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TELEGRAMS “ B E L L AV I ST A", TELEPHONE 2054

July 21. 1961.

My dear Shri Gupta:

When you were here during the end of last month, 

I gave you a copy of my letter of the 22nd June addressed 

to Shri S.S. Mirajkar, President of the All-India Trade 

Union Congress, Bombay, requesting him to nominate a 

representative from his Trade Union Congress for admission 

to one of our Courses, I have not received any reply from

Shri Mirajkar so far. I shall be grateful if you would

kindly look into this and send me an early reply.

. ith kind regards.

Shri Indrajit Gupta, 
Member, Lok Sabha, 
64A, Lower Circular Road, 
Calcutta-16.
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As you may be already aware of, the Administrative Staff 
College of India has been established at Hyderabad on the pattern 
of the Administrative Staff College at Henley-on-Thames, England,, 
to impart to senior executives the diverse skills and techniques 
of higher management. The College is a residential institution 
without any political, economic or social bias.

The main object of the College is to bring together under 
one roof responsible executives from different spheres of admi­
nistration and fields of activity and drawn from different parts 
of the country to study the skills and techniques of higher 
management and leadership. By living and working together and 
through the well established system of group discussion, the 
participants are enabled

(a) to interchange ideas and experience;

(b) to get a better understanding of the interrelation­
ship between different sections of any unit, between 
different sectors of the national economy and between 
public and private administration;

(c) to appreciate how their respective roles complement 
each other in the achievement of the common national 
objective; and

Cd) to enrich their personalities and increase their 
competence as administrators.

According to the rules of the College, it is a necessary 
condition that organizations should enrol themselves as members 
of the College Society after paying the prescribed membership 
fee, to become eligible to sponsor candidates for training In 
the College* The consolidated fee per course member will be 
fa. 2,400/- which is payable by the sponsoring organization of 
the members concerned.
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he College has three sessions every year Fho rim* +.j 
of each session being 12 weeks. It sJSd + 7
in December 1957 and it is - • started its first session

which commenced 
the sessions to

on 
be

the 9th 
held in

now going through its XI Session 
June, 1961.
1961 and 1962

The
Is ;

i time-table for 
as follows:

Sessions From To

XU 22nd Sept. 1961 to 15th Dec. 1961.Alli e , B
XIV 
yv

5th Jan. 1962 to 30th Mar. 1962.
8th June 1962 to 31st Aug. 1962.

21st Sept. 1962 to 14th Dec. 1962.
So far 438 candidates
50 are now undergoing

have had training upto the X Session and 
training in the XI Session.

dv TSe SeSSi°nS’ College admits persons who have 
middlesufficient experience of lo to 15 years in 
group 0^35 t^fSment POS“iOns and normally be in the age 
fsS f! , + yearS' ThS sponsoring organisations are 
are co^XntlvT^ 77^° Pr°Ved their ability and ^ho 
due = T 7 7 d hiSh9r executive positions in 
o W members Lch 7? disc^ions are conducted in syndicates 
our societv h 7 ’ represent a fair cross-section of 
XtoS bS^?^ not only from different
sectors but also from different disciplines.

membersTJ7C°lle7 arrangeS instructional tours for session 
business centres s .ab°ut a week to important industrial and 

ness centres as an integral part of the training programme
invited^to^i djstinsuished Persons and specialists are 
invited to give talks or to visit 
sions. syndicates to assist discus-

able +7° f®G1 that wiU be of mutual advantage if 
able to nominate a representative you are

from your organization forono erf J wx&dJii4avion lor
tions m courses. We appreciate that financial considera- 
ofSr'S Stand/n y°Ur and we ^ve, therefore, decided to

i suitable’> If experienced and ^tuitio^fe 7 a7 forthGOminS- The freeship will include 
at the CoS Ji w 77 1Odsing 306 °ther incidental expenses

