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-ि/ट (!वज़न) 

lfpoky; v/;;u rFkk izca/k  ds {ks= esa mRd̀"Vrk dk dsUnz cuuk 

1येय (
मशन) 

    1- v/;;u vkSj l`tukRedrk dks izksRlkfgr djuk ftlls izzHkkodkfjrk ,oa yksdfgr dh vksj vxzlj gks ldsa 

    2- DykbUV laxBuksa ds lkFk lg;ksx djuk ftlls v/;;u dh xq.koRrk dks c<+k;k tk lds 

    3- ladk; lnL;ksa vkSj lgk;d LVkQ ds fy, l{kerk fuek.kZ 

    4- 'kklu esa l{kerk fuek.kZ ds fy, vuqla/kku djuk vkSj ijke'kZdkjh lsok,a nsuk 
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मु2य सेवा/3ाजंैकशनस 

5म 

सं. 

मु2य 

सेवा/3ाजंैकशन 
osVst िज6मेदार 7यि�त (पद) ई-मेल 

मोबाइल 

(दरूभाष न.) 
	;5या द�तावेज 

शु(क 

<ेणी 	णाल)/!वधा रा
श 

1. dkfeZd ,oa izf'k{k.k 
foHkkx rFkk izf'k{k.k 
izHkkx dks vxys o"kZ ds 
fy, visf{kr izf'k{k.k ds 
fy, 20 vxLr rd i= 
fy[kuk  

15% mi funs-¼leUo;½ rajeev.kundi@nic.in  9810864709 izf'k{k.k vis{kkvksa dk irk 
yxkuk 

प= लागू 

नह) ं

लागू नह) ं लागू 

नह) ं

2. jkT; ljdkjksa@la?k jkT; 
{sk=ksa dks vxys o"kZ ds 
fy, laLFkku dk odZyksM 
fu/kkZfjr djus ds fy, 
vks,lih@lh,lih@ihVh 
dk;Zdzeksa ds fy, 20 
vxLr rd i= fy[kuk 

10% mi funs-¼leUo;½ Rajeev.kundi@nic.in 9810864709 &;FkksDr& प= vks,lih 
lh,lih 
ihVh 

MhMh@psd@bZlh,l _ 

3. okf"kZd izf'k{k.k dSys.Msj 
31 fnlEcj rd rS;kj 
djuk 

10% mi funs-¼leUo;½ Rajeev.kundi@nic.in 9810864709 izf'k{k.k dSys.Mj rS;kj 
djuk ftlesa vk;ksftr fd, 
tkus okys lHkh ikB~;dzeksa 
dk fooj.k fn;k x;k gks 

DykbUV rFkk 
lacaf/kr la;qDr 
funs'kdksa ls izkIr 
vuqjks/k 

लागू 

नह) ं

लागू नह) ं लागू 

नह) ं

4. okf"kZd izf'k{k.k dSys.Msj 
Niokuk rFkk forfjr 
djokuk 

5% mi funs-¼iz'kklu½ r.gayathri@nic.in 9818394463 mi funs¼iz'kk½dks Niokus gsrw 
vuqjks/k djukA forj.k 
leUo; vuqHkkx }kjk fd;k 
tk,xk A 

okf"kZd dSys.Mj लागू 

नह) ं

लागू नह) ं लागू 

नह) ं

5. vxyh frekgh ds fy, 
frekgh izf'k{k.k dSys.Mj 
vfxze :Ik esa rS;kj 
djuk 

10% mi funs-¼leUo;½ Rajeev.kundi@nic.in 9810864709 izf'k{k.k dSys.Mj rS;kj 
djuk ftlesa vk;ksftr fd, 
tkus okys lHkh ikB~;dzeksa 
dk fooj.k fn;k x;k gks 

DykbUV rFkk 
lacaf/kr la;qDr 
funs'kdksa ls izkIr 
vuqjks/k 

लागू 

नह) ं

लागू नह) ं लागू 

नह) ं

6. पा?य5म आरंभ होने के 

90 &दन प ूव� 

पा?य5म प�रप= जार) 

