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FOFOREIGN TRAINING PROGRAMREIGN TRAINING PROGRAM
ESSENTIAL INFORMATION SHEET (E.I.S) ESSENTIAL INFORMATION SHEET (E.I.S) (UPDATE ON JANUARY 2026)(UPDATE ON JANUARY 2026)

01. Programme Summary

 a. Programme Name:

 c. Institute:

 b. Age Limit:

 d. Training Venue:

 c. Minimum Service:

 e. Duration:

 d. Required Qualifications:

 b. Incidental Allowance :

 a. Staff Category:

 e. Language Proficiency:

Issuing AuthorityDate Letter No

 b. Host Country & City:

 a. Warm Clothe Allowance :        

                 

 Reference ID: 
 Program Organize by: 

  Form - DCSPTTR - 01

 Received on: 

02. Eligiblity Criteria

03. Eligiblity of Allowance

04. Reference Documents

 b. How to Apply:

 c. Telephone:

 d. Whatsapp:

 a. Application Dedline:

05. Application & Contact Point

 d. Whatsapp :

1.

2.

3.

06.Remarks

* In the event of a conflict of information, the Original Documents shall Previal.



 

 

Form – DCSPTTR - 02 

CHECK LIST - 1 (updated on January 2026) 

For Obtaining Approval for Nomination on Foreign Trainings 

 

 

Tracking – Speed File 

 

S.No 

 

Institution / Department / Ministry 

Application as a speed File 

Date - Received Date - Send No of days taken 

01     

02     

03     

04     

05     

06 DCS(P & Training)    

07 Chief Secretary office    

08 Governor’s Secretariat    

09 DCS(P & Training)    

10 Applicant     

------------------------------------------------------------------------------------------------------------------  

 

 
 
 

 

 

S.No A. Nomination for Selection Yes/ 

No 

Folio 

No. 

01 ERD or relevant agency calls nomination (01 Copy)   

02 Dully filled Online Application Form  (Hard Copies) (02 Copies)   

03 The letter of confirmation in service (01 Copy)   

04 Letter from HOD - No Disciplinary action (01 Copy)   

05 ERD form - 2 (02 Copies)    

06 Loan Details (01 Copy)   

07 Passport copy  (Certified as TRUE Copy)  (02 Copies)   

08 Covering letter with  Recommendation  of  HOD /Ministry Secretary (01 Copy)   

09 Selection committee report with the Head of the Department’s recommendation     

(02 Copy) 

1. One nomination -  a) Ministry level selection 

2. More than one    -  a) Ministry level recommendation 

                                             b) Selection Committee recommendation 

    

10 Nomination approval from Chief Secretary’s recommendation and Hon. Governor 

approval 

  

11 Details of the officer’s Previous foreign training (Form annexed)   

Name of the Applicant 

……………………………………………...………………………

……………………………………………………...……………… 

Title of the Course 

………………………………………………………………………

……………………………………………………………………… 

 

Whatsapp Number of the Applicant………………………………. 

ERD Code 

…………………………… 

Duration  

…………………………… 

Country  

…………………………… 

Funded by  

…………………………… 

 

Acknowledgement Receipt 

Name   :- 

Designation  :- 

Title of the Course :- 
Your Application Received 

………………………. 

         Staff Officer 



 

 

Form – DCSPTTR - 03 

 

CHECK LIST - 2 (updated on January 2026) 

For Obtaining Approval for Duty Leave On Foreign Training 

 

 

 

 

Tracking – Speed File 

 

S.No 
 

 

Institution / Department / Ministry 

Application as a speed File 

Date - Received Date - Send No of days taken 

01     

02     

03     

04     

05     

06 DCS(P & Training)    

07 Chief Secretary office    

08 Governor’s Secretariat    

09 DCS(P & Training)    

10 Applicant     

 

 

 

 

 

 

 

--------------------------------------------------------------------------------------------------- 

 

 

 

S.No B. Leave out of Island Yes/

No 

Folio 

No. 

