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Vision 
and 
Mission 
of BPATC 

Vision 

Mission 

 

BPATC becomes a centre of excellence for 

developing patriotic, competent and 

professional civil servants dedicated to 

public interest. 

 
 

We are committed to achieve the shared 

vision through: 

• developing competent and professional 

human resources by imparting quality 

training and development programmes; 

• conducting research, publishing books 

and journals and extending consultancy 

services for continuous improvement of 

public service delivery system; 

• establishing effective partnership with 

reputed institutions of home and abroad 

for developing organisational capacity; 

and 

• promoting a culture of continuous 

learning to foster a knowledge-based 

civil service. 

 

 

Core 
Values 
BPATC, in all spheres of activities, 

cherishes the spirit of our great liberation 

war, fundamental principles of state 

policy and patriotism; and strives to 

infuse those among the stakeholders 

effectively. BPATC’s operating principles 

are built on core values of discipline, 

integrity, inclusiveness, professionalism, 

innovation, team spirit and learning for 

results. 
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Preface 

 

 
Regional Public Administration Training Centre (RPATC) conducts training to 

enhance the capacity of the government employees for building effective, inclusive, accountable Public 

Administration system in line with BPATC. This year RPATCs will arrange three categories of Fundamental 

Training Courses for government employees of grade 10 to 20 to ensure quality work and improve public 

service delivery. 

 

Furthermore, they also will arrange a good number of skill oriented specialized training courses each year 

for governmental and semi-governmental officials and employees as designed by BPATC. BPATC has 

prepared a training calendar for the year 2019-2020 for its four RPATCs which contain thirty seven training 

courses. Ten of these courses are targeted to employees of grade 10 to 12 and the equivalents, while 

thirteen are designed for grade 13-16, thirteen are designed for grade 17-20 employees and one Special 

Foundation Training Course will be arranged only at Dhaka RPATC for promoted government officials of 

grade 9. The courses are designed in such a way that helps participants to solve their day to day problems 

facing at their respective workplaces. The  training courses will help to implement governments 60 hours 

training programmes for all level employees in upazila, district and divisional level offices to expedite 

implementation of the government development activities. 

 

BPATC is sincerely committed to nurture the development of human resources and to support pursuit of 

academic and professional excellence. We continue to improve our training programmes to keep pace 

with the progress of science and technology, so that our trainees are well prepared for local and global 

engagements. If we remain focused, persistent and consistent in using these training programmes, they 

will empower us all to build thriving cultures of high performance and development and to anticipate as 

well as minimize the consequences of common pitfalls along the way. 

 

We do believe that the training courses to be conducted by RPATCs during the year 2019-2020, will be of 

immense benefit for the officials and employees of governmental and semi-governmental organizations in 

enhancing their skills and expertise at a reasonable level, required to discharge their duties for the people 

more efficiently and effectively. 

 
Dr M AslamAlam 

Rector 
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Introducing RPATCs 

Regional Public Administration Training Centres 

(RPATCs), the arms of Bangladesh Public 

Administration Training Centre (BPATC), are 

mandated to discharge training programmes for 

support staff and officials of the government at 

regional level. BPATC, the apex public sector 

training institute of Bangladesh, as an 

organization, emerged on 28 April 1984 through 

promulgation of the Public Administration 

training Centre Ordinance,1984 (Ordinance No. 

XXVI) by merging 

 

 

 
former Bangladesh Administrative Staff College 

(BASC),National Institute of Public Administration 

(NIPA), Civil Officers’ Training Academy (COTA) 

and Staff Training Institute (STI). The training 

activities of BPATC are broadly classified into two 

major groups: core courses and short specialized 

courses. Core courses are career oriented and 

are meant for the officials of different tires of the 

government while short specialized courses are 

skill oriented and are meant for both officials 

and 
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support staff. BPATC mostly organizes core 

courses although some specialized short courses 

for the employees of grade 9 to above and 

equivalents are included in its training 

programmes while RPATCs, the regional centres 

of BPATC conduct only short specialized courses 

for officials and staff of the government. The 

levels of clientele groups of BPATC range from 

new recruits of the Bangladesh Civil Service to 

the top level policy makers while clients of 

RPATCs are junior to mid level officials and 

support staff of grade10-16 and grade17-20. 

BPATC has four regional centres located at 

former greater divisional headquarters namely 

Dhaka, Chattogram, Khulna and Rajshahi. Each 

RPATC, headed by a Deputy Director, is staffed 

with twenty nine employees of different 

categories. In order to improve knowledge, skill, 

efficiency and managerial ability of the officers 

and staff working at field level, varied training 

programmes are offered at the RPATCs. RPATCs 

put emphasis on issues like Bangladesh service 

Rules (BSR), Office Management, Information 

and Communication Technology (ICT) Course for 

official purposes. RPATCs impart fundamental 

training programme for the employees of grade 

10-20. The training programmes organized at 

RPATCs range from one week to six weeks and 

some of the programmes are held more than 

once in a calendar year. Although BPATC as 

parent organization prepares the design of these 

training  courses,  RPATCs  are mandated to 

redesign and update course contents and design 

to cater the changing needs and demands of the 

clients. 

Training courses conducted at RPATCs are mainly 

non-residential but there are affluent 

accommodation facilities for the trainees in all 

four regional centres. Officials and staff of all 

levels from government, semi-government, 

autonomous bodies and private sector 

organizations may participate in the training 

courses of regional centres either on payment or 

at free of cost as per decision made by the 

centre. 
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RPATCs put emphasis on 

issues like Bangladesh Service 

Rules (BSR), Office 

Management, Information and 

Communication Technology 

(ICT) Course for official 

purposes. 
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Gantt Chart of Training Calendar for RPATCs 2019-20  
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Name of the 

Course/Programme 

No. of 
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Duration 

(days) 

2019 2020 
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G
ra

d
e
 

0
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01. 

SpecialFoundation 

Training Coursefor 

promotedOfficials 

01 45 

    

17 - 31 
বিশেষ দ্রষ্টব্যঃ ক্রবিক নং ১ এর ককোর্ সটি শুধুিোত্র ঢোকো আরবিএটিবর্শে 

অনুবিে হশি। 

G
ra

d
e
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2
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m
p

lo
y
e
e
s 

02. 
Fundamental Training 

Course 
04 28 07 - 03  06 - 02 

 
05 - 01  26 - 23 

 

03. 
Office Management 

and ICT Course 
01 12 

  
01 - 12 

         

04. 
Financial 

Management Course 
01 12 

     
01 - 12 

      

05. 
Conduct and 

Discipline Course 
01 05  04 - 08 

          

 
06. 

Information and 

Communication 

Technology(ICT) 

Course 

 
01 

 
12 

          

03 - 14 

 

07. 
Communicative 

English Course 
01 12 

        
01 - 12 

  
 

08. e-Nothi Course 01 05 
 

25 - 29 
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e
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3
-1

6
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09. 
Fundamental Training 

Course 
08 21 14 - 03 01 - 21 06 - 26 03 - 23 01 - 21  02 - 22  05 - 25  01 - 21 

10. 
Office Management 

and ICT Course 
01 12 

 
 

    
12 - 23 

     

11. 
Financial 

Management Course 
01 12 

       
09 - 20 

    

12. 
Conduct and 

Discipline Course 
01 05 

    
24 - 28 

    
 

  

 
13. 

Information and 

Communication 

Technology(ICT) 

Course 

 
01 

 
12 

        

08 - 19 

   

14. e-Nothi Course 01 05   15 - 19          

G
ra

d
e
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7
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o
 2

0
 15. 

Fundamental Training 

Course 
12 14 01 - 14 18 - 31 08 - 21 13 - 26 17 - 30 08 - 21 06 - 19 09 - 22 01 - 14 12 - 25 10 - 23 07 - 20 

 

16. 

কেড ১৭-২০কি সচোরীশের 

জন্য কিৌবিক ককোর্ স 

 

01 

 

05 

         

19 – 23  

  

 

*Schedule can be changed on emergency basis 
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C
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01. Special Foundation Training Course for Promoted Officials (Grade 09) 

1) Venue 

2) Number of course 

3) Duration 

4) Date 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objective(s) 

 

 

 

 

 

Distribution of days 

Duration 45 days 

Weekly & other 12 

holidays 

Working days 33 

a Inauguration ½day 
 

b Closing ½day 

c Field Visit(Two) 2 days 
 

d Exam/Exercises 2½ days 

e Cultural Program ½day 

 

Total   6 days 

 
Available days for Classroom session days 27x (5 sessions everyday) = 135 sessions are admissible. 

Total Sessions of the Module- 127 

: RPATC, only Dhaka 

: 01 in RPATC, only Dhaka  

: 45 days 

: 17 Nov. 2019 – 31 Dec. 2019 

: Residential 

: 25 

: Employees Promoted to the post of Grade 09 

: RPATCs invite nominations from relevant 

Departments, Organizations, Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: The general objective of this course is to develop 

leadership competencies of the participants for 

managing their own organization strategically with 

professional excellence. The principal aim is to 

foster participants’ capacity to meet the upcoming 

challenges that the country will face. 
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11) Course Contents 
 

Module01 : Bangladesh: History, Society and Culture 

Total Marks : 50 

Evaluation Methods:  Group Report 

Module Director : 

Objective : To give participants a common understanding regarding the Key 

social, cultural, historical and political aspects of Bangladesh 
 

Topic 

Code 

Session 

Hour 
Topic. 

Training 

Method 

01.01 01 Historical Background of Bangladesh L&D 

01.02 02 Liberation War of Bangladesh: Background and Spirit L&D 

01.03 01 Natural Resources of Bangladesh L&D 

01.04 01 Social Structure and Cultural Heritage of Bangladesh L&D 

01.05 - Know Bangladesh Field Vis. 

 
 

Module-02 : Behavioral Governance 

Total Marks : 50 

Evaluation Methods:  Written Examination 

Module Director : 

Module Objectives : The participants will be able to– 

• Understand and apply means of HRM and Good Governance in work 

place; and 

• Maintain basic office procedures appropriately. 
 

Topic 

Code 

Session 

Hour 
Topic. 

Training 

Method 

02.01 02 Know Thyself L&D 

02.02 01 Attitude Change and Mindset Building L&D 

02.03 01 Etiquette, Manner and Dress Code L&D 

02.04 01 Table Manners L&P 

02.05 01 Administrative Ethics and Values L&D 

02.06 01 Problem Solving and Decision Making Process L&D 

 
 

Module 03 : Constitution and Other Legal Provision Relating to Public Service 

Delivery 

Total Marks : 50 

Evaluation Methods: Written Examination 
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Module Director : 

Objective : To adhere to the basic rules, organs and procedures of 

Bangladesh Government 
 

Topic 

Code 

Session 

Hour 
Topic. 

