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�e Bangladesh Public Administration Training Centre (BPATC) has Published a demand-driven training curriculum 

across its four regional hubs, designed to modernize and review current modules through collaborative stakeholder 

dialogues to boost local-level competencies. �is initiative is crucial to prepare skilled, e�cient, and patriotic 

government servants for delivering e�ective and sustainable services. A quality training system is critical to establish 

and maintain high professional standards of conduct and performance in human resources. �e Bangladesh.

Public Administration Training Centre persists in its unwavering commitment to human resource development and 

upholding academic and professional excellence. �e four Regional Public Administration Training Centers (RPATCs) 

in Dhaka, Cha�ogram, Rajshahi, and Khulna are the regional hubs for core and skill-based training courses, imparting 

new knowledge and expertise and equipping government personnel with modem insights and tools.

I appreciate that the training contents for 2026-2027 are incorporated through collecting and addressing feedback 

from the participants of di�erent courses and interactions among participants of "Training Need Assessment (TNA)" 

workshops held at the RPATCs in Dhaka, Cha�ogram, Rajshahi, and Khulna. �is Training Calendar has been 

developed with a balanced emphasis on both emerging challenges and core administrative principles. I am con�dent 

that the Training Calendar 2026-2027 will signi�cantly bene�t employees from government, semi-governmental, 

and autonomous entities by enhancing their knowledge base, practical capabilities, and mindsets, preparing them to 

embrace essential transformations and serve the public e�ciently. I congratulate all who have precisely 

accomplished this work.

 

Sayeed Mahbub Khan 
Rector (Secretary to the Government)
Bangladesh Public Administration Training Centre

Sayeed Mahbub Khan
Rector

(Secretary to the Government)
BPATC
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Backgraound
As the apex body of conducting professional training of the public servants, BPATC always strive to cope with change 

in the system of governance system and procedure. In this age, o�cials at all levels faces not only modern regulatory 

changes but also challenges of digitalization and high expectation of citizens. �us, one common objective of public 

service training is to support the implementation of regulatory reforms and modernization. �e other objective is to 

improve the professional skills of the employees to increase the e�ciency of the public service. Against this backdrop, 

the Training Calendar for the year 2026-2027 has been developed through collecting feedbacks from the participants 

di�erent courses; and interactions among participants during the "Training Need Assessment (TNA)" workshops 

held in the RPATCs (Dhaka, Cha�ogram, Rajshahi and Khulna). �e contents of this training calendar has also been 

incorporated the feedback of the workshops held with the resource persons of di�erent RPATCs.

It has been perceived that the persistent penetration of digitization in the life and works of the people, and the 

increase in cross-sectional issues that requires joined-up e�orts and e�ciency has created demands for changes in 

the knowledge, skill and a�itude of the service providers in the public sector. As Bangladesh is moving forward to a 

developed country close cooperation and understanding based on dialogue among the stakeholders is crucial to 

up-to-date the training calendar. 

�e training calendar for the upcoming �scal year contains eight (08) workshops on contemporary issues and 

thirty (30) di�erent training courses which 5000 government employees are expected to take part. It will also 

support to implement of Sixty (60) hours of training programmes and short courses for all level employees in 

Upazila, district and divisional o�ce to expedite the implementation of the government development initiatives. 

BPATC is commi�ed to develop human resource capacity and to improve the existing training programmes to keep 

pace with the progress of science and technology so that our trainees are well-prepared to reap the bene�ts of local 

and global challenges and changes.

ST & RC Wing
Bangladesh Public Administration Training Centre
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BPATC—A Home of Nation Builders
Bangladesh Public Administration Training Centre 

(BPATC), the apex public sector training institute of 

Bangladesh, emerged on 28 April 1984 by merging the 

former Bangladesh Administrative Sta� College (BASC), 

National Institute of Public Administration (NIPA), Civil 

O�cers’ Training Academy (COTA) and Sta� Training 

Institute (STI). �e centre is commi�ed to excellence 

and is a premier regional hub dedicated to providing 

e�ective, inclusive and self- mandated and bespoke 

training for civil servants. �e training activities of 

BPATC are broadly categorised into two major groups: 

core courses and specialised short courses. Core 

courses are career oriented and are meant for the 

o�cials of di�erent tires of the government, while 

specialised short courses are skill oriented and are 

meant for both o�cials and supporting sta�. �e centre 

o�ers innovative training courses across subjects, from 

public administration and governance to leadership 

training, o�ce management, gender and development, 

�nancial management, project management, con�ict 

management and negotiation, e-government 

management, training of trainers (TOT) and personal 

development. It also arranges seminars and workshops 

on various issues of national and global concerns. All 

courses can be customised to �t speci�c training needs.

A leader in administration and development is not 

always an inborn talent; it can be taught, cultivated and 

practised. �e centre aims to equip future leaders and 

policymakers with the background necessary to 

understand varied social, economic, political, 

environmental, scienti�c and organisational aspects 

involved in planning national policies and strategies.

Foundation of A Dream-BPATC is 
Born
With the dire necessity of ful�lling the demand for 
prepared human resources of a newly born 
independent country creating a core of e�cient, 
dynamic, competent, citizen-focused, proactive and 
patriotic public servants for rapid and sustained 
development, BPATC emerged in 1984 as an 
autonomous organization.

Vision
BPATC becomes a centre of excellence for developing 
patriotic, competent and professional civil servants 
dedicated to public interest.

Mission
We are commi�ed to achieve the shared vision 
through:
1. Developing competent and professional human 

resources by imparting quality training and 
development programmes;

2. Conducting research, publishing books and journals 
and extending consultancy services for continuous 
improvement of public service delivery system;

3. Establishing e�ective partnership with reputed 
institutions of home and abroad for developing 
organizational capacity; and

4. 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 e�ectively. BPATC’s operating principles 
are built on core values of discipline, integrity, 
inclusiveness, professionalism, innovation, team spirit 
and learning for results.

Introduction to Bangladesh Public Administration
Training Centre (BPATC)
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Introduction to Management and Development
Division
Bangladesh Public Administration Training Centre is 
headed by a Rector (Secretary to the Government) 
followed by Six Members Directing Sta� (MDS) who 
supervise the following six divisions.
1. Programme and Studies;
2. Management and Development;
3. Management and Public Administration;
4. Development Economics;
5. Research and Consultancy; and
6. Project & Development.

Under the Management and Development division, the 
Sta� Training and Regional Centre (ST&RC) wing of 

BPATC is responsible for planning, controlling, 
monitoring and supervising the programmes and 
activities of Regional Centres. �e Sta� Training Branch 
of the ST&RC wing prepares a Training Calendar for 
conducting various training courses, workshops, 
seminars etc., in RPATCs throughout the year.

BPATC believes that the training courses conducted by 
RPATCs have an immense impact on government 
employees in enhancing their skills and expertise at a 
reasonable level required to discharge their duties to 
the people more e�ciently and e�ectively at the �eld 
level.

Regional Public Administration Training Centres 
(RPATCs), the arms of Bangladesh Public 
Administration Training Centre (BPATC), are mandated 
to conduct training programmes for supporting sta� 
and o�cials of the government at the regional level. 
BPATC primarily 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 some specialized short courses for the 
o�cials and fundamental and skill development 
courses for the sta� of the government, 
semi-government, autonomous body. �e clientele 
groups of BPATC range from new recruits of the 
Bangladesh Civil Service to the top level policymakers, 
while clients of RPATCs are junior to mid-level o�cials 
and support sta� ranging grade 10-16 and grade 17-20.

 BPATC has four regional centres located at the former 
greater divisional headquarters, namely Dhaka, 
Cha�ogram, Rajshahi and Khulna. Each RPATC, headed 
by a Deputy Director, is sta�ed with twenty-nine 
employees of di�erent categories. In order to improve 
the knowledge, skill, e�ciency and managerial ability of 

the o�cers and sta� working at the �eld level, various 
training programmes are o�ered at the RPATCs. RPATCs 
put emphasis on issues like Bangladesh Service Rules 
(BSR), O�ce Management, and Information and 
Communication Technology (ICT) Courses for o�cial 
purposes. RPATCs impart fundamental training 
programmes for the employees of grades 10-20. �e 
training programmes organized at RPATCs range from  
one  week  to  four  weeks, and  some  of  the 
programmes are held more than once in a �scal year. 
Although BPATC, as a parent organization, prepares the 
design of these training courses, RPATCs are mandated 
to redesign and update course contents and design to 
cater for the changing needs and demands of the 
clients.

Training courses conducted at RPATCs are both 
residential and non-residential. O�cials and sta� 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 the 
decision made by the centre.

Introduction to Regional Public Administration
Training Centres (RPATCs)
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Regional Public Administration 
Training Centre, Dhaka

Regional Public Administration Training Centre (RPATC), 
Dhaka is a regional body of Bangladesh Public 
Administration Training Centre (BPATC). Since its 
inception on the 28th April 1984, RPATC, Dhaka has been 
conducting job and skill oriented training courses for 
Government employees, Semi- government, and 
Autonomous/Statutory bodies. RPATC, Dhaka is located 
at 49 New Eskaton, a mid way place between 
Banglamotor Bus Stand and Moghbazar Cross roads in 
the capital city. The centre contains two multi-storied 
buildings constructed on near about two bigas of land. 
The Centre can impart training 200 participants at a time.

Regional Public Administration 
Training Centre, Chattogram

Regional Public Administration Training Centre, 
Chattogram is one of the arms of Bangladesh Public 
Administration Training Centre (BPATC), Dhaka. It is 
located at 10 S. S. Khaled Road (West Bank of Askar 
Dighi), South Pahartoli, Khulshi mouza, Kotwali thana, 
Chattogram-4000. Since its inception the RPATC 
Chattogram has been conducting specialized short 
Courses, Workshops, Seminars and skill development 
courses for the Officials and Staffs of the Government, 

Semi-government and Autonomous bodies.  The 
RPATC campus area is about 0.8124 acres with five 
multi-storied buildings surrounded by security wall. 
The centre is well-equipped with two Modern 
Computer Labs, Two Auditoriums, Properly Organized 
Classrooms, Enriched Library, Spacious Gymnasium, 
Decorated Dormitories, Medical Support, Two Prayer 
Rooms (male and female), Common room for 
non-residential female participants, Indoor and 
Outdoor games facilities, Beautiful Garden and 
Pleasant Living Environment. It can arrange training 
programs for 250 participants at a time. Besides this, 
the full campus is facilitated with smooth internet 
connection, closed circuit camera and all-time security 
guards. RPATC Chattogram has a great impact on 
government employees in enhancing their skills and 
knowledge, and expertise them to discharge their 
duties more efficiently and effectively to make a 
developed Bangladesh.

Regional Public Administration 
Training Centre, Rajshahi

Regional Public Administration Training Centre, 
Rajshahi, is located in the heart of Rajshahi, the most 
clean and green city in the country. It is located beside 
LGD Bhabon at Kazihata (Word No-7), under the Raj 
para Thana. The total area of the Rajshahi RPATC 
campus is 1.7825 acres. It is close to Botanical Garden 
and Zoo and behind the O�ce of the Divisional 
Commissioner, Rajshahi. The address is Kazihata, 
Rajpara, Rajshahi-6000. The centre is 
well-communicated and connected with other 
divisions, including the capital city, Dhaka, by road, rail 
and air. The centre can impart training 180 participants 
at a time.
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Daily Schedule for Training Activities
Time Activities

06.00 - 07.00

08.00 - 08.30

09.00 - 10.00

10.05 - 11.05

11.05 - 11.20

11.20 - 12.20

12.25 - 13.25

13.25 - 14.25

14.25 - 15.25

15.30 - 16.30

16.00 - 18.00

19.00 - 21.00

20.30-21.30

Physical Exercise*

Breakfast

Classroom Session (1st Session)

Classroom Session (2nd Session)

Tea Break

Classroom Session (3rd Session)

Classroom Session (4th Session)

Prayer & Lunch

Classroom Session (5th Session)

Classroom Session (6th Session)

Games & Sports (One Hour)*

Evening Session**

Dinner

* Subject to change according to sunrise and sunset.