I tours whSh alS° meGt the GhargfS of instructional
The 7rZve? 7 arranged by the College for the session members. 
thJ sessionand fr° of nominee while joining 
The session and returning after the training, plus his nav etc 
S s: jr:?of ‘.course w°uid ** 

ganization. We have also decided to waive the ore™ 
requisite condition of Membership for the first nomination.
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We have pleasure in 
papers for your information

sending herewith the foilowing

1. College Prospectus.
2. General Booklet.
•3. Nomination form.

Weof the Co!?0^ that y°U W111 be interested in the 
ot the College and send us before the

^nations in the enclcsed form 
tor the sessions in 1961 and 1962

activities
15th of August, 1961, 
for our consideration

Yours sincerelyt

( R. 1. GUPTA )

Mr. S.S. Mirajkar,
President,
All India Trade Union Congress, 
55, Girgaum Road, B0MBAY~4.



NOMINATION FORM

Name & Address of the 
sponsoring organization

1. Name

2. Place of Birth

3. Date of Birth & age last 
Birthday

4. Nationality

5. Vegetarian or non-vegetarian

6. Present postal address

7. Father’s name and occupation ...

8. Education with particulars of 
subjects studied and the names 
of institutions where studied.

( a ) General:

( b ) Professional or 
Technological:

( c ) Practical training, if any, 
giving particulars:



9. Service particulars and posts held, 
indicating briefly the nature of 
their duties and the time spent 
in each.

10. In what field have you had the 
largest experience? General Admi­
nistration ; Engineering (Produc­
tion Engineering, Research & 
Development); Sales Manage­
ment (including Advertising & 
Sales Research ); Purchase & 
Supply Management; Personnel 
Management; Banking. Specify 
the total years spent in this 
special field.

11. Business or commercial experience 
with particulars.

12. Present designation and emolu­
ments drawn.

13. What are your interests and 
hobbies outside your professional 
work.

14. What games do you play ?

15. What clubs & literary or scientific 
societies are you member of?

Note : This form should be sent to the college with three copies of the passport size of the latest 
photograph of the nominee.
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The Administrative Staff College of India

TT1 HE activities of Government and of indus- 
trial and commercial enterprises are 

becoming increasingly widespread and complex, 
calling for greater constructive skill and better 
concepts of leadership on the part of senior 
administrators in all sectors. Hence the need 
for training those who, by reason of proved 
ability and performance, are holding, or have 
been earmarked for appointment to, senior posi­

tions in their respective organisations. It is the 
recognition of this need by Government and 
business concerns in the private sector which 
led to the founding of this College as a joint 
venture in 1956.

The main object of the College is to get to­
gether under one roof responsible executives 
from different spheres of administration and 
fields of activity — public and private — and



drawn from different parts of the country to 
study the skills and techniques of higher 
management and leadership. By living and 
working together, and through the well estab­
lished system of group discussion, the partici­
pants are enabled

(a) to interchange ideas and experiences;
(b) to get a better understanding of the inter­

relationship between different sections of 

any unit, between different sectors of 
the national economy and between public 
and private administration;

(c) to appreciate how their respective roles 
complement each other in the achieve­
ment of the common national objective; 
and

(d) to enrich their personalities and increase 
their competence as administrators.

General S. M. Shrinagesh, 
the principal, is in constant 
touch with the Directing 
Staff.



The College is run by an independent educa­
tional society registered under the Societies 
Registration Act, 1860, and the administration 
of its affairs is vested in a Court of Governors 
representative of its members and constituted 
according to the provisions of its constitution. 
The College is fortunate in having on its Court 
eminent men who have distinguished themselves 
in public administration, industry and educa­

tion. The funds of the College are contributed 
jointly by Government and private enterprise.

The College operates on principles similar to 
those evolved at the Administrative Staff 
College at Henley in England which has won 
international recognition for its programme and 
methods. It is designed to further develop 
those who have already shown promise and 
commendable performance in responsible posi-



tions and not to train for administration those 
with no experience.

The Course of Study includes the structure of 
undertakings, delegation control and accounta­
bility, the management of workers and work 
groups, specialist functions, relations with 
organised labour, Government and its working, 
imparting and maintaining vitality, adaptation 
to economic and technological change, the use 

of accounting and statistics as tools of adminis­
tration and some biographical studies.

The method of work seeks to develop some 
of the skills which are required in senior 
administrators effecting adequate delegation 
and control; making appropriate use of specia­
lised knowledge; getting the best out of a team, 
handling expert witnesses; briefing represen­
tatives; summarising and drafting the result of a

A well-equipped library suf 
A Syndicate in session.



group discussion; getting a job done in the time 
and with the resources available; speaking for 
a team of colleagues and leading them in con­
ference with other groups.

These objectives are sought to be achieved by 
carrying out the work in Syndicates of ten 
members each. One member of each Syndicate 
is appointed Chairman for each subject and is 
completely responsible, with guidance from the 

Directing Staff and the help of a well equipped 
library, for seeing that the study to be made is 
carried out effectively and in time. The Chair­
man is assisted by a Secretary, also a member of 
the Syndicate. Both are selected by the College.

The permanent staff of the College is small 
and not specialised. Its members are men of 
considerable experience in various fields of 
administration. In addition to the permanent



staff there are temporary members of the 
Directing staff seconded from Government and 
Industry who bring to the College up-to-date 
experience. Experts from all over India are 
invited to speak, or give evidence on specific 
topics. By this means the College is assured of 
the best available information and experience in 
specialised fields.

The participants in each course will be so 

selected that they will constitute a cross-sec­
tion of the working life of the country. They 
will be drawn from diverse fields of activity such 
as production, engineering, research and develop­
ment, purchase and stores, marketing, statistics, 
general administration, personnel, finance, 
accounts, etc. Further, they will be selected 
in such a way that there will be participants 
from commercial and industrial organisations,



Relaxation is not un­
known......

Government undertakings, Central, State and 
Local Governments, the armed forces, public 
bodies and social services. The aim is to secure 
for each course a fruitful mixture of varied 
experience. Candidates are required to be 
nominated by the organisations for which they 
are working and to whose service they will re­
turn. The selection will be made by interview 
and will aim at securing a suitable balance of 
experience in each session. Although no 
definite age limits are laid down, candidates 

should normally be between the ages of 
30 and 45.

Organisations intending to sponsor their can­
didates are requested to send in their nomina­
tions as early as possible and in any case some 
months in advance of the opening of each ses­
sion. This would enable them to plan the 
release of such persons and help the College to 
secure the right balance of experience among the 
participants in each session.
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As you may be already aware of, the Administrative Staff 
7^2, haS been established at Hyderabad on the pattern 

of the Administrative Staff College at Henley-on-Thames, England, 
of higher ? Senior exec“tives the diverse skills and techniques 
wfthoS h9 C°Uege iS a institution
without any political, economic or social bias.

The main object of the College is to bring together under 
% 2 responsible executives from different spheres of admi­

nistration and fields of activity and drawn from different parts 
of the country to study the skills and techniques of higher

By livlnS and working together and 
' ! WeU establishQd system of group discussion, the
participants are enabled

(a) to interchange ideas and experience;

(b) to get a better understanding of the interrelation­
ship between different sections of any unit, between 
different sectors of the national economy and between 
public and private administration;

(c) to appreciate how their respective roles complement 
each other in the achievement of the common national 
objective; and

Cd) to enrich their personalities and increase their 
competence as administrators.

candle™ 22^ °f the College, it is a necessary
o22! r „ organizations should enrol themselves as member^ 
of the College Society after paying the prescribed membership 
*®e» to become eligible to sponsor candidates for training in 

» % Tlle oonsQlidated fee per course member will be
♦7 u" WhlOh 18 P^”1® by the sponsoring organization of 
the members concerned.
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The College has three sessions every year, the duration 
of each session being 12 weeks. It started its first session 
in ecember 1957 and it is now going through its XI Session 
which commenced on the 9th June, 1961. The time-table for 
the sessions to be held in 1961 and 1962 is as follows:

Sessions From To

XII • • 0 22nd Sept. 1961 to 15th Dec. 1961.Xlll o • • 5th Jan. 1962 to 30th Mar. 1962.XIV • • ». 8th June 1962 to 31st Aug. 1962.XV • *. e 21st Sept. 1962 to 14 th Dec. 1962.

