OFFICE OF THE Pr. ACCOUNTANT GENERAL (Audit-I), ODISHA,
BHUBANESWAR
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Sub: Submission of Training Need Analysis (TNA)-regarding.
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‘ursuant to Headquarters teiter Vo, 13, Tre. Div/2021/201 of 22/08/20272. a Trainine
Need Analysis (TNA) is required to be ~ronared at individual level for ail the staff & ofic
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 Capacity Building 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, will be
finally approved by the HoD before uploading the same on SAI Portal.

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 as well as in the enclosed format.
. The consolidated TNA of the respective groups after due approval of the Group Officer
concerned may reach T&E (Au-I) section latest by 06.01.2025 for taking approval of the HoD
and forwarding the same to the RCBKI, Ranchi. The following parameters are required to be
taken into consideration while assessing and submitting the TNA.

. The annual work plan of the office

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

IV.  Expectations from the annual plan of the office
V.  Suggestions by reporting/reviewing officers in previous APARS on training.

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 Capacity Building portal.

Officers/officials due to retire during 2025-26 may be exempted from submitting TNA.

Encl: Format for TNA submission.
Bxdl/-
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Memo No. T&E/Au-1/01/31/2024-25/424 Date: 02.01.2025

Copy for kind information and necessary action forwarded to:

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

2. Steno to DAG Admin/ AMG-I/ AMG-1I/ AMG-III/ AMG-IV/ AMG-V

3. The Welfare Officer

4. Branch Officer Admin/Confidential Cell/Estate Cell/lOM/OE/Hindi Cell/Legal
Cell/Report(M)/Report(PAC)/Report(LG)/AMG-I/AMG-II/AMG-II/AMG-IV/AMG-V

5. The Internal Audit Officer

6. AAO, DA&RC to upload in office website

7. OOC Guard file \41@9\' I 200X -

9. d@radter frerl/v. ud u.




Proforma for submission of Training Need Analysis (Employee level)

Year 2025-26

Subject
(Available on SAI portal)

Course level Reasons if any
(Basic/Advanced)

2

3

o

Whether TNA submitted in SAI Portal. If
not, reasons thereof:

|98

Name and Designation of the
staft/officer:

Employee ID of staff/officer:

Signature of the staff/officer:




