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Bangladesh Institute of Administration and Management

(BIAM) Foundation

63, New Iiskaton, Dhaka-1217

Sub: Course Curriculum
Name of the Course: 7™ Departmental Foundation Training Course
Participants: Officers of Rajdhani Unnayan Kartipakkha (RAJUK)
Duration: Forty-five (45) Days

COURSE CONTENT

Module — 01: Bangladesh Studies
Marks: 100 (Evaluation Method: Quiz-40, Individual Assignment-60)

Module — 02: Administrative Laws, Rules and Procedures
Marks: 100 (Evaluation Mcthod: Group Exercise-40, Final Exam-60)

'SL No Topic Session | Session | Instruction
- Code | hours Mode
1. | Anthropological ‘ _Back_gr_ounsi 01_’ Lectiie %
Bangladesh and Iithnic Origin of Bengali 1.01 02 e i
: Discussion
Nation. - N
2. | Historical Background of Bangladesh & 1.02 0 Lecture &
Libcration War: “Dreams & Realities” ’ Lo | EHSEUsRIGH |
3. | Cultural TIleritage of  Bangladesh 103 0 Lecture &
Including Literature, Arts, Music etc. ' i Discussion
4. | Political philosophy of Bangabandhu and —
contribution of Bangabandhu to the | 1.04 02 L
i s . e Discussion
development of the “Bengali Nation
5. | Introduction of Bangladesh Constitution :
; 7 Lecture &
and fundamental principles of state | 1.05 02 ; B
: Discussion
policy - s
6. | The lixccutive, The lLegislature, the 1.06 0 Lecture & |
Judiciary and Constitutional Bodies B Discussion
7. | Human rights, fundamental rights, and Lecture &
. 1.07 02 : ;
the rule of law o Discussion
8. | Rights and ohllgalm‘ns of public servants i
and provisions rclating to the services in 1.08 02 : y
, 3 Sk Discussion
| the Constitution _
Totalhours= | 16 |

 SL

1

2

| No_|

Instructions, 2024

Topic Session | Session | Instruction
<, W Code | hours Mode
The Rules of Business, 1996 Lecture &

' 2.01 02 SELure
Discussion |
An overview of The Secretariat 500 02 IJ?clurcl&
| ! I Discussion |
The Government Servants (Conduct) Lk &
Rules, 1979 and The Government 2.03 02 I)Ji‘;cuq‘;ion
Servant (Punctuality and Attendance) I

e

¢




]
eraining 2032 course contents'rajuk (7 I1W)dms dhaka.doc E

rules 2019 ]
4. Government Servants (Dlsupllnu & Lecture &
Appcal) Rules, 2018 (Including Case 2.04 02 Discussion
Study) ]
5 The Public Service Act, 2018 505 02 l@cturc_&
S — Discussion
0. Rules related to leave and joining time 206 02 I,?c-turc _&
: - B Discussion
7T National Anthem, I'lag & Emblem Lecture &
Rules and Bangabandhu Public 2.07 02 Discussion
Administration Award
R S Total hours= 14
Module-03: Acts related to RAJUK
Total Marks: 100
Evaluation Method: Quiz-20, Final Exam-80
SL Topic Session | Session | Instruction
No Code hours Mode
1. | History of RAJUK & The Town Lecture &
Improvement Act, 1953 (Chapter I-I1I) 3.01 02 Discussion
2. | The Town Improvement Act, 1953 3.02 00 Lecture &
| (Chapter 1V-V) ) Discussion
3. | The Town Impmvc,mc,nt Act, 1953 3.03 00 Lecture &
(Chapter VI-VIII) B iy Discussion
4. | The Building Construction Act, 1952 3.04 0 Lecture &
faraet QTB5 TrEe @ Il SR, Q030 ' Discussion
5. | TIRRIE ¢ By 3.05 0 Lc.:cturc .&
- Discussion
Total hours= 10
Module-04: Rules & Regulations related to RAJUK
Total Marks: 100
Evaluation Method: Quiz-20, Final Exam-80
SL No Topic Session | Session | Instruction
: Code hours Mode
1| el Bee wgorE (SAe] S SN Lecture &
igdl fafaaie, 2050 — e Discussion |
2 Detailed Arca Plan (DAP) 2022-2035 402 0 Lleclurc.& 1
- T Discussion |
3. The Dhaka Improvement Trust (Land 403 02 Lecture &
| Allotment) Rules, 1969 ' Discussion
4., BI6T EIsid 2WES {]C'WT‘\I @Tﬁm'ﬁ TH 8 [ecture &
gl fafaste, Y00k 4.04 02 Discussion
5. | omeldl @@ibe dwwe oW ongw N
fafastet, 2008 "
g, faoi Wzd e (ot W o9 | 4.05 02 S
\ GEIEE (ACd AP (A1 QAT (AHR Discussion
ITJ‘IJJ Tye ¥, Tl a9 digfes welaE | B X