So far 438 candidates have had training upto the X Session and 
00 are now undergoing training in the XI Session.

At these sessions, the College admits persons who have 
already acquired sufficient experience of 10 to 15 years in 
middle level management positions and normally be in the age 
group of 35 to 45 years. The sponsoring organisations are 
asked to select only men who have proved their ability and who 
are consequently likely to hold higher executive positions in 
due course. The group discussions are conducted in syndicates 
of io members each, which represent a fair cross-section of 
our society, having representatives not only from different 
sectors but also from different disciplines.

The College also arranges instructional tours for session 
members for a period of about a week to important industrial and 
business centres as an integral part of the training programme, 
n every session, distinguished persons and specialists are 

invited to give talks or to visit syndicates to assist discus­
sions .

We reel that it will be of mutual advantage if you are 
able to nominate a representative from your organization for. 
one of our courses-. We appreciate that financial considera­
tions may stand in ycur way and we have, therefore, decided to 
offer three or four freeships per session,, if experienced and 
suitable. candidates are forthcoming. The freeship will include 
the tuition fee, board and lodging and otier incidental expenses 
a the College, We shall also meet the charges of instructional 
tours which are arranged by the College for the session members. 
The travel expenses to and fro of your nominee while joining 
the session and returning after the training, plus his pay, etc. 
during the period of the Course would have to be borne by the 
parent organization. We have also decided to waive the pre­
requisite condition of Membership for the first nomination.
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We have pleasure in sending herewith the following- 
papers for your information.

1. College Prospectus.
2. General Booklet.
3. Nomination form.

Wo hope that you will be interested in the activities 
of the College and send us before the 15th of August, 1961, 
your nominations in the enclosed form for our consideration 
for the sessions in 1961 and 1962.

Yours sincerely

Sd/-

( R. L. GUPTA )

Shri S.S. Mirajkar,
President, All-India Trade Union Congress, 
55, Girgaum Road,
BOMBAY-4.

Copy to Shri Indrajit Gupta, M.P., Calcutta, camp: Hyderabad.

Ends: 3



ADMINISTRATIVE STAFF COLLEGE OF INDIA

Session xi.

NOTES ON THE COURSE

I. THE COURSE OF STUDIES

1. Administration deals with the continued direction of 
an organisation as a whole, and the administrator 

normally has to deal simultaneously with several aspects of 
it, bearing in mind their mutual interactions. Any division 
of the subject will, therefore, be somewhat unsatisfactory and 
the consideration of each part in isolation a little unrealis­
tic. For the practical study of the subject, however, its 
division into a few well-defined parts is necessary. The 
College Course is, therefore, divided into six main parts 
(A to F), some of these being further sub-divided. These 
main parts and sub-divisions are briefly given below:

part A : Comparative Administrative Structures;

2. part A gives Members of the College an opportunity of 
making a comparative survey of the structure and admi­

nistrative set-up of the organisations with which they are 
familiar. it also enables each syndicate to ascertain the 
knowledge and experience available among its members,

part B : Internal Relations;

3. This deals with.those matters which are internal to 
the work of a single organisation and can be controlled 

absolutely by the top authority of that organisation. This 
subject is examined from four angles as follow®;

Bl ; The Structure of Organisation and Interrelation of Depart­
ments; deals with 'the division of work in an undertaking 

in different departments and their sub-divisions and the prin­
ciples and practices adopted for maintaining satisfactory co- 

'Ordination between them, '

B2 : Delegation, Control and Accountability - is concerned with 
the nature and extent of the accountability of the direct­

ing authority in Government Departments, in public corporations 
and in organisations in the private sector and a study of the 
manner and extent to which authority is delegated and the 

' methods of control.

