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01. Manners, Etiquettes and Protocol 100
02. Introduction to Jurisprudence and the Constitution of Bangladesh 50

Laws Relating to Criminal Procedure
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C. The Evidence Act 50

Practical ~ Aspects of  Administration and  Magisterial
04. e 100

Responsibilities
05. Land Laws and Land Reforms 100
06. Land Administration 100
07. Civil and Personal Laws in Bangladesh 50
08. Minor Acts 50
09. Administrative Rules and Procedures 100
10. Office Management 100
11. Development Plan and Administration 100
12. Project Management 50
13. Public Mangement and Public Policy 100
14. E-Governance and Innovation in Public Service Delivery 100
15. ICT and E-Governance 100
16. English Language Skill 150
18. Field Attachment and Report Writing 100
19. Gender Awareness and Child Rights 50
20. Bangladesh Studies 150
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IRIRER
Checklist for a Long Course

Nomination and Registration
1. Communicating to the Internal Training-2 Section of the MoPA for nomination (So that
required number of trainees are nominated and nomination is given with a considerable
time in hand to take preparations
2. Immediately after nomination opening the registration window for nominees
(Programmer or the faculty members who did it previously may be contacted for the
know-how)
Contacting the nominees to get an idea how many of them are coming for the training
4. While contacting a female participant she must be asked if she is coming with kid(s) (In
that case she must be allotted a single room)
5.  Communicating with the 1T-2 section of MoPA for extended nomination if and when
required

w

Welcome Letter, Dress Code, Dos and Donts
6. Preparing welcome letter (Demi- Official) of the Course Director
7. Preparing dress code and do’s-dont’s list for the participants
8. E-mailing welcome letter, dress code and dos-donts and academy registration form to the
participants
9. All the above items in Sl no 3 (and others if any) must be published in the website of the
Academy

Course Guideline
10. Preparation of course guideline
11. Taking approval of the course guideline from the Rector
12. Printing of course guideline in required number (for participants, Rector, MDS,
Directors, Library and few extras)

Speakers List, Invitation letter
13. A suggestive guest speakers list has to be prepared taking notes from previous course
documents
14. Updating the invitation letter for the guest speakers consulting the higher authorities

Course Assistant
15. Writing U.O. Note to administration section of the Academy for course assistant, class
attendant, office help etc.

Budget
16. Collecting budget outline/approved budget of the course from training section
17. Writing U.O. Note to the DDO of the Academy for advance payment for the Course
18. Collecting advance payment from the cashier

Physical Trainer
19. Communicating with the training section for appointing physical instructor(s)

N



Card and Banner Preparation

20.
21.

Finalizing the invitation card and banner for inaugural ceremony
Printing of card in required number (for each participants, all faculties, all guests and few
extras)

Bag and Stationaries

22.
23.

Ordering for bags (for all participants) with Academy logo
Purchasing of stationaries (Khata, pen, pencil, eraser, sharpener, highlighter, zipper bag
to contain these items etc.)

Files and other documents

24,
25.
26.
217.
28.
29.
30.
31.

Opening a course file

Preparing registration form

Preparing attendant sheet

Preparing register for the payment of guest speakers

Preparing (collecting from store) daily speaker evaluation form
Preparing form to count the number of daily meal

Preparing register for the main gate (entry-exit register)

Preparing register for morning PT and afternoon games attendance

Reception and classroom name tag

32.
33.
34.

Preparing a welcome banner for the reception

Preparation table name tag

Individual name tag

(Artist of the Academy shall be assigned to do the above tasks)

Inaugural ceremony

35.
36.
37.
38.
39.
40.

41.

Making list for the guests

Finalizing the refreshment/lunch menu

Finalizing the seating arrangement

One flower bouquet for the table

Flower sticks for the participants (one at the reception and one at the room)

Required number of folders (Usually for Chief Guest, Rector, MDS and CD) with pen,
respective speech, course nomination, course guideline with suggestive speakers list and
white paper

Arranging light refreshment for the participants and all faculties plus support staff

Accommodation for the participants

42.

43.

44,

Informing DD/AD(service) and the Caretaker for preparing rooms and cleaning the
toilets and bathrooms for the participants

Communicating with the DD/AD (Service) and the Caretaker for arranging required
number of room boys/girls for male and female participants respectively and provide the
Course Management Team with their assignment list

Preparing room allotment for the participants (female participants with kids should be
given single room or designated rooms, it is highly unusual to allot single room to the
male participants of Law and Administration Course)

Y



Daily Routine
45. Preparing daily routine for at least first week in advance
46. Listing probable guest speaker with the help of previous course reports from the training
section
47. Make a hard copy of blank routine for all days to ease the work for finalizing the routine

Meet the Faculty/Rector’s Tea
48. If meet the faculty or Rector’s tea event is planned to be arranged in the second day of the
course then prior preparation has to be taken
49. Finalizing the place for the event
50. Finalizing the modality of refreshment
51. If arranged in the garden then taking preparation for the sound system
52. Finalizing the food menu
53. Finalizing the seating arrangement (if any)

Speech for the Chairperson and others

54. Preparing speech for the Chief Guest, Chairperson, MDS and CD and put them in the
folder
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SRR
Checklist for a Short Course

Course Guideline
1. Preparation of course guideline
2. Taking approval of the course guideline from the Rector
3. Printing of course guideline in required number (for participants, Rector, MDS,
Directors, Library and few extras)

Office Assistant
4. Writing U.O. Note to Administration section of the Academy for course assistant, class
attendant, office help etc.

Budget
5. Collecting budget outline/approved budget of the course from training section
6. Writing U.O. Note to the DDO of the Academy for advance payment for the Course
7. Collecting advance payment from the cashier

Card and Banner Preparation
8. Finalizing the invitation card and banner for inaugural ceremony
9. Printing of Invitation card in required number (for each participants, all faculties and few
extras)

Bag and Stationaries
10. Ordering for bags (for all participants) with Academy logo
11. Purchasing of stationaries (Khata, pen, pencil, eraser, sharpener, highlighter, zipper bag
to contain these items etc.)

Files and other documents
12. Opening a course file
13. Preparing registration forms
14. Preparing attendant sheet
15. Preparing register for the payment of guest speakers
16. Preparing (collecting from store) daily speaker evaluation form
17. Preparing form to count the number of daily meal

Reception and classroom name tag
18. Preparing a welcome banner for the reception
19. Preparation table name tag
20. Individual name tag
(Artist of the Academy shall be assigned to do the above tasks)

Inaugural ceremony

21. One flower bouquet for the table
22. Flower sticks for the participants

b



23. Three folders (Usually for Rector, MDS and CD) with pen, course nomination, white

paper
24. Arranging light refreshment for the participants and all faculties plus support staff

Accommodation for the participants
25. Informing DD/AD(service) and the caretaker for preparing rooms for the participants

Daily Routine
26. Preparing daily routine for at least first two days in advance
27. Listing probable guest of speaker with the help of previous course reports from the
training section
28. Make a hard copy of blank routine for all days to ease the work for finalizing the routine

Speech for the Chairperson and others
29. Preparing speech for the Chairperson, MDS and CD (if they require)
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Md. Zafar Igbal ndc

Course Director and Director

Bangladesh Civil Service Administration Academy
Shahabag, Dhaka-1000

Phone: +880255165907

Mobile: +8801711594179

Fax: +880255165922

No: 05.02.0000.012.00.004.16.700 Date: 22 December 2016

JAR_N\Q ﬁﬁ\’iﬁkﬁ\f\w’&;

You might be aware that the 5 month long 100" and 101% Law and Administration Courses will
commence on 1% January 2017 at the Bangladesh Civil Service Administration Academy. On
behalf of the Rector of the Academy and the Course Management, | congratulate you for being
nominated for the Courses. We hope that you have already completed your online registration. If
completed, you are advised to get released in time from your current workplacein order to be in
the Academy on December 31, 2016 during 3:00 -5:00 pm. As this long term residential
training program requires some preparation, a set of instructions regarding this training is
attached.

2. This course is residential and it is compulsory to stay in the Academy all through the training
period. The Course is intensely furnished with day long programs comprising class sessions,
field attachments, seminar, extended lectures, physical exercise and games. The Academy puts
special emphasis on ethical and disciplinary issues and expects that trainee officers will show
utmost allegiance to those issues.

3. There is limited scope for female trainees to stay in the Academy with their children aging
between 1 to 3yrs. Female trainee officers who like to avail this opportunity must inform the
course administration before joining the course. Please be informed that a trainee must attend all
training programs including routine course programs, physical exercises, games, field
attachments and excursions. That is why, you first need to ensure proper support in taking care of
the child. It may be mentioned here that the Academy neither has any day care centre nor any
arrangement to provide such support.