Training 

Method 

03.01 02 Salient Features of Bangladesh Constitution and 

Fundamental Rights 

L&D 

03.02 01 Executive Organ of Bangladesh L&D 

03.03 01 Legislature of Bangladesh L&D 

03.04 01 Judiciary of Bangladesh L&D 

03.05 01 Rights and Obligations of Public Servants and 

Constitutional Provisions 

L&D 

 
 

Module04 : Public Sector Management     

Total Marks : 50 

Evaluation Methods:  Group Report 

Module Director : 

Objective : To orient participants with the dynamics of changing public sector 

management 
 

Code Session Title of the Topic Method 

04.01 01 Essentials of Public Management L & D 

04.02 01 New Public Management: changing dynamics of PSM L & D 

04.03 01 Citizen Charter: Bangladesh perspective L & E 

04.04 01 Public Policy process and decision making L & D 

04.05 01 Good governance: components, practices and 

challenges 

L & D 

04.06 01 Ethics in Public Service Delivery L & D 

04.07 01 Performance Management, APA and ACR Writing L & E 

 
 

Module-05 : Strategic Management and Leadership  

Total Marks : 50 

Evaluation Methods:  Group Exercise  

Module Director : 

Objectives : The participants will be able to– 

• Identify the behavioral strengths and weakness and 

• Promote interpersonal relations in administration. 
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Topic 

Code 

Session 

Hour 
Topic. 

Training 

Method 

05.01 02 Leadership and Personality Development, Group 

Dynamics and Team Building 

L&D 

05.02 01 Negotiation Skill L&D 

05.03 01 Conflict Management and Behavioral Attitude L&D 

05.04 02 Strategic Management: SWOT Analysis , Crafting 

Strategies, Setting SMART Objectives, 5 Force Model 

L&P 

 
 

 

Module 06 : Essential Service Rules 

Total Marks : 50 

Evaluation Methods:  Written Examination 

Module Director : 

Objective : To acquaint participants with essential service rules and 

Regulations 

 

Code Session Title of the Topic Method 

06.01 01 Bangladesh Service Rules (BSR) L & D 

06.02 01 General conditions of government service L & D 

06.03 01 Recruitment, joining time, promotion and Seniority 

Rules 

L & D 

06.04 01 Leave Rules, 1959 L & D 

06.05 01 The Government Servant Conduct Rules, 1979 L & D 

06.06 02 The Government Servant (Discipline and Appeal) Rules 

1985 

L & E 

 
 

Module 07 : Office Management 

Total Marks : 50 

Evaluation Methods:  Written Examination 

Module Director : 

Objective : To enable to apply official procedures effectively and efficiently 

 

Code Session Title of the Topic Method 

07.01 01 Introduction to Secretariat Instructions 2014 L & D 

07.02 01 Office procedure: docketing, filing and referencing L & D 
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Code Session Title of the Topic Method 

07.03 01 Records Management (relevant part of The Bengal 

records Manual, 1943) 

L & D 

07.04 01 Noting, Drafting and Summary writing L & E 

07.05 01 Forms of written communication L & E 

07.06 01 Equipment, Store and Stationary Management L & E 

07.07 01 Office inspection & Office Security L & D 

 
 

 

Module 08 : Financial Management 

Total Marks : 45 

Evaluation Methods:  Written Exam-25, GroupReport-20 

Module Director : 

Objective : Enable the participants to apply financial rules and regulations 

correctly 

 

Code Session Title of the Topic Method 

08.01 01 General Financial Rules L & D 

08.02 01 Office budget preparation and MTBF L & D 

08.03 02 Duties and responsibilities of Drawing and Disbursing 

Officer 

L & D 

08.04 01 Delegation of financial power L & D 

08.05 01 Pay fixation L & E 

08.06 01 Pension and Gratuity L & E 

08.07 01 Travelling Allowance (TA) & Daily Allowance (DA) Rules L & E 

08.08 02 Income Tax and VAT Rules, Income Tax Return 

Preparation 

L & E 

08.09 01 General Provident Fund, Benevolent Fund and Group 

Insurance Rules 

L & D 

08.10 01 Audit Procedures: objection and reply L & D 

 
 

Module 09 : Public Procurement Management  

Total Marks : 50 

Evaluation Methods : Group Exercise  

Module Director : 

Objective : To acquaint with and apply rules and regulations of public 

procurement 
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Code Session Title of the Topic Method 

09.01 01 Key features of PPA 2006 and PPR 2008 L & D 

09.02 02 Public Procurement Methods: Goods, Works

 &Intellectual and Professional Services 

L & D 

09.03 02 Standard Tender Documents (ITT, GCC, PCC, Technical 

Specification) 

L & D 

09.04 01 Exercise on TDS Exercise 

09.05 02 Tender/Proposal opening and evaluation L,D & E 

09.06 01 Tender/Proposal approval and award procedure with 

reference to CCGP and Contract Administration and 

Management 

L,D & E 

 
 

 

Module 10 : Achieving Sustainable Development Goals  

Total Marks : 75 

Evaluation Methods:  Written Examination-25, Group Report- 50  

Module Director : 

Objectives : The participants will be able to– 

• Explain the factors influencing the development and 

economic policies of Bangladesh. 

• Prevent environmental degradation and negative impact of 

environmental change by taking appropriate R&D initiative and 

pave the way of furthering it by innovation and research. 

 

Code Session Title of the Topic Method 

10.01 02 Socio Economic Indicators of Bangladesh L&D 

10.02 02 Aligning SDGs with 7th Five Year Plan and Vision 2021 L&D 

10.03 01 Sustainable Development : Concept and Issues in 

Context of Bangladesh 

L&D 

10.04 01 Disaster Management & SDGs L&D 

10.05 01 Goal 01: No Poverty L&D 

10.06 01 Goal 02: Zero Hunger L&D 

10.07 01 Goal 03: Good Health & Well-being L&D 

10.08 01 Goal 04: Quality Education L&D 

10.09 01 Goal 05: Gender Equality L&D 

10.10 01 Goal 6: Clean Water and Sanitation L&D 

10.11 01 Goal 8: Decent Work & Economic Growth L&D 
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Code Session Title of the Topic Method 

10.12 01 Goal 9: Industry, Innovation & Infrastructure L&D 

10.13 01 Goal 10: Reduced Inequality L&D 

10.14 01 Goal 11: Sustainable Cities ( Urban Management) and 

Communities 

L&D 

10.15 01 Goal 12: Responsible Consumption and Production L&D 

10.16 01 Goal 13: Climate Action (Climate Change and Disaster 

Risk Reduction) 

L&D 

10.17 01 Goal 14: Life below Water L&D 

10.18 01 Goal 15: Life on Land L&D 

10.19 02 Goal 16: Peace, Justice and Strong Institutions 

Goal 17: Partnership to Achieve the Goal 
L&D 

 
 

 

Module 11 : Project Management 

Total Marks : 50 

Evaluation Methods:  Group Exercise  

Module Director : 

Objective : To make participants understand the different stages of 

Project cycle and enable them to use different tools of project 

management 

 

Code Session Title of the Topic Method 

11.01 01 Project Planning Process in Bangladesh: An Overview L & D 

11.02 01 Project: Concepts, Classification and Stages L & D 

11.03 01 Project Preparation: Various Formats L & D 

11.04 01 Project Appraisal and Approval L & D 

11.05 01 Project Implementation Techniques & Challenges L & D 

11.06 01 Project Risk Analysis and Scoping L & D 

11.07 01 Project monitoring and evaluation system L & D 

 
 

Module 12 : ICT and e-Governance 

Total Marks : 50 

Evaluation Methods:  Practical 

Module Director : 

Objective : To aware participants of the application of ICT in Governance 
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Code Session Title of the Topic Method 

12.01 02 Information Literacy for Better Public Service Delivery L & D 

12.02 01 E- governance: Conceptual Overview L & D 

12.03 01 Electronic File management, File Tracking and Record 

Keeping, e-Nothi 

L & D 

12.04 02 Innovation in Service Delivery and Service Process 

Simplification 

L & E 

12.05 02 Essential ICT Skills: Power Point, Excel etc L & D 

 
 

 

Module 13 : Use of Official Language and Communicative English  

Total Marks : 50 

Evaluation Method:  Class Test 

Module Director : 

Objective : The participants through this module will be able to enhance their 

language skills 

 

Code Session Title of the Topic Method 

13.01 01 
প্রমিত বাাংলা বানান রীতি 

L & E 

13.02 01 Common errors in Bangla L & E 

13.03 02 English Language Skills: Listening L & E 

13.04 02 English Language Skills: Reading L & E 

13.05 02 English Language Skills: Speaking L & E 

13.06 01 English Language Skills: Writing (Descriptive

 &Argumentative) 

L & E 

13.07 01 Common errors in English L & E 

13.08 02 Debate L & D 

 
 

Module 14 : Art of Reviewing Book/Journals  

Total Marks : 50 

Evaluation Method :  Report Writing-30, Presentation-20 

Module Director : 

Objectives : Objectives of the module are: 

a. to develop skills in critically reviewing books; 

b. to enhance public speaking capability of the trainees; and 

c. to develop reading habits. 
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Code Hrs Topics Method 

14.01 2 Introduction to Art of Book Review L & D 

14.02 7 Book/Article/Case Studies Review Report Presentation 

(20 min. for each presentation including Q&A) 

R & P 

 
 

 

Module 15 : Physical Conditioning and Games 

Total Marks : 100 

Evaluation Methods:  Written Examination-25, Attendance & Other Activities-75 

Module Director : 

Objective : To help make physical exercise a habitual behavior 

 

Code Session Title of the Topic Method 

15.01 01 Effects of Sedentary Lifestyle and Management L & D 

15.02 01 Health, Challenges & way forward L & E 

15.03 01 Managing Wellness L & D 

15.04 - Practical: Physical Conditioning (Morning); Walking, 

Jogging, Freehand Exercises, Ground Exercise, 

Stretching, Yoga. 

Practice 

15.05 - Games (Evening): According to Participants’ Interest 

(Volleyball, Tennis, Badminton & other activities) 

Practice 

 
12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Case Study 

e) Study Visit 

13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant 

will be evaluated within 200 marks. The breakdown of the marks will be as follows: 
 

a) Written Exam 275 

b) Group Exercise 150 

c) Group Report 170 
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d) Class Test 50 

e) Report Writing 30 

f) Presentation 20 

g) practical 50 

h) Class Attendance and Overall 75 

Conduct &Discipline 

Total 820 
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02. Fundamental Training Course for Grade 10-12 Employees 

1) Venue 

2) Number of course 

3) Duration 

4) Date 

 

 

 

 

 

 

 

 

 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objective(s) 

a) To enable participants for understanding potentials and opportunities of Bangladesh; 

b) To develop a sense of ethical values and patriotic feelings among the participants; 

c) To enhance participants’ knowledge and skills with regard to the proper applications of 

Government systems and rules; 

d) To enable participants identify and analyze communication process and behavior patterns of 

management practices; and 

e) To equip participants to utilize information communication technology in office management. 

: All RPATCs 

: 04 in each RPATC 

: 28 days 

:1st  Course 07 July – 03 August 2019 

2
nd Course 06 October – 02 November 2019 

3
rd Course 05 January – 01 February 2020 

4
th Course 26 April – 23 May 2020 

: Residential/Non-Residential 

: 25 

: Employees holding the post of Grade 10-12 

: RPATCs invite nominations from relevant 

Departments, Organizations, Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: 
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Distribution of days 

Duration 28 days 

Weekly holidays 8 

Working days 20 
 

a. Inauguration ½day 
 

b. Closing ½day 
 

c. Field Visit (Two) 1½ days 
 

d. Exam/Exercises 1day 
 

e. Cultural Program ½day 
 

Total   4 days 

 
Available days for Classroom session 16 x (5 sessions everyday) = 80 sessions are admissible. 

Total Sessions of the Modules- 77 

11) Course Contents 

Module-01 : Bangladesh Studies 

No. of Sessions : 12 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 Background & Spirit of Liberation War of 

Bangladesh 

  

01.02 1 Socio-Economic Condition of Bangladesh   

01.03-04 2 Vision 2021 and Perspective Plan 2041   

01.05-06 2 Sustainable Development Goals: Bangladesh 

Perspective 

  

01.07-10 4 Potentials of Bangladesh (Workshop)   

01.11 1 Role of Government Employees During Elections   

01.12 1 Comprehensive Disaster Management   

 
 

Module-02 : Ethics for Government Employees 

No. of Sessions : 12 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.01-02 2 Constitutional obligation of the public servants   

02.03 1 Manner, Etiquettes and Dress Code of 

Government Employees 

  

02.04-05 2 National Integrity Strategy (NIS)   
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Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.06 1 Combating Corruption in Public Service Delivery   

02.07 1 Religious Values in Controlling Corruption   

02.08 1 Dealing with Service Recipients   

02.09-12 4 Workshop on Empathy Building   

 
 

 

Module-03 : Service Rules and Office Management 

No. of Sessions : 15 
 

Topic 

Code 
Hours Topics 

Facilitator

/ Speaker 
TM 

03.01 1 The Government Servants (Conduct) Rules, 1979   

03.02 1 The Government Servants (Discipline and Appeal) 

Rules, 1985 

  

03.03 1 The Pubic Employees (Punctual Attendance) 

Ordinance, 1982 

  

03.04 1 Leave Rules, 1959   

03.05 1 Right to Information Act, 2009   

03.06 1 Performance Evaluation and Annual Confidential 

Report (ACR) Writing 

  

03.07 1 Annual Performance Agreement (APA)   

03.08 1 File Management Including Secretariat Instructions   

03.09 1 Writing Note, Draft and Summary   

03.10 1 Forms of Written Communication (Official Letter, 

DO and Office Memorandum) 

  

03.11 1 Forms of Written Communication (Exercise)   

03.12 1 Conducting Meeting, Preparing Working 

Paper and Writing Minutes 

  

03.13 1 Office Inspection   

03.14 1 Citizen Charter   

03.15 1 Procedure of Condemnation of Office Equipment   

 
 

Module-04 : Financial Rules and Procedures  

No. of Sessions : 13 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

04.01 1 General Financial Rules   
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Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

04.02 1 Treasury Rules   

04.03-04 2 Public Procurement Act, 2006 and Public 

Procurement Regulations, 2008 

  

04.05 1 Budget and Budgetary Process in Bangladesh   

04.06 1 Audit and Settlement of Audit Objections   

04.07 1 Pay Fixation   

04.08 1 TA & DA Rules (with exercise)   

0 4.09 1 Pension and Gratuity   

0 4.10 1 General Provident Fund, Benevolent Fund and 

Group Insurance Rules 

  

0 4.11 1 VAT Rules   

0 4.12 1 Laws Relating to Income Tax   

0 4.13 1 Self Tax Assessment and Income Tax Return 

Preparation 

  

 
 

 

Module-05 : Information and Communication Technology 

No. of Sessions : 17 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

05.01 1 Introduction to Computer: Hardware and 

Software 

  

05.02-03 2 Essential ICT Skill: MS Word   

05.04 1 Essential ICT Skill: MS Excel   

05.05 1 Essential ICT Skill: MS Power Point   

05.06 1 Essential ICT Skill: Browsing Internet and using 

email 

  

05.07-11 5 Unicode: Bangla Typing, Blind Typing practice 

(Bangla & English) 

  

05.12 1 Introduction to e-nothi   

05.13-16 4 Workshop on e-nothi   

05.17 1 PC Maintenance and Troubleshooting   



Training Calendar 
 2019-2020 

15 

 

 

 
 

 

Module-06 : Management of Other Important Issues 

No. of Sessions : 08 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

06.01 1 Orientation and Effective Utilization of Office 

Equipments 

  

06.02 1 Purchasing and Preservation of Goods   

06.03 1 Distribution and Maintenance of Accounts of 

Stationeries 

  

06.04 1 Purchase and Distribution of Dresses and 

Liveries of the Government Employees 

  

06.05 1 Maintenance of Furniture and Equipment   

06.06-07 2 Project Management and Project Cycle   

06.08 1 Health Awareness (Communicable and non 

Communicable Diseases) 

  

 
12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Case Study 

e) Study Visit 

13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant 

will be evaluated within 200 marks. The breakdown of the marks will be as follows: 

a) Written Exam 100 

b) Exercise/Group Work 80 

c) Class Attendance and Overall 20 

Conduct &Discipline 

Total 200 
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03. Office Management and ICT Course for Grade 10-12 Employees 

1) Venue 

2) Number of course 

3) Duration 

4) Date 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objective(s) 

a) To enhance participants’ knowledge and skills with regard to the proper applications of 

Government systems and rules; 

b) To enable participants identify and analyze communication process and behavior patterns of 

management practices; and 

c) To equip participants to utilize information communication technology in office management. 

Distribution of days 
 

Duration 12 days  

Weekly holidays 2 

Working days 10 

 a. Inauguration- ½ day 

 b. Closing- ½ day 

 c. Field Visit 1 day 

 d. Exam/Exercises ½ day 

 e. Cultural Program ½ day 

 Total 3 days 

 
Available days for Classroom session 7 x (5 sessions everyday) = 35 sessions are admissible. 

Total Sessions of the Modules- 36 

: All RPATCs 

: One in each RPATC 

: 12 days 

: 01 – 12 September 2019 

: Residential/Non-Residential 

: 25 

: Employees holding the post of Grade10-12 

: RPATCs invite nominations from relevant 

Departments, Organizations, Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: 



Training Calendar 
 2019-2020 

17 

 

 

 

11) Course Contents 
 

Module-01 : Service Rules and Office Management 

No. of Sessions : 14 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 The Government Servants (Conduct) Rules, 

1979 

  

01.02 1 The Government Servants (Discipline and 

Appeal) Rules, 1985 

  

01.03 1 The Pubic Employees (Punctual Attendance) 

Ordinance, 1982 

  

01.04 1 Leave Rules, 1959   

01.05 1 Right to Information Act, 2009   

01.06 1 Performance Evaluation and Annual 

Confidential Report (ACR)Writing 

  

01.07 1 Annual Performance Agreement (APA)   

01.08-09 2 File Management and Record management as 

per Secretariat Instructions 

  

01.10 1 Writing Note, Draft and brief   

01.11 1 Forms of Written Communication (Official 

Letter, DO and Office Memorandum) 

  

01.12 1 Forms of Written Communication (Exercise)   

01.13 1 Citizen Charter   

01.14 1 Procedure of Condemnation of Office 

Equipment 

  

 

Module-02 : Information and Communication Technology 

No. of Sessions : 17 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.01 1 Introduction to Computer: Hardware and 

Software 

  

02.02-03 2 Essential ICT Skill: MS Word   

02.04 1 Essential ICT Skill: MS Excel   

02.05 1 Essential ICT Skill: MS Power Point   

02.06 1 Essential ICT Skill: Browsing Internet and using 

email 
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Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.07-11 5 Unicode: Bangla Typing, 

Blind Typing practice (Bangla & English) 

  

02.12 1 Introduction to e-nothi   

02.13-16 4 Workshop on e-nothi   

02.17 1 PC Maintenance and Trouble shooting   

 
 

 

Module-03 : Store Management 

No. of Sessions : 05 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

03.01 1 Orientation and Effective Utilization of Office 

Equipments 

  

03.02 1 Purchasing and Preservation of Goods   

03.03 1 Distribution and Maintenance of Accounts of 

Stationeries 

  

03.04 1 Purchase and Distribution of Dresses and 

Liveries of the Government Employees 

  

03.05 1 Maintenance of Furniture and Equipment   

12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Case Study 

e) Study Visit 

13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant will 

be evaluated within 100 marks. The breakdown of the marks will be as follows: 

a) Written Exam  50 

b) Exercise/Group Work 30 

c) Class Attendance and Overall 20 

Conduct &Discipline 

Total  100 
 



Training Calendar 
 2019-2020 

19 

 

 

 

04. Financial Management Course for Grade 10-12 Employees 

1) Venue 

2) Number of course 

3) Duration 

4) Date 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objective(s) 

a) To increase participants’ level of understanding about the constitutional and legal aspects of 

financial management of Bangladesh; 

b) To make participants aware about their role as financial managers; and 

c) To enable participants correctly perceive, interpret and analyze financial rules in decision 

making process. 

Distribution of days 
 

Duration 12 days  

Weekly holidays 2 

Working days 10 

 a. Inauguration- ½ day 

 b. Closing- ½ day 

 c. Field Visit 1 day 

 d. Exam/Exercises ½ day 

 e. Cultural Program ½ day 

 Total 3 days 

 
Available days for Classroom session 7 x (5 sessions everyday) = 35 sessions are admissible. 

Total Sessions of the Modules- 35 

: All RPATCs 

: One in each RPATC 

: 12 days 

: 01 – 12 December 2019 

: Residential/Non-Residential 

: 25 

: Employees holding the post of Grade 10-12 

: RPATCs invite nominations from relevant 

Departments, Organisations, Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: 



 BPATC    

20 

                                                                    

 

 

11) Course Contents 
 

Module-01 : Financial Rules and Procedures 

 No. of Sessions : 13 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 General Financial Rules   

01.02 1 Treasury Rules   

01.03-04 2 Public Procurement Act, 2006 and Public 

Procurement Regulations, 2008 

  

01.05 1 Budget and Budgetary Process in Bangladesh   

01.06 1 Audit and Settlement of Audit Objections   

01.07 1 Pay Fixation   

01.08 1 TA & DA Rules (with exercise)   

01.09 1 Pension and Gratuity   

01.10 1 General Provident Fund, Benevolent Fund and 

Group Insurance Rules 

  

01.11 1 VAT Rules   

01.12 1 Laws Relating to Income Tax   

01.13 1 Self Tax Assessment and Income Tax Return 

Preparation 

  

 
 

Module-02 : Information and Communication Technology 

No. of Sessions : 17 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.01 1 Introduction to Computer: Hardware and 

Software 

  

02.02-03 2 Essential ICT Skill: MS Word   

02.04 1 Essential ICT Skill: MS Excel   

02.05 1 Essential ICT Skill: MS Power Point   

02.06 1 Essential ICT Skill: Browsing Internet and using 

email 

  

02.07-11 5 Unicode: Bangla Typing, 

Blind Typing practice (Bangla & English) 

  

02.12 1 Introduction to e-nothi   

02.13-16 4 Workshop on e-nothi   

02.17 1 PC Maintenance and Trouble shooting   



Training Calendar 
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Module-03 : Store Management 

No. of Sessions : 05 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

03.01 1 Orientation and Effective Utilization of Office 

Equipments 

  

03.02 1 Purchasing and Preservation of Goods   

03.03 1 Distribution and Maintenance of Accounts of 

Stationeries 

  

03.04 1 Purchase and Distribution of Dresses and 

Liveries of the Government Employees 

  

03.05 1 Maintenance of Furniture and Equipment   

 

12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Case Study 

e) Study Visit 

13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant 

will be evaluated within 100 marks. The breakdown of the marks will be as follows: 

a) Written Exam 50 

b) Exercise/Group Work 30 

c) Class Attendance and Overall  

Conduct & Discipline     20 

Total 100 
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05. Conduct and Discipline Course for Grade 10-12 Employees 

1) Venue 

2) Number of course 

3) Duration 

4) Date 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objective(s) 

To increase participants’ knowledge and skills with regard to the theoretical and practical aspects 

of conduct and discipline. 