करना 
 

10% lacaf/kr ikB~;dze funs'kd स		सं क@ वेबसाइट 

पर सूची के अनुसार 

स		सं क@ 

वेबसाइट पर 

सूची के 

अनसुार 

ikB~;dze vf/klwpuk dh 
rS;kjh 

izf'k{k.k dSys.Mj लागू 

नह) ं

लागू नह) ं लागू 

नह) ं

7. पा?य5म के आरंभ 

होने के पवू� नामांकनB 

क@ � वीकृती/अ� वीकृती  

5% &;FkksDr& स		सं क@ वेबसाइट 

पर सूची के अनुसार 

स		सं क@ 

वेबसाइट पर 

सूची के 

अनसुार 

ik= ukfefr;ksa dks 'kkVZfyLV 
djuk rFkk vik= ukfefr;ksa 
dks [kkfjt djuk  

izk;kstd 
izkf/kdkfj;ksa ls 
izkIr ukekadu 
QkeZ 

लागू 

नह) ं

लागू नह) ं लागू 

नह) ं

8. 	
श�ण काय�5म 10% &;FkksDr& स		सं क@ वेबसाइट स		सं क@ fofHkUu izf'k{k.k xfrfof/k;ksa 
dk vk;kstu 

izf'k{k.k eSUkwvy लागू लागू नह) ं लागू 
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सफलताप ूव�क प ूण� पर सूची के अनुसार वेबसाइट पर 

सूची के 

अनसुार  

नह) ं नह) ं

9. प�रणामB क@ घोषणा 5% &;FkksDr& स		सं क@ वेबसाइट 

पर सूची के अनुसार 

स		सं क@ 

वेबसाइट पर 

सूची के 

अनसुार 

उGरB /प ेपर/�रपोट� का 

मू(यांकन 

उGर iqfLrdk 

/�रपोटH 

लागू 

नह) ं

लागू नह) ं लागू 

नह) ं

10. हॉ�टल सु!वधाऐं 5% हॉ�टल 	भार) pp.ambastha@nic.in 9212501331 	
श�ाण��थयB  के 
लए 

आवास उपलKध कराना 
प=, ई-मेल 

तथा vkikr 

प�रि�थLतयB 

मM फोन कॉल 

भी 

कमरा 
fdjk;k 

लागू नह) ं लागू 

नह) ं

11. खान-पान सेवा और 

सुर�ा 

 

5% mi funs-¼iz'kklu½ r.gayathri@nic.in 9818394463 	
श�ाण��थयB  के 
लए 

Hkkstu rFkk lqj{kk उपलKध 

कराना 

QhMcSd Hkkstu 
izHkkj 

vf/kekur% udn 
:Ik esa 

लागू 

नह) ं

12- हॅा� टल मM कमरा 

उपलK ध कराने पर 


लया गया समय 

5% हॉ�टल 	भार) pp.ambastha@nic.in 9212501331 dejksa dk vkoaVu gkWLVy fjdkMZ लागू 

नह) ं

लागू नह) ं लागू 

नह) ं

13 
शकायतB का Lनपटान 5% yksd f'kdk;r vf/kdkjh kg.rajulu@nic.in 9968248083 lizizla ls lacaf/kr f'kdk;r 
bySDV ªkfud :i 
esaa(http:/pgportal.gov.in) 
vFkok fyf[kr :i esa 
jftLVMZ Mkd }kjk Hksth 
tk ldrh gS 

लागू नह) ं लागू 

नह) ं

लागू नह) ं लागू 

नह) ं

    f'kdk;r ftruh laHko gks 
fof'k"V gksuh pkfg, rFkk 
lizizla ls lacaf/kr gksuh 
pkfg, 

लागू नह) ं लागू 

नह) ं

लागू नह) ं लागू 

नह) ं

 

 

 



स�चवालय 	
श�ण तथा 	बंध सं�थान के 
लए नाग�रक/�लाइंट चाट�र  

 
 

 

lsok ekudlsok ekudlsok ekudlsok ekud    

5म सं. मु2य सेवा/3ांजकैशन osVstosVstosVstosVst    lQyrk lwpdlQyrk lwpdlQyrk lwpdlQyrk lwpd    lsok ekudlsok ekudlsok ekudlsok ekud    
 

;wfuV;wfuV;wfuV;wfuV    osVstosVstosVstosVst    MkVk dk lzksrMkVk dk lzksrMkVk dk lzksrMkVk dk lzksr    

