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Pursuant to Headquarters Training Division Circular No. 15/Trg. Div/2021/201 of
22/08/2022, a Training Need Analysis (TNA) is required to be prepared at the individual level
of all the staffs & officers to address the gap between the existing and the required
competencies in performing the official job and to provide opportunities for the employees to
enhance their competencies.

Every Individual employee is required to submit the TNA by assessing his/her training
requirements for the year and enter the details in the SAI Training Portal. The assessments of
employees will be evaluated and consolidated by the Group Officers concerned. The
consolidated TNA after segregating the General and IT course topics and classifying them as
(i) introductory/ basic/ essential/ office-specific and (ii) advanced or knowledge-centre
specific, will be finally approved by the HoD before uploading the same on SAI Portal. The
entire process of TNA has to be submitted to the RCBK] Ranchi for preparation of COTP by
them.

As ordered, all the controlling Branch Officers are requested to ensure submission of
the TNA of all the staffs/officers of their Group/Section on SAI Portal. The following
conditions are required to be considered while submitting the TNA.

I. The annual work plan of the office

Il Job contents of the target group of trainees
[II.  Skill and experience profile of the employees

V. Expectations from the annual plan of the office

V. Suggestions by reporting/reviewing officers in previous APARSs on training.

Each staff/officer is required to login into SAI Training Portal using their credentials
and select Training Need Analysis = Participate in TNA for choosing any three topics from the
list available in the drop down menu under “Search by Subject” for completing the TNA
process The pre-existing module for submission of the TNA as well as the detailed help files
for completing the TNA process is available in the SAI Training portal.

Alter submission of the individual TNA on SAI Portal by the staff & officers, they are
requested to print that page and forward the same to their group controlling section. All Branch
Officers are requested to forward the consolidated TNA of the group with due approval of the
Group Officer concerned in the enclosed format alongwith the printed copies submitted by their
staffs latest by 30.11.2023 for taking approval of the HoD and forwarding the same to RCBK].
Ranchi for preparation of the Annual Calendar of Training Program 2024-25.
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Memo No. T&E/Au-1/01/31/2023-24/4 34 Date: )7.11.2022

wfaferf ge=eT Ud sraeas wéars 8q iq/ Copy for kind information and necessary action

forwarded to:

W N —

BCON

Secretary to Pr. Accountant General (Au-I), Odisha.

Steno to Group Officers Admin/AMG-1/ AMG-1/AMG-11I/AMG-1V AMG-V
Branch Officer Admin/Confidential Cell/ Estate Cell/ OM/ OE/ Welfare/Hindi
Cell/Report (M)/Report (PAC)/Report (LB)/ AMG-1/ AMG-1I/ AMG-11I/ AMG-
IV/ AMG-V

The Internal Audit Officer / AAO Legal

AAO/ DA&RC to upload in office website

Notice Board

OOC Guard file.
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Format for submission of TNA by the Groups

S1 No Name of the Name of the No of slots
topic Officers/officials
selected the topic

FEnc)

AAO/T&E



