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Sub: Preparation of Annual Calendar for RCB&KI, Chennai for the year
2026-27 - reg.
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A detailed Training Needs Analysis (TNA) has to be done for preparation of
Annual Calendar of Training Programme of RCB&KI, Chennai for the year 2026-
27.  All staff members shall initiate the exercise by assessing their training
requirements for the year in consultation with their Section heads and enter the
details in the SAIl Training portal.
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In this regard, the following instructions are issued:
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All the officials shall complete the TNA requirements using their individual
login in the SAI Training Portal.
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Branch Officers in charge of each Section in Main Office at
Thiruvananthapuram and Branch Office at Thrissur shall ensure that the TNA
requirements in SAl Training Portal are completed by the officials. Status report of
completion of TNA requirements by the officials working under them shall be
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furnished to Administration Section before 03 November 2025 as per the format
attached (Annexure ).
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In case of officials in the Field Audit parties, Headquarters Section shall
intimate the Senior Audit Officers in charge of each Field Party and furnish the
status of completion of TNA requirements of all officials belonging to that wing.

Help files containing the procedure for completing the Training requirements
process are placed in public folder ------ Admin ---- TNA Help files & Format for

reference.
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