** Evening session can be arranged if required

Regional Public Administration 
Training Centre, Khulna

RPATC, Khulna has an o�ce of 2.0840 acres and a 
residential area of 0.5240 acres. It is located along 
with Khulna-Jessore-Dhaka Highway, near o�ce of 
Divisional Commissioner Khulna. The address is 1 
Soto Boyra Masjid Bari Rd, Khulna. It has good road, 
rail and waterway connectivity with the capital 
Dhaka and is well connected with other divisional 
cities of the country. Jessore Airport is only 80 km 
away from RPATC, Khulna. The Centre can impart 
training 120 participants at a time.

BPATC has taken initiatives to enhance the capacity 
of the existing RPATCs and establish four new 
Regional Centres in Barisal, Sylhet, Rangpur and 
Mymensingh divisions.
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List of Abbreviations 
ACR Annual Con�dential Report

ADP Annual Development Programme

AI Arti�cial Intelligence

APA Annual Performance Agreement

APP Annual Procurement Plan

ATT A�endance

BASC Bangladesh Administrative Sta� College 

BCS Bangladesh Civil Service

BPATC Bangladesh Public Administration Training Centre

BPPA Bangladesh Public Procurement Authority

CC Citizen Charter

CMT Course Management Team

COTA Civil O�cers Training Academy

DA Daily Allowance

DDO Drawing Disbursing O�cer

D-Nothi Digital Nothi

DO Demi O�cial

EFT Electronic Fund Transfer

e-GP Electronic Government Procurement

ERP Enterprise Resource Planning

FM Faculty Member

FTC Fundamental Training Course

GA Group Assignment

GE Group Exercise

GP Group Presentation

GR Group Report

GRS Grievance Redress System

GS Guest Speaker

IA Individual Assignment/Assessment

IBAS Integrated Budget Management System

ICT Information and Communication Technology

IE Individual Exercise

IP Individual Presentation

IR Individual Report

LDC Least Developed Countries

L&D Lecture and Discussion

L&E Lecture and Exercise

L&P Lecture and Practice

LD&P Lecture, Discussion and Practice

MDS Member Directing Sta�

MTBF Mid-term Budgetary Framework

NIPA National Institute of Public Administration

NIS National Integrity Strategy

OBE Open Book Examination

PFM Public Financial Management

PC Personal Computer

PT Practical Test

PPA Public Procurement Act

PPR Public Procurement Rules

Q&A Question and Answer

RPATC Regional Public Administration Training Centre

RTI Right to Information

SD Skills Development

SDG Sustainable Development Goal

STI Sta� Training Institute

ST&RC Sta� Training and Regional Centre

TA Training Allowance

TM Training Method

TNA Training Need Assessment

TQM Total Quality Management

VAT Value Added Tax

WE Wri�en Examination

WS Workshop

4IR Fourth Industrial Revolution
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Courses For
Grade 09 or Above 
Employees



Course Objectives
• To understand procurement rules and di�erent stages of procurement of goods, works and 

services with e-GP system; and

• To improve knowledge and skills on �nancial management.

 Distribution of days

01. Procurement Management Course
Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

Two in each RPATC

12 days

12-23 July 2026; 7-18 February 2027

Residential/Non-Residential

35

O�cials holding the post of grade 09 or above

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the course.

Available days for classroom session 8 x (6 sessions everyday) = 48 sessions are admissible. 
(Evening sessions may be arranged if required)

Total Session Hours of the Modules- 48

Duration

Working days

12 days 

10 

a. Inauguration- 1/2 day

b. Closing- 1/4 day

c. Field Visit 1 day

d. Exam/Exercises 1/4 day

e. Cultural Program 1/2 day

                               Total 2.5 days

Courses For Grade 09 or Above Employees

02



1.02 Faculty/Guest SpeakerCombating Corruption Strategies2 L&D

Course Contents
Module-01 : History, Culture and Ethical Values

Objective : a) To know the history and culture of Bangladesh.
  b) To familiarize ethical standards. 

Session Hours : 04

Topic Code Hours Topics TMFacilitator/ Speaker

1.01 Faculty/Guest SpeakerHistory, Culture and Liberation War of 
Bangladesh

2 L&D

Topic Code Hours Topics TMFacilitator/ Speaker

2.01

2.02

2.03

2.04

2.05

2.06

2.07

2.08

2.09

2.10

2.11

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Overview of PPA-2006 & PPR-2025

 Annual Procurement Plan (APP)

Formation of Di�erent Procurement 
Related Committees

Di�erent Methods of Public Procurements

Procurement Methods of Goods & Works

Procurement Methods of Services

Preparing Technical Specifications and 
Official Cost Estimate (OCE)

Preparation of TD (PG-1,PG-3, PW-3)

Advertisement and Issuance of Tender

Opening and Evaluation of Tender

Notification of Award (NOA), Contract 
Administration and Management

2

2

1

1

2

1

2

2

1

2

2

Exercise

Exercise

L&D

L&D

L&D

L&D

Practice

Practice

Practice

L&D

L&D

Module-02 : Procurement Management and Planning

Evaluation Method : Individual Report

Total Marks : 35

Objective : To enhance knowledge and skill in public procurement system

Session Hours : 18

Courses For Grade 09 or Above Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

3.01

3.02

3.03

3.04

3.05

3.06

3.07

3.08

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Overview of Electronic Government 
Procurement (e-GP)

Basic Software for e-GP, e-GP Login 
Logout, Creation of PE Office, 
Designation and Users

Creation of TEC, Assigning Procurement 
Role and Profile Management

a) Creation of APP in e-GP (Create APP, 
Create Workflow, Its Approval and 
Publication Procedure).
b) Creation Tender Documents in e-GP.

Creation and Publication of e-Tender Notice

Tender Evaluation in e-GP

Approval Procedure, Providing NOA 
and Singing Contract

Electronic Contract Management 
System (e-CMS)

2

2

1

2

1

1

1

1

D&P

D&P

Practical

Practical

Practical

Practical

Practical

Practical

Module-03 : Electronic Government Procurement (e-GP)

Evaluation Method : Individual Exercise

Total Marks : 35

Objective : To explain the Electronic Government Procurement (e-GP) and its importance.

Session Hours : 11

Note: For conducting Session on 03.02 to 03.09 the Speaker/ facilitator must have access to the e-GP system.

Courses For Grade 09 or Above Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

4.01

4.02

4.03

4.04

4.05

4.06

4.07

4.08

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

General Financial Rules

Delegation of Financial Power

Duties and Responsibilities of DDO

Practical Uses of Value Added Tax (VAT) 
in Public Offices

Laws and Practices of Income Tax

Audit, Audit Objections and Settlement 
Procedure (broad sheet reply)

Procedure of Acceptance of Goods & 
Works and its Management

Store & Equipment Management

1

1

1

2

2

2

1

1

L&D

L&D

L&D

L&D

L&E

L&E

L&E

L&E

Module-04 : Financial Management 

Evaluation Method : Group Exercise

Total Marks : 50

Objective : To improve knowledge and skill on financial management

Session Hours : 11

Topic Code Hours Topics TMFacilitator/ Speaker

5.01

5.02

5.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Primary Health Care and Awareness

Occupational Pain and it’s Management

Emotional Intelligence

1

1

2

L&D

L&D

L&D

Module-05 : Good Health and Well-being

Objective : To aware trainees about primary health care, nutrition management, 
  sedentary lifestyle to stay fit, healthy and lively

Session Hours : 04

Courses For Grade 09 or Above Employees
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a) Individual Assignment / Report

b) Group Exercise/ Report/Presentation 

c) Class Attendance and Overall Conduct & Discipline

Total

70

50

30

150

Training Methods
• Lecture and Discussion
• Practical Demonstration 
• Exercise

Evaluation Methods
Members of course management will evaluate the participants of the course. Each participant will 
be evaluated within 150 marks. The breakdown of the marks will be as follows:

Participants and Faculty Members in a Photo session at RPATC, Cha�ogram

Courses For Grade 09 or Above Employees
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Course Objectives
• To enhance ICT knowledge and skills of the participants for leveraging ICT at their official 

activities; and

• To understand e-Governance practices in Bangladesh.

 Distribution of days

02. ICT and e-Governance Management Course
Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

12 days

3-14 January 2027

Residential/Non-Residential

35

Officials holding the post of grade 09 or above

RPATCs invite nominations from relevant Departments, Organizations, 
and O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the course.

Available days for classroom session 8 x (6 sessions everyday) = 48 sessions are admissible. 
(Evening sessions may be arranged if required)

Total Session Hours of the Modules- 48

Duration

Weekly holidays

Working days

12 days 

2 

10 

a. Inauguration- 1/2 day

b. Closing- 1/2 day

c. Field Visit 1 day

d. Exam/Exercises 1/4 day

e. Cultural Program 1/4 day

                               Total 2.5 days

Courses For Grade 09 or Above Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

2.01

2.02

2.03

2.04

2.05

2.06

2.07

2.08

2.09

2.10

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Introduction to Computer: Hardware 
and Software 

New Hardware and Software Installation

Document Preparation

Power Point Presentation (Use of 
Gamma, Canva)

Spreadsheet Analysis

Virtual Office Management: Online 
Training, Meeting and Seminar 

Uses of Unicode

Usage of D-Nothi

Cloud Computing: Concept and Usage

How to Manage virtual meetings by 
using Zoom, Meet, Webex, and others

1

1

1

2

2

2

1

5

1

2

L&Practical

Practical

Practical

Practical

Practical

Practical

Practical

Practical

L&D

Practical

Module-02 : Essential ICT Skills 

Evaluation Method : Individual Practical TEST

Total Marks : 35

Objective : To enhance essential ICT knowledge and skills

Session Hours : 18

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

Faculty/Guest Speaker

Faculty/Guest Speaker

History, Culture and Liberation War of 
Bangladesh

Combating Corruption Strategies

2

2

L&D

L&D

Module-01 : History, Culture and Ethical Values

Objective : a) To know the history and culture of Bangladesh.
  b) To familiarize ethical standards. 

Session Hours : 04

Courses For Grade 09 or Above Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

3.01

3.02

3.03

3.04

3.05

3.06

3.07

3.08

e-Governance: Concept, Architecture & 
Readiness and Challenges

Office Automation: ERP, GRP, Digital 
Communication etc.

Web Portal Management

MyGov and e-Services in Bangladesh

Use of ICT in Public Procurement: Electronic 
Government Procurement (e-GP)

Safe Internet Use, Social Media 
Guidelines, and Responsible Digital 
Communication (Email Writing)

Cyber Security Act, 2023 and ICT 
Related Laws & Rules

Fourth Industrial Revolution (4IR): Artificial 
Intelligence (AI), Internet of Things (IoT), Big 
Data, Robotics, Block Chain, Crypto Currency

2

2

2

2

2

2

2

2

L&D

L&P

P

L&E

L&E

L&D

L&P

L&D

Topic Code Hours Topics TMFacilitator/ Speaker

4.01

4.02

4.03

Faculty/Guest Speaker

Faculty/Guest Speaker
.