Distribution of days 
 

Duration 05 days  

Weekly holidays 00 

Working days 05 

 a. Inauguration- ¼ day 

 b. Closing- ¼ day 

 c. Field Visit ½ day 

 d. Exam/Exercises ¼ day 

 e. Cultural Program 00 day (May be 

arranged at evening) 

 Total 1¼days 

 
Available days for Classroom session 4 x (5 sessions everyday) = 20 sessions are admissible. 

Total Sessions of the Modules- 18 

: All RPATCs 

: One in each RPATC 

: 05 days 

: 04 – 08 August 2019 

: Residential/Non-Residential 

: 25 

: Employees holding the post of Grade 10-12 

: RPATCs invite nominations from relevant 

Departments, Organisations, Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: 
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11) Course Contents 
 

Module-01 : Official Rules and Regulations  

No. of Sessions : 08 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 The Constitution of Bangladesh and Expected 

Conduct of Government Servants 

  

01.02 1 The Government Servants(Conduct) Rules,1979   

01.03-04 2 The Government Servants (Discipline and 

Appeal) Rules, 1985 

  

01.05-06 2 Existing Ordinances Related to Discipline 

Matters: 

The Government Servants (Special Provision) 

Ordinance,1979 

The Pubic Employees (Punctual Attendance) 

Ordinance,1982 

The Public Servants (Dismissal on Conviction) 

Ordinance,1985 

  

01.07 1 National Integrity Strategy (NIS)   

01.08 1 Role of BPSC in the Matters of Discipline and 

Appeal Rules 

  

 
 

Module-02 : Managing Disciplinary Cases 

No. of Sessions : 10 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.01-02 2 General Conditions of Service   

02.03 1 Techniques 

Allegations 

of Preparing Statement of   

02.04 1 Framing of Charges Against the Accused   

02.05 1 Inquiry Procedure of Departmental Cases   

02.06 1 Writing of Inquiry Report   

02.07 1 Preparing Statement of Allegations and 

Framing of Charges Against the Accused 

(Exercise) 
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Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.08 1 The Administrative Tribunal Act, 1980 (with 

Amendments) 

  

02.09 1 Introduction to Norms, Ethics, Values and 

Morality 

  

02.10 1 Manner, Etiquettes and Dress Code of 

Government Employees 

  

 

12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Case Study 

e) Study Visit 

13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant will 

be evaluated within 100 marks. The breakdown of the marks will be as follows: 

a) Exercise/Individual Assignment 80 

b) Class Attendance and Overall

 Conduct &Discipline   20 

Total 100 
 



Training Calendar 
 2019-2020 

25 

 

 

 

06. Information & Communication Technology (ICT) Course for 
Grade 10-12 Employees 

1) Venue 

2) Number of course/RPATC 

3) Duration 

4) Date 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objective(s) 

To enable participants use ICT effectively and efficiently for official purposes. 

Distribution of days 
 

Duration 12 days  

Weekly holidays 2 

Working days 10 

 a. Inauguration- ½ day 

 b. Closing- ½ day 

 c. Field Visit 1 day 

 d. Exam/Exercises ½ day 

 e. Cultural Program ½ day 

 Total 3 days 

 
Available days for Classroom session 7 x (5 sessions everyday) = 35 sessions are admissible. 

Total Sessions of the Modules- 33 

: All RPATCs 

: One in each RPATC 

: 12 days 

: 03 – 14 May 2020 

: Residential/Non-Residential 

: 25 

: Employees holding the post of Grade 10-12 

: RPATCs invite nominations from relevant 

Departments, Organizations, Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: 
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11) Course Contents 
 

Module-01 : ICT Skills 

No. of Sessions : 22 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 Need Assessment of ICT Skills/ICT Skill Test   

01.02 1 Use of ICT in Office Management   

01.03-04 2 Essential ICT Skill: MS Word   

01.05-06 2 Essential ICT Skill: MS Excel   

01.07-08 2 Essential ICT Skill: MS Power Point   

01.09-11 3 Essential ICT Skill: MS Access   

01.12-13 2 Essential ICT Skill: Browsing Internet and using 

email 

  

01.14-15 2 Unicode: Bangla Typing   

01.16-17 2 Blind Typing Practice: Bangla & English   

01.18-22 5 e-Nothi (workshop)   

 
 

Module-02 : PC Hardware and Trouble shooting  

No. of Sessions : 11 

 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.01-02 2 Introduction to computer 

a. Basics of Computer 

b. Organization of Computer 

c. Software and Hardware 

d. Input Output Devices 

  

02.03 1 How to Set up Different Devices on PC   

02.04 1 Basic Tips on PC Hardware Maintenance   

02.05-06 2 User Level Maintenance and Trouble shooting   

02.07 1 Trouble shooting-Software   

02.08-09 2 Trouble shooting-Hardware   

02.10 1 Sharing Files in Google Drive   

02.11 1 Uploading File in Networking Server   



Training Calendar 
 2019-2020 

27 

 

 

 

12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Study Visit 

13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant 

will be evaluated within 100 marks. The breakdown of the marks will be as follows: 

a) Exercise/Practical Test 80 

b) Class Attendance and Overall 20 

Conduct &Discipline 

Total 100 
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07. Communicative English Course for Grade 10-12 Employees 

1) Venue 

2) Number of course/RPATC 

3) Duration 

4) Date 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objective(s) 

To enable participants use English language effectively for official and other purposes. 

Distribution of days 
 

Duration 12 days  

Weekly holidays 2 

Working days 10 

 a. Inauguration ½ day 

 b. Closing ½ day 

 c. Field Visit 1 day 

 d. Exam/Exercises ½ day 

 e. Cultural Program ½ day 

 Total 3 days 

 
Available days for Classroom session 7 x (5 sessions everyday) = 35 sessions are admissible. 

Total Sessions of the Modules- 36 

: All RPATCs 

: One in each RPATC 

: 12 days 

: 01 – 12 March 2020 

: Residential/Non-Residential 

: 25 

: Employees holding the post of Grade 10 -12 

: RPATCs invite nominations from relevant 

Departments, Organisations, Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: 
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11) Course Contents 
 

Module-01 : Vocabulary 

No. of Sessions : 05 

 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 Building Vocabulary   

01.02 1 The Use of a Dictionary   

01.03 1 Common Mistakes in English   

01.04 1 Public Speaking/Extempore Speech   

01.05 1 How to behave with clients & Media   

 
 

Module-02 : Grammar 

No. of Sessions : 07 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.01 1 Building Sentences   

02.02 1 Tense and Time   

02.03 1 Use of Modal Auxiliaries & Prepositions   

02.04 1 Use of Article   

02.05 1 Direct Speech & Indirect Speech   

02.06 1 Paraphrasing   

02.07 1 Voice Change   

 
 

Module-03 : Speaking Skills 

No. of Sessions : 09 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

03.01 1 Techniques of Speaking   

03.02 1 Providing Welcome Address, Vote of Thanks 

and Announcement 

  

03.03 1 Asking and Answering   

03.04 1 Introducing Oneself   
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Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

03.05 1 Greetings, Expressing Gratitude, Regret, 

Command, Request &Advice 

  

03.06 1 Basic Rules of Pronunciation   

03.07 1 Speaking Extemporaneously   

03.08 1 Dialogue Practice   

03.09 1 Enhancing Presentation Skills   

 
 

Module-04 : Writing Skills 

No. of Sessions : 07 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

04.01 1 Techniques of Writing   

04.02 1 Writing Skills: Practice sessions   

04.03 1 Business (Official) Writing-Writing a CV, Report   

04.04 1 Summary, Application, E-mail communication   

04.05 1 Writing minutes, memorandum   

04.06 1 IELTS Writing Task-one (Descriptive Writing & 

Argumentative Writing) 

  

04.07 1 Common Mistakes in English   

 
 

Module-05 : Reading Skills  

No. of Sessions : 04 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

05.01 1 Techniques of Reading   

05.02 1 IELTS Reading: Techniques   

05.03 1 Practice session on Reading   

05.04 1 English Book Review   



Training Calendar 
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Module-06 : Listening Skills  

No. of Sessions : 04 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

06.01 1 Techniques of Listening   

06.02 1 Movie Show and Listening   

06.03 1 IELTS Listening   

06.04 1 Practice Session on Listening   

 

12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Study Visit 

13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant 

will be evaluated within 100 marks. The breakdown of the marks will be as follows: 

a) Written Examination/Exercise/ 80 

Individual Assignment 

b) Class Attendance and Overall 20 

Conduct & Discipline 

Total 100 
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08. e-Nothi Course for Grade 10-12 Employees 

1) Venue 

2) Number of course 

3) Duration 

4) Date 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objectives 

To orient the participants with elementary computer technology and its application for official 

purpose. 

Distribution of days 
 

Duration 05 days  

Weekly holidays 00 

Working days 05 

 a. Inauguration ¼ day 

 b. Closing ¼ day 

 c. Field Visit ½ day 

 d. Exam/Exercises ¼ day 

 e. Cultural Program 00 day (May be 

arranged at evening) 

 Total 1¼days 

 
Available days for Classroom session 4 x (5 sessions everyday) = 20 sessions are admissible. 

Total Sessions of the Modules- 19 

: All RPATCs 

: One in each RPATC 

: 05 days 

: 25 – 29 August 2019 

: Residential/Non-Residential 

: 25 in each Course 

: Employees holding the post of Grade 10-12 

: RPATCs invite nominations from relevant 

Departments, Organisations , Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: 
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11) Course Contents 
 

Module- 01 : e-Nothi 

No. of Sessions : 13 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 Introduction to e-Nothi   

01.02 1 e-Nothi Login Process   

01.03 1 Major Feature of e-Nothi   

01.04 1 Major Feature of Dak   

01.05 1 Major Feature of Nothi   

01.06 1 Preparation Digital Guard File   

01.07 1 Preparation Office Seal   

01.08 1 Preparation Drafting Letter   

01.09 1 Preparation Online patrojari   

01.10 1 Register, Report, Dashboard   

01.11 1 Practice on Dak   

01.12 1 Practice on Dak and Nothi   

01.13 1 End of e-Nothi Session/Evaluation   

 
 

Module-02 : Typing 

No. of Sessions : 06 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 Introduction to Unicode   

01.02 1 Description of Bangla Software   

01.03 1 Bangla Typing Nikosh Font   

01.04 1    Bangla Typing যুক্তবর্ণ   

01.05-06 2 Bangla and English Typing Practice   

01.13 1 End of e-Nothi Session/Evaluation   

 

12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Study Visit 
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13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant will 

be evaluated within 100 marks. The breakdown of the marks will be as follows: 

a) Exercise/Practical Test 80 

b) Class Attendance and Overall 20 

Conduct &Discipline 

Total 100 
 

 



Training Calendar 
 2019-2020 

35 

 

 

 

09. Fundamental Training Course for Grade 13-16 Employees 

1) Venue 

2) Number of course 

3) Duration 

4) Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objective(s) 

a) To develop a knowledge of national identity, prospects and enhance competencies with 

ethics, morality and integrity among the participants; 

b) To enhance participants’ knowledge and skills with regard to the proper applications of 

government systems and rules; 

c) To enable participants identify and analyze communication process and behavior patterns of 

management practices; and 

d) To equip participants to utilize information communication technology in office management. 