1. dkfeZd ,oa izf'k{k.k 
foHkkx rFkk izf'k{k.k 
izHkkx dks vxys o"kZ ds 
fy, visf{kr izf'k{k.k ds 
fy, 20 vxLr rd i= 
fy[kuk  

15% izfdz;k dks iwjk djus esa yxus 
okyk le; 

20 vxLr rd rkjh[k 15% lizizla fjdkMZ 

2. jkT; ljdkjksa@la?k jkT; 
{sk=ksa dks vxys o"kZ ds 
fy, laLFkku dk odZyksM 
fu/kkZfjr djus ds fy, 
vks,lih@lh,lih@ihVh 
dk;Zdzeksa ds fy, 20 
vxLr rd i= fy[kuk 

10% izfdz;k dks iwjk djus esa yxus 
okyk le; 

20 vxLr rd rkjh[k 10% lizizla fjdkMZ 

3. okf"kZd izf'k{k.k dSys.Msj 
31 fnlEcj rd rS;kj 
djuk 

10% izfdz;k dks iwjk djus esa yxus 
okyk le; 

31 fnLkEcj rd rkjh[k 10% lizizla fjdkMZ 

4. okf"kZd izf'k{k.k dSys.Msj 
Niokuk rFkk forfjr 
djokuk 

5% izfdz;k dks iwjk djus esa yxus 
okyk le; 

31 ekpZ rd rkjh[k 5% lizizla fjdkMZ 

5. vxyh frekgh ds fy, 
frekgh izf'k{k.k dSys.Mj 
vfxze :Ik esa rS;kj 
djuk 

10% izfdz;k dks iwjk djus esa yxus 
okyk le; 

frekgh izf'k{k.k dSys.Mj 
tkjh djus dh rkjh[k ls 
90 fnu iwoZ 

fnu 10% lizizla fjdkMZ 

6. पा?य5म आरंभ होने के 

90 &दन पूव� 

पा?य5म प�रप= जार) 

क रना 
 

10% vf/klwfpr djus dh izfdz;k 
dks iwjk djus esa yxus okyk 
le; 

पा?य5म आरंभ होने के  

90 &दन पूव� 

 

fnu 10% lizizla fjdkMZ 

7. पा?य5म के  आरंभ 

होने के  पवू� नामांक नB 

क @ � वीक ृ ती/अ� वीक ृ ती  

5% नामांक नB क @ 

� वीक ृ ती/अ� वीक ृ ती dh le; 
ij lwpuk 

पा?य5म आरंभ होने के  

30 &दन पूव� 

 

fnol 5% izkIr 
vkosnu@lizizla 
fjdkMZ 

8. 	
श�ण क ाय�5म 10% 1 से 5 के  पमैाने पर 75 izfr'kr 10% izfrHkkfx;ksa ls izkIr 
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सफलतापवू�क  पणू� izfrHkkfx;ksa dk QhMcSd QhMcSd 

9. प�रणामB क @ घोषणा 5% izfdz;k dks iwjk djus esa yxus 
okyk vkSlr le; 

60 fnu 5%  

10. हॉ�टल सु!वधाऐं 5% 1 से 5 के  पमैाने पर 

izfrHkkfx;ksa dk QhMcSd 

>3.5(1 से 5 के पैमाने 

पर) 

izfr'kr 5% gkWLVy fjdkMZ 

11. खान-पान सेवा और 

सुर�ा 

5% izfrHkkfx;ksa ls izkIr QhMcSd 1 

से 5 के पैमाने पर 

>3.5(1 से 5 के पैमाने 

पर) 
 

izfr'kr 5% QhMcSd fjdkMZ 

12- हॅा� टल मM कमरा 

उपलK ध करान े पर 


लया गया समय 

5% izfdz;k dks iwjk djus esa yxus 
okyk le; 

20 feuV 5% gkWLVy 
fjdkMZ@izfrHkkfx;ksa 
ls izkIr vuqjks/k 

13 
शकायतB का Lनपटान 5% सीपीजीआरएएमएस पोट�ल 

के मा1 यम स े 	ाQ त 


शकायत क@ पावती भजेन े

मM लगन े वाला औसत 

समय  

3  

  

काय�&दवस 1% सीपीजीआरएएमएस 
fjiksVZ 

पजंीकृत डाक के मा1 यम 

स े 	ाQ त 
शकायत क@ 

पावती भजेन े मM लगन े

वाला औसत समय 

7  

 