Faculty/Guest Speaker

Identification and Solution of Hardware 
Related Problems

Identification and Solution of Software 
Related Problems

Solution of Network and Internet 
Related Problems

2

2

2

L, D&P

L, D&P

Practical

Module-04 : Trouble Shooting: Hardware and Software

Evaluation Method : Individual Exercise/ Practical Demonstration/ Practice

Total Marks : 35

Objective : To enhance knowledge and skills for trouble shooting

Session Hours : 06

Module-03 : e-Governance and ICT for Development

Evaluation Method : Group Exercise/ Presentation

Total Marks : 50

Objective : To understand e-Governance and ICT as tools for development

Session Hours : 16

Courses For Grade 09 or Above Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

5.01

5.02

5.03

5.04

Primary Health Care and Awareness

Occupational Pain and it’s Management

Effect of Sedentary Lifestyle and   
Management

Emotional Intelligence

1

1

1

2

L&D

L&D

L&D

L&D

Module-05 : Good Health and Well-being

Objective : To aware trainees about the benefits of physical exercise and sports and 
  motivate them how to stay fit, healthy and lively

Session Hours : 05

Training Methods
• Lecture and Discussion
• Practical Demonstration and Exercise
• Study Visit
• Physical Exercise and Games

Evaluation Methods
Members of course management will evaluate the participants of the course. Each participant will 
be evaluated within 150 marks. The breakdown of the marks will be as follows:

a) Exercise/Individual Assignment

b) Group Report/Activity/Presentation

c) Class Attendance and Overall Conduct & Discipline

Total

70

50

30

150

Courses For Grade 09 or Above Employees
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Course Objectives
At present, almost 45% of the annual budget and around 75% of the Annual Development Program (ADP) is 
spent on public procurement by different government agencies. So, it is essential to understand the whole 
procedure and legal framework for spending public money through the e-GP system. The training aims to 

• develop each participant’s public procurement capacity using an electronic system;

• understand different procurement rules, stages and implementation of Public Procurement 
through the Electronic Government Procurement (e-GP) system; 

• improve public procurement performance of the procuring entities under the procuring agencies;

 Distribution of days

03. Electronic Government Procurement (e-GP) Course
Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

Two in each RPATC

05 days

19-23 July 2026, 22-26 November 2026

Residential/Non-Residential

35

Officials holding the post of grade 09 or above

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the course.

Available days for classroom sessions 24 (6 sessions every day x 4 days = 24). (Evening 
sessions may be arranged if required)

Total Session Hours of the Modules- 24

Duration

Working days

5 days 

05 

a. Inauguration- 1/2 day

b. Closing- 1/2 day

                               Total 2 days

Courses For Grade 09 or Above Employees
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1.08 Faculty/Guest SpeakerElectronic Contract Management 
System (e-CMS)

2 Practical 
Demonstration 
with Exercise

Note: Facilitators must have access to the e-GP system and the RPATCs-required e-GP training IDs to conduct 
sessions. Course coordinators are requested to create a block schedule, maintain sequences, and select speakers from 
the pool well ahead of course initiation.

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

1.03

1.04

1.05

1.06

1.07

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Overview of Electronic Government 
Procurement (e-GP)

APP Preparation (Different Budget, APP 
Creation, Workflow), Approval and 
Publish

Tender Notice and Tender Document 
Preparation

TEC Formation, Publication of Tender 
Notice in e-GP portal, and Newspaper, 
Tender preparation, Tender 
Amendment

Creation Tender Documents in e-GP.

Tender Evaluation: Evaluation 
Configuration & Declaration, Evaluate 
Tender Form & Seek Clarification to 
Tenderer, Preparation of TERs (Sent to 
TEC Chairperson)

Completing the Tender Evaluation, 
sending the Evaluation Report to AA, 
Tender Approval, Issuing NOA and 
Contract Award and Tender Security 
Release

2

2

5

3

2

3

5

Discussion and Practical 
Demonstration 

Practical 
Demonstration 
with Exercise

Practical Demonstration 
with Exercise

Practical 
Demonstration 
with Exercise

Practical Demonstration with Exercise

Practical 
Demonstration 
with Exercise

Practical 
Demonstration 
with Exercise

Module-01 : Electronic Government Procurement (e-GP)

Evaluation Method : Individual Exercise & Group Report

Total Marks : IR-40 & GR-30

Objective : To explain the Electronic Government Procurement (e-GP) and its importance.

Session Hours : 24

Course Contents
Courses For Grade 09 or Above Employees
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Training Methods
• Hands-on-Training/exercise
• Lecture and Discussion
• Practical Demonstration
• Peer learning
• Experience sharing 
• Audio-Visual

Evaluation Methods 
Members of the course management will evaluate the participants in the course. Each participant 
will be evaluated within 100 marks. Breakdown of the marks is as follows:

a) IR & GR

b) Class Attendance and Overall Conduct & Discipline

Total

70

30

100

Participants are attending a session at RPATC, Chattogram 

Courses For Grade 09 or Above Employees
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Workshop Objectives
• To sensitize participants to uphold the spirit of "nation-first" in public administration, ensuring 

transparency and dedication to civic duty.

• To strengthen participants’ understanding of Bangladesh’s social safety net programmes and 
their role in reducing poverty, vulnerability, and inequality.

Presentation/Discussion outline of the Workshop
• Social Safety Nets: Family Card, Farmer’s Card, financial and food support 

• Healthcare: Large-scale recruitment, quality services, maternal & preventive care 

• Education: Skills-based, technology-supported, employment-oriented system 

• Youth & Employment: Skills development, entrepreneurship, merit-based jobs 

• Sports Development: Infrastructure and career opportunities at local levels 

• Environment & Climate: River restoration, tree plantation, waste management 

Modus Operandi
• Presentation of key-note paper;

• Discussion on key-note presentation by Discussants;

• Questions and answers on the presentation;

• Group work/discussion and group report presentation; and

• Comments on group reports by session chairperson.

04. Workshop on "Bangladesh Before All"
Venue

Number of Workshop

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

Day-long

20 July 2026

Non-Residential

40

Officials holding the post of grade 09 or above

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the workshop.

Workshops For Grade 09 or Above Employees
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Workshop Objectives
• To enhance participants’ understanding of the concepts, frameworks, and importance of 

Government Performance Management Systems in improving public sector efficiency and 
accountability.

• To develop participants’ skills in setting performance indicators, monitoring progress, and 
evaluating outcomes within government institutions.

• To enable participants to apply performance management tools and techniques for better 
decision-making, service delivery, and results-based governance.

Presentation/Discussion outline of the Workshop
• Introduction to Government Performance Management System (GPMS)

• Key Components: Indicators, Targets, and Measurement Tools

• Monitoring, Evaluation, and -Reporting Mechanisms

• Challenges in Implementing GPMS in Public Sector

• Best Practices and Case Examples for Results-Based Governance

Modus Operandi
• Presentation of key-note paper;

• Discussion on key-note presentation by Discussants; 

• Questions and answers on the presentation;

• Group work/discussion and group report presentation; and

• Comments on group reports by session chairperson.

05. Workshop on GPMS
Venue

Number of Workshop

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

Day-long

20 August 2026

Non-Residential

40

Officials holding the post of grade 09 or above

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the workshop.

Workshops For Grade 09 or Above Employees
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Workshop Objectives
• To build awareness of the specific vulnerabilities and climate-related risks facing different 

regions and communities across Bangladesh;

• To introduce the principles and practices of LLA, emphasizing community-driven solutions, 
indigenous knowledge, and local leadership in climate resilience; and

• To support participants in aligning local adaptation strategies with national policies and 
international frameworks, ensuring inclusive and sustainable climate action.

Presentation/Discussion outline of the Workshop
• Provide an overview of climate change impacts in Bangladesh, highlighting key vulnerabilities 

in coastal, flood-prone, and drought-affected areas.

• Introduce the concept and principles of Locally Led Adaptation (LLA), focusing on community 
ownership, inclusivity, and context-specific solutions.

• Showcase successful LLA practices and case studies from different regions of Bangladesh that 
demonstrate resilience and innovation.

• Discuss policy alignment and institutional support mechanisms needed to scale up and 
sustain locally led adaptation initiatives.

Modus Operandi
• Presentation of key-note paper;

• Discussion on key-note presentation by Discussants;

• Questions and answers on the presentation;

• Group work/discussion and group report presentation; and

• Comments on group reports by session chairperson.

06. Workshop on Climate Change & Locally
 Led Adaptation

Venue

Number of Workshop

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

Day-long

17 September 2026

Non-Residential

40

Officials holding the post of grade 09 or above

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the workshop.

Workshops For Grade 09 or Above Employees
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Workshop Objectives
• To provide participants with a foundational understanding of key AI concepts, technologies, and 

terminologies, including machine learning, natural language processing, and neural networks;

• To demonstrate how AI is being applied across various sectors such as healthcare, education, 
governance, and industry, highlighting real-world case studies and best practices; and

• To equip participants with knowledge about ethical considerations, data privacy, and policy 
implications related to AI, promoting responsible and inclusive adoption in their respective fields.

Presentation/Discussion outline of the Workshop
• Introduce the basics of Artificial Intelligence, covering its definition, types, and evolution.

• Highlight key AI technologies and applications across sectors like healthcare, education, 
governance, and industry.

• Discuss the ethical, legal, and societal challenges associated with AI, including data privacy 
and algorithmic bias.

• Explore strategies for AI readiness and capacity building, focusing on skills development, 
infrastructure, and policy frameworks.

Modus Operandi
• Presentation of key-note paper;

• Discussion on key-note presentation by Discussants;

• Questions and answers on the presentation;

• Group work/discussion and group report presentation; and

• Comments on group reports by session chairperson.

07. Workshop on Artificial Intelligence (AI) in
Public Service

Venue

Number of Workshop

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

Day-long

15 October 2026

Non-Residential

40

Officials holding the post of grade 09 or above

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the workshop.

Workshops For Grade 09 or Above Employees
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Workshop Objectives
• To equip participants with a clear understanding of how skill development contributes to 

productivity, employment generation, and overall economic growth.

• To enable participants to analyze existing skill development frameworks, identify gaps (e.g., 
mismatch with labor market needs), and explore practical solutions. 

• To support participants in designing actionable strategies, policies, or programs that 
strengthen skills training, improve employability, and foster inclusive economic growth.

Presentation/Discussion outline of the Workshop
• Definition and types of skills (basic, technical, soft, digital) 

• Link between human capital and economic growth 

• Global trends and future of work 

• Relevance for developing economies like Bangladesh

Modus Operandi
• Presentation of key-note paper;

• Discussion on key-note presentation by Discussants;

• Questions and answers on the presentation;

• Group work/discussion and group report presentation and

• Comments on group reports by session chairperson.

08. Workshop on Technical Skill Development and
 Economic Growth

Venue

Number of Workshop

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

Day-long

19 November 2026

Non-Residential

40

Officials holding the post of grade 09 or above

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the workshop.

Workshops For Grade 09 or Above Employees
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Workshop Objectives
• To enable the participants understand and apply the e-GP system.

Presentation/Discussion outline of the Workshop
• Methods of goods, works and service procurement;

• Steps in Procurement;

• Phases and key functionalities of e-GP; and

• Procedures of making complain and settlement.

Modus Operandi
• Presentation of key-note paper;

• Discussion on key-note presentation by Discussants ;

• Questions and answers on the presentation;

• Group work/discussion and group report presentation; and

• Comments on group reports by session chairperson.

09. Workshop on e-GP
Venue

Number of Workshop

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

Day-long

24 December 2026

Non-Residential

40

Officials holding the post of grade 09 or above

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the workshop.

Workshops For Grade 09 or Above Employees
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Workshop Objectives
• To appraise the participants about the core structures and targets of flagship safety net programs, 

including the Family Card and the Farmer's Card system;

• To make them aware on the operational expansion of sectoral welfare, focusing on mass healthcare 
recruitment, e-health cards, and free primary education materials; and

• To sensitize them to efficiently execute, monitor, and streamline local-level distribution channels to 
ensure transparency, gender empowerment, and maximum inclusion.

Presentation/Discussion outline of the Workshop
• Understanding LiveCycle-based vulnerabilities and the core targets of state welfare initiatives in Bangladesh.

• Reviewing the female-centered 'Family Card' registration system and its mechanism for monthly cash and 
food assistance.

• Analyzing the deployment of 'Farmer's Card' for subsidized inputs, accessible credit, and climate-risk crop insurance.

• Evaluating the recruitment of health workers (80% women), e-health cards, and free primary school 
supplies.

• Examining the  institutionalization of targeted technical/linguistic skills training for youth.

• Discussing G2P electronic transfers, non-partisan beneficiary selection, and strategic measures to eliminate 
leakages in service delivery.