: All RPATCs 

: 08 in each RPATC 

: 21 days 

:  1st Course 14 July – 03 August 2019 

2nd Course 01 – 21 September 2019 

3rd Course 06 – 26 October 2019 

4th Course 03 – 23 November 2019 

5th Course 01 – 21 December 2019 

6th Course 02 – 22 February 2020 

7th Course 05 – 25 April 2020 

8th Course 01 – 21 June 2020 

: Residential/Non-Residential 

: 25 

: Employees holding the post of Grade13-16 

: RPATCs invite nominations from relevant 

Departments, Organizations, Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: 
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Distribution of days 

Duration 21days 

Weekly holidays 6 

Working days 15 

a. Inauguration ½day 
 

b. Closing ½day 

c. Field Visit 1 day 
 

d. Exam/Exercises ½day 

e. Cultural Program ½day 
 

Total   3 days 

 
Available days for Classroom session 12 x (5 sessions everyday) = 60 sessions are admissible. 

Total Sessions of the Modules - 59 

11) Course Contents 

Module-01 : Bangladesh Studies and Ethical Issues for Public Servants 

No. of Sessions : 11 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 Background & Spirit of Liberation War of 

Bangladesh 

  

01.02 1 Socio-Economic Condition of Bangladesh   

01.03-04 2 Vision 2021 and Perspective Plan 2041   

01.05-06 2 Sustainable Development Goals: Bangladesh 

Perspective 

  

01.07 1 Introduction to Norms, Ethics, Values and Morality   

01.08 1 Manner, Etiquettes and Dress Code of 

Government Employees 

  

01.09 1 National Integrity Strategy (NIS)   

01.10 1 Role of Government Employees During 

Elections 

  

01.11 1 Comprehensive Disaster Management in 

Bangladesh 
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Module-02 : Service Rules and Office Management 

No. of Sessions : 13 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.01 1 The Government Servants(Conduct) Rules,1979   

02.02 1 The Government Servants (Discipline and 

Appeal) Rules, 1985 

  

02.03 1 The Pubic Employees (Punctual Attendance) 

Ordinance, 1982 

  

02.04 1 Leave Rules, 1959   

02.05 1 Right to Information Act, 2009   

02.06 1 Performance Evaluation and Annual 

Confidential Report (ACR)Writing 

  

02.07 1 Annual Performance Agreement (APA)   

02.08 1 File Management Including Secretariat 

Instructions 

  

02.09 1 Writing Note, Draft and Summary   

02.10 1 Forms of Written Communication (Official 

Letter, DO and Office Memorandum) 

  

02.11 1 Forms of Written Communication (Exercise)   

02.12 1 Citizen Charter   

02.13 1 Procedure of Condemnation of Office 

Equipment 

  

 
 

Module-03 : Financial Rules and Procedures  

No. of Sessions : 13 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

03.01 1 General Financial Rules   

03.02 1 Treasury Rules   

03.03-04 2 Public Procurement Act, 2006 and Public 

Procurement Regulations, 2008 

  

03.05 1 Budget and Budgetary Process in Bangladesh   

03.06 1 Audit and Settlement of Audit Objections   

03.07 1 Pay Fixation   

03.08 1 TA & DA Rules (with exercise)   

03.09 1 Pension and Gratuity   
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Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

03.10 1 General Provident Fund, Benevolent Fund and 

Group Insurance Rules 

  

03.11 1 VAT Rules   

03.12 1 Laws Relating to Income Tax   

03.13 1 Self Tax Assessment and Income Tax Return 

Preparation 

  

 
 

Module-04 : Information and Communication Technology 

No. of Sessions : 17 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

04.01 1 Introduction to Computer: Hardware and 

Software 

  

04.02-03 2 Essential ICT Skill: MS Word   

04.04 1 Essential ICT Skill: MS Excel   

04.05 1 Essential ICT Skill: MS Power Point   

04.06 1 Essential ICT Skill: Browsing Internet and using 

email 

  

04.07-11 5 Unicode: Bangla Typing, 

Blind Typing practice (Bangla & English) 

  

04.12 1 Introduction to e-nothi   

04.13-16 4 Workshop on e-nothi   

04.17 1 PC Maintenance and Trouble shooting   

 
 

Module-05 : Store Management 

No. of Sessions : 05 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

05.01 1 Orientation and Effective Utilization of Office 

Equipments 

  

05.02 1 Purchasing and Preservation of Goods   

05.03 1 Distribution and Maintenance of Accounts of 

Stationeries 

  

05.04 1 Purchase and Distribution of Dresses and 

Liveries of the Government Employees 
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Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

05.05 1 Maintenance of Furniture and Equipment   

 

12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Case Study 

e) Study Visit 

13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant 

will be evaluated within 200 marks. The breakdown of the marks will be as follows: 
 

a) Written Exam 100 

b) Exercise/Group Work 80 

c) Class Attendance and Overall Conduct & Discipline 20 

Total 200 
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10. Office Management and ICT Course for Grade 13-16 Employees 

1) Venue 

2) Number of course 

3) Duration 

4) Date 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objective(s) 

a) To enhance participants’ knowledge and skills with regard to the proper applications of 

government systems and rules; 

b) To enable participants identify and analyze communication process and behavior patterns of 

management practices; and 

c) To equip participants to utilize information communication technology in office management. 

Distribution of days 
 

Duration 12 days  

Weekly holidays 2 

Working days 10 

 a. Inauguration ½ day 

 b. Closing ½ day 

 c. Field Visit 1 day 

 d. Exam/Exercises ½ day 

 e. Cultural Program ½ day 

 Total 3 days 

 
Available days for Classroom session 7 x (5 sessions everyday) = 35 sessions are admissible. 

Total Sessions of the Modules- 36 

: All RPATCs 

: One in each RPATC 

: 12 days 

: 12 – 23 January 2020 

: Residential/Non-Residential 

: 25 

: Employees holding the post of Grade13-16 

 : RPATCs invite nominations from relevant 

Departments, Organizations, Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: 
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11) Course Contents 
 

Module-01 : Service Rules and Office Management 

No. of Sessions : 14 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 The Government Servants (Conduct) Rules, 

1979 

  

01.02 1 The Government Servants (Discipline and 

Appeal) Rules, 1985 

  

01.03 1 The Pubic Employees (Punctual Attendance) 

Ordinance, 1982 

  

01.04 1 Leave Rules, 1959   

01.05 1 Right to Information Act, 2009   

01.06 1 Performance Evaluation and Annual 

Confidential Report (ACR)Writing 

  

01.07 1 Annual Performance Agreement (APA)   

01.08-09 2 File Management and Record management as 

per Secretariat Instructions 

  

01.10 1 Writing Note, Draft and brief   

01.11 1 Forms of Written Communication (Official 

Letter, DO and Office Memorandum) 

  

01.12 1 Forms of Written Communication (Exercise)   

01.13 1 Citizen Charter   

01.14 1 Procedure of Condemnation of Office 

Equipment 

  

 
 

Module-02 : Information and Communication Technology 

No. of Sessions : 17 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.01 1 Introduction to Computer: Hardware and 

Software 

  

02.02-03 2 Essential ICT Skill: MS Word   

02.04 1 Essential ICT Skill: MS Excel   

02.05 1 Essential ICT Skill: MS Power Point   

02.06 1 Essential ICT Skill: Browsing Internet and using 

email 
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Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.07-11 5 Unicode: Bangla Typing, 

Blind Typing practice (Bangla & English) 

  

02.12 1 Introduction to e-nothi   

02.13-16 4 Workshop on e-nothi   

02.17 1 PC Maintenance and Trouble shooting   

 
 

Module- 03 : Store Management 

No. of Sessions : 05 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

03.01 1 Orientation and Effective Utilization of Office 

Equipments 

  

03.02 1 Purchasing and Preservation of Goods   

03.03 1 Distribution and Maintenance of Accounts of 

Stationeries 

  

03.04 1 Purchase and Distribution of Dresses and 

Liveries of the Government Employees 

  

03.05 1 Maintenance of Furniture and Equipment   

 

12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Case Study 

e) Study Visit 

13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant will 

be evaluated within 100 marks. The breakdown of the marks will be as follows: 
 

a) Written Exam 50 

b) Exercise/Group Work 30 

c) Class Attendance and Overall Conduct &Discipline 20 

Total 100 
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11. Financial Management Course for Grade 13-16 Employees 

1) Venue 

2) Number of course 

3) Duration 

4) Date 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objective(s) 

a) To increase participants’ level of understanding about the constitutional and legal aspects of 

financial management of Bangladesh; 

b) To make participants aware about their role as financial managers; and 

c) To enable participants correctly perceive, interpret and analyze financial rules in decision 

making process. 

Distribution of days 
 

Duration 12 days  

Weekly holidays 2 

Working days 10 

 a. Inauguration- ½ day 

 b. Closing- ½ day 

 c. Field Visit 1 day 

 d. Exam/Exercises ½ day 

 e. Cultural Program ½ day 

 Total 3 days 

 
Available days for Classroom session 7 x (5 sessions everyday) = 35 sessions are admissible. 

Total Sessions of the Modules- 35 

: 07 days before the commencement of the course. 

: 

Invite nominations from relevant 
Departments, Organisations, Offices and they send 
nomination letter directly to RPATCs. 

:RPATCs

s 

: All RPATCs 

: One in each RPATC 

: 12 days 

: 09 – 20 February 2020 

: Residential/Non-Residential 

: 25 

: Employees holding the post of Grade13-16. 
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11) Course Contents 
 

Module-01 : Financial Rules andProcedures 

No. of Sessions : 13 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

0 1.01 1 General Financial Rules   

0 1.02 1 Treasury Rules   

01.03-04 2 Public Procurement Act, 2006 and Public 

Procurement Regulations, 2008 

  

01.05 1 Budget and Budgetary Process in Bangladesh   

0 1.06 1 Audit and Settlement of Audit Objections   

0 1.07 1 Pay Fixation   

01.08 1 TA & DA Rules (with exercise)   

0 1.09 1 Pension and Gratuity   

0 1.10 1 General Provident Fund, Benevolent Fund and 

Group Insurance Rules 

  

0 1.11 1 VAT Rules   

0 1.12 1 Laws Relating to Income Tax   

0 1.13 1 Self Tax Assessment and Income Tax Return 

Preparation 

  

 
 

Module-02 : Information and Communication Technology 

No. of Sessions : 17 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.01 1 Introduction to Computer: Hardware and 

Software 

  

02.02-03 2 Essential ICT Skill: MS Word   

02.04 1 Essential ICT Skill: MS Excel   

02.05 1 Essential ICT Skill: MS Power Point   

02.06 1 Essential ICT Skill: Browsing Internet and using 

email 

  

02.07-11 5 Unicode: Bangla Typing, 

Blind Typing practice (Bangla & English) 

  

02.12 1 Introduction to e-nothi   

02.13-16 4 Workshop on e-nothi   

02.17 1 PC Maintenance and Trouble shooting   
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Module-03 : Store Management 

No. of Sessions : 05 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

03.01 1 Orientation and Effective Utilization of Office 

Equipments 

  

03.02 1 Purchasing and Preservation of Goods   

03.03 1 Distribution and Maintenance of Accounts of 

Stationeries 

  

03.04 1 Purchase and Distribution of Dresses and 

Liveries of the Government Employees 

  

03.05 1 Maintenance of Furniture and Equipment   

 

12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Case Study 

e) Study Visit 

13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant 

will be evaluated within 100 marks. The breakdown of the marks will be as follows: 
 

a) Written Exam 50 

b) Exercise/Group Work 30 

c) Class Attendance and Overall Conduct &Discipline 20 

Total 100 
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12. Conduct and Discipline Course for Grade 13-16 Employees 

1) Venue 

2) Number of course 

3) Duration 

4) Date 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objective(s) 

To increase participants’ knowledge and skills with regard to the theoretical and practical aspects 

of conduct and discipline. 