'



[ Sia4 W%, 2000

0. Development Projects Of RAJUK 4.06 00 Lecture &
PPP Projects of RAJUK ’ Discussion
p Urban Resilience Project (U RP): Lecture &
RAJUK Part 4.07 02 Discussion
| BNBC,2020 i
8. MIS of RAJUK 408 0 Lc_:cturc .&
- Discussion |
| _ Total hours = 16
Module-05: Minor Acts, Suits & Land Management
Total Marks: 100 (l* valuation Method: Quiz-20, Final Exam-80)
| SL No Topic Session | Session | Instruction
Code hours Mode
Is Land Management (Survey & 501 02 Lecture &
| Registration) ' Discussion |
2 Land Management (Mutatlon] 5.02 02 Lecture &
' Discussion
3 §ﬁl oale afstary e @fﬁﬂ? Gﬂ’i‘?, 209; I.CCTl_ll‘C &
B ALHIE G, 00 G 5.03 02 Discussion
:ﬁl Taw 99 134, 2039
4, ofy wfderad @ o A o3, 3059 Lecture &
5.04 02 : ;
| — I Discussion
5 The Transfer of Property Act, 1882 5 05 02 Lecture &
| The Contract Act, 1872 : ' Discussion
6. | dffer =gs, 200d 506 0 Lecture &
The Registration Act, 1908 o Discussion
7. | oo o @B @1z, 2058 Lecture & |
Sillere STl SR, 050 5.07 02 Discussion |
8. All kinds Of Suits & Cascs 5.08 02 Lecture &
| How to write an SI' B : Discussion
Total hours= 16 e
Module-06: Office Management and Communication
Total Marks: 100 (Evaluation Method: Individual Exercise- 100)
’ SL No Topic Session | Session | Instruction
Code hours Mode
L, I'ilc management: Opening files, Lecture &
\ docketing, indexing 6.01 02 Discussion
[ 2 Noting, Drafting and Summary Lecture &
6.02 02 : .
Writing - l Discussion
3. Different forms of official Lecture &
6.03 02 . .
| communication | Discussion
4. Office Inspection and report writing 6.04 0 Lc.:clure .&
= PENSE e = s DISCHSSIOn =
5. | Conducting meeting and preparing Lecture &
| notice, working paper & minutes .03 02 Discussion
. s WOTRINS Rafiel be 1L _ i
6. | ACR writing and initiating 6.06 0 L{.:ctur‘c‘ .&
N B M |Discussion |

eitrmmng 2024-202 5 course o

ntentsirajuk (Yth batch) 45 days -dpakgdoc

Seo

k_,




eMraining 2024-2025'course contents'rajuk (h btgh) 45 days -dhaka.doc C&w

>

7. D-Nothi ere— ‘ 6.07 02 L&D
—— Total hours= 14
Module-07: Project Management and Public Procurement
Total Marks: 100 (Evaluation Method: Quiz-40, Final Exam- 60)
SL No Topic Session | Session | Instruction
Code hours | Mode |
1. Development Planning Process and Lecture &
7.01 02
Role of Planning Commission Discussion |

2 Project management: Conccpt and [ecture &
Theories (National and Global 02 02 Discussion |
Perspective) i |

3. Selection of Project, Developing Lecture &
TAPP & DPPP and Approval 7.03 02 Discussion

| Processes -

4. | Project Implementation: Land [ecture &
Acquisition, Purchase, Recruitment 7.04 02 Discussion
of Manpower, Fund relcase ete.

b - \

5. Project Monitoring and Evaluation 705 0 Idc.:(,lurc, .&

o Discussion

6. | Introduction to Public Procurement [Lecture &
Act, 2006 and Public Procurecment 7.06 02 Discussion
Rules,2008 -

7. Procurement plan, different ; [ecture &

7.07 02 . y
committees, and advertisement Discussion

8. Different Procurement Methods for 708 0 l.ccture &
Goods, Works, and Services B ' Discussion

Total hours= 16
Module-8: Financial Management
Total Marks: 50 (Evaluation Method: Final exam-50)
SL No Topic Session | Session | Instruction |
Code | hours | Mode |
1. | Budget Preparation with MTBI Lecture &
. 8.01 02
Framework ) Discussion

2. | Budget Implementation through Lecture &

. 8.02 02 s .
ibas++ _— B Discussion

3. | Duties of Drawing and Disbursing [ecture &

Officers, and Delegation of Financial 8.03 02 Discussion
Power _
) r T v
4. | Pay Fixation, P ension and (erluu) 2 04 0 L}Liurg. &
L | 45PF Discussion
5. | TA/DA Rules with exercise 805 | 02 L&D
6. | Preparation of income tax return (mth [ecture &
8.06 02 ; ;
exercise) : Discussion |