Modus Operandi
• Presentation of key-note paper;
• Discussion on key-note presentation by Discussants; 
• Questions and answers on the presentation;
• Group work/discussion and group report presentation; and
• Comments on group reports by session chairperson.

10. Workshop on Social Protection and Welfare
 Initiatives of the Government

Venue

Number of Workshop

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

Day-long

21 January 2027

Non-Residential

40

Officials holding the post of grade 09 or above

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the workshop.
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21



Venue

Number of Workshop

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

Day-long

18 February 2027

Non-Residential

40

Officials holding the post of grade 09 or above

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the workshop.

Workshop Objectives
• To enable participants to understand the link between food safety, nutrition, and overall health 

and wellbeing, including the prevention of food-borne diseases. 

• To equip participants with practical knowledge and skills on safe food handling, hygiene, storage, 
and preparation practices in everyday settings. 

• To support participants in identifying key food safety risks and developing actionable strategies to 
promote healthier behaviors and improve public health outcomes.

Presentation/Discussion outline of the Workshop
• Food Safety and Health Linkages 

• Safe Food Handling and Hygiene Practices 

• Nutrition and Healthy Lifestyle 

• Challenges in Ensuring Food Safety 

• Strategies and Action Planning

Modus Operandi
• Presentation of key-note paper;

• Discussion on key-note presentation by Discussants; 

• Questions and answers on the presentation;

• Group work/discussion and group report presentation; and

• Comments on group reports by session chairperson.

11. Workshop on Food Safety, Good Health and
 Wellbeing

Workshops For Grade 09 or Above Employees
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Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

03 in each RPATC

26 days

 02-27 August 2026
04-29 November 2026
28 February - 25 March 2027

Residential/Non-Residential

35 in each course

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.

12. Fundamental Training Course for Grade 10-12 Employees

Course Objectives
• To develop a sense of ethical values and patriotic feelings among the participants;

• To enhance participants’ knowledge and skills about Government systems and rules;

• To develop communication and behavior patterns of management practices and

• To equip participants for using ICT in o�ce management.

 Distribution of days

Available days for classroom session 16 x (6 sessions everyday) = 96 sessions are admissible. 
(Evening sessions may be arranged and weekly holidays may be utilized if required)

Total Session Hours of the Modules- 91

Duration

Weekly holidays

Working days

26 days 

06 

20 

a. Inauguration- 1/2 day

b. Closing- 1/2 day

c. Field Visit 2 day

d. Exam/Exercises 1/2 day

e. Cultural Program 1/2 day

                               Total 4 days

Courses For Grade 10-12 Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

2.01

2.02

2.03

2.04

2.05

2.06

2.07

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Constitutional Obligation of the Public 
Servants

Manner, Etiquettes, Attitudes, Morals and 
Dress Code of Government Employees

Total Quality Management: Kaizen & 5S

Sympathy and Empathy Building

GPMS as a Social Accountability Tool

Ethics, Values and Virtues in Public Service

Combating Corruptions in Bangladesh

2

2

2

2

2

2

2

L&D

L&D

L&D

L&E

Simulation/
Group work

L&D

L&D

Module-02 : Ethics and Values for Government Employees

Evaluation Method : Group Exercise

Total Marks : 50

Objective : To develop a sense of ethical values and patriotic feelings among the participants

Session Hours : 14

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

Faculty/Guest Speaker

Faculty/Guest Speaker

History, Culture and Liberation War of 
Bangladesh

Potential Resources of Bangladesh

2

2

L&D

L&D

Module-01 : History, Culture and the Development Imperatives of Bangladesh

Objective : To know the history and culture of Bangladesh.

Session Hours : 04

Course Contents
Courses For Grade 10-12 Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

3.01

3.02

3.03

3.04

3.05

3.06

3.07

3.08

3.09

3.10

3.11

3.12

3.13

3.14

3.15

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

সরকাির চাকির আইন, ২০১৮ এবং সরকাির 
কম �চারী (িনয়িমত উপি�িত) িবিধমালা, ২০১৯

The Government Servants (Conduct) 
Rules, 1979

The Government Servants (Discipline 
and Appeal) Rules, 2018

Prescribed Leave Rules, 1959

Annual Confidential Report (ACR)

Overview on Secretariat Instruction 2024

File and Record Management as per 
Secretariat Instructions

Preparing Draft, Writing Note & Summary

Forms of Written Communication (O�cial 
Letter, DO and O�ce Memorandum)

Conducting Meeting, Preparing Working 
Paper and Writing Minutes

Office Inspection: Report Writing and 
Reply

Seniority Rules & Criteria for Promotion

�িমত বাংলা বানান রীিত

দা�িরক কােজ ব�ব�ত বাংলা 

The Bangladesh National Flag, Anthem 
and Emblem order 1972

2

1

3

1

1

1

2

2

2

2

2

1

1

1

1

L&D

L&D

Practical

L&E

L&D

L&D

Lecture & 
Practical

L&E with 
Practical

L&E

Practical

Practical

L&D

L&D

L&D

L&D

Module-03 : Service Rules and Smart Office Management

Evaluation Method : Individual Exercise/Written Examination

Total Marks : 30

Objective : To enhance participants’ knowledge and skills with regard to proper 
  applications of Government systems and rules;

Session Hours : 23

Courses For Grade 10-12 Employees

26



Module-04 : Financial Rules and Procedures

Evaluation Method : Group Exercise

Total Marks : 50

Objective : The participants will be able to understand financial rules and procedures  

Session Hours : 30

Courses For Grade 10-12 Employees

4.11

4.12

4.13

4.14

4.15

4.16

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Audit, Audit Objections and Settlement 
Procedure (broad sheet reply)

Practical Uses of Value Added Tax (VAT) in Public Offices

Self-Tax Assessment and Income 
Tax/e-Tax Return Preparation

Store & Equipment Management

Delegation of Financial and Administrative Power

Bill Entry, EFT, iBAS++

2

1

2

1

2

3

L&E

L&D

L&E (with 
Practical)

L&D

L&D

Practical

Topic Code Hours Topics TMFacilitator/ Speaker

4.01

4.02

4.03

4.04

4.05

4.06

4.07

4.08

4.09

4.10

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Overview of General Financial Rules

Overview of Treasury Rules

TA & DA Rules (with exercise)

Pay Fixation

Calculation of Pension and Gratuity

Budgetary Process in Bangladesh Using 
MTBF

Overview of PPA-2006 & PPR-2025

Annual Procurement Plan (APP)

Di�erent Procurement Methods

Public Procurement Emphasizing on e-GP 
(with Practical)

1

1

1

1

2

2

2

1

2

6

L&D

L&D

L&E

L&E

L&E

L&E

L&E

L&E

L&D

L&E (with 
Practical)

Note: 4.10 Session will be conducted in a single working day. 
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Topic Code Hours Topics TMFacilitator/ Speaker

5.01

5.02

5.03

5.04

5.05

5.06

5.07

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Unicode Bangla Typing & Official 
Document Preparation

MS Word for Official Work

MS Excel for daily office management

MS Powerpoint for Official Presentation

D-Nothi Practical Operation 
 

Use of AI Tools in Daily Office 
Management

Safe Internet Use, Social Media 
Guidelines, and Responsible Digital 
Communication (Email Writing)

2

2

2

2

4

2

2

Practical

Practical

Practical

Practical

L & 
Practical

Demonstration 
and Practice

L&E

Module-05 : Information and Communication Technology

Evaluation Method : Individual Practical Test

Total Marks : 30

Objective : To  equip participants to utilize ICT in office management.

Session Hours : 16

Courses For Grade 10-12 Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

6.01

6.02

6.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Primary Health Care and Awareness

Occupational Pain and it’s Management

Emotional Intelligence

1

1

2

L&D

L&D

L&D

Training Methods
• Lecture and Discussion
• Practical Demonstration
• Exercise
• Study Visit
• Physical Exercise and Sports

Evaluation Methods
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) Group Presentation/Exercise

b) Written Examination/Individual Practical Test

c) Class Attendance and Overall Conduct & Discipline, Attendance in 
Sports, Cultural Programme and Tour

Total

100

60

40

200

Module-06 : Good Health and Well-being

Objective : To aware trainees about the benefits of physical exercise and sports and
  motivate them how to stay fit, healthy and lively

Session Hours : 04
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Course Objectives
At present, almost 45% of the annual budget and around 75% of the Annual Development Program (ADP) is 
spent on public procurement by di�erent government agencies. So, it is essential to understand the whole 
procedure and legal framework for spending public money through the e-GP system. The training aims to 

• develop each participant’s public procurement capacity using an electronic system;
• understand di�erent procurement rules, stages and implementation of Public 

Procurement through the Electronic Government Procurement (e-GP) system; and 
• improve public procurement performance of the procuring entities under the procuring agencies;
 Distribution of days

Available days for classroom sessions 24 (6 sessions every day x 4 days = 24). (Evening 
sessions may be arranged if required)

Total Session Hours of the Modules- 24

Duration

Weekly holidays

Working days

5 days 

05 

10 

a. Inauguration- 1/4 day

b. Closing- 1/4 day

                               Total 1 day

Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

05 days

01-05 November 2026

Residential/Non-Residential

35

Officials holding the post of  10-12 grade

RPATCs invite nominations from relevant Departments, Organizations, 
and O�ces, and they send a nomination letter directly to RPATCs.

07 days before the commencement of the course.

13. Electronic Government Procurement (e-GP)
 Course for Grade 10-12 Employees
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1.08 Faculty/Guest SpeakerElectronic Contract Management 
System (e-CMS)

2 Practical 
Demonstration 
with Exercise

Note: Facilitators must have access to the e-GP system and the RPATCs-required e-GP training IDs to conduct sessions. Course 
coordinators are requested to create a block schedule, maintain sequences, and select speakers from the pool well ahead of 
course initiation.

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

1.03

1.04

1.05

1.06

1.07

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Overview of Electronic Government 
Procurement (e-GP), Basic Software for 
e-GP, e-GP Login, Logout, Creation of 
PE Office, Designation and Users, 
Assigning Procurement Roles and 
Profile Management 

APP Preparation (Different Budget, APP 
Creation, Workflow), Approval and 
Publish

Tender Notice and Tender Document 
Preparation

TEC Formation, Publication of Tender 
Notice in e-GP portal, and Newspaper, 
Tender preparation, Tender 
Amendment

Creation Tender Documents in e-GP

Tender Evaluation: Evaluation 
Configuration & Declaration, Evaluate 
Tender Form & Seek Clarification to 
Tenderer, Preparation of TERs (Sent to 
TEC Chairperson)

Completing the Tender Evaluation, 
sending the Evaluation Report to AA, 
Tender Approval, Issuing NOA and 
Contract Award and Tender Security 
Release

2

2

5

3

2

3

5

Discussion and Practical 
Demonstration 

Practical 
Demonstration 
with Exercise

Practical Demonstration 
with Exercise

Practical 
Demonstration 
with Exercise

Practical Demonstration with Exercise

Practical 
Demonstration 
with Exercise

Practical 
Demonstration 
with Exercise

Module-01 : Electronic Government Procurement (e-GP)

Evaluation Method : Individual Exercise & Group Report

Total Marks : IE-40 & GR-30

Objective : To explain the Electronic Government Procurement (e-GP) and its importance.

Session Hours : 24

Course Contents
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Training Methods
• Hands-on-Training/exercise
• Lecture and Discussion
• Practical Demonstration
• Peer learning
• Experience sharing 
• Audio-Visual

Evaluation Methods 
Members of the course management will evaluate the participants in the course. Each participant 
will be evaluated within 100 marks. Breakdown of the marks is as follows:

a) Individual Exercise & Group Report

b) Class Attendance and Overall Conduct & Discipline

Total

70

30

100

Participant is receiving certificate from the Course Management Team at RPATC, Dhaka  

Courses For Grade 10-12 Employees
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Course Objectives
• To enhance participants’ knowledge and skills with regard to the proper applications of 

government systems and rules;

• To enable participants about the basics of o�ce management; and

• To equip participants to utilize information and communication technology in o�ce 
management.