Distribution of days 
 

Duration 05 days  

Weekly holidays 00 

Working days 05 

 a. Inauguration- ¼ day 

 b. Closing- ¼ day 

 c. Field Visit ½ day 

 d. Exam/Exercises ¼ day 

 e. Cultural Program 00 day (May be 

arranged at evening) 

 Total 1¼days 

 
Available days for Classroom session 4 x (5 sessions everyday) = 20 sessions are admissible. 

Total Sessions of the Modules- 18 

: All RPATCs 

: One in each RPATC 

: 05 days 

: 24 – 28 November 2019 

: Residential/Non-Residential 

: 25 

: Employees holding the post of Grade 13-16 

: RPATCs invite nominations from relevant 

Departments, Organisations, Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: 
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11) Course Contents 
 

Module-01 : Official Rules and Regulations  

No. of Sessions : 08 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 The Constitution of Bangladesh and Expected 

Conduct of Government Servants 

  

01.02 1 The Government Servants (Conduct) Rules, 

1979 

  

01.03-04 2 The Government Servants (Discipline and 

Appeal) Rules, 1985 

  

01.05-06 2 Existing Ordinances Related to Discipline 

Matters: 

The Government Servants (Special Provision) 

Ordinance,1979 

The Pubic Employees (Punctual Attendance) 

Ordinance,1982 

The Public Servants (Dismissal on Conviction) 

Ordinance,1985 

  

01.07 1 National Integrity Strategy (NIS)   

01.08 1 Role of BPSC in the Matters of Discipline and 

Appeal Rules 

  

 
 

Module-02 : Managing Disciplinary Cases 

No. of Sessions : 10 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.01-02 2 General Conditions of Service   

02.03 1 Techniques 

Allegations 

of Preparing Statement of   

02.04 1 Framing of Charges Against the Accused   

02.05 1 Inquiry Procedure of Departmental Cases   

02.06 1 Writing of Inquiry Report   

02.07 1 Preparing Statement of Allegations and 

Framing of Charges Against the Accused 

(Exercise) 

  

02.08 1 The Administrative Tribunal Act, 1980 (with 

Amendments) 
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Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.09 1 Introduction to Norms, Ethics, Values and 

Morality 

  

02.10 1 Manner, Etiquettes and Dress Code of 

Government Employees 

  

 

 

12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Case Study 

e) Study Visit 

13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant will 

be evaluated within 100 marks. The breakdown of the marks will be as follows: 
 

a) Exercise/Individual Assignment 80 

b) Class Attendance and Overall Conduct &Discipline 20 

Total 100 
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13. Information & Communication Technology (ICT) Course for Grade 

13-16 Employees 

1) Venue 

2) Number of course/RPATC 

3) Duration 

4) Date 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objective(s) 

To enable participants use ICT effectively and efficiently for official purposes. 

Distribution of days 
 

Duration 12 days  

Weekly holidays 2 

Working days 10 

 a. Inauguration ½ day 

 b. Closing ½ day 

 c. Field Visit 1 day 

 d. Exam/Exercises ½ day 

 e. Cultural Program ½ day 

 Total 3 days 

 
Available days for Classroom session 7 x (5 sessions everyday) = 35 sessions are admissible. 

Total Sessions of the Modules- 33 

: All RPATCs 

: One in each RPATC 

: 12 days 

: 08 – 19 March 2020 

: Residential/Non-Residential 

: 25 

: Employees holding the post of Grade 13-16 

: RPATCs invite nominations from relevant 

Departments, Organizations, Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: 
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11) Course Contents 
 

Module-01 : ICT Skills 

No. of Sessions : 22 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 Need Assessment of ICT Skills/ICT Skill Test   

01.02 1 Use of ICT in Office Management   

01.03-04 2 Essential ICT Skill: MS Word   

01.05-06 2 Essential ICT Skill: MS Excel   

01.07-08 2 Essential ICT Skill: MS Power Point   

01.09-11 3 Essential ICT Skill: MS Access   

01.12-13 2 Essential ICT Skill: Browsing Internet and using 

email 

  

01.14-15 2 Unicode: Bangla Typing   

01.16-17 2 Blind Typing Practice: Bangla & English   

01.18-22 5 e-Nothi (workshop)   

 
 

Module-02 : PC Hardware and Trouble 

shooting No. of Sessions : 11 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

02.01-02 2 Introduction to computer 

a. Basics of Computer 

b. Organization of Computer 

c. Software and Hardware 

d. Input Output Devices 

  

02.03 1 How to Set up Different Devices on PC   

02.04 1 Basic Tips on PC Hardware Maintenance   

02.05-06 2 User Level Maintenance and Trouble shooting   

02.07 1 Trouble shooting-Software   

02.08-09 2 Trouble shooting-Hardware   

02.10 1 Sharing Files in Google Drive   

02.11 1 Uploading File in Networking Server   

 

12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 
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c) Exercise 

d) Study Visit 

13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant 

will be evaluated within 100 marks. The breakdown of the marks will be as follows: 
 

a) Exercise/Practical Test 80 

b) Class Attendance and Overall Conduct &Discipline 20 

Total 100 
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14. e-Nothi Course for Grade 13-16 Employees 

1) Venue 

2) Number of course 

3) Duration 

4) Date 

5) Type of the programme 

6) Expected number of participants 

7) Eligible participants 

8) Nomination procedure 

 

 

9) Deadline for sending nomination letter 

10) Course Objectives 

To orient the participants with elementary computer technology and its application for official 

purpose. 

Distribution of days 
 

Duration 05 days  

Weekly holidays 00 

Working days 05 

 a. Inauguration- ¼ day 

 b. Closing- ¼ day 

 c. Field Visit ½ day 

 d. Exam/Exercises ¼ day 

 e. Cultural Program 00 day (May be 

arranged at evening) 

 Total 1¼ days 

 
Available days for Classroom session 4 x (5 sessions everyday) = 20 sessions are admissible. 

Total Sessions of the Modules- 19 

: All RPATCs 

: One in each RPATC 

: 05 days 

: 15 – 19 September 2019 

: Residential/Non-Residential 

: 25 

: Employees holding the post of Grade 13-16 

:RPATCs invite nominations from relevant 

Departments, Organisations, Offices and they send 

nomination letter directly to RPATCs. 

: 07 days before the commencement of the course. 

: 
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11 Course Contents 
 

Module-01 : e-Nothi 

No. of Sessions : 13 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 Introduction to e-Nothi   

01.02 1 e-Nothi Login Process   

01.03 1 Major Feature of e-Nothi   

01.04 1 Major Feature of Dak   

01.05 1 Major Feature of Nothi   

01.06 1 Preparation Digital Guard File   

01.07 1 Preparation Office Seal   

01.08 1 Preparation Drafting Letter   

01.09 1 Preparation Online patrojari   

01.10 1 Register, Report, Dashboard   

01.11 1 Practice on Dak   

01.12 1 Practice on Dak and Nothi   

01.13 1 End of e-Nothi Session/Evaluation   

 
 

Module-02 : Typing 

No. of Sessions : 06 
 

Topic 

Code 
Hours Topics 

Facilitator/ 

Speaker 
TM 

01.01 1 Introduction to Unicode   

01.02 1 Description of Bangla Software   

01.03 1 Bangla Typing Nikosh Font   

01.04 1  Bangla Typing যুকত্বর্ণ   

01.05-06 2 Bangla and English Typing Practice   

 

12) Training Method 

a) Lecture and Discussion 

b) Practical Demonstration 

c) Exercise 

d) Study Visit 
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13) Evaluation Method 

Members of course management will evaluate the participants of the course. Each participant will 

be evaluated within 100 marks. The breakdown of the marks will be as follows: 
 

a) Exercise/Practical Test 80 

b) Class Attendance and Overall Conduct &Discipline 20 

Total 100 
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15. Funda mental  Training Course for G rade 17- 20 Employees 

১)  স্থ ান :  র্কি আরলিএ লিলর্ 

২)  গ্রক া দর্ মর র্ ংখ্যা :  প্র দযযক আরলিএলিলর্’গ্র য ১২ল ি 

৩)  র্র্ য় :  ১৪ লে ন 

৪)  য ালর খ্ :  ১র্ গ্র কার্ম ০ ১ - ১৪ জিুাই ২০১৯  

   ২য় গ্র কার্ম ১৮ -  ৩ ১ আগস্ট ২০১৯ 

   ৩ য় গ্র কার্ম ০ ৮ -  ২১ গ্র র্দেম্ব র ২০১৯  

   ৪র্ ম গ্র কার্ম ১৩  - ২৬ অ দটাবর ২০১৯ 

   ৫ র্ গ্র কার্ম ১৭ -  ৩ ০ নদেম্বর ২০১৯ 

   ৬ষ্ঠ গ্র কার্ম ০ ৮ - ২১ লড দর্ম্বর ২০১৯ 

   ৭র্ গ্র কার্ম ০ ৬ -  ১৯ জানুয়ালর ২০ ২০ 

   ৮র্ গ্র কার্ম ০৯ -  ২২ গ্র েব্রুয়ারী ২০ ২০ 

   ৯র্ গ্র কার্ম ০ ১ -  ১৪ র্াচম ২০ ২০ 

   ১০ র্ গ্র কার্ম ১২ -  ২৫ এ লপ্র ি ২০ ২০ 

   ১১শ গ্র কার্ম ১০  - ২৩ গ্র র্ ২০ ২০ 

   ১২শ গ্র কার্ম ০ ৭ -  ২০ জনু ২০ ২০ 

৫)  গ্র প্রাে াদর্ র ধর ন :  আবালর্ক/ অ নাবালর্ক 

৬)  প্রলশ ক্ষ ণার্ মীদ ের আনুর্ ালন ক র্ং খ্যা :  প্র দযযক গ্র কাদর্ম ২৫ জন 

৭)  প্রলশ ক্ষ ণার্ মীদ ের গ্র  াগযযা :  ১৭- ২০ গ্র েদডর কর্মচারী 

৮)  র্ দনানয় দনর ি দ্ধলয : আর লিএ লিলর্র্র্ ূহ র্ংলি ষ্ট লবোগ,  র্ংস্থা এ বং অলের্র্র্ ূদহ 
র্ দনানয়দনর আর্ ন্ত্রণ জানাদব এ বং যার া র্র ার্লর আর লিএ লি লর্দয র্ দনানয়ন িত্র গ্রপ্ররণ ক র দব। 

৯)  র্ দনানয়ন  গ্র প্ররদণর গ্রশ ষ র্র্ য় :  গ্র কার্ম শুরুর ০ ৭লে ন ি ূবম ি  মন্ত 

১ ০)  গ্রক াদর্ মর উ দ েশ্য :  