7. | Audit Objection & its Disposal 207 0 l,.churc. &

S i e Discussion |
~ Totalh hours— 14

%



Module-9: English Language, ICT Skills

Total Marks: 100 (Evaluation Method: Practical Exam- 50, Individual report &

Individual presentation-50)

SL Topic Session | Session | Instruction
No Code hours Mode
1. | MS Word, MS Iixcel and trouble 9.01 02 Lecture &
shooting : Discussion
2. | MS power point 9.02 02 I.,lccturc.&
S — Discussion
3. | Enriching vocabulary and developing Lecture &
. ; 9.03 02 . . I
rcading skills Discussion
4. | Developing writing skill and report Lecture &
o 9.04 02 ; :
writing - Discussion
5. | Pronunciation and words widely Lecture &
. 9.05 02 : :
mispronounced Discussion
Total hours= 10
Module-10: Physical Training, Games and Sports
Total Marks: 50 (Evaluation Method: Final Exam-50)
SL No Topicm Session | Session | Instruction
= Code hours mode
. | Nutrition and physical f(itness 10.01 02 Lf:cturc_&
R Discussion
2. | Effect of exercise on different organs Lecture &
10.02 02 " ;
and stress management _ Discussion |
3. | Common sports injurics and its | Lecture &
: e 10.03 2 || = .
prevention and rchabilitation | Dascussion
4. | Scdentary lifestyle and its cffects 10.04 0 szcturc‘&
S Discussion
5. | Physical and spiritual development Lecture &
it 10.05 02 : :
trough yoga and meditation Discussion
. Total hours 10
Module-11: Contemporary Issues
Total Marks: 100 (Evaluation Method: Quiz- 50, Final Exam-50)
'SLNo | Topic Session | Session | Instruction
Code hours Mode
1. | Autism and ncuro-development 11.01 0 Lecture &
disorder ' Discussion
2. | Role of civil servants against violence, Lecture &
: : ) 11.02 02 : .
terrorism and communalism. - Discussion |
3. | Drcam trajectory of Bangladesh: ¢ ediure i
vision 2021, 2041, 2071, 2100 (delta 11.03 02 :
Discussion
oo SR e : ]
4. | An overview of Sustainable 11.04 02 ~ | Lecture & !

L
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Module-13: Study Tour for 4 days
Total Marks: 100 [Evaluation Mcthod: Group presentation (Report Preparation-
50, Presentation-50)]

Development (SDG) ] Discussion
. 5. | 10 special initiatives of [1PM 11.05 0 L_cuur{.-&
, Discussion
| : : : B e =
6. | Fourth industrial revolution (4IR) 11.06 02 I,.c,cturc. &
— B Discussion
7. | Anti-Corruption laws/rules 11.07 0 L.(:clurc_&
| _ Discussion |
8. | Good governance and accountability 11.08 0 [ecture & |
mechanism in public organization ' - Discussion |
9. | Use of Social Media 11.09 02 |
I ) - Total hours= | 18 |
Module-12: Ethics and Etiquette
Total Marks: 50 (Evaluation Method: Practical Exam- 50)
SL No Topie Session | Session | Instruction
Code hours Mode
1. | Manner and Etiquette [ecture &
12.01 02 Discussion
o4 Ino . v 1 > 100 > ,r_-\_\ ) - - e Te) »
2. | Ethics and Values in Public Service 12.02 02 I;‘LLILII'L‘ &
- Discussion
3. | Table Manners 1203 0 ],.ccturc. &
D - _ | | Discussion
4. Total hours= | 06

SL o Tolii;.: | Session | Session | Instruction
No Code hours | mode |
1. | Study tour briefing 13.01 00 ‘ ],f:ciurc‘&

I | Discussion |
2. | Presentation of report on study tour 13.02- - '
04
1303 |
Total hours= 06

Module-14: Director General’s Evaluation
Total Marks: 100 (Evaluation Method: Viva- 50, CMT Evaluation-50)

SL Topic Session
No : Code
1. | Discipline, dress code, performance in
the class, performance in different 14.01
committees etc.
2. | Course viva
14.02
- Total hours |

;' R
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Session

_hours |

02

02

04

Instructio |
n mode |
- |

V



Module -15: Other Sessions:
Pre-Course Test: 1 hour

Course Bricfing: 02 hours

Open Sessions: 06 hours

Coursc evaluation: 02 hours

Yoga: 04 Hours

Total Hours- 185
Total Marks-1250

I —
o7 /D"’/"ﬁ{ TE
Deputy Director (Training) irector (Trainmg) L[ Director Ge\ner;l:{- r))‘f

e SEGE T amn m TS oy W
wL,—l(M 16 (ﬂf?i" 3 &) £ (Trifea) s wﬁ G -SeT
T iy SR AlE : (&ferm) ; pO -

e TS B #18rsm, pry Faamy TG, GIHT |

etraining 2024-2025'course contentsirajuk (7th batch) 45 days -dhaka.dec



