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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 1
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.



b)

d)

f)

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.

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.

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.

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.

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.




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)

b)

d)

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.

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.

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.

Wearing of lapel card is compulsory during all training activities.
Lapel card will be prepared by the HCM RIPA.




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.




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:
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Self certified copy of PAN Card
Self certified copy of AADHAR/Voter ID
Details of Bank Account No., Branch Name and IFSC Code

. Copy of Marriage Certificate (Not required if you have

submitted to appointing authority)

Copy of Secondary School Certificate issued by Board of
Secondary Education for date of birth

Photocopy of your appointment order

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
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