 ক)  গ্র েদশ র গ্র র্ৌলিক লবষয় র্ম্পদকম প্র লশক্ষণ ার্ মীদের ধারণা প্র োন এ বং যাদের র্দধয গ্র েশ দপ্র র্ 
জােয করা;  
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 খ্)  প্র লশক্ষ ণ ার্ মীদের গ্র র্ৌলিক লবলধ লবধান র্ম্পদকম ধারণা প্র োন;  এ বং 

 গ)  আচরণ ও শ  ংখ্িা র্ম্পদকম প্রলশক্ষণ ার্ মীদের র্দচযনযা ব লদ্ধ করা। 
 

ল েদ নর ল ব ে াজন 

র্র্য়  ১৪ লেন 
 

র্াপ্তালহক ছুলি  ৪ লেন 
 

কর্মলেবর্  ১০ 
 

ক)  উদ বাধন 
১/ ২ লেন 

খ্)   র্র্ািন 
১/ ২ লেন 

গ)   র্াঠ িলরেশ মন 
১ লেন 

ঘ)   িরীক্ষা/ অনু শ ীিন 
১/ ২ লেন 

ঙ)   র্াংস্ক লযক অ নুষ্ঠান 
১/ ২ লেন 

 
গ্রর্ াি ৩ লেন 

 

ক্লাশ রুদর্ র গ্র র্শ দনর জন্য লে ন র্ াদক ৭ ( প্র লযল েন ৫ ল ি গ্র র্শ ন) = ৩ ৫ ল ি গ্র র্শন হদয ি াদর। 

 র্লডউ দির গ্রর্াি গ্রর্শ ন-  ২ ৯ 

১ ১)  গ্রক া দর্ মর লবষয় র্র্ হূ 

 র্লডউ ি- ০১ :  বাংিাদ েশ িলরলচলয 
 গ্রর্শন র্ ংখ্য া :  ১০ 

 

লবষ য় গ্রকাড ঘন্িা লবষ য় র্র্হূ বক্তা 
প্রলশ ক্ষণ 
গ্রকৌশ ি 

০ ১. ০ ১-
০ ২ 

২ বাংি াদেশ:  গ্রেৌদগ ালিক এি াকা,  িাশ্ববযম ী গ্রেশর্র্ূ হ এবং এর 
আঞ্চলিক গুরুত্ব 

  

০ ১. ০ ৩-
০ ৪ 

২ বাংিাদে দশর স্বাধীনয া  দুদ্ধর িি ে ূলর্ ও গ্রচ যনা এবং 
জাযীয় লে বর্র্র্ূ হ উে ািন 

  

০ ১. ০ ৫ ১ বাংিাদে দশর আর্ ম- র্ার্ ালজক অবস্থা   

০ ১. ০ ৬ ১ নীলয,  ননল যকযা,  র্ূিযদবাধ ও লশষ্ট াচার র্ ম্পদ কম   
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িল র লচ লয 
০ ১. ০ ৭ ১ জাযীয় শুদ্ধাচার গ্রকৌশি ( এনআ ই এর্)    

০ ১. ০ ৮ ১ র্র কার ী কর্মচার ীর স্বদে শদপ্র র্   

০ ১. ০ ৯ ১ অলেদ র্র িল র দবশ এবং িল র চ্ছন্নযা   

০ ১. ১ ০ ১ র্র্ল িয েূদ  মাগ বযব স্থািনা   

 
 

র্লডউ ি- ০২ :  চাকলর র গ্রর্ৌি ন ীলযর্র্হূ 
গ্রর্শন র্ ংখ্য া :  ১০ 

 

লবষ য় গ্রকাড ঘন্িা লবষ য় র্র্হূ বক্তা 
প্রলশ ক্ষণ 
গ্রকৌশ ি 

০ ২. ০ ১ ১ চাকলর র র্াধারণ শযমাব িী   

০ ২. ০ ২ ১ র্র কার ী কর্মচার ী ( আচ র ণ)  লবলধর্াি া,  ১ ৯৭৯   

০ ২. ০ ৩-
০ ৪ 

২ র্র কার ী কর্মচার ী ( শ ঙ্খিা এবং আি ীি)  লবলধর্ািা,  
২০ ১ ৮ 
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লবষ য় গ্রকাড ঘন্িা লবষ য় র্র্হূ বক্তা 
প্রলশ ক্ষণ 
গ্রকৌশ ি 

০ ২. ০ ৫ ১ গ ণকর্মচারী শ ঙ্খিা ( লনয়লর্ য উিল স্থলয)  অধযাদেশ,  
১ ৯৮২ 

  

০ ২. ০ ৬ ১ ছুলি লবলধ   

০ ২. ০ ৭ ১ গ ণকর্মচারী  ( অবর্র)  লবলধর্ ািা,  ১ ৯৭৫   

০ ২. ০ ৮ ১ ল ি এ এবং লডএ রুি র্   

০ ২. ০ ৯ ১ র্র কার ী চাকলর জীবীদের কিযাণ লবলধ   

০ ২. ১ ০ ১ গ্র েড ১ ৭- ২ ০ ক র্মচা রী র গ্র িা শা ক এ বং ল িো ল রদ জ র প্রা িয যা 
র্ ম্প ল কময ল নদেম শ ন া 

  

 
 

র্লডউ ি- ০৩ :  গ্রর্ৌলিক েক্ষযা এবং আ চরণ 
গ্রর্শন র্ ংখ্য া :  ০৯ 

 

লবষ য় গ্রকাড ঘন্িা লবষ য় র্র্হূ বক্তা 
প্রলশ ক্ষণ 
গ্রকৌশ ি 

০ ৩. ০ ১ ১ কলম্পউি ার িল র লচলয:  হা ডমওয়যার   

০ ৩. ০ ২-
০ ৩ 

২ বাংিা কী গ্রবাডম ( অভ্র ই উলনদ কাড)  িল র লচ লয এবং 
ই ং লিশ িাই লি ং  

  

০ ৩. ০ ৪ ১ েযাক্স গ্রর্ লশন,  এলর্,  প্রদ জটর এবং েদি াকলি য়ার 
চািনা গ্রকৌশ ি 

  

০ ৩. ০ ৫ ১ অলের্ র্হা য়ক এবং র্র্ ি মাদয়র কর্মচার ীর োল য়ত্ব এবং 
কযমবয 

  

০ ৩. ০ ৬ ১ আচ র দণ র র ীলয   

০ ৩. ০ ৭ ১ র্র কার ী কর্মচার ীর আচর ণ,  র্ূিযদবাধ এবং গ্রি াশাক 
র ীলয 

  

০ ৩. ০ ৮ ১ র্র্য়ানু বলয মযা   

০ ৩. ০ ৯ ১ লন র ািত্তার ে ল ষ্টে লির উন্নয় ন   

 

১ ২)  প্রলশ ক্ষ ণ গ্র ক ৌশ ি  
 

ক)  বক্ত যা এ বং আদিাচনা 
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 খ্)  বযবহালরক প্র েশ মনী 

 গ)  অ নুশ ীিন 

 ঘ)  লশক্ষ া র্ের 

১ ৩)  র্ িূযায়ন িদ্ধল য 

  
গ্র কার্ম বযবস্থািনার র্েস্যগণ গ্র কাদর্মর প্র লশক্ষণ ার্ মীদের র্ূিযায়ন করদবন । প্র দযযক প্র লশক্ষ ণ ার্ মীদক 
১৫০ নম্বদরর র্দধয র্ূিযায়ন করদয হদব। নম্বদরর লবোজন লন ম্নরূি হদব:  

 
 

ক)  লিলখ্ য ির ীক্ষা ১ ০ ০  
খ্)   অনুশীিন/ েিীয় কাজ ৩০  
গ)  গ্রেণীকদক্ষ হালজর া এবং র্ালবমক আচ র ণ  ও 

শ ঙ্খিা                                                     
 
২ ০ 

 

                                                       গ্রর্ াি ১ ৫০  
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16. গ্রেড ১ ৭- ২ ০ কর্মচার ীদের জ ন্য গ্রর্ৌলিক গ্রক ার্ ম 
 

১)  স্থ ান :  র্কি আরলিএ লিলর্ 

২)  গ্রক া দর্ মর র্ ংখ্যা :  প্র দযয ক আরলিএলিলর্’গ্র য ০ ১ ল ি 

৩)  র্র্ য় :  ০ ৫ লে ন 

৪)  য ালর খ্ :  ১৯ – ২৩ এ লপ্র ি ২০ ২০ 

৫)  গ্র প্রাে াদর্ র ধর ন :  আবালর্ক/ অ নাবালর্ক 

৬)  প্রলশ ক্ষ ণার্ মীদ ের আনুর্ ালন ক র্ং খ্যা :  প্র দযযক গ্র কাদর্ম ২৫ জন 

৭)  প্রলশ ক্ষ ণার্ মীদ ের গ্র  াগযযা :  ১৭- ২০ গ্র েদডর কর্মচারী 

৮)  র্ দনানয় দনর ি দ্ধলয : আরলি এলিলর্র্র্ূহ র্ংলি ষ্ট লবোগ,  র্ংস্থা অলের্র্র্ূদহ 
র্দনানয়দনর আর্ন্ত্রণ জানাদব এ বং যারা র্রার্লর আরলিএলিলর্দয র্দনানয়নিত্র গ্রপ্র রণ করদব 

৯)  র্ দনানয়ন গ্র প্ররদণর গ্রশ ষ র্র্ য় :  গ্র কার্ম শুরুর ০ ৭ লেন ি ূবম ি  মন্ত 

১ ০) গ্রক াদর্ মর উ দ েশ্য :  

 ক)  প্র লশক্ষণ ার্ মীদের গ্র র্ৌলিক লবলধলবধান র্ম্পদকম ধারণা প্র োন;  এ বং 

 খ্)  আচরণ ও শ  ংখ্িা র্ম্পদকম প্রলশক্ষণ ার্ মীদের র্দচযনযা ব লদ্ধ করা। 

লে দনর লবে াজন 

 
 

 
 
 
 

 

 

 

 

 

র্র্য়  ০৫ লেন  

র্াপ্তালহক ছুলি  ০০ লেন  

কর্মলেবর্ ০৫  

ক)  উদ বাধন ১/ ৪ লেন 

খ্)   র্র্ািন ১/ ৪ লেন 

গ)   র্াঠ িলরেশ মন ১/ ২ লেন 

ঘ)   িরীক্ষা/ অনু শ ীিন ১/ ৪ লেন 

ঙ)  র্াংস্ক লযক অ নুষ্ঠান ০০ লেন ( গ্র দ কান র্ন্ধ্য ায় 
আ দয় াজন করা গ্র দ য িাদ র)  

 গ্রর্ াি ১. ১/ ৪ ল েন 
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ক্লাশ রুদর্ র গ্র র্শ দনর জন্য লে ন র্ াদক ৪ ( প্র লযল েন ৫ ল ি গ্র র্শ ন) = ২০ ল ি গ্র র্শন হদয ি াদর। 

র্ লড উ দির গ্রর্ াি গ্র র্শ ন-  ২১ 

১ ১)  গ্রক াদ র্ মর লবষয়র্র্ হূ 

র্লডউ ি- ০১ :  চাকলর র গ্রর্ৌলিক লবধ ান র্র্হূ 
গ্রর্শন র্ ংখ্য া :  ১০ 

 

