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Govt. of the People's Republic of Bangladesh
Bangladesh Institute of Research and Training on Applied Nutrition IBIRTANI

Ministry of Agriculhrre
Bishnandi, Araihazar, Narayanganj

Training Tlpe : In-house
Subject of Training : Learning Session on Financial Management
Date : 0L-03 January 2023
Duration : 9.30 am - 4.00 pm
Venue : Conference Room-2, Training Building, Head

Office, BIRTAN
Course Director : Md. Manir Hossain, Assistant Director
Course Coordinator : Md. Kausar Ahmed, Assistant Scientific Officer

I.t Day f01.01.2023l
I'rme Subject Traininq Method Resource Person
9:30-09:45 Registration

9:45-10:00 Inaugural Ceremony
Md. Khorshed

Alam,ndc
Director, BIRTAN

L0:00-11:00

Management of Different
Types Register: Index,

Movement, Despatch, Receive,
Stock, Condemn, Stamp, Peon

Book

Lecture and
Discussion

Md. Khorshed
Alam,ndc

Director, BIRTAN

1L:00-l-2:00 The Government Servant
Conduct Rules-1979

Lecture and
Discussion

Md. Abdul Wadud
Executive Director,

BIRTAN

12:00-01:00 Writing Note, Draft and
Summary, Report Writing

Lecture and
Discussion

Md KhorShed
AIam,ndc

Director, BIRTAN
L:00-02:00 Launch and Prayer

2:00-03:00 Process of Bill and Adjustment Lecture and
Discussion

Md. Manir Hossain
Assistant Director,

BIRTAN

3:00-04:00 Budget Preparation and
Management

Lecture and
Discussion

. Manir Hossain
Assistant Director,

BIRTAN

4:00-05:00 General Condition of Service Lecture and
Discussion

Md. Abdul Wadud
Executive Director,

BIRTAN



\

2nd Day t02.01,.2O23>
Time Subject Training Method Resource Person

9:00-10:00 Joining Time and T.A,D.A
Lecture and
Discussion

Md. Manir Hossain
Assistant Director,

BIRTAN

L 0'00-l- l-:00 Maintenance of Book Keeping Lecture and
Discussion

Md. Manir Hossain
Assistant Director,

BIRTAN

1" 1:00-12:00
The Government

S ervant(Discipline and
Appeal) Rules-2018

Lecture and
Discussion

Md. Abdul Wadud
Executive Director,

BIRTAN

L2:00-01:00 Prescribed Leave Ru1es
Lecture and
Discussion

Md. Khorshed Alam,ndc
Director, BIRTAN

l-:00-02:00 Launch and Prayer
2:00-03:U0 S ecretarial Instruc tion-2} L 4

and Its role in Modern Office
Management

Lecture and
Discussion

Md. Abdul Wadud
Executive Director,

BIRTAN

3:00-04:00
GovernmentVehicles (

Control of Use) Act-20L5
Lecture and
Discussion

Md. Khorshed Alam,ndc
Director, BIRTAN

3'd Day f03.01.20231

9:00-l-0:00

Office Management
Procedure: Docketing

Filing,Referencing, Fla ging
and Digital File Number

Lecture and
Discussion

Kazi Abul Kalam
Joint Secretary 1Ex;,
Government of the
People's Repubiic of

Bangladesh

10:00-11":00
Manner, Ettiqutes and

Protocol, Intra-departmental
Communication

Lecture and
Discussion

Md. Abdul Wadud
Executive Director,

BIRTAN

L L:00-12:00
Contributory Provident Fund

Rule-L979
Lecture and
Discussion

Md. Manir Hossain
Assistant Director,

BIRTAN

L2:00-01:00
Accountancy of Contributory

Provident Fund: Part-L
Lecture and
Discussion

Md. Manir Hossain
Assistant Director,

BIRTAN
1:00-02:00 Launch and Prayer

2:00-03'00
Accountancy of Contributory

Provident Fund: Part-2
(Exercise and

Practice)

. Manir Hossain
Assistant Director,

BIRTAN

3:00-04:00
Entitlement of Stationary

Item of Government Servant
Lecture and
Discussion

Md. Khorshed Alam,ndc
Director, BIRTAN

4.OO-4.20 Closing Ceremony
Md. Khorshed Alam,ndc

Director, BIRTAN