4. You are requested to bring 10 copies of your Passport size photograph and Taka 7500.00(Taka
Seven thousand five hundred only) as refundable security money. You may also bring pen drive,
musical instrument and necessary books of your own to be used during the course. You are
encouraged to bring your laptop, if any, although the Academy will provide you with a laptop for
course works. Moreover, you need to bring appropriate dress (please see attached dress code) for
different programs including the Opening ceremony, Mess nights and Guest nights. Considering
the course tenure of five months you are advised to bring adequate number of dresses. This
course puts special stress on English learning & communication. Class sessions will be
conducted in English and the exams will be taken in English as well. Furthermore, you are
expected to communicate with speakers, faculty and your fellow course mates in English.

(OS]



5. To ensure your participation in the 100th Law & Administration Course or regarding any
course related query you are advised to contact the Course Coordinator Ms Mallika Dey, Deputy
Director(01745967594) and Assistant Course Coordinator Mr. Md. Mahmudul Hoque, Assistant
Director (01715594857). For the same about the 101st Law and Administration Course, you are
advised to contact the Course Coordinator Mr. Towhidul Islam, Deputy Director (01744368245)
and Assistant Course Coordinator Mr. Mohammad Afzal Hossain, Programmer (01712753778).

6. As a bright young officer of the BCS Administration Cadre | expect you to contribute
significantly in the training course to help boost the image of the BCS Administration Cadre and
that of the Academy. I believe this training will help build a solid foundation for your career.
Finally I wish your safe arrival to the Academy and wish your stay here for five months to be
pleasant and enjoyable. Waiting to welcome you to the Academy on the 31st December 2016.

Ak kud dkiqy N
Attachment:Dress code and instructions (4 pages)
Md. Zafar Igbal
Course Director

100" and 101°% Law and Administration Course

To: All Participants (100th and 101st Law and Administration Course)
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Government of the People’s Republic of Bangladesh
Bangladesh Civil Service Administration Academy
Shahbag, Dhaka-1000
www.bcsadminacademy.gov.bd

100"and 101%Law and Administration Course
(01 January 2017 — 01 June 2017)

Dress Code

FEMALE TRAINEE OFFICERS:

Participants should be very careful in wearing dresses. Dresses must conform to the image of the
highly regarded profession of the country. Dress codes described in the table should be strictly
followed during the course:

EVENT DRESS CODE

=

Saree of selected five colors (Maroon, Sky Blue, Light Brown,
Purple and Deep green) of decent design and pattern

2. Accepted materials of saree are Cotton and Silk
Class room session 3. Other garments should be matching with the saree
4. Blazer on saree during winter
5. Closed toe shoe of black color
6. No salwar-kamiz
Mess Night/Guest 1. Blazer on Saree of decent col_or, de_sign and pattern;
night/ opening and 2. Other wears should be matching with the saree
closing ceremony 3. Closed toe shoe of black color
Phvsical exercise and 1. White kamiz/white T-shirt (with collar)
ar>rl1es 2. White salwar/white trouser
g 3. White running shoe
1. Formal salwar-kamiz /saree
Dining 2. Formal sandals
3.

No sponge sandals are allowed outside the dorm room

e




INSTRUCTIONS (FEMALE)

No extravagant party dress is allowed in class and official occasions.

Hair should be neatly combed and tied up. Hair should be neatly pulled back in a braid
or bun.

3 | Unusual hair cut and hair style are strictly prohibited.

4 | Unusual hair dye and hair bands and jewelries are also not acceptable

5 | Color of saree and salwar-kamiz should be conservative. No loud colors, wild prints,
beads and laces are acceptable in sarees.

6 | Blouses leeves should not be extra-long or extra short. And also should be of decent cut
and fitting.

7 | No baggy salwar and kamiz are acceptable. Salwar- kamiz should be of decent fitting.
Salwar kamiz should not be extra long or extra short.

All garments should be clean, outer wears should be starched (if necessary) and ironed
properly.

10 | Formal close toe shoe is acceptable. No slippers, flip-flops, sponge sandals, spaghetti
straps, chappals are acceptable.

11 | Footwear should be of decent color without beads, laces, golden and silvers threads etc

12 | Jewelries should be very conservative. Heavy, unusual, expensive and extravagantly
fashionable jewelries are not acceptable.

13 | Light and conservative make over is allowed. Loud and unusual make over is strictly
prohibited. Don’t use unusual and loud mascara, eye shadow, eyeliner, blush on,
foundation, nail polish.

14 | Perfumes, colognes and fragrances should be mild

15 | Any kinds of fashionable dress, haircut, shoe, jewelry are strongly prohibited.

16 | Accessories should be of normal size and color and coordinated with the colors of the
clothing.

17 | No casual dress is allowed in dining room
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ARMB -
Government of the People’s Republic of Bangladesh
Bangladesh Civil Service Administration Academy
Shahbag, Dhaka-1000
www.bcsadminacademy.gov.bd

100" and 101%'Law and Administration Course
(01 January 2017 — 01 June 2017)

Dress Code

MALE TRAINEE OFFICERS

Participants should be very careful in wearing dresses. Dresses must conform to the image of the
highly regarded profession of the country. Dress codes described in the table should be strictly
followed during the course:

EVENT DRESS CODE

White closed collar full sleeve shirt

Black trouser

Complete suit (preferably black or dark color) in winter.
Black oxford/moccasin shoe

Black long socks

Tie, provided by the academy

Class room session

o E

White closed collar full sleeve shirt
Complete suit of black or dark color
Black oxford shoe

Black long socks

Tie, provided by the academy

Mess Night/Guest night/
opening and closing
ceremony

akrownE

=

White T-shirt (with collar)
White trouser
White running shoe

Physical exercise and
games

L

Shirt/T-shirt with collar

Pants(no sports trouser is allowed)

Formal sandal

No sponge sandals are allowed outside the dorm room

Dining

NS
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INSTRUCTIONS (MALE)

1 No extravagant party dress is allowed in class and official occasion.

2 In every formal event and occasion only selected formal dress is allowed

3 Hair should be neatly combed.

4 | Unusual hair cut and hair style are strictly prohibited.

5 Unusual hair dye and hair bands are also not acceptable.

6 Beard should be neatly trimmed.

7 If not beard, be clean shaved every day.

8 | All garments should be of conservative colors, cut and design. No loud colors, wild
prints, unusual cuts and design, beads and laces are acceptable.

9 No jeans, fatua, baggy pants and collar less T-shirts are acceptable.

10 | Only formal suits are allowed. Suit should be of dark color preferably of black and
navy blue color.

11 | Wearing tie is compulsory

12 | Shirt and trouser should not be too tight or too loose fitting

13 | Shirt, pants, and suits should not be extra long and extra short

14 | Socks should be matched with the pants and shoe, shocks should be long enough so
that no part of leg is visible

15 | Perfumes, colognes and fragrances should be mild

16 | All garments should be clean, outer wears should be starched (if necessary) and
ironed properly.

17 | Any kinds of fashionable dress, hair cut, shoe, jewelry, and accessories are
prohibited.

18 | No casual dress is allowed in dining room

b




R |
9 |
8 |
€|
Y |
9|
b
> |
S0 |
31
R |
S0 |
58 |
S |
MY |

R.P1.97. e @ Tey
RIESIEAT
effrrendizns F99 8 I

A
B Lk

G AIFFFICE TARGRE A1R0F AWML “(TI-& ARG T |

AR (@ I T FCE AW G RS A O ©f TS WS 0 R 32 AT T |
ST T ST AP O FEATE QI | AFRFF -G A 7 20 AL (ot
STRACEE AL A I |

@C (@ AR AT &S FARRT-TRRINT-CTE e T SIS SRT2 GFIAW T T |
(&S IS AW S AT ©iF & [11 e |

AT g /0 A A |

91 T A A 2T

T Flore/Raze B erReE e |

(FC o (&5 (N ofte el e |

CAMITCRR AR FRTIRET ARSI PR T |

FCAABACTR TN {08 Fe74 BI2CS W3S @M A e | S=yeas w201 Seaieaist ey o |

OTF TAEF S TARL T eie(q T |

FARTS! 8 HIFTGEC AT AW T4 |

(STDAR NN RITGCT T W F<eey |

TSN

AL FEACF S RIC] GFICCH ©yis) el FCI 1 |

(@I TIFICOZ AT (53 TR Ml ACS AS I TN e Ao THife 928 27 |
@ @I sAff3fere Srae vz v |

I HiSaT PT I Nqefors wrare W w1 16 1 |

@ @A @ RTov @ WA A6l I6 9 |

(STBTAR 0 (AR AT I I ATHS ZS A 1 |

FLARS] 8 BIFTHAC ZIFITS!, TN € OITIE IET |

@ NENF RGN @0 Fes o7 AN 97 |

FSifora Wy feees e A LAl fFres wiRsgeld wikd F4-Geg qEa |
FISCT 79 (AT TIPTCIS Tl THo® 77 |

SEIE (5 a3 ETE T @ MR TAPe! I8 5 |
IFRTelCe OE ¢ FF [T AR I |
FRCTI/ABI IS FARTS! IR 1 |

GFHCCH GAATLE TR | $I2 GICTHCS AIZAFIAT AN LA I8 T |
FFSABF NCASIF TS T2 |

NG FAGH FAE T |

0



ledRIEET

3. A

S| ST & ZF 9SS #if5 NG e fadifas s 39+ |

31 TN ofo IATNT T eweq F |

© | SR S AP IE @ACS ZE IS NS W AEH |
8 | oG FJI-STs «F e G2 ToAGTEA AR FR-af*Feandics = |
€| ST SEIPICE NI (= |