01 ERD or relevant Agency’s selection letter (01 Copy)   

02 Appendix -16 (01 Copy)   

03 Letter of Acting arrangement (01 Copy)   

04 Covering letter with  Recommendation  of  HOD /Ministry Secretary (01 Copy)   

05 Air Ticket (01 Copy)   

06 Letter of Request from Applicant :- 

I.  Incidental Allowance 

II. Warm Cloth Allowance  

  

Acknowledgement Receipt 

Name   :- 

Designation  :- 

Title of the Course :- 
Your Application Received 

………………………. 

         Staff Officer 



 

 

Form – DCSPTTR - 04 

 

CHECK LIST - 3 (updated on January 2026) 

Details of the officer’s previous foreign training 

 
1. Officer Name :-  

2. Designation :- 

3. Institution :- 

4. NIC No  :- 

1.Previous Completed foreign training details 

S.No Name of the training Institution Country Period 

     

     

     

     

     

 

 

2. if the officer has already been selected or Apply for another foreign training (Nomination status) 

S.No Name of the training Institution Country approved by  

Hon. Governor  

(Yes / No) 

     

     

 

 

The above details are verified and confirmed with the personnel file. 

 

 

……………………………..       …………………………….. 

Responsible staff officer for the personal file              Date 

(Signature and Rubber stamp) 

 

 



 

 

Form – DCSPTTR - 05 

 

Application for Payment of Warm cloth Allowance 

(British sterling Pound - 75£) 

 

1.Personal Details of officer  

 
 Officer Name  :-  

 Designation  :- 

 Institution  :- 

 NIC No  :- 

2.Details of foreign Training  

 

 Name of the training  :-  

 Country   :- 

 Period of Training :-  from    to 

 Training Approval letter Reference No :- 

 Date  of Approval :- 

3.Previous Receipt of warm cloth Allowance  

 

 Have you previously received a warm cloth Allowance  for training? Yes/NO 

 If yes, Date(s) and reference No(s)  

4.Declaration by the applicant 

 

 I here by apply for the payment of warm cloth allowance in accordance with the relevant 

provisions of the Establishment code applicable to officers proceeding foreign for training. I 

also declare that I will submit receipts /proof of purchase for the warm cloth items claimed.  

 

Signature of the Applicant        Date 

5.Recommendation of the head the Department 

Recommended/Not Recommended 

Name & Designation  : 

Signature and official stamp : 

Date 



 

 

Form – DCSPTTR - 06 

 

Application for Payment of Incidental Allowance 

(at a rate of 25 dollars per day for a maximum of 15 days) 

 

1.Personal Details of officer  

 
 Officer Name  :-  

 Designation  :- 

 Institution  :- 

 NIC No  :- 

2.Details of foreign Training  

 

 Name of the training  :-  

 Country   :- 

 Period of Training :-  from    to 

 Training Approval letter Reference No :- 

 Date  of Approval :- 

 Request amount :- 

 

3.Declaration by the applicant 

 

 I here by apply for the payment of incidental allowance in accordance with the relevant 

provisions of the Finance ministry’s circular to officers proceeding foreign for training.  

 

 

Signature of the Applicant        Date 

 

4.Recommendation of the head the Department 

 

Recommended/Not Recommended 

Name & Designation  : 

Signature and official stamp : 

Date 



Form – DCSPTTR - 07 

D:\Admin-1\New folder\Users\hp\Desktop\Training Forms\DCSPTTR - 07.docx 

Foreign Training Selection Committee Report 

 

 

Title/ Subject of the Training : 

 

Detail of Application received: 

 

S.No 

 

Applicants Name 

& Place of work 

Designation

& Service 

Years of 

Service Training offered in the past 

Field of training 

required 

Disciplinary 

actions if any 

   

   

 

 

Justification of the selection committee: 

S.No Selected candidates Name Justifications 

   

 

 

 

 

 

 

 

 

 

 

……………………………………   …………………………….……   …………………………… 

Chairman      Member     Member 

 