 

काय�&दवस 1% सीपीजीआरएएमएस 
vkSj lizizla fjdkMZ 

अLत�र� त सूचना के 
लए 

प= भजेन े मM लगन े वाला 

औसत  

15 काय�&दवस 1% सीपीजीआरएएमएस 
vkSj lizizla fjdkMZ 


शकायत के Lनपटान मM 

लगन ेवाला औसत समय  

60  

 
काय�&दवस 2% सीपीजीआरएएमएस 

vkSj lizizla fjdkMZ 

f'kdk;rksa dk f'kdk;rksa dk f'kdk;rksa dk f'kdk;rksa dk fuokj.kfuokj.kfuokj.kfuokj.k    
dze ladze ladze ladze la    yksd f'kdk;r vf/kdkjh dk ukeyksd f'kdk;r vf/kdkjh dk ukeyksd f'kdk;r vf/kdkjh dk ukeyksd f'kdk;r vf/kdkjh dk uke    gsYiykbugsYiykbugsYiykbugsYiykbu    besybesybesybesy    eksckbyeksckbyeksckbyeksckby    
1111----    ds- xksfoUnkjktqyq] la;qDr funs'kd 011&26164285 kg.rajulu@nic.in 9968248083 

i.k/kkfj;ksa@DykbUVLk dh lwphi.k/kkfj;ksa@DykbUVLk dh lwphi.k/kkfj;ksa@DykbUVLk dh lwphi.k/kkfj;ksa@DykbUVLk dh lwph    
dze ladze ladze ladze la    i.k/kkfj;ksa@DykbUVLki.k/kkfj;ksa@DykbUVLki.k/kkfj;ksa@DykbUVLki.k/kkfj;ksa@DykbUVLk    

1 dsUnzh; ljdkjh ea=ky;@foHkkx 
2 jkT; ljdkj 
3 la?k jkT; {ks= 
4 ih,l;w@Lok;Rr fudk; 
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5 varjjk"V ªh; vfHkdj.k 
mRrjnk;h dsUnz rFkk v/khuLFk laxBumRrjnk;h dsUnz rFkk v/khuLFk laxBumRrjnk;h dsUnz rFkk v/khuLFk laxBumRrjnk;h dsUnz rFkk v/khuLFk laxBu    

dze ladze ladze ladze la    mRrjnk;h dsUnz rFkk v/khuLFk mRrjnk;h dsUnz rFkk v/khuLFk mRrjnk;h dsUnz rFkk v/khuLFk mRrjnk;h dsUnz rFkk v/khuLFk 
laxBulaxBulaxBulaxBu    

gsYiykbugsYiykbugsYiykbugsYiykbu    besybesybesybesy    eksckbyeksckbyeksckbyeksckby    irkirkirkirk    

1111----    ykxw ughaykxw ughaykxw ughaykxw ugha    ykxw ughaykxw ughaykxw ughaykxw ugha ykxw ughaykxw ughaykxw ughaykxw ugha ykxw ughaykxw ughaykxw ughaykxw ugha ykxw ughaykxw ughaykxw ughaykxw ugha 
    

lsok izkIrdrkZvksa ls lwpd vis{kk,alsok izkIrdrkZvksa ls lwpd vis{kk,alsok izkIrdrkZvksa ls lwpd vis{kk,alsok izkIrdrkZvksa ls lwpd vis{kk,a    

dze ladze ladze ladze la        
1  le; ij lwpuk& vis{kk gsrq vuqjks/k ds izkIr gksus ds 15 fnuksa ds Hkhrj 
2  laxBu ls le; ij QhMcSd&izf'k{k.k dk;Zdze ds iw.kZ gksus dh rkjh[k ls ,d ekg ds Hkhrj  
3  izf'k{k.k izfdz;k esa mPp Lrj ij lfEefyr gksuk 
4  ikB~;dze iwoZ ¼Mh,y,e] vH;kl buiqV vkfn½ rFkk ikB~;dze ds nkSjku le; ij vlkbZUesUVl nsuk 

5  gkWLVy esa jgus okyksa dk le; ij QhMcSd 
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VISION 
 

 
 
 
 

To be a Centre of Excellence in Secretariat Learning and Management. 
. 
 
