'k"Vkpkj@rkSj&rjhdksa dh iqfLrdk] 8-  

O;fäxr lwpuk izi=] 9- dk;Zxzg.k izfrosnu izk:i] 10- ca/kd i=] 11- 

'kiFk&i= 

7- okbZQkbZ dSEil  

,p-lh-,e- jhik okbZQkbZ ifjlj gSA t;iqj okbZQkbZ dk p;u dj vki usVB ls 

tqM tk;saxsA vkidk iathdj.k vksVhih ds ek/;e ls gksxkA  

8- vodk'k 

izf'k{k.k dh vof/k ds nkSjku dksbZ Hkh vodk'k lkekU;r% vuqer ugha fd;k 

tkosxkA 

9- vkpj.k ,oa vuq'kklu 

ifjlj esa vkids fojke ds nkSjku lewps izf'k{k.k dh vof/k rd vki jktLFkku 

lsok fu;eksa ds vuqlkj ßdÙkZO;ß ij ekus tkosxsaA vkils vk'kk dh tkrh gS fd 

vki laLFkku ds vuq'kklu dk /;kuiwoZd ikyu djsxsaA laLFkku ds dkslZ Vhe ds 

vf/kdkfj;ksa] ladk; lnL;ksa] lkfFk;ksa o deZpkjh oxZ ls vki f'k"VrkiwoZd ckrphr 

djsxsaA gj le; le; dh ikcUnh dk iw.kZ /;ku j[ksxsaA vuq'kklu dk dksbZ Hkh 

mYya/ku xaHkhjrk ls fy;k tkosxk ftldk ifj.kke izf'k{k.k dh lekfIr Hkh gks 

ldrk gSA 

10- O;fäxr lwpuk 

 

laLFkku esa dk;Zxzg.k 11 flrEcj 2017 dks izkjEHk gksxkA vkils ;g vis{kk dh 

tkrh gS fd vki dk;Zxzg.k djrs le; fuEufyf[kr nLrkost laLFkku dks izLrqr 

djas% 
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1- isudkMZ dh Loizekf.kr izfrfyfi 2- vk/kkj@ernkrk igpkui= dh 

Loizekf.kr izfrfyfi 3- vkids cpr [kkrs dk uEcj] 'kk[kk dk uke o    

vkbZ-,Q-,l-lh- dksM 4- fookg izek.k^i= dh Loizekf.kr izfrfyfi ;fn 

vkius ;g vius foHkkx dks tek ugha djk;k gS]  5- ek/;fed f'k{kk cksMZ 

}kjk tkjh ek/;fed f'k{kk ds izek.k&i= dh Loizekf.kr izfrfyfi 6- vkids 

fu;qfä vkns'k dh Loizekf.kr izfrfyfi 7- pkj ikliksVZ lkbZt dh QksVks 

vkils vk'kk dh tkrh gS fd vki mifLFkfr fnol ij fu/kkZfjr izi= esa O;fäxr 

lwpuk Hkjdj dkmUVj ij tek djk nsosaA 

leLr izf'k{kq vf/kdkjh vius dk;Zxzg.k izfrosnu o mijksä lHkh dkxtkr mfpr 

dkmUVj ij tek dj 11 flrEcj 2017 dks nksigj 2%30 cts Hkxor flag esgrk 

vkWfMVksfj;e] usg: Hkou ds ihNs] g-p-ek- jhik izkax.k esa ,d= gksosaA 

jkT; lsok esa vkus ij vkidks gkfnZd c/kkbZ;ka lkFk gh ge vk'kk djrs gS fd 

vkidk Hkfo"; lq[kn vkSj Js"B gksA 

 

egkfuns'kd] ,p-lh-,e- jhik 

 