V1 R S W AR R e AR afrrendia gee o |

9| IR WA IS/ e fHre =1 |

bl SR TR (WP Z0 A JE |

5 TTT FEED ¢ YFAlT oY I |

So | SR ToTred Afs Al (@ |

N1 ACF AT 20 IS St e wifera FA 9 |

7, Bk

S EAFCH (T I O (TSGR CNCEB #T SAARA 7 |

3| I (P IS 2% FACS ARPCE AR 27 ol 7 |

© | IEF TAIfORE 8 NAPAS &% FACE 1 |

8 | TG FTeifed SgEfe a1t #iheq 7S &% TAge fFedt S @ (A 7S A |
¢ SEFAAYE /TS FAE 1|

Y | TG 1 ToNdT IS AN TS (o118 F41 MR | S O [Eq03a A F40 2 |
q | FIEF FOIF (I ¢ I 91 | Food e 5o |

b ST SETFICE APTST TSI AN (I FAT I I |

S| ST BT SRS 1 2o @32 [Aawiors eINFrwa 12 TR =1 |

IECEG
3. 9

S| T2 FE ARNEE &= i TMER 1 AR_E @2 A0S A |

Q| AR FOIFIA TR ZE AR A FF-"-TN2F G FACS A |

9 | AP T4 ¥ I [ Q2 TS A |

8 | ARITe W 0o TR |

¢ | IR W 91 2Afciar Aews v e [ w1 wea fdifts @fertie fafis w8 w9 |
Y| I &R @ ST AW AT AP I *3 27 (T 1A 0% AR |

U1 T ARREEE (R PRSI M 208 AR @2 SR |

<, G
S fRdifae TN @ TR 2@ SRR T A TR T A AR o FEfre e o vz 2w
TR FAEN |

Q1 e TR 219 IR AR & Sy SR 1|

80



9 |
8 |
€|

S
R |
9 |
8 |
€|
Y |
9|
b
> |
S0

S
Q1

S|
R |
9 |
8 |
€|
Y |
q |

Nl
R |
9 |

S
Q1
9 |
8 |
&

CETIYETI Y ATOTS TiRfe FEFITR ARRS SRgw 2t F9= 1 |
@ (R e fdifars A o Sfefie agd FaEe 71 |
TR (ST AT Q7o FHCI A6 |

CLETIET '8 *A56!
T
(T Wy R IS (AT SR |
(TR 0o R Wdifare smica wieo Teifge =@ |
TSI X6 WL T |
(TR T G2 MIAAEBIT I AT (FOIF T3 FfG-trena Sred Fie e =03 |
@Il aAfsrwEa /R (e 5o
@G AR 2fS T T eveq @ Fiel * 1417 FAGIT &ffS (e Svaet w6 |
afstafare faIgEa ofs same @« |
@ERE Prale ARereitd ozl FE |
CTR ST S Sree! #AfRa e @3 e effe oF A |
e 7o @fer 5o €32 SMTES Mo AFCS TS FF |

TR
Aforaar afe Sreemisd wbad AR=R T |
QTSI (KA Al TS e QIR ST 7S 2T JfF A |

g
AT

Tl IS AL |

AZINEI AR TS TRA @ |

CHIeTE (/T ANICT 92 BRI @ v |

AFNED (AG-IAE O FICH TR T |
PN S = ARSI AT A |
23 s T 9 |

e

AFINE [ET© FAFAT AT F4 |
TR (G IO F963 =1 |

JZ0A #ITST (! A e 8 41 I |

LIk
A
afsfrtag =iot efsfie =g |
af it agor e afefre g |
TS e @32 TSI 21T AR FF4 |
AN MRS I |
TS ALHB AW AR AR 7 |

83



Y |
Q1

N
R |
O |

S|
R

S|
R |
9 |
8 |

5|
R
9 |
8 |

>

R
O |

@ @ e 2R & 4ge A |
gfe = Learning Points &fse sf7el s |

e
ONTSIF G FACR 1 ACS T SRR TCH |
(&9 FC (T LR 1 |
SFACE (NRIZE (P GIRIF FACE |

TR
T

TR FTAIel! T eI AGH IR (I B |

TR A (I (o1 AFCE @1 TIZHTR G AATF RN FAFS [ 0K A6 A0S
AT |

TS af¥rwed R AR (@ IR NS ATATT R O *E AP A
[CHAD] FICO AT |

Gl ETRCR W GG T[T 7, WeAH To[T© SFCHR (58] TP | TG S FI#I =Tl
IR HICEO F |

e

ST W/ *eW ATS AT oS 7 FCH EICP 757 AL |
e wifd/Ageife Sagiem «3e fFads STItEna (AtF TS AT |
TfE TR T8 FISCH S Ieold SHre Wex FA I 1 |
2T I ATCDA (F0a WOHNG AR T2 |

AT A
A

St JE AL |
Afaviema FIte TS I |
TGRS @ e e NPT |
I TGRS T |

I

ATHIT ST ST (531 TPWI5ae RO a6y @ @3 @Te (9 (e areay 59! agd
40|

AT 0 FAIS AR FAK A7 FATE 6 (A0F AT vreat Az w6 |

AT 0 (WRIZS (T 0 e 71

83



bl
R |

9 |
8 |

S|

S
Q|

9 |
8 |

S
Q|

Nl
R |
O |

S|
R

Gfeces
A

BRI 19 A St AlST THG AE Fve @ |

Gt Fa9 Ty Arws e «ifavn ffw, «3e@ [ Glrem wwres, [awa 5o ot 9 feees
FP IR FICCS (CLF (AT ATATE J(AT SACKR 0 P T |

WFREAIAR 0 A I AN * [T IS Y |

CBIeTCeIt SCETbal Aefohe TP |

S

VIS GRTER (AF IfETS = TR TR (TR S AFCSE (FF IS |/FABRCE TGN
SIS 1 |
wepfe a1 o Sicat Gl e[ 9@ 71 |

TR AW 3R ST (I NIRRT 53t
AT
GIICCHRF I AT A [ @ NWRFSIF A =419 (68w |
QFITTHTS o1 =71y (&1 [{rews i @ ek Ieiaze [ Sen esima afs ey s
v e |
IV AT @ I (FIT NIRRT AT (Al 20 et i e |
AT AR A OIAR S FCF ATHIQ FACS 20 (P =PI ML ST QAT 7 77 |
TS

STI-ITE 0k AE AfSA [eeal e niEwg IfR:e I |
I (FIET AHIAZIFIA (TP FHFSIAL FCH AN A FACI 1 TT© i THRS 2 |

B R ER (AN TC
9

AW, NP QIIETGD 8 FRETT FAOIRNWMS ACH (KIS A6 F |
SR R-af* e ATe AR GTAI (TS AT ©IF Y19 ey |
I FAHIA SIS BT FACE FSAFCS QN |

G

I TS o wifitgs wee! ARYe 6l qfeam-aRge oy Fa7 & Sy S 7 |
(I SO O ARG #AfeTe T4 20eT, BT SR 0% IAAL 5= 7T FACE FS 2P I, A
I FHE A |

89



S|
R |
9 |
8 |
€|
Y |

5|
R
9 |
8 |
¢ |

AT SBH
AT

PP ©F 28R @S 7 G Sest ST azel 9 |
e SIRSfAF ST AT RIS T i T |

T APOM S fsfet O™ SoTSIa™ Ar1={1* SFTRPETS e I AL |
fadifers FI ST SR AREER StrEa SRSt F |
S (IR S (A I NS Tl (ACF {7 A | FASIfer MGG TARS 3P |
T AACS @ @ SPEIT s, e, Merrs ¢ sRee 27 |

G

TP G NGISE SogT & T 1 |

IS, IS IR SIS T 6 OO AFH FCI |

A ToARB e GAER 05 =it F2=a 1

LI ST AT SARBA A FARNST I T |

fadifare wpite wfefie @ g AR o AfRceE S FEE 1 |

88



ARME -5
Bangladesh Civil Service Administration Academy
Shahbag, Dhaka

N0.05.02.0000.006.001.16.21 Dated: 29 December 2016
Subject: Request for Conducting Session (s).

To,

Mr. Arafat Hossain,

Assistant Director, BSTI,

Dhaka.

Dear Sir,

Bangladesh Civil Service Administration Academy is going to conduct the 100" & 101% Law
and Administration Course from 1 January to 1 June 2017. The course is designed for Assistant
Commissioner / Assistant Secretaries of BCS Administration Cadre.

The course management team believes that it would be worthwhile for the participants to learn
from your insightful knowledge and experience sharing. We would very much appreciate if you could
kindly make time to conduct session(s) as mentioned below:

Date Time Name of Topic Venue

The Bangladesh Standards and Testing Institution | Room-416

01.12.2016 | 14.30-15.30 Ordinance, 1985

The preferred medium of instruction of the session is English. In each session, lecture and
guestion-answer method would be highly appreciated. We would be grateful if you send the soft copy of
your lecture contents to us for distribution among the participants at least one day ahead of the session
date.

To update our database on resource persons, we also request you to provide us with a copy of
your CV. You can email the soft copy of your lecture content and two relevant questions for the
evaluation test of the trainees along with the CV to towhidulislam15182@gmail.com /
mallicreation@yahoo.com /or fax to 55165922.

We believe that your profound knowledge on the subject will enrich the participants and facilitate
them in practicing inclusive governance.

Sincerely yours,

(Towhidul Islam)
Deputy Director (R&P) & Course Coordinator
Mobile: 01744-368245
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S8 -5
Government of the People’s Republic of Bangladesh
Bangladesh Civil Service Administration Academy
Shahbag, Dhaka-1000.

Participants at a Glance

SI. No. Gender Number of Participants
1 Female
2 Male
Total
Sl. No. BCS Batch Number of Participants
1 30" Batch
2 31" Batch
3 32" Batch
4 33" Batch
5 34™ Batch
6 35" Batch
Total
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Government of the People’s Republic of Bangladesh
Ministry of Public Administration
BCS Administration Academy
Shahbag, Dhaka-1000
www.bcsadminacademy.gov.bd

102" Law & Administration Course
(23 July 2017 — 21 December 2017)

Memo No: - 05.02.0000.009.00.003.17

Date: 25.07.2017

In order to make the 102" Law and Administration course more effective, participatory and
successful, the following Committees have been formed:

Mess Committee

SI. | Roll | Name, ID No. Designation & Place of Posting Remarks
No. | No.
01. 30 | Mr. Abu Taher Md. Samsuzzaman (17527) President
Assistant Commissioner, Office of the Deputy Commissioner, Kurigram
02. 19 | Syed Mahbubul Haque (17472) Member
Assistant Commissioner, Office of the Deputy Commissioner, Rangamati Secretary
03. 07 | Most. Afsana Kawsar (17364) Member
Assistant Commissioner, Office of the Deputy Commissioner, Gazipur.
04. 14 | Md. Zahidur Rahman (17458) N
Assistant Commissioner, Office of the Deputy Commissioner, Mymensingh
05. 16 | Sraboni Roy (17463) N
Assistant Commissioner, Office of the Deputy Commissioner, Brahmanbaria
06. 18 | Nura Tasnim (17471) N
Assistant Commissioner, Office of the Divisional Commissioner, Rangpur
Terms of Reference:
1. Each Mess Committee will run the mess for one month.
2. To co-ordinate all the affairs of the mess.
3. To fix the menu and keep proper accounts.
4. To arrange feast at mess night.
5. To give necessary support to all other committees
6. To co-ordinate with other mess committees..
7. Report to the Course Management.
8. Miscellaneous.
IT Committee
SI. | Roll | Name, ID No. Designation & Place of Posting Remarks
No. | No.
01. | 14 | Md. Zahidur Rahman (17458) President
Assistant Commissioner, Office of the Deputy Commissioner, Mymensingh
02. | 35 | Md. Anwar Uj Jaman (17564) Member
Assistant Commissioner, Office of the Deputy Commissioner, Jessore Secretary
03. | 15 | Sadia Islam Luna (17462) Member
Assistant Commissioner, Office of the Deputy Commissioner, Munshiganj
04. | 25 | Md. Mezbaul Karim (17516) .
Assistant Commissioner, Office of the Deputy Commissioner, Jhenidah
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Terms of Reference:

01. To render IT related support to the guest speakers.
02. To preserve the softcopy of the lecture & deliver to the CMT and fellow participants.
03. To assist participants in using internet both in broadband & wi-fi.
04. To collect world’s famous films and fix up the time table to show those on discussion with
the CMT
05. To install & update necessary software.
Study Tour Committee
SI. | Roll Name, ID No. Designation & Place of Posting Remarks
No. | No.
01. | 13 | Sitesh Chandra Sarker (17454) President
Assistant Commissioner, Office of the Deputy Commissioner, Magura
02. | 09 | Raktim Chowdhury (17394) Member Secretary
Assistant Commissioner, Office of the Deputy Commissioner, Rajshahi
03. | 10 | Rasedul Hasan (17401) Member
Assistant Commissioner, Office of the Deputy Commissioner, Barguna
04. | 11 | Kamlesh Majumder (17452) .
Assistant Commissioner, Office of the Deputy Commissioner, Bhola
05. 17 | Sabekun Nahar (17469) .
Assistant Commissioner, Office of the Deputy Commissioner,
Patuakhali

Terms of Reference:

01. To arrange/organize study tours/field visits/ Upazila attachment and other attachments
02. To co-ordinate with mess committee during the tours & visits.
03. To manage and maintain the funds for the tours & visits.
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Cultural Committee

SI. | Roll | Name, ID No. Designation & Place of Posting Remarks

No. | No.

01. 01 | Suraya Akter Swety (16801) President
Senior Assistant Commissioner (Land)
Office of the Deputy Commissioner, Chittagong

02. 08 | Bitan Kumar Mandal (17367) Member
Assistant Commissioner, Office of the Deputy Commissioner, Thakurgoan Secretary

03. 04 | Md. Asaduzzaman (17329) Member
Assistant Commissioner, Office of the Deputy Commissioner, Tangail

04. 05 | Subasish Ghose (17345) .,
Assistant Commissioner, Office of the Deputy Commissioner, Naogaon

05. 08 | Bitan Kumar Mandal (17367) .
Assistant Commissioner, Office of the Deputy Commissioner, Thakurgoan

06. 11 | Kamlesh Majumder (17452) .
Assistant Commissioner, Office of the Deputy Commissioner, Bhola

07. 12 | Faisal Haque (17453) .
Assistant Commissioner, Office of the Deputy Commissioner, Rajshahi

08. 15 | Sadia Islam Luna (17462) .
Assistant Commissioner, Office of the Deputy Commissioner, Munshiganj

09. 16 | Sraboni Roy (17463) N
Assistant Commissioner, Office of the Deputy Commissioner,
Brahmanbaria

10. 21 | Bakul Chandra Kabiraj (17483) .
Assistant Commissioner, Office of the Deputy Commissioner, Jhalokhati

11. 34 | Mohammad Nur-A-Alam (17548) .
Assistant Commissioner, Office of the Deputy Commissioner, Meherpur

Terms of Reference:

1. To organize cultural programs in every mess night and other programmes (if any)
2. To organize rehearsals before the cultural program.
3. To take all measures to decorate the stage and auditorium.
4. To ensure the sound system and arrange musical instruments.
5. To co-ordinate with mess committees.
Environment Committee
Sl Roll | Name, ID No. Designation & Place of Posting Remarks
No. No.
01. 02 | Mst. Ishrat Zahan (17218) President
Assistant Commissioner, Office of the Deputy Commissioner, Manikganj
02. 10 | Rasedul Hasan (17401) Member
Assistant Commissioner, Office of the Deputy Commissioner, Barguna Secretary
03. 36 | Md. Raihan Mehbub (17568) Member
Assistant Commissioner, Office of the Deputy Commissioner, Shariatpur Secretary
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Assistant Commissioner, Office of the Deputy Commissioner, Shariatpur

04. 03 | Mst. Tania Ferdaus (17272) .,
Assistant Commissioner, Office of the Deputy Commissioner, Patuakhali

05. 13 | Sitesh Chandra Sarker (17454) .
Assistant Commissioner, Office of the Deputy Commissioner, Magura

06. 17 | Sabekun Nahar (17469) .
Assistant Commissioner, Office of the Deputy Commissioner, Patuakhali

07. 28 | Imran Shahariar (17523) .

Terms of Reference:

1. To take initiative to maintain health and hygiene in the Academy premises.
2. To take initiative to maintain and improve the cleanliness of the Academy.
3. To provide suggestions for the beautification of the Academy and take some active measures

to beautification of the Academy.

4. To take initiatives to improve the overall training environment of the Academy

Wall Magazine Committee

SI. | Roll | Name, ID No. Designation & Place of Posting Remarks

No. | No.

01. | 05 | Subasish Ghose (17345) President
Assistant Commissioner, Office of the Deputy Commissioner, Naogaon

02. | 11 | Kamlesh Majumder (17452) Member Secretary
Assistant Commissioner, Office of the Deputy Commissioner, Bhola

03. | 08 | Bitan Kumar Mandal (17367) N
Assistant Commissioner, Office of the Deputy Commissioner, Thakurgoan

04. | 09 | Raktim Chowdhury (17394) .
Assistant Commissioner, Office of the Deputy Commissioner, Rajshahi

05. | 23 | Most. Ranuara Khatun (17486) .
Assistant Commissioner, Office of the Deputy Commissioner, Feni

06. | 33 | Mr. Md. Shahidul Alam (17535) .

Assistant Commissioner, Office of the Deputy Commissioner, Sylhet

Terms of Reference:

01. To publish a wall magazine before the course ends.

02. Co-ordinate with the souvenir committee and mess committee in this regard

03. Report to the course management

¢o




Souvenir Committee

Sl. | Roll | Name, ID No. Designation & Place of Posting Remarks
No. | No.
01. | 19 | Syed Mahbubul Haque (17472) President
Assistant Commissioner, Office of the Deputy Commissioner, Rangamati
02. | 04 | Md. Asaduzzaman (17329) Member
Assistant Commissioner, Office of the Deputy Commissioner, Tangail Secretary
03. | 06 | Iffat Jahan (17360) Member
Assistant Commissioner, Office of the Deputy Commissioner, Manikgang
04. | 07 | Most. Afsana Kawsar (17364) .
Assistant Commissioner, Office of the Deputy Commissioner, Gazipur.
05 08 | Bitan Kumar Mandal (17367) Y
Assistant Commissioner, Office of the Deputy Commissioner, Thakurgoan
06 | 09 | Raktim Chowdhury (17394) .\
Assistant Commissioner, Office of the Deputy Commissioner, Rajshahi
07 | 14 | Md. Zahidur Rahman (17458) .
Assistant Commissioner, ,Office of the Deputy Commissioner, Mymensingh
08 15 | Sadia Islam Luna (17462) “
Assistant Commissioner, Office of the Deputy Commissioner, Munshiganj
09 | 20 | Md. Shajedul Islam (17482) “
Assistant Commissioner, Office of the Deputy Commissioner, Barguna
Terms of Reference:
01. To publish a souvenir before the course ends.
02. To co-ordinate with the mess committee and collect sponsors
03. To report to the course management
Sports Committee
Sl. | Roll Name, ID No. Designation & Place of Posting Remarks
No. | No.
01. | 22 | Salma Khatun (17485) President
Assistant Commissioner, Office of the Deputy Commissioner, Gaibandha
02. | 35 | Md. Anwar Uj Jaman (17564) Co Convener
Assistant Commissioner, Office of the Deputy Commissioner, Jessore
03. | 02 | Mst. Ishrat Zahan (17218) Member
Assistant Commissione, Office of the Deputy Commissioner, Manikganj Secretary
04. | 26 | Masud Rana (17518) Member
Assistant Commissioner, Office of the Deputy Commissioner, Sherpur
05. | 06 | IffatJahan (17360) .
Assistant Commissioner, Office of the Deputy Commissioner, Manikgang
06. | 10 | Rasedul Hasan (17401) N
Assistant Commissioner, Office of the Deputy Commissioner, Barguna
07. | 13 | Sitesh Chandra Sarker (17454) .
Assistant Commissioner, Office of the Deputy Commissioner, Magura
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08. | 19 | Syed Mahbubul Haque (17472)
Assistant Commissioner, Office of the Deputy Commissioner, Rangamati

09. | 13 | Sitesh Chandra Sarker (17454) N
Assistant Commissioner, Office of the Deputy Commissioner, Magura

Terms of Reference:

01. To organize sports competition.
02. To co-ordinate with other committees and course management in this regard.
03. To co-ordinate with PT and sports Instructors.

Outfit Committee
SI. | Roll | Name, ID No. Designation & Place of Posting Remarks
No. | No.
01. 34 | Mohammad Nur-A-Alam (17548) President
Assistant Commissioner, Office of the Deputy Commissioner, Meherpur
02. 18 | Nura Tasnim (17471) Co-
Assistant Commissioner, Office of the Divisional Commissioner, Rangpur Convener
27 Sumanta Banarjee (17521) Member
03. Assistant Commissioner, Office of the Deputy Commissioner, Sherpur Secretary
04. 01 | Suraya Akter Swety (16801) Member
Senior Assistant Commissioner (Land), Office of the Deputy Commissioner,

Chittagong

05. 06 | Iffat Jahan (17360) N
Assistant Commissioner, Office of the Deputy Commissioner, Manikgang

06. 21 | Bakul Chandra Kabiraj (17483) .,
Assistant Commissioner, Office of the Deputy Commissioner, Jhalokhati

07. 23 | Most. Ranuara Khatun (17486) N
Assistant Commissioner, Office of the Deputy Commissioner, Feni

08. 30 | Mr. Abu Taher Md. Samsuzzaman (17527) N
Assistant Commissioner, Office of the Deputy Commissioner, Kurigram

Terms of Reference:
01. Take necessary initiatives for making the official outfit for training.
02. Co-ordinate with the course management.

Md. Mahmudul Hoque
Assistant Course Coordinator
102™ Law & Administration Course

Distribution:

01. All Faculty Members, BCS Administration Academy.

02. Course Director, 102" & 103" Law & Administration Course.
03. P.Sto Rector, for kind information of Rector.

04. All Participants, 102" Law & Administration Course.

05. P.A.to M.D.S., for kind information of MDS

06. Office Copy.
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Aff42 5
Government of the People’s Republic of Bangladesh
Ministry of Public Administration
BCS Administration Academy
Shahbag, Dhaka-1000
www.bcsadminacademy.gov.bd

102™ Law & Administration Course
(23 July 2017 — 21 December 2017)

Memo No: - 05.02.0000.009.00.003.17. Date: 08.08.2017

Participants of 102™ Law & Administration Course have been divided into the following Study Groups
for developing interaction and ensuring better participation. These groups shall also participate in debate

competitions as teams.

Name of the Group: Gomoti
Mentor: Mr. Paritosh Chandra Das, Member Directing Staff

SI. No. | Roll No. | Name, ID No. Designation & Place of Posting

01. 03 Mst. Tania Ferdaus (17272)

Assistant Commissioner, Office of the Deputy Commissioner, Patuakhali
02. 05 Subasish Ghose (17345)

Assistant Commissioner, Office of the Deputy Commissioner, Naogaon
03. 12 Faisal Haque (17453)

Assistant Commissioner, Office of the Deputy Commissioner, Rajshahi
04. 19 Syed Mahbubul Haque (17472)

Assistant Commissioner, Office of the Deputy Commissioner, Rangamati
05. 36 Md. Raihan Mehbub (17568)

Assistant Commissioner, Office of the Deputy Commissioner, Shariatpur

Name of the Group: Titas
Mentor: Mohd. Zahirul Islam, Director (Training)

SI. No. | Roll No. | Name, ID No. Designation & Place of Posting

01. 02 Mst. Ishrat Zahan (17218)

Assistant Commissioner, Office of the Deputy Commissioner, Manikganj
02. 09 Raktim Chowdhury (17394)

Assistant Commissioner, Office of the Deputy Commissioner, Rajshahi
03. 17 Sabekun Nahar (17469)

Assistant Commissioner, Office of the Deputy Commissioner, Patuakhali
04. 25 Md. Mezbaul Karim (17516)

Assistant Commissioner, Office of the Deputy Commissioner, Jhenidah
05 32 Mr. Iftekhar Yunus (17529)

Assistant Commissioner, Office of the Deputy Commissioner, Thakurgaon
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Name of the Group: Shitolokkha
Mentor: Mrs. Farhina Ahmed, Director (Planning & Development)

Sl. No. Roll No. | Name, ID No. Designation & Place of Posting
01. 01 Suraya Akter Swety (16801)
Senior Assistant Commissioner (Land), Office of the Deputy Commissioner, Chittagong
02. 13 Sitesh Chandra Sarker (17454)
Assistant Commissioner, Office of the Deputy Commissioner, Magura
03. 23 Most. Ranuara Khatun (17486)
Assistant Commissioner, Office of the Deputy Commissioner, Feni
04. 34 Mohammad Nur-A-Alam (17548)
Assistant Commissioner, Office of the Deputy Commissioner, Meherpur
05. 28 Imran Shahariar (17523)

Assistant Commissioner, Office of the Deputy Commissioner, Shariatpur

Name of the Group: Fuljor
Mentor: Dr. Rahima Khaton, Deputy Director (Research & Publication)

SI. No. | Roll No. | Name, ID No. Designation & Place of Posting

01. 07 Most. Afsana Kawsar (17364)

Assistant Commissioner, Office of the Deputy Commissioner, Gazipur.
02. 10 Rasedul Hasan (17401)

Assistant Commissioner, Office of the Deputy Commissioner, Barguna
03. 11 Kamlesh Majumder (17452)

Assistant Commissioner, Office of the Deputy Commissioner, Bhola
04. 26 Masud Rana (17518)

Assistant Commissioner, Office of the Deputy Commissioner, Sherpur
05. 30 Mr. Abu Taher Md. Samsuzzaman (17527)

Assistant Commissioner, Office of the Deputy Commissioner, Kurigram

Name of the Group: Modhumoti
Mentor: Mrs. Mallika Dey, Deputy Director (Documentation & Evaluation)

Sl Roll No. | Name, ID No. Designation & Place of Posting
No.
01. 04 Md. Asaduzzaman (17329)

Assistant Commissioner, Office of the Deputy Commissioner, Tangail
02. 15 Sadia Islam Luna (17462)

