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Govt. of the People’s Republic of Bangladesh

Bangladesh Institute of Research and Training on Applied Nutrition (BIRTAN)
Ministry of Agriculture
Bishnandi, Araihazar, Narayanganj

Training Type : In-house

Subject of Training

Date :01-03 January 2023
Duration :9.30 am - 4.00 pm
Venue

Course Director
Course Coordinator

: Learning Session on Financial Management

: Conference Room-1, Training Building, Head
Office, BIRTAN

: Tasnima Mahjabin, Senior Scientific Officer
: Md. Manir Hossain, Assistant Director

1st Day (01.01.2023)

Time Subject Training Method | Resource Person
9:30-09:45 Registration - -
Md. Abdul Wadud
9:45-10:00 Inaugural Ceremony - Executive Director,
BIRTAN
Md. Abdul Wadud
10:00-11:00 Thg Sﬁgfggﬁlﬁgzizgvgam LS;ZT:S?OI;d Executive Director,
BIRTAN
Human Resource
11:00-12:00 Management, Mind Set, Lecture and Md. Khorshed Alam,ndc
Attitude, Aptitude and Time Discussion Director, BIRTAN
Management
e, 2 Lecture and Md..Manir Hossain
12:00-01:00 Joining Time and T.AD.A Biccaasion Assistant Director,
BIRTAN
1:00-02:00 Launch and Prayer
2:00-03:00 Managerial Leadership and Lecture and Md. Khorshed Alam,ndc
' : Conflict Management Discussion Director, BIRTAN
Delegation of Administrative e nd Md. Abdul Wadud
3:00-04:00 | and Financial Authority, Intra- e tision Executive Director,
Department Communication BIRTAN
; ¢ Md. Manir Hossain
Bill, Voucher Preparation, Vat . i
4:00-05:00 and Source TaxI,)Process of fac i ind ARt Directon,

Bill Claim and Adjustment

Discussion

BIRTAN
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27d Day (02.01.2023)

Time Subject Training Method Resource Person
Self-Evaluation Report and
9:00-10:00 Annual Confidential Report LS ctre gnd Md. Khorshed Alam.ndc
Writing iscussion Director, BIRTAN
The Government Fattia and Md. Abdul Wadud
10:00-11:00 Servant(Discipline and S cission Executive Director,
Appeal) Rules-2018 BIRTAN
11:00-12:00 Office Inspection and Case Lecture and Md. Khorshed Alam,ndc
’ ; Study Discussion Director, BIRTAN
: ] Md. Manir Hossain
12:00-01:00 Contrlbut]gr}lr P{ g\;lgdent Fund LS 8 L _and Assistant Director,
ule- iscussion BIRTAN
1:00-02:00 Launch and Prayer
Z 300580 Accountancy of Contributory Lecture and Md.‘Mamr Hossam
Provident Fund:Part-1 Discussion AssistANTIEE
: BIRTAN
3.00-04:00 Accountancy of Contributory Exercisg and %;;gg:ﬁé%i%?ﬁ;
Provident Fund:Part-2 Practice BIRTAN
314 Day (03.01.2023)
Preparing Notice, Conduct LoMEE and Md. Abdul Wadud
9:00-10:00 Meeting, Preparation of hecion Executive Director,
Working Paper and Minutes BIRTAN
. Md. Manir Hossain
10:00-11:00 Budgi}i Preparatmtn and Lg = e gnd Assistant Director,
anagemen iscussion BIRTAN
Management of Different Kazi Abul Kalam
Types Register: Index, Joint Secretary (Ex),
11:00-12:00 | Movement, Despatch, Receive, LDei(;tCuJ‘SeSir—_lor;d Government of the
Stock, Condemn, Stamp, Peon People’s Republic of
Book Bangladesh
Kazi Abul Kalam
= Joint Secretary (Ex),
12:00-01:00 SYS;E% Ngze’giwr?gg LDei(;t:uJ‘:S?;ld Government of the
y. hep g People’s Republic of
Bangladesh
1:00-02:00 Launch and Prayer
; Kazi Abul Kalam
Procgg;iz-%ggsgt?r%eﬁflmg Lecture and Jowt Secretsiy 0,
2:00-03:00 R y ; 2 : : Government of the
eferencing, Flagging and Discussion 1 :
Digital File Number People’s Republic of
Bangladesh
3.00-04:00 Grievance Redress Lecture and Tasnima Mahjabin
g ’ System(GRS) Discussion SSO, BIRTAN
Md. Abdul Wadud
4.00-4.20 Closing Ceremony / Executive Director,

BIRTAN
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