Foreign TForeign Training Reportraining Report
(Update  on(Update  on  Janua r y  2026) Janua r y  2026)

01. Personal Details  

 c. Institution:

 b. Designation:

 a.Name of the Officer:

02. Course Details 

 c. Trainiing institution :

 d. Funded by :

 b. Country / Place :

 a.Title of the Training :

03. Introduction of Training:

04.Objectives of the Training:

 e. Duration :

Form - DCSPTTR - 08



Activities Lesson Learned

Signature Date

05. Summary of Training Activities / Lessons Learned :
   

06. Application :
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01. 
01. nrayhsu;fs; 
02. mikr;rpd; nrayhsu;fs; 
03. gpujp gpujk nrayhsu;fs; 

gpujk nrayhsu; gpujp gpujk nrayhsu;-
epu;thfk;. 

gpujp gpujk nrayhsu;-
MszpAk; gapw;rpAk;. 

02 01. jpizf;fsq;fspd; jiytu;fs; 
02. mjpfhu rigfspd; jiytu;fs; 

gpujk nrayhsu; ,iaAila mikr;rpd; 
nrayhsu;fs;. 

gpujp gpujk nrayhsu;-
MszpAk; gapw;rpAk;. 

03. 
01. ,ju ehlshtpa Nrit 
mYtyu;fs; 
02. gjtpepiy mYtyu;fs; 

me;je;j mikr;rpd; 
nrayhsu;fs; 

rk;ge;jg;gl;l jpizf;fs 
jiytu;fs; 

ehlshtpa Nrit 
mYtyu;fspy; xUtu;. 

04. Vida mYtyu;fs; 
rk;ge;jg;gl;l 
jpizf;fs 
jiytu;fs; 

me;je;j khtl;l/gpuhe;jpa 
/tya/epWtdj; jiytu;fs; 
my;yJ ehlshtpa Nrit 

my;yJ gjtp epiy 
mYtyu;fspy; xUtu;  

ehlshtpa Nrit my;yJ 
gjtp epiy mYtyu;fspy; 

xUtu; 

05. 
mikr;Rf;fspd; fPo;tuhj ,ju 
rfy epWtd midj;J 
mytyu;fSk; 

me;je;j 
epWtdq;fspd; 

jiytu;fs; 

gpujp gpujk nrayhsu;-
MszpAk; gapw;rpAk;. 

ehlshtpa Nrit my;yJ 
gjtp epiy mYtyu;fspy; 

xUtu; 
 

02. Njitahd tifapy; FOf;fis epakpj;jYk; nraw;gLj;jYk; Nkw;Fwpj;jthW me;je;j mjpfhuj;jpw;F cl;gl;l 
mYtyfq;fspd; nghWg;ghFk;. 

03. mYtyu;fis njupT nra;tjw;fhd epahag;ghL njspthd Kiwapy; Fwpg;gply; Ntz;Lk;. vd;gJld; xd;Wf;F Nkw;gl;l 
mYtyu;fs; tpz;zg;gj;jpUf;Fk; NghJ njupT njspthd Fwpg;gpl;bUf;f Ntz;Lk;. njupT xOq;F ,yf;fkplg;gl;L 
fhl;lg;gly; Ntz;Lk;. 

04. njupTf;FO xg;gkplhJ jtpu;jy; Vw;Wf;nfhs;sf; $bajy;y. epuhfupg;Gf;fhd fhuzq;fs; njspthf Fwpg;gply; Ntz;Lk;. 
njupT epuhfupg;G cupa tifapy; tpz;zg;gjhuUf;F njupag;gLj;jy; Ntz;Lk;. 

05. ntspehl;L gapw;rp kw;Wk; fw;ifnewpf;fhd Ntz;lg;gLk; jikfisg; midj;Jk; Fwpj;j FOtpdhy; ftdj;jpw;F 
cl;gl;Lj;j Ntz;Lk; vd;gJld; jifikfis fle;J njupT nra;tjhapd; mjw;fhd cupa epahag;ghL njupag;gLj;jy; 
Ntz;Lk;. 
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