Assistant Commissioner, Office of the Deputy Commissioner, Munshiganj
03. 20 Md. Shajedul Islam (17482)

Assistant Commissioner, Office of the Deputy Commissioner, Barguna
04. 27 Sumanta Banarjee (17521)

Assistant Commissioner, Office of the Deputy Commissioner, Sherpur
05. 31 Mr. A.F.M. Abu Sofian (17528)

Assistant Commissioner, Office of the Deputy Commissioner, Narail
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Name of the Group: Someshori
Mentor: Musammat Shahina Akter, Deputy Director (Senior Assistant Secretary)

Sl. No. | Roll No. | Name, ID No. Designation & Place of Posting

01. 06 Iffat Jahan (17360)

Assistant Commissioner, Office of the Deputy Commissioner, Manikgang
02. 14 Md. Zahidur Rahman (17458)

Assistant Commissioner, Office of the Deputy Commissioner, Mymensingh
03. 24 Md. Abu Bakkar Siddique (17503)

Assistant Commissioner, Office of the Deputy Commissioner, Natore
04. 29 Mr. Mizabe Rahmat (17526)

Assistant Commissioner, Office of the Deputy Commissioner, Jhenidah
05. 22 Salma Khatun (17485)

Assistant Commissioner, Office of the Deputy Commissioner, Gaibandha

Name of the Group: Karnafuli
Mentor: Mohammad Ashraful Afsar, PS to Rector

Sl. Roll No. | Name, ID No. Designation & Place of Posting
No.
01. 08 Bitan Kumar Mandal (17367)
Assistant Commissioner, Office of the Deputy Commissioner, Thakurgoan
02. 16 Sraboni Roy (17463)
Assistant Commissioner, Office of the Deputy Commissioner, Brahmanbaria
03. 21 Bakul Chandra Kabiraj (17483)
Assistant Commissioner, Office of the Deputy Commissioner, Jhalokhati
04. 18 Nura Tasnim (17471)
Assistant Commissioner, Office of the Divisional Commissioner, Rangpur
05. 33 Mr. Md. Shahidul Alam (17535)
Assistant Commissioner, Office of the Deputy Commissioner, Sylhet
06. 35 Md. Anwar Uj Jaman (17564)
Assistant Commissioner, Office of the Deputy Commissioner, Jessore
Terms of Reference:
1. Each study group will be considered as the seminar group & debate group and so on as required
A.K.M. Sohel
Deputy Director & Course Coordinator
102" Law & Administration Course
Distribution:
01. All Faculty Members, BCS Administration Academy.
02. Course Director, 102™ & 103" Law & Administration Course.
03. P.S to Rector, for kind information of Rector.
04. All Participants, 102" Law & Administration Course.
05. P.A.to M.D.S,, for kind information of MDS
06. Office Copy.
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GOVERNMENT OF THE PEOPLE'S REPUBLIC OF BANGLADESH
BANGLADESH CIVIL SERVICE ADMINISTRATION ACADEMY
SHAHBAG, DHAKA
.............. Law & Admn. Course
Evaluation Sheet for _Seminar Paper Presentation

| Name of Group: \ |

SI.No. Criteria for Evaluation Full Marks Obtained Remarks.
Marks

01. Quality of Presentation 05

Slides/Contents
02. Time Management 05
03. Presentation skill 05

(Answering skill included)
04. Subject Matter 05

(Consistency and Relevancy)
05. Group Dynamism 05

Total 25

Comments (If any)

Signature:
Name & Designation:
Date:
Evaluation Sheet for Debate
Total Marks: 25
| Topic : |

FOR THE ----=mmmmmmmmmmmemee oo GROUP: ( )

Name of the Participant:

Criteria for evaluation :

SI. No. Full Marks Obtained | Remarks.
Marks

01 Presentation skill

02 Consistency

03 Disposition of Words

04 Eye contact

05 Time Management

Total
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Details of Rector's Evaluation

SI.No. Title Marks.
01. Leadership Quality 5
02. Discipline and Punctuality 5
03. Cleanliness and Tidiness in the Dormitory 5
04. Manners/Etiquette/Norms/Dining manners 5
05. Debate 5
06. Participation in Cultural Activities 5
07. Participation in Gems and P.T. 5
08. Interview with Course Management 10
09. Participation in Classroom Activities 5

Total 50

Games competition on Volleyball, Carom, Table Tennis, Lawn Tennis will be held
among the Houses.

Individual performance will also be evaluated and awarded.

Cultural Competition will be Division wise. Here also performance individually and
housewife will be evaluated and awarded.

Participation in P.T will be a criterion for housewife competition.

Debate will be evaluated in study groups and the best Speaker will be awarded.
The best leaders (one from male and another from female participants) will be awarded.
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P : G AfCGAAT

BCS ADMINISTRATION ACADEMY
SHAHBAG, DHAKA-1000

Dear Sir

The Certificate Awarding Ceremony of the 100" & 101® Law and Administration Courses
will be held on Thursday 01 June 2017 at 10.30 am at Bangladesh Civil Service Administration
Academy, Shahbag, Dhaka.

Dr. Md. Mozammel Haque Khan, Senior Secretary, Ministry of Public Administration has kindly

consented to grace the occasion as Chief Guest.

Mr. Md Anwarul Islam Sikder ndc, Rector (Secretary), Bangladesh Civil Service Administration

Academy will chair the occasion.
You are cordially invited to attend the Ceremony.

Yours Sincerely
Md. Zafar Igbal ndc
Course Director
100" & 101% Law and Administration Course

Programme
Time Items
10:25am : Participants take their seats
11:30am :  Arrival of the Chief Guest
11:35am : Course Report Presentation by the Course Director
11:40am : Expression of feelings by the best trainee
11:50am : Distribution of Certificates by the Chief Guest
12:15pm :  Unveiling of Souvenir

12:20pm :  Address by the Course Advisor & M.D.S.
12:30pm :  Address by the Chief Guest

12:40pm : Address by the Chairperson

12:45pm :  Cultural Programme

13:30pm : Lunch

@



Name
ID No.

BANGLADESH CIVIL SERVICE ADMINISTRATION ACADEMY
SHAHBAG, DHAKA.

Designation
Total No. of

----------- Law and Administration Course

(Duration:

Marks Certificate

K.M. Salahuddin
16352
Assistant Commissioner

)

Grading System

Percentage of
Total Score (%)

Grading
(Standard)

Participants 25 90 & above A++ (Outstar_1ding)
80 below 90 A+(Extraordinary)
70 below 80 A (Very Good)
60 below 70 B+ (Good)
50 below 60 B (Average)

Modules Subjects Full | Highest | Marks

Marks | Marks | Obtained

Module : | 01 | Manners and Etiquettes 50

Module : | 02 | National Integrity Strategy (NIS) 50

Module : | 03 | Introduction to Jurisprudence and the Constitution of 50

Bangladesh
Module : | 04 | The Code of Criminal Procedure 50
Module : | 05 | Practical Aspects of Administration and Magisterial 100
Responsibilities

Module : | 06 | The Penal Code 50

Module : | 07 | The Evidence Act 50

Module : | 08 | Land Laws and Land Reforms 100

Module : | 09 | Land Administration 100

Module : | 10 | Civil and Personal Laws 50

Module : | 11 | Minor Acts 100

Module : | 12 | Administrative Rules and Procedures 100

Module : | 13 | Office Management 100

Module : | 14 | Development Administration 100

Module : | 15 | Project Management 50




Module : | 16 | Public Administration 100
Module : | 17 | Innovation in Service Delivery 50
Module : | 18 | ICT and E-Governance 100
Module : | 19 | English Language Skill 100
Module : | 20 | Bangla Language Skill 50
Module : | 21 | Field Attachment and Report Writing 100
Module : | 22 | Gender Awareness & Child Rights 50
Module : | 23 | Bangladesh Studies 100
Module : | 24 | PT and Games 50
Module : | 25 | Class Attendance 50
Module : | 26 | Rector’s Evaluation 50
Module : | 27 | Extracurricular Activities 50
Module : | 28 | Discipline 50
Total : 2000

Percentage (%) of Marks obtained :

Grade

Position

Course Coordinator

- Law & Administration Course

SN

Course Director
Law & Administration Course
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Afaf*8 =
Bangladesh Civil Service Administration Academy
Shahbag, Dhaka-1000

102" & 103" Law and Administration course
(23/07/2017-21/12/2017)
Pre/Post-Training Evaluation

Please read the following instructions carefully:

Please write short answer of each question.

Each guestion carry only one mark (Question no. 1-47) & question no. 48 carries 3
marks.

Each question carry only two marks (Question no. 49-73)

Total marks of evaluation is 100.

Time of Evaluation is 1 (one) hour

____isaself contained subdivision of a Ministry/Division for conducting specified duties of a
distinct nature and headed by a JS or an Add Sec. (Wing)

Sections grouped together headed by a DS is called_____.( Branch)

_______may, whenever necessary, constitute a Ministry consisting of one or more divisions.

( Prime Minister)

No important policy decision shall be taken except with the approval of the_ . (Cabinet)

The shall be the principal accounting officer of the Ministry/Division. ( The Secretary)

Select the right answer, the answer may be more than one.