 Distribution of days

Available days for classroom session 8 x (6 sessions everyday) = 48 sessions are admissible. 
(Evening sessions may be arranged and weekend may be utilized if required)

Total Session Hours of the Modules- 48

Duration

Weekly holidays

Working days

12 days 

02 

10 

a. Inauguration- 1/2 day

b. Closing- 1/2 day

c. Field Visit 1/2 day

d. Exam/Exercises 1 day

e. Cultural Program 1/4 day

                               Total 2.5 days

Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

12 days

28 March 2027-08 April 2027

Residential/Non-Residential

35

Employees holding the post of grade 10-12

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the course.

14. Office Management and ICT Course for
 Grade 10-12 Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

2.01

2.02

2.03

2.04

2.05

2.06

2.07

2.08

2.09

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

সরকাির চাকির আইন, ২০১৮ এবং সরকাির 
কম �চারী (িনয়িমত উপি�িত) িবিধমালা, ২০১৯

The Government Servants (Conduct) 
Rules, 1979

The Government Servants (Discipline 
and Appeal) Rules, 2018 focus on 
Charges Frame

Prescribed Leave Rules, 1959

Annual Confidential Report (ACR)

Overview of Secretariat Instructions-2024

File and Record Management as per 
Secretariat Instructions

Preparing Draft, writing Note & Summary

Forms of Written Communication (O�cial 
Letter, DO and O�ce Memorandum)

2

1

3

1

1

1

1

2

2

L&D

L&D

L&Practical

L&E

L&D

L&D

L&D

L&E (with 
Practical)

L&E

Module-02 : Service Rules and Smart Office Management

Evaluation Method : Written Examination & Group Report

Total Marks : WE-40; GR-50

Objective : To enhance participants’ knowledge and skills with regard to proper 
  applications of Government systems and rules in managing office;

Session Hours : 23

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

Faculty/Guest Speaker

Faculty/Guest Speaker

History, Culture, Liberation War and 
Potential Resources of Bangladesh

Combating Corruption Strategies

2

2

L&D

L&D

Module-01 : History, Culture and Ethical Values

Objective : a) To know the history and culture of Bangladesh.
  b) To familiarize ethical standards. 

Session Hours : 04

Course Contents
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Topic Code Hours Topics TMFacilitator/ Speaker

2.10

2.11

2.12

2.13

2.14

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Conducting Meeting, Preparing Working 
Paper and Writing Minutes

Office Inspection: Report Writing and 
Reply

Seniority Rules & Criteria for Promotion

GPMS as a Social Accountability Tool

দা�িরক কােজ �িমত বাংলা ব�বহার 
(�শাসিনক পিরভাষাসহ)

2

2

1

2

2

Practical

L&D

L&D

L&E

L&D

Topic Code Hours Topics TMFacilitator/ Speaker

3.01

3.02

3.03

3.04

3.05

3.06

3.07

3.08

3.09

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Introduction to Hardware, software 
and AI

Essential ICT Skill: MS Word and Google Doc

Essential ICT Skill: MS Excel and Google Sheets

Essential ICT Skill: MS Power Point

Safe Internet Use, Social Media 
Guidelines, and Responsible Digital 
Communication (Email Writing)  

Unicode, Blind typing (Bangla & 
English)

D-Nothi: Introduction, Application

e-Governance, Innovation and MyGov

Use of AI Tools (ChatGPT, Grammarly, 
Canva, Deepseek, Gemini etc.)

1

2

2

1

2

2

4

2

2

L&E

Practical

Practical

Practical

Practical

Practical

Practical

L&D 

L&P 

Module-03 : Information and Communication Technology

Evaluation Method : Individual Practical Test

Total Marks : 30

Objective : To equip participants to utilize information and communication technology in 
  office management.

Session Hours : 18
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Topic Code Hours Topics TMFacilitator/ Speaker

4.01

4.02

4.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Primary Health Care and Awareness

Occupational Pain and it’s Management

Emotional Intelligence

1

1

1

L&D

L&D

L&D

Module-04 : Good Health and Well-being

Objective : To aware trainees about the benefits of physical exercise and sports and 
  motivate them how to stay fit, healthy and lively

Session Hours : 03

Training Methods
• Lecture and Discussion
• Practical Demonstration 
• Exercise
• Study Visit
• Physical Exercise and Games

Evaluation Methods
Members of course management will evaluate the participants of the course. Each participant will 
be evaluated within 150 marks. The breakdown of the marks will be as follows:

a) Group Presentation/Report/Exercise

b) Individual Practical Test/Written Examination

c) Class Attendance and Overall Conduct & Discipline

Total

50

70

30

150
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Course Objectives
• To develop participants’ level of understanding about financial management, procurement 

management, financial rules and procedures; and 

• To make participants aware of budget-making process, audit objections, service rules and 
official procedures.

 Distribution of days

Available days for classroom session 8 x (6 sessions everyday) = 48 sessions are admissible. 
(Evening sessions may be arranged if required)

Total Session Hours of the Modules- 48

Duration

Weekly holidays

Working days

12 days 

2 

10 

a. Inauguration- 1/2 day

b. Closing- 1/2 day

c. Field Visit 1 day

d. Exam/Exercises 1/4 day

e. Cultural Program 1/4 day

                               Total 2.5 days

Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

12 days

04-15 October 2026

Residential/Non-Residential

35

O�cials holding the post of grade 10-12 or above

RPATCs invite nominations from relevant Departments, Organizations, 
and O�ces, and they send nomination letters directly to RPATCs.

07 days before the commencement of the course.

15. Financial Management Course for
 Grade 10-12 Employees
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2.10

2.11

Faculty/Guest Speaker

Faculty/Guest Speaker

Bill Entry, EFT, ibas++

Store & Equipment Management

4

1

Practical

L&D

Topic Code Hours Topics TMFacilitator/ Speaker

2.01

2.02

2.03

2.04

2.05

2.06

2.07

2.08

2.09

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

General Financial Rules

Treasury Rules

Public Procurement Act, 2006 and 
Public Procurement Rules 2025

Delegation of Administrative and 
Financial Power

Duties and Responsibilities of DDO

Pay Fixation

Practical Uses of Value Added Tax (VAT) 
in Public Offices

Self-Tax Assessment and Income Tax 
Return Preparation

Writing of Cash Book and Other Financial 
Registers and their Preservation Procedures

1

1

2

2

2

1

1

2

2

L&D

L&D

L&E

L&E

L&D

D&E

L&D

L&E

L&D

Module-02 : Financial Rules and Procedures

Evaluation Method : Individual Exercise

Total Marks : 35

Objective : To enhance the knowledge and skills of financial rules and procedures

Session Hours : 19

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

1.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

History, Culture, Liberation War and 
Potential Resources of Bangladesh

Combating Corruption Strategies

Ethics, Values, and Virtues in Public Service

2

2

2

L&D

L&D

L&D

Module-01 : History, Culture and Ethical Values

Objective : a) To know the history and culture of Bangladesh.
  b) To familiarize ethical standards. 

Session Hours : 06

Course Contents
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Topic Code Hours Topics TMFacilitator/ Speaker

3.01

3.02

3.03

3.04

3.05

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

GPMS as a Social Accountability Tool

Total Quality Management: Kaizen & 5S

Monetary and Fiscal Policy

Budgetary Process in Bangladesh Using 
MTBF

Audit, Audit Objections and Settlement 
Procedure (broad sheet reply)

2

2

2

2

2

L&E

L&D

L&D

L&E

L&E

Module-03 : Governance and Financial Management

Evaluation Method : Group Exercise/Report

Total Marks : 50

Objective : To understand the governance and public financial System of Bangladesh

Session Hours : 10

Topic Code Hours Topics TMFacilitator/ Speaker

4.01

4.02

Faculty/Guest Speaker

Faculty/Guest Speaker

Bangladesh Service Rules (BSR) Part 1 & Part 2

TA & DA Rules and Preparation of Bills

2

1

L&D

L&E

Module-04 : Service Rules & Official Procedures 

Evaluation Method : Individual Exercise

Total Marks : 35

Objective : To enhance knowledge and skills of Service Rules & Official Procedures

Session Hours : 09

4.03

4.04

4.05

4.06

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Different Welfare Facilities (Government 
Kormochari Hopital, Bangladesh Staff 
Welfare Board, GPF, BF, GI)

Calculation of Pension and Gratuity

Differents Loans and Advances for the 
Govt. Employees

The Government Servants (Conduct) 
Rules, 1979

2

2

1

1

L&D

L&D

L&D

L&D
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Topic Code Hours Topics TMFacilitator/ Speaker

5.01

5.02

5.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Primary Health Care and Awareness

Occupational Pain and it’s Management

Emotional Intelligence

1

1

2

L&D

L&D

L&D

Module-05 : Good Health and Well-being 

Objective : To aware trainees about the benefits of physical exercise and sports and 
  motivate them how to stay fit, healthy and lively

Session Hours : 04

Training Methods
• Lecture and Discussion
• Practical Demonstration 
• Exercise
• Study Visit
• Physical Exercise and Games

Evaluation Methods
Members of course management will evaluate the participants of the course. Each participant will 
be evaluated within 150 marks. The breakdown of the marks will be as follows:

a) Group Presentation/Report/Exercise

b) Individual Exercise

c) Class Attendance and Overall Conduct & Discipline

Total

50

70

30

150

Faculty members of RPATC, Rajshahi in a photograph with participants. 
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Course Objectives
• To make the participants understand the essential service rules, acts, regulations, disciplinary 

cases and their applications at offices

 Distribution of days

Available days for classroom session 4 x (6 sessions everyday) = 24 sessions are admissible. 
(Evening sessions may be arranged if required)

Total Session Hours of the Modules- 24

Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

05 days

09-13 May 2027

Residential/Non-Residential

35

O�cials holding the post of grade 10 to 12 

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the course.

16. Conduct and Discipline Course for
 Grade 10-12 Employees

Duration

Working days

05 days 

05 

a. Inauguration 1/2 day

b. Closing 1/4 day

c. Exam/Exercises 1/4 day

                               Total 1 day
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Topic Code Hours Topics TMFacilitator/ Speaker

2.01

2.01

2.03

2.04

2.05

2.06

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Constitutional Provisions Relating to 
Public Servants and Public Service 
Commissions

সরকাির চাকির আইন, ২০১৮ এবং সরকাির 
কম �চারী (িনয়িমত উপি�িত) িবিধমালা, ২০১৯

The Government Servants (Conduct) 
Rules, 1979

The Government Servants (Discipline 
and Appeal) Rules, 2018

GPMS as a Social Accountability Tool

Use of Social Media: Guidelines

1

2

1

2

2

1

L&D

L&D

L&D

L&D

L&E

L&D

Module-02 : Official Rules and Regulations

Evaluation Method : Individual Exercise

Total Marks : 40

Objective : To enhance knowledge and skills about official rules and regulations 

Session Hours : 09

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

Faculty/Guest Speaker

Faculty/Guest Speaker

History, Culture, Liberation War and 
Potential Resources of Bangladesh

Combating Corruption Strategies

2

2

L&D

L&D

Module-01 : History, Culture and Ethical Values

Objective : a) To know the history and culture of Bangladesh.
  b) To familiarize ethical standards. 