 
 

MISSION 
 
 
 

1. Encourage learning & creativity leading to efficiency and public good 

2. Collaborate with client organizations for enhancing the quality of training 

3. Capacity building of faculty members and the support staff 

4. Undertake research & consultancy for capacity building in governance 

 

 

 

 



Citizen's / Client's Charter for Institute of Secretariat Training & Management 

Main Services / Transactions 

S. 
No. 

Services / 
transaction 

Weig
ht % 

Responsib
le Person 
(Designati

on) 

Email Mobile 
(Phone 

No.) 

Process Document Fees  

 Category mode Amount  
1. Writing letter to   CS 

division, DoPT  & 
training division for 
obtaining next year 
training requirement 
by 20th Aug. 

15% DD(C) rajeev.kundi
@nic.in 

9810864709 Requisitioning training 
projections 

 
Letter 

NA NA NA 

2 Writing letter to  
State Govt./UT 
regarding 
OSP/CSP/PT 
Programmes to 
finalise the institute  
workload for next 
year  by 20th Aug. 

10% DD(C)    
rajeev.kundi
@nic.in 

 
9810864709 

 
-do- 

 
Letter - 

OSP CSP 
PT  

DD 
/chequ
e/ ECS

- 

3. Preparation of  
Annual Training 
Calendar 31st Dec. 

 
10% 
 
 

DD(C)  
rajeev.kundi
@nic.in  

 
9810864709 

Preparation of Training  
Calendar  giving details 
of all types of courses to 
be organised 

Requests  
received from
the clients and
JDs concerned.

NA NA NA 

4. Printing and 
distribution of 
Annual Calendar  
 

5% DD(A)  
r.gayathri@ni
c.in 

 
9818394463 

Forwarding request for 
printing to DD(A). 
Distribution to be done 
by Coordination  

Annual 
Calendar 

NA NA NA 

5 Preparation of 
quarterly Training 
Calendar in 
advance for the 
next quarter. 

10% DD(C) rajeev.kundi
@nic.in 

 
9810864709 

Preparation of Training  
Calendar  giving details 
of all types of courses to 
be organised 

Requests  
received from
the clients and
JDs concerned.

NA NA NA 

6. Issuance of 
Circulars of courses 
90 days before 
commencement of 
programmes 
 

10% Concerned 
course 
Director  

As per list on 
ISTM website 

As per list on 
ISTM 
website 

Preparation of course 
notification  

Trg. 
Calendar  

NA NA NA 



Citizen's / Client's Charter for Institute of Secretariat Training & Management 
7 Acceptance/ Non- 

Acceptance of the 
nominations  before 
the start of the 
course 

5% -do- As per list on 
ISTM website 

As per list on 
ISTM 
website 

Short listing of eligible  
nominees and rejecting 
the ineligible nominees 

Nomination 
form received
from the
sponsoring 
Authorities.  

NA NA NA 

8. Successful 
completion of 
training 
programmes 

      
10% 

-do- As per list on 
ISTM website 

As per list on 
ISTM 
website 

Organising the different 
training activities 

Training 
Manual 

NA NA NA 

9 Declaration of 
results 

       
5% 

-do- As per list on 
ISTM website 

As per list on 
ISTM 
website 

Evaluating the 
Answers/papers/ 
Reports 

Answer 
Sheets/Reports

NA NA NA 

10 Hostel facilities  
 

5 % 
Hostel 
incharge 

 
pp.ambastha
@nic.in 

9212501331 
 
 

Providing lodging 
facilities to the trainees. 

Letters, e-
mails, and even
phone calls
during 
emergent 
circumstances 

Room 
rent 

Prefer
ably in 
cash 

NA 

11 Catering Services 
and Security 
 

5% DD (A)  
r.gayathri@ni
c.in 

 
9818394463 

Providing boarding 
facilities and security 
services. 