6.

Consultation with Finance Division -

a) Recognition of a Ministry/ Division involving any change in the allocation of business

b) Creation or adaptation of post

c) Relinquishment, remission or assignment of revenue

d) Transfer of personnel of dev. project to Revenue setup after the completion of the project

Lo



Ans: C
7. On return from leave more than 3 months, a gazette government servant-----
a) must obtain orders as to his posting

b) may resume the post which he held before going on leave unless he receives orders to the
contrary

Ans: a
8. According to Leave Rule-
a) Any kind of leave may be granted in combination with or in combination of any other kind of
leave
b) If leave is not due , leave salary is equal to half average pay
c) A gazetted government servant, on return from leave, must report his return to government
d) If leave is not due , leave salary is equal to average pay

Ans: (a, b, c)

9. For Public Account of the Republic-
a) Budget provision is required for this fund.
b) Payment is made against corresponding receipt.
c) No budget provision is required for this fund.
d) Botha&hb

Ans: (b, c)

10. The IBAS is designed --
a) for automation of government account
b) generating various reports including statutory reporting obligations
c) torecord and monitor the receipts and payments of the Government.
d) All of the above answer

Ans: (d)
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11. IBAS stands for

Ans: Integrated Budget & Accounting System

12. The two main divisions of the Government accounts shall be

Ans: Consolidated Fund , and Public Accounts of the Republic

13. All revenues received by the government, all loans raised by the govt. and all money received by
it in repayment of any loan, shall form part of a fund known as

Ans: consolidated fund

14. Receipts for all sums exceeding taka must be stamped under the Stamp Act (Act Il of
1899) unless they are exempted from stamp duty.

Ans: 400 Tk

15.  Arrear bill must be drawn
a) In a separate bill, not in ordinary monthly bill.
b) Must be drawn arrear before regular bill.
¢) Within the same ordinary monthly bill.
d) Must be drawn arrear after regular bill

Ans: a,b

16. “Misconduct” Means Conduct Prejudicial to good order or service, discipline or contrary to any
provision of The Government Servants (Conduct) Rules, 1979 or unbecoming of an officer or
gentleman and includes-

a) Obedience to lawful orders of superior officers;

b) Gross Negligence of duty;

Sl



c) Flouting of Government orders, circulars and directives without any lawful cause;
d) Submission of Petitions before any authority containing wild, vexatious, false or frivolous
accusation against a Government servant;

Ans: b,c,d

17. Which of the following falls under major penalties:

a) Withholding promotion or increment for a specific period.

b) Compulsory retirement

¢) Reduction to a lower stage in the time scale

d) Dismissal from service.

Ans: b ,d
18. Like many other parliamentary forms of government, is the highest policymaking body in
Bangladesh

Ans: The cabinet

19. The Bangladesh is the central Planning organization of the country

Ans: Planning Commission

20. The Function of the ECNEC is to consider and approve public sector projects having investment

expenditure of above Tk. with prior recommendation of PEC meeting.
Ans: 50 core
21. Public Procurement is procurement using Funds.
Ans: Public
22. All tenders can be rejected due to unrealistic price.

Ans: lowest price

LYy
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23. PE, after rejecting all tenders, shall and tender documents before launching a
new procurement procedure.

AnNS: reassess and revise

24, or AO shall approve splitting smaller packages & lots on justifiable grounds.

Ans: HOPE

25. For Goods & related Services and Works & Physical Services Procurement Methods are

a) OTM & LTM
b) DPM & TSTM ,
c) RFQM & OSTETM

d) QCBS & FBS

Ans: a,b,c
26. Goods/Works are the product based on deliverables
Ans: physical
217. are Knowledge based on intellectual deliverables

Ans: Services

28. According to section of Act, 1950 Assistant Commissioner ( land ) institutes
Mutation Cases

Ans: Section 143 of SA&T
29. The Government may appointment to discharge all or any of the functions of a Revenue Officer

under section of SA&T Act,1950
Ans: Section 2(24)

30. AC( land) institutes Mutation Cases to incorporate changes in

Ans: ROR
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31. In Khas land distribution highest Khas land will be given to one family ( Not for Coastal/ char
area).

Ans: 1 acre

32. Revenue Court is a type of court by nature —

a) Civil Court

b) Quasi Judicial

c) Quasi Civil

d) none

Ans : Quasi Civil

33. According to the Agricultural Khas Land Management and Settlement Policy, 1997 who are not
land less family---

a) A family who has no agriculture land and house-stead

b) Distressed freedom fighter family

c) A family who is land less by a result of acquisition

d) A family depends on agricultural land and who has homestead on 20 decimals

Ans: d

34. How many chapters ,parts and sections in S.A&T Act,1950? (5,24,204)

35. Which sections of the S.A&T Act, 1950 empowered the Revenue officer to prepare
compensation? (Sec-32-60)

36. Which section of S.A&T Act gives the right to have a written receipt for the amount paid by a
raiyot? (Sec-138)

37. What is the period of limitation for filing pre-emption case? (2 month)

38. What is the tenure of cadastral survey (C.S)? (1888-1944)

39. What is the tenure of Revisional survey(R.S)? (1923-1952)

40. What is the tenure of S.A operation? (1956-1963)

41. What is the time limit to file appeal to the collector? (30 days)

42. What is the time limit to file appeal to the commissioner? (60 days)

43. What is the time limit to revise any order by the commissioner? (30 months)
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44,

45.

46.

47.

48.

49.

50.

51.

This workshop----- (take place) in the Art Gallery every Wednesday from 10am-12pm
Ans: takes place

My uncle arrived while | ( watch) TV.

Ans: was watching

I am looking forward----buying a new car.

Ans: to

He (‘torture) before he was put in prison.
Ans: had been tortured
Write the synonyms & Antonyms of the following words: (Any Three) 3X1=3
Relinquish
Main word synonyms Antonyms
Relinquish resign/leave/discard/forgo/resign | pursue/chase/follow/undertake
Appeal claim/request/devote slight/dismiss/neglect
Allot arrange/assign/choose reject/cancel/annul
Bar blacklist/ ban/embargo support/favour/aid
bounteous generous/liberal/profuse miserly/stingy/niggardly
What is Public Policy ?

Ans: (Ans: Public policy is a multidisciplinary enterprise to guide the political decision making
processes in line with constitutions, laws, commitment, priorities and policy is an interrelated
guiding framework for action to bring changes in the lives of people.)

What are the Five E approach of policy analysis

Ans: Effectiveness, Efficiency , Ethical considerations, Evaluations of alternatives,
Establishment of recommendations for positive change

What are the Policy process ?

Ans: Agenda-setting, Policy formulation, Decision making, Implementation and Evaluation
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52. What is Project management?
Ans: is the process by which projects are defined, planned, monitored, controlled and delivered
such that the agreed benefits are realized./
Project management is the application of knowledge, skills, tools, and techniques to project
activities to meet the project requirements.
53. What is portfolio ?
Ans: A portfolio refers to projects, programs, sub portfolios, and operations managed as a group
to achieve strategic objectives.
54. What are Triple Constraints of Project ?

Ans: Scope, Time, and Cost

55. What is the constitution of TOC/POC?
Ans: 1- member from the TEC / PEC and

2 - other members from the concerned PE

56. What do you understand by item lot and Package?
Ans: Single object or Procurement split into more than one Package & Packages when

split into more than one (1) Lot.

57. Define MTBF

58. Write down the name of 5 economic indicators to measure economic development?
59. What is public-private partnership?

60. What is Remittance?

61. What is social safety net programme? Give example.

62. Mention the main features of Vision 2021.

63. Write down the name of two laws about the rights of women and child.

Ans:
» The Suppression of Violence Against women and Children Act 2000
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» The Acid Crime Control Act 2000

» The Acid Control Act 2000.

e The Legal Aid Act.

e The Family Court Ordinance 1985

»  The Dowry Prohibition Act,1980.

» Muslim Marriages and Divorce Registration Act 1974

* The Child Marriage Restraint Act 1929

»  The Penal Code 1860

* The Hindu Marriage Registration Act 2013

» Domestic Violence (Prevention and Protection Act 2010)
e The Human Trafficking Deterrence and Suppression Act (2012)
» The DNA Act, 2015

* The Children’s Act, 2013

64. What are the basic differences between ‘gender equity’ and ‘gender equality’?
Ans:

Gender Equity: Gender equity is the process of being fair to women and men. It calls for those who
are in disadvantaged position to have a fair share of the benefits of development as well as the
substantive responsibilities in society.

This allows in providing those who have less in term of needs. Introducing special measures and
intervention to compensate for the historical and social disadvantages that prevent women and men
from operating on a level playing field.

This leads to equality issue subsequently.