Session Hours : 04

Course Contents
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Topic Code Hours Topics TMFacilitator/ Speaker

4.01

4.02

Faculty/Guest Speaker

Faculty/Guest Speaker

Primary Health Care and Awareness

Occupational Pain and it’s Management

1

1

L&D

L&D

Module-04 : Good Health and Well-being 

Objective : To aware trainees about Good Health and Well-being 

Session Hours : 02

Topic Code Hours Topics TMFacilitator/ Speaker

3.01

3.02

3.03

3.04

3.05

3.06

3.07

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Bangladesh Service Rules (BSR) Part 1 & 2

General Conditions of Service

Techniques of Writing Statement of 
Allegations

Preparing Statement of Allegations and 
Framing of Charges

Inquiry Procedure of Departmental 
Cases and Framing of Charges 

Writing of Inquiry Report and Inquiry 
Procedure

Administrative Tribunal Act, 1980

1

1

1

1

2

2

1

L&E

L&E

L&E

L&E

Exercise

practical

L&D

Module-03 : Managing Disciplinary Cases

Evaluation Method : Group Exercise

Total Marks : 30

Objective : To understand departmental proceeding and its execution

Session Hours : 09
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Training Methods
• Lecture and Discussion
• Practical Demonstration
• Exercise

Evaluation Methods
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) Group Presentation/Report/Exercise

b) Individual Exercise/Written Exam/Assignment/MCQ

c) Class Attendance and Overall Conduct & Discipline

Total

30

40

30

100

RPATC, Rajshahi is celebrating Bengali New Year 1433
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Course Objectives
• To enable participants use ICT e�ectively and e�ciently for o�cial purposes.

 Distribution of days

Available days for classroom session 8 x (6 sessions everyday) = 48 sessions are admissible. 
(Evening sessions may be arranged if required)

Total Session Hours of the Modules- 48

Duration

Weekly holidays

Working days

12 days 

2 

10 

a. Inauguration 1/2 day

b. Closing 1/2 day

c. Field Visit 1 day

d. Exam/Exercises 1/4 day

e. Cultural Program 1/4 day

                               Total 2.5 days

Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

12 days

10-21 January 2027

Residential/Non-Residential

35

Employees holding the post of grade 10-12

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the course.

17. Information & Communication Technology
 (ICT) Course for Grade 10-12 Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

2.01

2.02

2.03

2.04

2.05

2.06

2.07

2.08

2.09

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Use of ICT in Office Management

Essential ICT Skill: MS Word and Google Doc

Essential ICT Skill: MS Excel and Google Sheet

Essential ICT Skill: MS Power Point

Essential ICT Skill: Browsing Internet 
and Writing email

Blind Typing Practice: Bangla & English

Voice Typing

D-Nothi

Use of AI Tools in Daily Office Management

1

2

2

2

1

2

1

4

3

L&D

Exercise

Exercise

Exercise

Exercise

Exercise

Exercise

Exercise

Exercise

Module-02 : ICT Skills

Evaluation Method : Individual Exercise

Total Marks : 35

Objective : To enhance ICT skills in office management.

Session Hours : 18

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

Faculty/Guest Speaker

Faculty/Guest Speaker

History, Culture, Liberation War and 
Potential Resources of Bangladesh

Combating Corruption Strategies

2

2

L&D

L&D

Module-01 : History, Culture and Ethical Values

Objective : a) To know the history and culture of Bangladesh.
  b) To familiarize ethical standards. 

Session Hours : 04

Course Contents
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Topic Code Hours Topics TMFacilitator/ Speaker

Module-04 : ICT and E-governance

Evaluation Method : Group Report

Total Marks : 50

Objective : To enhance trainees’ knowledge regarding e-governance, ICT related 
  rules and its application

Session Hours : 17

Topic Code Hours Topics TMFacilitator/ Speaker

3.01

3.02

3.03

3.04

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Introduction to computer
1. Basics of Computer
2. Organization of Computer
3. Software and Hardware
4. Input Output Devices

How to Set up Different Devices on PC

Basic Tips on PC Hardware Maintenance

Trouble shooting- Hardware & Software

2

1

1

2

L&E

L&E

L&E

L&E

Module-03 : Troubleshooting Hardware Software

Evaluation Method : Individual Exercise/Demonstration/Practical Test/Practice

Total Marks : 35

Objective : To enhance ICT skills in office management

Session Hours : 06

4.01

4.02

4.03

4.04

4.05

4.06

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

MyGov and E-services in Bangladesh

Forth Industrial Revolution (4IR): 
Concept and Technology

Web Portal Management

Bill entry, EFT, IBAS++

Overview of Electronic Government 
Procurement (e-GP), Basic Software for 
e-GP, e-GP Login, Logout, Creation of 
PE Office, Designation and Users, 
Assigning Procurement Roles and 
Profile Management and e-CMS

Use of social media: Rules and Guidelines

2

2

2

2

4

1

L&D

L&E

P

L&E

L,E & 
Practical

L&D
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Topic Code Hours Topics TMFacilitator/ Speaker

5.01

5.02

5.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Primary Health Care and Awareness

Occupational Pain and it’s Management

Emotional Intelligence 

1

1

1

L&D

L&D

L&D

Module-05 : Good Health and Well-being

Objective : To aware trainees about Good Health and Well-being

Session Hours : 03

Training Methods
• Lecture and Discussion
• Practical Demonstration
• Exercise
• Study Visit
• Physical Exercise and Sports

Evaluation Methods
Members of course management will evaluate the participants of the course. Each participant will 
be evaluated within 150 marks. The breakdown of the marks will be as follows:

a) Group Presentation/Report/Exercise

b) Individual Exercise/Demonstration/Practical Test/ Practice

c) Class Attendance and Overall Conduct & Discipline

Total

50

70

30

150

Topic Code Hours Topics TMFacilitator/ Speaker

4.07

4.08

Faculty/Guest Speaker

Faculty/Guest Speaker

Cloud Computing: Concept and Usage 

Law Related ICT, and Cyber Security in 
Bangladesh

2

2

L&D

L&D
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Course Objectives
• To enhance skills of the participants for usage of D-nothi as well as ICT leveraging in official 

activities. 

 Distribution of days

Available days for classroom session 4 x (6 sessions everyday) = 24 sessions are admissible. 
(Evening sessions may be arranged if required)

Total Session Hours of the Modules- 24

Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

05 days

6-10 June 2027

Residential/Non-Residential

35

Employees holding the post of grade 10-12 

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the course.

18. D-Nothi Course for Grade 10-12 Employees

Duration

Working days

05 days

05 

a. Inauguration 1/2 day

b. Closing 1/4 day

c. Exam/Exercises 1/4 day

                               Total 1 day
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Topic Code Hours Topics TMFacilitator/ Speaker

2.01

2.02

2.03

2.04

2.05

2.06

2.07

2.08

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

1

1

1

1

4

1

2

1

Introduction to D-Nothi

D-Nothi Login Process Major Features

Major Features of Dak

Major Feature of Nothi

a) Preparation Digital Guard File

b) Preparation Drafting Letter

c) Preparation Online Patrojari

Preparation O�ce Seal, Register, Report 
and Dashboard

Practice on Dak and Nothi

Evaluation on D Nothi

L&D

L&E

L&E

L&E

L&E

L&E

L&E

L&E

Module-02 : D-Nothi

Evaluation Method : Individual Practical Test

Total Marks : 40

Objective : To understand the different aspects of Digital Nothi System through practicing 

Session Hours : 12

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

Faculty/Guest Speaker

Faculty/Guest Speaker

History, Culture, Liberation War and 
Potential Resources of Bangladesh

Combating Corruption Strategies

2

2

L&D

L&D

Module-01 : History, Culture and Ethical Values

Objective : a) To know the history and culture of Bangladesh.
  b) To familiarize ethical standards. 

Session Hours : 04

Course Contents
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Topic Code Hours Topics TMFacilitator/ Speaker

4.01

4.02

4.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

1

1

1

Primary Health Care and Awareness

Occupational Pain and it’s Management

Emotional Intelligence

L&D

L&D

L&D

Module-04 : Good Health and Well-being

Objective : To aware trainees about Good Health and Well-being

Session Hours : 03

Topic Code Hours Topics TMFacilitator/ Speaker

3.01

3.02

3.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

2

2

1

Bangla Typing (Unicode)

Bangla and English Typing Practice

Voice Typing

Practical

Practical

Practical

Module-03 : Typing

Evaluation Method : Group Report

Total Marks : 30

Objective : To enhance trainees Bangla and English Typing Skill

Session Hours : 05

Training Methods
• Lecture and Discussion
• Practical Demonstration
• Exercise

Evaluation Methods
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) Group Presentation/Report

b) Individual Exercise/Practical Test

c) Class Attendance and Overall Conduct & Discipline

Total

30

40

30

100
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Grade 13-16
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Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

05 in each RPATC

19 days

02-20 August 2026
22 November-10 December 2026
07-25 February 2027
14 March-01 April 2027
25 April-13 May 2027

Residential/Non-Residential

35 in each course

Employees holding the post of grade 13-15

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the course.

Course Objectives
• To develop knowledge of national identity, service ethics, morality and integrity among the participants;
• To enhance participants’ knowledge and skills concerning the proper applications of 

government systems and rules; and
• To equip participants for using ICT in o�ce management.

 Distribution of days

Available days for classroom session 13 x (6 sessions everyday) = 78 sessions are admissible. 
(Evening sessions may be arranged and weekly holidays may be utilized if required)

Total Session Hours of the Modules- 78

Duration

Weekly holidays

Working days

19 days 

4 

15 

a. Inauguration- 1/2 day

b. Closing- 1/2 day

c. Field Visit 1 day

d. Exam/Exercises 1/4 day

e. Cultural Program 1/4 day

                               Total 2.5 days

19. Fundamental Training Course for Grade 13-16
Employees
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Course Contents
Module-01 : History, Culture and Ethical Values

Objective : a) To know the history and culture of Bangladesh.
  b) To familiarize ethical standards.

Session Hours : 08

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

1.03

1.04

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Background & Spirit of Liberation War 
of Bangladesh

Combating Corruption Strategies

Ethics, Values, and Virtues in Public Service

Manner, Etiquettes and Dress Code of 
Government Employees

2

2

2

2

L&D

L&D

L&D

L&D

Topic Code Hours Topics TMFacilitator/ Speaker

2.01

2.02

2.03

2.04

2.05

2.06

2.07

2.08

2.09

2.10

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

সরকাির চাকির আইন ২০১৮ এবং 
সরকাির কম �চাির (িনয়িমত উপি�িত) 
িবিধমালা ২০১৯

The Government Servants (Conduct) 
Rules, 1979

The Government Servants (Discipline 
and Appeal) Rules, 2018

Prescribed Leave Rules, 1959

Seniority Rules

The Bangladesh National Flag, Anthem 
and Emblem order 1972

Preparing Draft, Writing Note, and 
Summary

Forms of Written Communication (Ocial 
Letter, DO and Oce Memorandum) as 
per Secretariat Instructions, 2024

GPMS as a Social Accountability Tool

Classi�cations of Files and Destructions of Files

2

1

3

1

1

1

3

2

2

1

L&D

L&D

L&D

L&E

Practical

Practical

Practical

Practical

L&E

L&E

Module-02 : Service Rules and Office Management

Evaluation Method : Individual Exercise

Total Marks : 30

Objective : To enhance knowledge and skills on service rules and office management 

Session Hours : 28
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Topic Code Hours Topics TMFacilitator/ Speaker

3.01

3.02

3.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

General Financial Rules

Treasury Rules

BPPA's Standard Forms, Formats and 
Relevant Guidelines

1

1

2

L&D

L&D

L&D

Module-03 : Financial Rules and Procedures

Evaluation Method : Group Exercise

Total Marks : 100

Objective : To enhance the knowledge and skills of financial rules and procedures

Session Hours : 20

Topic Code Hours Topics TMFacilitator/ Speaker

2.11

2.12

2.13

2.14

2.15

2.16

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty

Faculty/Guest Speaker

Faculty/Guest Speaker

Store & Equipment Management

Annual Con�dential Report (ACR)

O�ce Inspection and Report Writing

Total Quality Management: Kaizen & 5S

Writing Service Book

হাইেকাট� ও আপীল িবভােগর িবিভ� 
�কার মামলা ও এর জবাব িলখন

1

1

2

2

1

2

L&E

L&E

L&E

L&D

L&E

L&E

3.05

3.06

3.07

3.08

3.09

3.10

3.11

3.12

3.13

3.14

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Audit, Audit Objections and Settlement 
Procedure (Broad sheet reply)