B3 ; Management of the Individual;
This deals with the place of the individual and the part 

he plays in the organisation and will be in two parts;

(a) The first part is concerned with the recruitment, 
induction, and training of individuals and firsti line 
supervisors in an organisation;

and (b) the second.part deals with promotion policies, incen- 
■ tives, and methods of motivation.
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Part C j Specialist Functions;

4. In this part, a study is made of those specialist func­
tions in an undertaking which require specialised 

knowledge and considerable practical experience. Some of 
these may be concerned with problems which are primarily 
internal, e.g., Production Management and Office Services. 
Others may involve external relations with customers, sellers, 
bankers, etc. e.g. Sales, Finance, Supply. . 1

’ - PartD : .Externa.J Relations; .

5. Here attention is turned to those activitie,s of an
; ' Organisation which are not wholly within its own

control as they depend partly on the maintenance of suitable 
relations, with other organisations. The , subject is /divided 
into’ four sub-divisions; i . ■

DI : Organised Labour - considers relations with Organised 
Labour and the voluntary and statutory arrangements for 

the avoidance and settlement of disputes.
■" / ‘ : ‘ \ •' - '■ • ’ • ' •. ’ ' \ ■

U ’ , • • ' * > , • ' ’ ' ’ ’■» ' ' • . • . ■ ; ■

D2 « Central and State Governments - makes.a study of the Con- 
. stitution of India and how it functions at the Centre and 

in the States - .and examines the relations between Government 
and industrial and commercial organisations in the country.

D3 : The Role of Government in Economic Development - consider© 
the role of Government as the initiator and stimulator

v. , , of economic development in the country-, ;
. 4::' ; ’g/? -■ -

D4 J Local Administration - is ,a study of the organisation and 
functions of Local Administration.

part E : Constructive Administration;
. ■ ; . ,7 - : 'f.'■ / : .; ? ; ■ ?' '

■" ; i-. ’ ■ •> ■•.•••• •.-•' ■ ? : ~ ‘. ■ ■■ i ■ •

6. In Part E, there is a change in emphasis. The work 
in this Part is designed to give consideration to a 

partial synthesis of the subjects separately studied previous­
ly. 4h ihe course and Members are required to consider managerial 
problems which anorganisation has to face when confronted with 
a specific situation,. ... .

. . ; . : ... • t,'■ j . • . - . '• • ... ‘ ' • .

El : Adaptation to Economic Change - is a study of the manage­
rial problems which arise when an organisation is faced 

with certain basic economic conditions under which it works.

• Adaptation to Technological -Change - considers problems 
that arise when an organisation is faced with a far- 

reaching change in technology, or.product!on method for reasons 
peculiar to it or to the. industry of which it forms part.

?s and. Maintaining Vitality - considers the problem
of maintaining, vitality -and a progressive outlook in an 

organisation and its various sections when there are no external 
pressures or changes.
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Part F : The Role of the Directing Authority:

7. 'i Part F will be a survey of the whole work of the course 
emphasising the role and responsibilities of those

charged with the overall direction of different kinds of orga­
nisations.

Other Subjects;

pThe programme is diversified by the study of the follow­
ing additional subjects:

■ Biographies

, 8. This is a study of the career and achievements of 
selected individuals eminent in different fields of 

human activity in the past, whose careers are of special 
interest and significance- to the administrator of today,

Special Subjects

9. There will be two special subjects, The first is a 
"Study of selected Industries" - Steel, Coal, .

Textiles and chemicals; and the other is "Export Promotion*, 

Economics

10. A few talks will be given by specialists on general 
problems of economics or economic organisation.

"The Use of Figures in Administration”

11. A series of talks will be given by specialists on dif­
ferent subjects connected with Figures, including Govern^ 

ment and Company Accounts, Cost Accounts, Statistics and 
Budgetary Control.

II.THE METHCD OF WORK

Syndicates

12. Most of the work will be carried out in five Syndicates. 
Each member is allotted to one of these ordinary Syndi­

cates at the beginning of the Session. For subjects DI, D3, 
and E2, members will be allotted to mofified Syndicates, 
Ordinary and modified Syndicates are designed to represent as 
wide a variety of experience as possible. The work on Part C 
and Special A (Selected Industries) will be done in modified 
Syndicates in which members with similar skill and experience 
are brought together. Each Syndicate will work under the
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Chairmanship of one of its own members. The Chairman and 
Secretary for each subject will be different and are appointed 
by the College before the Course begins. It is their duty 
to guide the work of the Syndicate on the subject for which 
they are responsible.