Gender Equality:

It means simply the equal opportunity to reach their full potential as human beings in the
development process should be equally accorded to both women and men

It refers to women and men having the equal:

Rights — social, economic, political and legal (e.g. right to own land, manage properties, conduct
business, travel etc)

Resources: command over productive resources including education, land information and financial
resources

Voice- power to influence resources allocation and investment decisions at home, in the community
and at the national level.

65. What are the distinctions between Appeal and Revision? ( Any three)

Ans: Appeal: Appeal is a process of re-examination of the judgment and decree, or order or the
decisions passed by the original court is a suit or in a case. The expression “appeal” has not been
defined in the code, but it may be defined as “the judicial examination of the decision by a higher
court of the decision of an inferior court”.

b



Revision: Revision is re-working and re-writing. Revision, meaning "to see again," takes place
during the entire writing process as we change words, rewrite sentences, and shift paragraphs from
one location to another in our essay. Revision means the action of revising, especially critical or
careful examination or perusal with a view to correcting or improving. Revision also means judicial
examination of any proceeding, sentence or order recorded or passed by an inferior court.

The distinction between the appeal and revision in the following:

(1) An appeal lies to a superior court, which may not necessary be a High Court, while a revision
application under the code lies only to the High Court.

(2) An appeal lies only from the decrees and appealable order, but a revision application lies from any
decision of a court subordinate to the High Court from which no appeal lies to the High Court or to
any subordinate court.

(3) A right of appeal is a substantive right conferred by the statute, while the revisional power of the
High Court is purely discretionary.

(4) An appeal abates if the legal representatives of a deceased party are not brought on record within
the prescribed period. A revision application however does not abate in such case. The High Court
may at any time bring the proper parties on the record of the case.

(5) The grounds for an appeal and revision application are also different. An appeal lies on a question
of fact or law or of fact and law, while a revision application lies only on the ground of jurisdictional
error.

(6) Appeal cannot be allowed against revision but as against appeal revision may be allowed.

(7) Ordinarily appellate jurisdiction involves rehearing on question of law as well as on facts of the
case whereas revisional jurisdiction involves only the question of law and this jurisdiction is never
considered a rehearing.

(8) An appeal is considered to be a consideration of the original proceeding whereas unlike appeal
revisional is not the constitution of the original proceeding.

(9) An appeal is a right based remedy and can be claimed as of right if there is statutory existence of
it, where the revision is the purely discretionary remedy and cannot be claimed as of right.

66. Define Judgment and Decree.
Ans:

Judgment-:Section 366 and 367 of the CrPC describe judgment and related matters. It is an *
expression of opinions * of the Court or “ statement of order * of the Court after considering all facts
and evidences, submitted reports and argument of both parties. It pronounces the final status of the
accused in the view of the Court.
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This order of the court is 1. written, 2. dated, 3. signed by the presiding officer of the Court and 4.
pronounced in the open court

Decree: ‘Decree’ means the formal expression of an adjudication which, so far as regards the Court
expressing it, conclusively determines the rights of the parties with regard to all or any of the matters
in controversy in the suit and may be either preliminary or final. It shall be deemed to include the
rejection of a plaint and the determination of any question within section 144, but shall not include —

1.

2.

67.

68.

69.

70.

any adjudication from which an appeal lies as an appeal from an order, or

any order of dismissal for default.

What are the difference between Inquiry and Investigation? ( Any two )

Inquiry is the investigation conducted by a
Magistrate

Investigation is the sum of proceeding for the
collection of evidence conducted by a police
officer or any person other than a Magistrate

The main object of an inquiry is to determine
truth or falsity of certain facts

The main object of investigation is to collect
evidence

Inquiry by nature is either judicial or executive

Investigation is neither judicial nor executive

Statement signed by the witness

Statement need not to signed by witness

What is food adulteration?

Who can exercise executive power of the Republic?

Mention the main features of suppression of Violence Against women and Children Act 2000.

An:

Tribunal in each district

Punishment for abduction of women and children
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71.

Punishment for ransom
Punishment for rape and death for rape etc

Punishment for provoking suicide of women

What is e-Governance?

Ans: Electronic Governance

72.

Application of information and communication technology (ICT) for delivering government
services, exchange of information communication transactions, integration of various stand-alone
systems and services. /

Using information and communication technologies (ICTs) at various levels of the government
and the public sector and beyond, for the purpose of enhancing governance.

What are the three major ways of e-Governance

Ans: Three major ways:

73.

G2C (Government-to-Citizen)
G2B (Government-to-Business)

G2G (Government-to-Government)

Mention the major initiatives taken by Cabinet Division for e-governance .
Ans:

Creation on Coordination and Reforms Unit, under which ICT Branch and E-governance
Branch- are working.

Approved standard staff strength of computer cells for Different Ministries/Division
Coordinates digital initiatives of different ministries/organizations

Monitor e-governance activities in the field administration

Support A2i project activities

Organize video conference

Monitor online service simplification
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Government of the People’s Republic of Bangladesh
Bangladesh Civil Service Administration Academy
Shahbag, Dhaka-1000.

Course Evaluation by the Participants

Marking System
Excellent =5, Very good = 4, Good = 3, Fair = 2, Poor = 1.
Part-A
About the Course:

(1) To what extent the objectives of the training course have been achieved?

Effectiveness Average Grading

Understanding the norms and rules of the service

Performing magisterial and administrative functions

Knowledge regarding land management and revenue functions

Development of team spirit, Leadership and management

Knowledge of Planning & Project management

Change your perception positively

Skills in English in form of accuracy & fluency

Skills in IT related activities

i) Presentation/Book Review :
Average Grading
Comments

ii) Debate :
Average Grading
Comments

iii) Extra-Curricular activities (Mess Night/Cultural Activities):
Average Grading
Comments

iv) PT/Sports :
Average Grading
Comments

V) District attachement/ Study tour :
Average Grading
Comments

vi) Examination System in BCSAA :
Average Grading
Comments
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Part-B

About Infrastructural and logistic Facilities.
Excellent =5, Very good = 4, Good = 3, Fair = 2, Poor =1

i)  Classroom Management

Effectiveness Average Grading

Environment

Cleanliness

Logistic Supports

Support staff

Comments

ii) Dormitory Management :

Effectiveness Average Grading

Environment

Cleanliness

Washroom facilities

Room boy Service

Comments

iii) Dining Hall :

Effectiveness Average Grading

Environment

Cleanliness

Healthy foods

Dinning boy

Comments

iv) Library Management :

Effectiveness Average Grading

Environment

Cleanliness

Collection of Book

Collection of Magazines & Journals

Collection of Newspapers

Cyber café

Support Staff

Comments
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v) Indoor games room:

Effectiveness

Average Grading

Environment

Cleanliness

Games Instruments

Exercise Instruments

Support Staff

Comments

vi) Computer Lab/ICT Facilities

Effectiveness

Average Grading

Environment

Cleanliness

Computer facilities

Wi-Fi facilities

Internet facilities

Support Staff

Comments

vii) Language Lab:

Effectiveness

Average Grading

Environment

Cleanliness

Instruments

Support Staff

Comments

viii) Prayer Room:

Effectiveness

Average Grading

Environment

Cleanliness

Other facilities

Comments
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iX) Sound management and the facilities of the Auditorium:

Effectiveness Average Grading

Environment
Cleanliness
Sound system
Other facilities
Support Staff

Comments

(x) Medical Facilities:

Effectiveness Average Grading

Environment
Cleanliness
Medical facilities
Availability of drug
Support Staff

Comments

Part-C

1. Field Attachment.

(@) Do you think that the present field attachment is enough to gain adequate practical knowledge
regarding field administration?

‘Yes’ comment
‘No’ comment

(b) If the answer is No. please put your suggestions:

2. PT/Game Instruction.

() Was the PT/Game Instructor Co-operative and sincere to the training course?

‘Yes’ comment
‘No’ comment

(b) If the answer is No. put down the reasons :

3. _Resource person.

(@) Name the Best Guest Speakers of the whole course (according to merit):
(b) Name the Best Faculty Members of the whole course (according to merit):
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Liking and disliking :

(@) What are the things did you like in the course?

(b) What are the things you did not like in the course?

Course Management :

a) Do you think that the course management has any drawbacks?

‘Yes’ comment
‘No’ comment

b) If the answer is “Yes” mentions the drawbacks.

c) What are your recommendations to remove the drawbacks?

d) What are the strong points of the course management?

Performance evaluation Method:

() Do you think the existing evaluation system is perfect?

‘Yes’ comment
‘No’ comment

(b) Please prioritize the type of questions in written test in 100 marks. (As mentioned by most of the
participants)

Descriptive questions ------- Marks
i. Short questions ~ -------- Marks
ii. Analytical questions ~ -------- Marks
iii. Objective questions ~ --------- Marks
Total = 100 Marks

4. Do you think that the length of the course is appropriate?

‘Yes’ comment
‘No’ comment

If the answer is “No” how long should it be?

8. Do you have any Suggestion regarding the modules of the course (Please Specify?)

Module No. ‘ Addition/Omissions(Topic)

9. Putyour overall comment (if any) : s
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