TA & DA Rules (with exercise)

Pay Fixation

Delegation of Financial and 
Administrative Power

Calculation of Pension and Gratuity

Practical Uses of Value Added Tax (VAT) 
in Public O�ces 

Self-Tax Assessment and Income Tax 
Return Preparation;

Bill Entry, EFT & iBAS++

Overview on PPA 2026, PPR 2025 
(Focus on APP Preparation) 

Di�erents Loans and Advances for the 
Govt. Employees

2

1

1

2

1

1

2

2

2

2

L&E

L&E

L&E

L&D

L&E

L&D

Practice

L&E

L&E

L&E
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Topic Code Hours Topics TMFacilitator/ Speaker

4.01

4.02

4.03

4.04

4.05

4.06

4.07

4.08

4.09

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Unicode: Bangla Typing, Blind Typing, 
practice (Bangla & English)

Essential ICT Skill: MS Word

Essential ICT Skill: MS Excel

Essential ICT Skill: MS Power Point

D-nothi

Safe Internet Use, Social Media 
Guidelines, and Responsible Digital 
Communication (Email Writing)

MyGov and e-services in Bangladesh

Use of AI Tools in Daily O�ce 
Management

Cyber Security Act 2023

2

2

2

2

5

1

2

2

2

L&E

Practical

Practical

Practical

Practical

L&D

L&D

L&D

L&D

Module-04 : Information and Communication Technology

Evaluation Method : Individual Practical Test

Total Marks : 30

Objective : To enhance the knowledge and skills on ICT

Session Hours : 20

Module-05 : Good Health and Well-being

Objective : To aware trainees about the benefits of physical exercise and sports and 
  motivate them how to stay fit, healthy and lively

Session Hours : 04

Topic Code Hours Topics TMFacilitator/ Speaker

5.01

5.02

5.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Primary Health Care and Awareness

Occupational Pain and it’s Management

Emotional Intelligence

1

1

2

L&D

L&D

L&D
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Training Methods
• Lecture and Discussion
• Practical Demonstration
• Exercise
• Study Visit
• Physical Exercise and Sports

Evaluation Methods
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) Group Presentation/Report/Exercise

b) Individual Exercise/Practical Test

c) Class Attendance and Overall Conduct & Discipline

Total

100

60

40

200

RPATC, Khulna is Observing 21st February 2026
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Course Objectives
• To enhance participants’ knowledge and skills with regard to the proper applications of 

Government systems and rules in managing offices and

• To equip participants to utilize information and communication technology in o�ce management.

 Distribution of days

Available days for classroom session 8 x (6 sessions everyday) = 48 sessions are admissible. 
(Evening sessions may be arranged and weekend may be utilized if required)

Total Session Hours of the Modules- 48

Duration

Weekly holidays

Working days

12 days 

2 

10 

a. Inauguration 1/2 day

b. Closing 1/2 day

c. Field Visit 1 day

d. Exam/Exercises 1/4 day

e. Cultural Program 1/4 day

                               Total 2.5 days

Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

12 days

6-17 September 2026

Residential/Non-Residential

35

Employees holding the post of grade 13-16

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the course.

20. Office Management and ICT Course for
 Grade 13-16 Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

Faculty/Guest Speaker

Faculty/Guest Speaker

History, Culture and Liberation War of 
Bangladesh

Combating Corruption Strategies

2

2

L&D

L&D

2.01

2.02

2.03

2.04

2.05

2.06

2.07

2.08

2.09

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

সরকাির চাকির আইন ২০১৮ এবং সরকাির 
কম �চাির (িনয়িমত উপি�িত) িবিধমালা ২০১৯

The Government Servants (Conduct) 
Rules, 1979

The Government Servants (Discipline 
and Appeal) Rules, 2018

Prescribed Leave Rules, 1959

Annual Confidential Report (ACR)

Overview on Secretariat Instructions-2024

File and Record Management as per 
Secretariat Instructions

Preparing Draft, writing Note & Summary

Forms of Written Communication (O�cial 
Letter, DO and O�ce Memorandum)

2

1

2

1

1

2

1

2

2

L&D

L&D

Practical

L&E

L&D

L&D

L&D

L&E

L&E

Module-02 : Service Rules and Smart Office Management

Evaluation Method : Individual Exercise & Group Report

Total Marks : Individual Exercise-40; Group Report-50

Objective : To enhance participants’ knowledge and skills with regard to proper 
  applications of Government systems and rules in managing office

Session Hours : 23

Module-01 : History, Culture and Ethical Values

Objective : a) To know the history and culture of Bangladesh.
  b) To familiarize ethical standards. 

Session Hours : 04

Course Contents
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2.10

2.11

2.12

2.13

2.14

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Conducting Meeting, Preparing 
Working Paper and Writing Minutes

Office Inspection and Report Writing

Seniority Rules & Criteria for Promotion

GPMS as a Social Accountability Tool

দা�িরক কােজ �িমত বাংলা ব�বহার 
(�শাসিনক পিরভাষাসহ)

2

2

1

2

2

Practical

L&D

L&D

L&E

L&D

Topic Code Hours Topics TMFacilitator/ Speaker

3.08

3.09

Topic Code Hours Topics TMFacilitator/ Speaker

3.01

3.02

3.03

3.04

3.05

3.06

3.07

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Unicode: Bangla Typing, Blind Typing, 
practice (Bangla & English)

Essential ICT Skill: MS Word

Essential ICT Skill: MS Excel

Essential ICT Skill: MS Power Point

MyGov and e-Services in Bangladesh   

D-Nothi: Introduction, Application & 
Maintenance

1

2

2

2

2

4

L&E

Practical

Practical

Practical

Practical

L&E 
Workshop

Module-03 : Information and Communication Technology

Evaluation Method : Individual Practical Test

Total Marks : 30

Objective : To equip participants to utilize information and communication technology in
  office management.

Session Hours : 18

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Cyber Security Act 2023

e-Governance and Innovation (MyGov)

Use of AI Tools in Daily Office 
Management

1

2

2

L&D

L&D

L&P 
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Module-04 : Good Health and Well-being 

Objective : To aware trainees about the benefits of physical exercise and sports and 
  motivate them how to stay fit, healthy and lively office management.

Session Hours : 03

Topic Code Hours Topics TMFacilitator/ Speaker

4.01

4.02

4.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Primary Health Care and Awareness

Effect of Sedentary Lifestyle and Management  

Emotional Intelligence

1

1

1

L&D

L&D

L&D

Training Methods
• Lecture and Discussion
• Practical Demonstration  
• Exercise
• Study Visit
• Physical Exercise and Sports

Evaluation Methods
Members of course management will evaluate the participants of the course. Each participant will 
be evaluated within 150 marks. The breakdown of the marks will be as follows:

a) Group Presentation/Report

b) Individual Exercise/Practical Test

c) Class Attendance and Overall Conduct & Discipline

Total

50

70

30

150
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Course Objectives
• To make participants aware of macroeconomic stability, budget-making process, audit 

objections, service rules and official procedures.

 Distribution of days

Available days for classroom session 8 x (6 sessions everyday) = 48 sessions are admissible. 
(Evening sessions may be arranged if required)

Total Session Hours of the Modules- 48

Duration

Weekly holidays

Working days

12 days 

2 

10 

a. Inauguration 1/2 day

b. Closing 1/2 day

c. Field Visit 1 day

d. Exam/Exercises 1/4 day

e. Cultural Program 1/4 day

                               Total 2.5 days

Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

12 days

04-15 October 2026

Residential/Non-Residential

35

O�cials holding the post of grade 13-16

RPATCs invite nominations from relevant Departments, Organizations, 
and O�ces, and they send nomination letters directly to RPATCs.

07 days before the commencement of the course.

21. Financial Management Course for
 Grade 13-16 Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

2.01

2.02

2.03

2.04

2.05

2.06

2.07

2.08

2.09

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

General Financial Rules

Treasury Rules

Annual Procurement Plan (APP)

Public Procurement Act, 2006 and 
Public Procurement Rules, 2025

Budgetary Process in Bangladesh Using MTBF

Audit, Audit Objections and Settlement 
Procedure (Broad sheet reply)

Pay Fixation

Practical Uses of Value Added Tax (VAT) 
in Public Offices

Self-Tax Assessment and Income Tax 
Return Preparation; 

1

1

2

2

2

2

1

1

2

L&D

L&D

L&D

L&E

L&E

L&E

D&E

L&D

L&E

Module-02 : Financial Rules and Procedures

Evaluation Method : Group Exercise

Total Marks : 50

Objective : To enhance the knowledge and skills of financial rules and procedures

Session Hours : 28

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

Faculty/Guest Speaker

Faculty/Guest Speaker

History, Culture and Liberation War of 
Bangladesh

Combating Corruption Strategies

2

2

L&D

L&D

Course Contents
Courses For Grade 13-16 Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

3.01

3.02

3.03

3.04

3.05

3.06

3.07

3.08

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Bangladesh Service Rules (BSR) Part 1 & 
Part 2

সরকাির চাকির আইন ২০১৮ এবং সরকাির 
কম �চাির (িনয়িমত উপি�িত) িবিধমালা ২০১৯

TA & DA Rules and Preparation of Bills

General Provident Fund, Benevolent 
Fund and Group Insurance Rules

Different Welfare Facilities (Government 
Kormochari Hopital, Bangladesh Staff 
Welfare Board)

Di�erent Fees, Allowance and Honorarium

GPMS as a Social Accountability Tool

Differents Loans and Advance for 
Government Employees

2

2

1

2

2

1

2

1

L&D

L&D

L&E

L&D

L&D

L&E

L&E

L&E

Module-03 : Service Rules & Official Procedures 

Evaluation Method : Individual Exercise/Report

Total Marks : 70

Objective : To enhance knowledge and skills of Service Rules & Official Procedures

Session Hours : 13

Topic Code Hours Topics TMFacilitator/ Speaker

2.10

2.11

2.12

2.13

2.14

2.15

2.16

2.17

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

2

2

1

1

3

2

1

2

Writing of Cash Book and other 
Financial Registers and its Preservation 
Procedures

Overview of Project Management

Store & Equipment Management

Duties and Responsibilities of DDO

Bill Entry, EFT, and IBAS++

Delegation of Financial and Administrative 
Power

Calculation of Pension and Gratuity

Overview on e-GP

L&D

L&D

L&D

L&D

L&D

L&D

L&D

L&D
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Module-01 : History, Culture and the Development Imperatives of Bangladesh

Objective : To know the history and culture of Bangladesh

Session Hours : 04

Topic Code Hours Topics TMFacilitator/ Speaker

4.01

4.02

4.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Primary Health Care and Awareness

Effect of Sedentary Lifestyle and   Management

Emotional Intelligence

1

1

1

L&D

L&D

L&D

Module-04 : Good Health and Well-being

Objective : To aware trainees about the benefits of physical exercise and sports and 
  motivate them how to stay fit, healthy and lively

Session Hours : 03

Training Methods
• Lecture and Discussion
• Practical Demonstration 
• Exercise
• Study Visit
• Physical Exercise and Games

Evaluation Methods
Members of course management will evaluate the participants of the course. Each participant will 
be evaluated within 150 marks. The breakdown of the marks will be as follows:

a) Group Exercise/Report/Presentation

b) Individual Exercise

c) Class Attendance and Overall Conduct & Discipline

Total

50

70

30

150

Courses For Grade 13-16 Employees

65



Course Objective
• To make the participants understand the essential service rules, acts, regulations, disciplinary 

cases and their applications at offices; 

• To understand departmental proceeding and its execution; and

• To aware trainees about the benefits of physical exercise and sports and motivate them how 
to stay fit, healthy and lively.