The Method of Study

13. The framework of study for each subject has been pre­
pared in advance by the staff .The documentation neces- 

• sary for planning and carrying out the work varies from sub­
ject to subject. In each case it will include a "Brief” 
which outlines the general field of study and discussion and 
states the particular topic upon which a report is to be 
prepared. in each case also there will be a subject time­
table which will give the total number of syndicate periods 
available for the. subject and their distribution throughout 
the period in which the' subject is before the syndicate. In 
aoas cases there are reading lists, indication of talks from 

; visiting specialists to the College as a whole and of visits 
. of specialists to syndicates.

The Duties of Chairman and Secretary;

!4. - The Chairman of each syndicate,...with' the aid of the 
: Secretary * as responsible for planning and directing

■ . the work of the syndicate so that full advantage. ^ taken of 
the arrangements made for work on the subject. . '

15. The normal procedure for a subject will be as follows^

Ci) Chairman and Secretary receive the documents 
-ft before other members. Their first duty is to

study them and prepare a rough plan for carrying 
out the work.

CH) They then are briefed by the member of the Direct­
ing Staff in charge of their syndicate and are 
given an opportunity to discuss the scope of the 

; ■ subject and to make’ sure that the arrangements
made are fully understood.

(ill) They must make a plan for the syndicate’s work 
on the subject, including the sharing of the 
reading and the time—tabling of discussions.

Civ) At the first meeting on the subject the Chairman 
must explain to his syndicate the scope of the 
subject and the task to be performed and should 
discuss with them' his plans for carrying out the 

■.< ’ t . work.. i

. ’ Cv) It is the duty of the Chairman and Secretary to
embody the arguments and conclusions of the syndi- 
cate in a report. They should submit a draft

•! ■ report to the syndicate taking care to reduce 
to a minimum the amount of syndicate time spent 

>■.. f - on drafting, detail. ’ ,



(vi) The final report of each syndicate will be cir­
culated to all members of the College and a period 
is allotted in which each syndicate discusses the 
five reports and submits points which the syndi­
cate would like to see further discussed by the 
College as a whole.

(vii) All members of the College then meet ata presen­
tation at which the Chairman of each syndicate 
will introduce his report in a speech of not more 
than eight minutes. This is followed by a dis­
cussion of points submitted by syndicates.

16. Chairmen and Secretaries will receive guidance at their 
briefing we tings upon points of detail such as the 

format of reports, arrangements for drawing books and material 
from the Library and similar matters.
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Session

LIST OF SUBJECTS

Part A COMPARATIVE ADMINISTRATIVE STRUCTURES

Part B

Bl

B2
B3

Part C

Cl
C3
C4
C5
C6

C .REVIEW

Part D

DI
D2
D3
D4

INTERNAL RELATIONS

The Structure of Organization and Interrelation of 
Departments.

Delegation, Control and Accountability.
Management of the Individual -

(a) Recruitment, Induction L Training.
(b) Promotion Policies, Incentives & Motivation.

SPECIALIST FUNCTIONS

Production Management.
Office Services.
Sales Management.
Supply Management.
Industrial Finance - its Sources and Management.

Review of the Specialist Syndicates* Work.

"EXTERNAL RELATIONS

Organized Labour.
Central and State Governments,
The Role of Government in Economic Development.
Local Administration.

Part E

El
E2
E3

Part F

Spl JI

Spl.B

CONSTRUCTIVE ADMINISTRATION

Adaptation to Economic Change.
Adaptation to Technological Change, 
Imparting and Maintaining Vitality.

THE ROLE OF THE DIRECTING AUTHORITY

OTHER SUBJECTS

Special Subjects

Study of Selected Industries - steel, Ccalf 
Fewer, Textiles and Chemicals.

Export promotion.

Bio. BIOGRAPHIES
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