Feedback Food 
Charges 

Prefer
ably in 
cash 

NA 

12 Time taken to 
provide hostel room 

5% Hostel 
incharge 

 
pp.ambastha
@nic.in 

9212501331 
 
 

Allotment of Room Hostel 
Record 

NA NA NA 

13 Prompt Grievance 
Redressal 

5% Public 
Grievance 
Officer 

kg.rajulu@nic.
in 

9968248083 Grievance relating to the 
jurisdiction of the ISTM 
can be submitted both 
electronically (via 
http://pgportal.gov.in) or 
in writing via registered 
post 

NA NA NA NA 

    Grievance should be as 
specific as possible and 
must relates to the ISTM 

NA NA NA NA 
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Service Standards  

S. 
No
.  

Services/ Transaction  weight Success Indicators Service Standard Unit Weight  Data Source  

1. Writing letter to   CS division, 
DoPT  & training division for 
obtaining next year training 
requirement  

15% Time taken to complete the 
process 

 
By 20th Aug 

 
Date 

 
15% 

ISTM record 

2. Writing letter to  State Govt./UT 
regarding OSP/CSP/PT 
Programmes to finalise the 
institute  workload for next year   

10% Time taken to complete the 
process 

 
By 20th Aug 

 
Date 

10% ISTM record 

3. Preparation & uploading of  
Annual Training Calendar  

 
10% 

Time taken to complete the 
process 

 
By 31st Dec 
 

 
Date 
 

10% ISTM Record 

4. Printing and distribution of 
Annual Report  
 

5% Time taken to complete the 
process 

 
By 31st March 

 
Date 

5% ISTM Record 

5. Preparation and issuance of 
quarterly Training Calendar 3 
months in advance. 

10% Time taken to complete the 
process 

90 days in advance 
from the date of 
issuance of 
quarterly training 
calendar 

Days 10% 
 

ISTM Record 

6. Issuance of Circulars of courses 
90 days before commencement 
of programmes 

10% Time taken to complete the 
process of notification 

90 days before the 
start of the training 
programme 

Days 10% ISTM Record 

7. Acceptance/ Non- Acceptance of 
the nominations  before the start 
of the course 

5% Timely intimation of 
acceptance and non-
acceptance of the 
nominations 

30 days before the 
start of the course 

Days 5% Application 
received/ISTM 
Record 

8. Successful completion of training 
programmes 

10% Feedback of the participants 
in the scale of 1 to 5 

75 percent
age 

10% Feedback 
received from 
participants 

9. Declaration of results 5% Average Time taken to 
complete the process 

60 days 5%  

10. Hostel facilities  
 

 
 

5 % 
Feedback of the participants 
in the scale of 1 to 5 

≥ 3.5 
(on the scale of 1 to 
5) 

percent
age 

5% Hostel records 
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Grievance Redress  

S. No. Name of the Public Grievance 
Officer 

Helpline Email Mobile 

1. K. Govindarajulu, Joint Director , 
ISTM  

011‐
26164285 

kg.rajulu@nic.in 9968248083 

 

List of Stakeholders/ Clients  

S. No. Stakeholder/ Clients  
1 Central Govt.  Ministries  /Deptts.  
2 State Govts.  
3 Union territories  
4 PSUs/ Autonomous Bodies  
5 International Agencies 
 

11. Catering services & Security 5% Feedback of the participants 
in the scale of 1 to 5 

≥ 3.5 
(on the scale of 1 to 
5) 

percent
age 

5% Feedback 
records 

12.  Time taken to provide hostel 
room 

5% Time taken to process 20 minutes 5% Hostel 
Records/Request 
from participants 

13. Prompt Grievance Redressal 5% Average time taken to 
acknowledge grievance 
received electronically 
through CPGRAMS portal 

3 Working 
Days 

1% CPGRAMS 
Report 

Average time taken to 
acknowledge grievance 
received through registered 
post 

7 Working 
Days 

 
1% 

CPGRAMS and 
ISTM records 

Average time taken to send 
communication for additional 
information 

15 Working 
Days 

1% CPGRAMS & 
ISTM Records 
 

Average time taken for 
grievance settlement

60 Working 
Days

2% CPGRAMS & 
ISTM Records
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Responsibility Centers and Subordinate organizations  

S. No. Responsibility Centers and 
Subordinate  

Landline 
Number  

Email Mobile Number  Address  

1. NA NA NA NA NA 
 

Indicative expectations from service Recipients   

S. No.  
1 Timely Intimation – within 15 days of receipt of request for 

requirement 

2 Timely feedback – From the organization within a month 

from  the date of completion of the training programme 

3 High level of involvement in training process. 

4 Timely submission of pre- course assignments (DLM, 

exercises in puts etc.) & during the course  

5 Timely Feedbacks of hostel occupants 

 

 