লবষ য় গ্রকাড ঘন্িা লবষ য় র্র্হূ বক্তা 
প্রলশ ক্ষণ 
গ্রকৌশ ি 

০ ১. ০ ১ ১ চাকলর র র্াধারণ শযমাব িী   

০ ১. ০ ২ ১ র্র কার ী কর্মচার ী ( আচ র ণ)  লবলধর্াি া,  ১ ৯৭৯   

০ ১. ০ ৩-
০ ৪ 

২ র্র কার ী কর্মচার ী ( শ ঙ্খিা এবং আি ীি)  লবলধর্ািা,  
২০ ১ ৮ 

  

০ ১. ০ ৫ ১ গ ণকর্মচারী শ ঙ্খিা ( লনয়লর্ য উিল স্থলয)  অধযাদেশ,  
১ ৯৮২ 

  

০ ১. ০ ৬ ১ ছুলি লবলধ   

০ ১. ০ ৭ ১ গ ণকর্মচারী  ( অবর্র)  লবলধর্ ািা,  ১ ৯৭৫   

০ ১. ০ ৮ ১ ল ি এ এবং লডএ রুি র্   

০ ১. ০ ৯ ১ র্র কার ী চাকলর জীবীদের কিযাণ লবলধ   

০ ১. ১ ০ ১ গ্রেড ১ ৭- ২ ০ কর্মচার ীর গ্রি াশাক এবং লিোলর দজ র 
প্রািযযা র্ম্পল কময লন দে মশনা 

  

 

র্লডউ ি- ০২ :  গ্রর্ৌলিক েক্ষযা এবং আ চরণ 
গ্রর্শন র্ ংখ্য া :  ১১ 

 

লবষ য় গ্রকাড ঘন্িা লবষ য় র্র্হূ বক্তা 
প্রলশ ক্ষণ 
গ্রকৌশ ি 

০ ২. ০ ১ ১ কলম্পউি ার িল র লচলয:  হা ডমওয়যার    

০ ২. ০ ২ ১ বাংিা কী গ্রবাডম ( অভ্র ই উলনদ কাড)  িল র লচ লয এবং 
ই ং লিশ িাই লি ং  

  

০ ২. ০ ৩-
০ ৪ 

২ েযাক্স গ্রর্ লশন,  এলর্,  প্রদ জটর এবং েদি াকলি য়ার 
চািনা গ্রকৌশ ি 

  

০ ২. ০ ৫ ১ অলের্ র্হা য়ক এবং র্র্ ি মাদয়র কর্মচার ীর োল য়ত্ব এবং 
কযমবয 

  

০ ২. ০ ৬ ১ আচ র ণ র ীলয   

০ ২. ০ ৭ ১ ে ল ষ্টে লি,  আচ র ণ এবং গ্রি াশাক র ীলয   



 BPATC    

62 

                                                                    

 

০ ২. ০ ৮ ১ র্র কালর অলেদ র্ নীলয,  ননল যকযা,  র্ূিযদবা ধ এবং 
লশষ্ট াচার চচমা 

  

০ ২. ০ ৯ ১ জাযীয় শুদ্ধাচার গ্রকৌশি ( এনআ ই এর্)    

০ ২. ১ ০ ১ লন র ািত্তার ে ল ষ্টে লির উন্নয় ন   

০ ২. ১ ১ ১ অলেদ র্র িল র দবশ এবং িল র চ্ছন্নযা   

 

১ ২)  প্রলশ ক্ষ ণ গ্র ক ৌশ ি  

 ক)  বক্ত যা এ বং আদিাচনা 

 খ্)  বযবহালরক প্র েশ মনী 

 গ)  অ নুশ ীিন 

 ঘ)  লশক্ষ ার্ের 

১ ৩)  র্ িূযায়ন িদ্ধল য 

গ্র কার্ম বযবস্থািনার র্েস্যগণ গ্র কাদর্মর প্র লশক্ষণ ার্ মীদের র্ূিযায়ন করদবন । প্র দযযক প্র লশক্ষ ণ ার্ মীদক 
১০০ নম্বদরর র্দধয র্ূিযায়ন করদয হদব। নম্বদরর লবোজন লন ম্নরূি হদব:  

 

ক)  লিলখ্ য ির ীক্ষা  ৮ ০ 

খ্)  গ্রেণীকদক্ষ হালজর া এবং র্ালবম ক আচ র ণ ও 
শ ঙ্খিা 

 ২ ০ 

  গ্রর্াি 
 

১০০ 
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2 Dr. Mohammed Amjed Hossain  

Director (ST&RC) 

Phone : 7745010, PABX- 7745010-16, Extension -4111 

Mobile : 01712647548 

Fax :7745029 

E-mail : ahossain2003@gmail.com 

3 Md. Zakir Hossain  

Director (TOT) 

Phone : 7746610, PABX- 7745010-16, Extension -4105 

Mobile : 01727745044 

Fax :7745029 

E-mail : mzakirhossain@gmail.com 

4 Md.Atikuzzaman  

Deputy Director (RC) 

Phone : PABX-7745010-16, Extension -4126 

Mobile : 01727778316 

Fax :7745029 

E-mail : atik_uzzaman@yahoo.com 

Contact Persons 
in BPATC 

  1  Md. Nasir Uddin Ahmed  

Member Directing Staff (M & D) 

(Additional Secretary to the Govt.) 

Phone : 7745026 (o), PABX- 7745010-16 Extension- 4103(o) 

Mobile : 01715091089 

Fax :7745029 

E-mail : mdsmd@bpatc.org.bd 

 

mailto:ahossain2003@gmail.com
mailto:mzakirhossain@gmail.com
mailto:atik_uzzaman@yahoo.com
mailto:mdsmd@bpatc.org.bd
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5 K. M. Abdul Kader  

Deputy Director (ST & TOT) 

Phone : PABX-7745010-16, Extension -4128 

Mobile : 01718114448 

Fax :7745029 

E-mail : kader_bpatc@yahoo.com 

6 Md NazimUddin  

Assistant Director (RC) 

Phone : PABX-7745010-16, Extension -4153 

Mobile : 01760651812 

Fax :7745029 

E-mail : nazimuddin519@gmail.com 

7 Md Nazim Uddin  

Assistant Director (ST) Addi. Cha. 

Phone : PABX-7745010-16, Extension -4153 

Mobile : 01760651812 

Fax :7745029 

E-mail : nazimuddin519@gmail.com 

8 Mohammad Mozaherul Islam  

Assistant Director (TOT) 

Phone : PABX-7745010-16, Extension -4194 

Mobile : 01534522566 

Fax :7745029 

E-mail : mahfuzislam18@gmail.com 

 

Contact Persons 
in RPATCs 

 
 

RPATC Dhaka  
49 New Eskaton, Dhaka 

Fax :02-9361150 

Email :rpatcdhaka@yahoo.com 

mailto:kader_bpatc@yahoo.com
mailto:nazimuddin519@gmail.com
mailto:nazimuddin519@gmail.com
mailto:mahfuzislam18@gmail.com
mailto:rpatcdhaka@yahoo.com
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1 Md. Sharif Hasan  
Deputy Director (Additional Charge) 

Mobile : 01911308396 

Phone : 02-9361150 (Off  

E-mail : sharifhelenn@gmail.com  

2 Md. Masud Alam  
Assistant Director 

Phone : 02-9361795 (Off) 

Mobile : 01716041011 

Email : rony.patua@yahoo.com 

3 Md. Jashim Uddin  
Junior Instructor 

Phone : 02-9361795 (Off) 

Mobile : 01712183228 

Email : jashim_1963@yahoo.com 

 

4   
Technical Supervisor 

Phone : 02-9361795 (Off) 

Mobile : 01817521723 

 

RPATC Chattogram  
10 S. S. Khaled Road, Chattogram 

Fax : 031-2867738 

Email :ddrpatcctg@gmail.com 

1 Mst. Rokeya Parvin  

Deputy Director (Deputy Secretary) 

Phone : 031- 613691(Off), 618489 (Res) 

Mobile : 01718186871 

E-mail : ddrpatcctg@gmail.com 

2 Mst. Shumoni Aktar  

Assistant Director 

Phone : 031-2863944 (Off) 

Mobile: 01712263712 

E-mail: adrpatcctg1@bpatc.org.bd  

 

mailto:sharifhelenn@gmail.com
mailto:rony.patua@yahoo.com
mailto:jashim_1963@yahoo.com
mailto:ddrpatcctg@gmail.com
mailto:ddrpatcctg@gmail.com
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3 Md Monirul Islam  

Assistant Director 

Phone : 031-2863944 (Off) 

Mobile : 01680-259621 

Email :monirul_du107@yahoo.com 

4   

Junior Instructor 

Phone : 031-2863944 (Off)  

5   

Technical Supervisor 

Phone : 031-2863944 (Off)  

RPATC Rajshahi  

Rajshahi (Close to Office of the Divisional Commissioner) 

Fax : 0721-772520 

Email : rpatcraj@gmail.com 

1 Md. Ziaul Haque  

Deputy Director (Deputy Secretary) 

Phone : 0721- 772520 (Off) 

Mobile : 01712825809 

E-mail : ddrpatcraj@bpatc.org.bd 

2 Md. Asraful Islam  

Assistant Director 

Phone : 0721-812753 (Off) 

Mobile : 01716099773 

E-mail :  masraful.28bcs@gmail.com 

3 Shamim Hosen  

Assistant Director 

Phone : 0721-812753 (Off) 

Mobile : 01717563992 

E-mail : shamim.du207@gmail.com 

4 Tahmina Akhter  

Junior Instructor 

Phone : 0721-812753 (Off) 

Mobile : 01677-327079 

E-mail : jirpatcraj@bpatc.org.bd 

 

mailto:monirul_du107@yahoo.com
mailto:rpatcraj@gmail.com
mailto:ddrpatcraj@bpatc.org.bd
mailto:masraful.28bcs@gmail.com
mailto:shamim.du207@gmail.com
mailto:jirpatcraj@bpatc.org.bd
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5 Md. Ziarul Islam  

Technical Supervisor 

Phone : 0721-812753 (Off)  

Mobile : 01717-905761 

E-mail : ziarul.sil123@gmail.com 

  

RPATC  Khulna  

Boyra, Khulna (Close to Office of the Divisional Commissioner) 

Fax : 041-762347 

Email :rpatckhulna@gmail.com 

 

1 Md. Tabibur Rahman  

Deputy Director (Deputy Secretary) 

Phone : 041-762347(Off) 

Mobile : 01712591269 

E-mail : tabibur_72@yahoo.com 

2 Md. Moin Uddin  

Deputy Director (Attached) 

Phone : 041-762936 (Off) 

Mobile : 01715388116 

Email : moinu73@gmail.com   

3 Tanzina Akhter  

Assistant Director 

Phone : 041-760734 (Off) 

Mobile : 01718694516 

Email :tanzina.bpatc@gmail.com 

4 Junior Instructor  

Phone: 041-760734 (Off) 

5 Md. Mahfuzur Rahman  

Technical Supervisor 

Phone : 041-760734 (Off) 

Mobile : 01911015776 

Email :mahfuzrahman@gmail.com 

  

mailto:ziarul.sil123@gmail.com
mailto:rpatckhulna@gmail.com
mailto:tabibur_72@yahoo.com
mailto:moinu73@gmail.com
mailto:tanzina.bpatc@gmail.com
mailto:mahfuzrahman@gmail.com