 Distribution of days

Duration

Working days

05 days 

05 

a. Inauguration 1/2 day

b. Closing 1/4 day

c. Exam/Exercises 1/4 day

                               Total 1 day

Available days for classroom session 4 x (6 sessions everyday) = 24 sessions are admissible. 
(Evening sessions may be arranged if required)

Total Session Hours of the Modules- 24

Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

05 days

04-08 April 2027

Residential/Non-Residential

35

O�cials holding the post of grade 13-16

RPATCs invite nominations from relevant Departments, Organizations, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the course.

22. Conduct and Discipline Course for
 Grade 13-16 Employees

Courses For Grade 13-16 Employees

66



Topic Code Hours Topics TMFacilitator/ Speaker

2.01

2.02

2.03

2.04

2.05

2.06

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

সরকাির চাকির আইন ২০১৮ এবং সরকাির 
কম �চাির (িনয়িমত উপি�িত) িবিধমালা ২০১৯

Constitutional Provisions Relating to Public 
Servants and Public Service Commissions

The Government Servants (Conduct) 
Rules, 1979

The Government Servants (Discipline 
and Appeal) Rules, 2018

Safe Internet Use, Social Media 
Guidelines, and Responsible Digital 
Communication (Email Writing)

Secretariat Instructions (Classification of 
Files, File Destruction Process)

2

1

1

3

1

1

L&D

L&D

L&D

Practical

L&D

L&D

Module-02 : Official Rules and Regulations

Evaluation Method : Group Exercise

Total Marks : 30

Objective : To enhance knowledge and skills about official rules and regulations 

Session Hours : 09

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

Faculty/Guest Speaker

Faculty/Guest Speaker

History, Culture and Liberation War of 
Bangladesh

Combating Corruption Strategies

2

2

L&D

L&D

Course Contents
Courses For Grade 13-16 Employees

Module-01 : History, Culture and Ethical Values

Objective : a) To know the history and culture of Bangladesh.
  b) To familiarize ethical standards. 

Session Hours : 04
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Topic Code Hours Topics TMFacilitator/ Speaker

3.01

3.02

3.03

3.04

3.05

3.06

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Bangladesh Service Rules (BSR) Part 1 & 
Part 2

General Conditions of Service

Preparing Statement of Allegations and 
Framing of Charges

Inquiry Procedure of Departmental Cases

Writing of Inquiry Report

The Administrative Tribunal Act, 1980 
(with Amendments)

1

2

1

1

2

1

L&D

L&D

L&D

L&E

Exercise

L&D

Module-03 : Managing Disciplinary Cases

Evaluation Method : Individual Assignment /Exercise/Written Exam/MCQ

Total Marks : 40

Objective : To understand departmental proceeding and its execution

Session Hours : 08

Module-04 : Good Health and Well-being

Objective : To aware trainees about the benefits of physical exercise and sports and 
  motivate them how to stay fit, healthy and lively

Session Hours : 03

Topic Code Hours Topics TMFacilitator/ Speaker

4.01

4.02

4.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Primary Health Care and Awareness

Occupational Pain and it’s Management

Emotional Intelligence

1

1

1

L&D

L&D

L&D

Courses For Grade 13-16 Employees
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Training Methods
• Lecture and Discussion
• Exercise
• Lecture and Exercise

Evaluation Methods
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) Group Presentation/Report/Exercise

b) Individual Exercise/Assignment/Written Exam/ MCQ

c) Class Attendance and Overall Conduct & Discipline

Total

30

40

30

100

Group Photograph of Participants and Faculty  member at RPATC, Khulna 

Courses For Grade 13-16 Employees
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Course Objectives
• To enhance skills of the participants for usage of D-nothi and

• Leveraging ICT in official activities. 

 Distribution of days

Available days for classroom session 4 x (6 sessions everyday) = 24 sessions are admissible. 
(Evening sessions may be arranged if required)

Total Session Hours of the Modules- 24

Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

05 days

25-29 April 2027

Residential/Non-Residential

35

Employees holding the post of grade 13-16

RPATCs invite nominations from relevant Departments, Organiza-tions, 
O�ces and they send nomination letter directly to RPATCs.

07 days before the commencement of the course.

23. D-Nothi Course for Grade 13-16 Employees

Duration

Working days

05 days

05 

a. Inauguration- 1/2 day

b. Closing- 1/4 day

c. Exam/Exercises 1/4 day

                               Total 1 day

Courses For Grade 13-16 Employees
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Topic Code Hours Topics TMFacilitator/ Speaker

2.01

2.02

2.03

2.04

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Introduction to Unicode & Description 
of Bangla Software

Bangla Typing Nikosh Font with 
Compound Letters

Bangla and English Typing Practice

Voice Typing  

1

2

2

1

L&E

L&P

Practical

Practical

Module-02 : Typing

Evaluation Method : Individual Practical Test

Total Marks : 40

Objective : To enhance trainees Bangla and English typing skill

Session Hours : 06

1.02 Faculty/Guest SpeakerCombating Corruptions in Bangladesh1 L&D

Topic Code Hours Topics TMFacilitator/ Speaker

1.01 Faculty/Guest SpeakerHistory, Culture and Liberation War of 
Bangladesh

2 L&D

Course Contents
Courses For Grade 13-16 Employees

Module-01 : History, Culture and Ethical Values

Objective : a) To know the history and culture of Bangladesh.
  b) To familiarize ethical standards. 

Session Hours : 03
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Topic Code Hours Topics TMFacilitator/ Speaker

4.01

4.02

4.03

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Primary Health Care and Awareness

E�ect of Sedentary Lifestyle and   Management

Emotional Intelligence

1

1

1

L&D

L&D

L&D

Module-04 : Good Health and Well-being

Objective : To aware trainees about the benefits of physical exercise and sports and 
  mo-tivate them how to stay fit, healthy and lively

Session Hours : 03

Topic Code Hours Topics TMFacilitator/ Speaker

3.01

3.02

3.03

3.04

3.05

3.06

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Introduction to D-Nothi

D-Nothi Login Process Major Features

a) Major Features of Dak
b) Major Feature of Nothi

a) Preparation Digital Guard File
b) Preparation Drafting Letter
c) Preparation Online Patrojari
d) Preparation Oce Seal, Register, Report 
and Dashboard

Practice on Dak and Nothi

Evaluation on D-Nothi

1

1

2

3

3

2

L&D

L&E

L&E

L&E

L&E

L&E

Module-03 : D-Nothi

Evaluation Method : Group Report

Total Marks : 30

Objective : To internalize the different aspects of Digital Nothi System through practicing

Session Hours : 12

Courses For Grade 13-16 Employees
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Training Methods
• Lecture and Discussion
• Practical Demonstration
• Exercise

Evaluation Methods
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) Individual Assignment / Report

b) Group Exercise/ Report/Presentation 

c) Class Attendance and Overall Conduct & Discipline

Total

40

30

30

150

Floral reception of Mr. Numeri Zaman, MDS (M&D) during a official visit at RPATC, Khulna

Courses For Grade 13-16 Employees
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Courses For Grade 13-16 Employees

Course Objectives
At present, almost 45% of the annual budget and around 75% of the Annual Development Program (ADP) is 
spent on public procurement by di�erent government agencies. So, it is essential to understand the whole 
procedure and legal framework for spending public money through the e-GP system. The training aims to 

• develop each participant’s public procurement capacity using an electronic system;
• understand di�erent procurement rules, stages and implementation of Public 

Procurement through the Electronic Government Procurement (e-GP) system; and 
• improve public procurement performance of the procuring entities under the procuring agencies;
 Distribution of days

Available days for classroom sessions 24 (6 sessions every day x 4 days = 24). (Evening 
sessions may be arranged if required)

Total Session Hours of the Modules- 24

Duration

Weekly holidays

Working days

5 days 

05 

10 

a. Inauguration- 1/4 day

b. Closing- 1/4 day

                               Total 1 day

Venue

Number of course

Duration

Date

Type of the programme

Expected number of
participants

Eligible participants

Nomination procedure

Deadline for sending
nomination letter

All RPATCs

One in each RPATC

05 days

24-28 January 2027

Residential/Non-Residential

35

Employees Holding the post of grade 13-16

RPATCs invite nominations from relevant Departments, Organizations, 
and O�ces, and they send a nomination letter directly to RPATCs.

07 days before the commencement of the course.

24. Electronic Government Procurement (e-GP)
 Course for Grade 13-16 Employees
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Courses For Grade 13-16 Employees

1.08 Faculty/Guest SpeakerElectronic Contract Management 
System (e-CMS)

2 Practical 
Demonstration 
with Exercise

Note: Facilitators must have access to the e-GP system and the RPATCs-required e-GP training IDs to conduct sessions. Course 
coordinators are requested to create a block schedule, maintain sequences, and select speakers from the pool well ahead of 
course initiation.

Topic Code Hours Topics TMFacilitator/ Speaker

1.01

1.02

1.03

1.04

1.05

1.06

1.07

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Faculty/Guest Speaker

Overview of Electronic Government 
Procurement (e-GP), Basic Software for 
e-GP, e-GP Login, Logout, Creation of 
PE Office, Designation and Users, 
Assigning Procurement Roles and 
Profile Management 

APP Preparation (Different Budget, APP 
Creation, Workflow), Approval and 
Publish

Tender Notice and Tender Document 
Preparation

TEC Formation, Publication of Tender 
Notice in e-GP portal, and Newspaper, 
Tender preparation, Tender 
Amendment

Creation Tender Documents in e-GP

Tender Evaluation: Evaluation 
Configuration & Declaration, Evaluate 
Tender Form & Seek Clarification to 
Tenderer, Preparation of TERs (Sent to 
TEC Chairperson)

Completing the Tender Evaluation, 
sending the Evaluation Report to AA, 
Tender Approval, Issuing NOA and 
Contract Award and Tender Security 
Release

2

2

5

3

2

3

5

Discussion and Practical 
Demonstration 

Practical 
Demonstration 
with Exercise

Practical Demonstration 
with Exercise

Practical 
Demonstration 
with Exercise

Practical Demonstration with Exercise

Practical 
Demonstration 
with Exercise

Practical 
Demonstration 
with Exercise

Module-01 : Electronic Government Procurement (e-GP)

Evaluation Method : Individual Exercise & Group Report

Total Marks : IE-40 & GR-30

Objective : To explain the Electronic Government Procurement (e-GP) and its importance.

Session Hours : 24

Course Contents
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Courses For Grade 13-16 Employees
Training Methods

• Hands-on-Training/exercise
• Lecture and Discussion
• Practical Demonstration
• Peer learning
• Experience sharing 
• Audio-Visual

Evaluation Methods 
Members of the course management will evaluate the participants in the course. Each participant 
will be evaluated within 100 marks. Breakdown of the marks is as follows:

a) Individual Exercise & Group Report

b) Class Attendance and Overall Conduct & Discipline

Total

70

30

100
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সময়

সা�ািহক ছ� �ট

কম �িদবস

১২ িদন 

২ িদন 

১০ িদন 

ক) উে�াধন ১/৪ িদন

খ) সমাপন ১/৪ িদন

গ) িশ�াসফর/মাঠ পিরদশ �ন ১ িদন

ঘ) পরী�া/অনুশীলন ১/৪ িদন

ঙ) সাং�ৃিতক অনু�ান ১/৪ িদন

                                      েমাট ২ িদন

েকােস �র ল�� ও উে�শ�
ক) েদেশর েমৗিলক িবষয় স�েক� �িশ�ণাথ�েদর ধারণা �দান এবং তােদর মেধ� েদশে�ম জা�ত করা;
খ) �িশ�ণাথ�েদর েমৗিলক িবিধিবধান স�েক� ধারণা �দান; এবং
গ) আচরণ ও শংৃখলা স�েক� �িশ�ণাথ�েদর সেচতনতা ব�ৃ� করা।

িদেনর িবভাজন

25.  Fundamental Training Course (েমৗিলক �িশ�ণ
েকাসৰ্) for Grade 17-20 Employees

�ান

েকােস �র সংখ�া

সময়

তািরখ

�িশ�েণর ধরন

�িশ�ণাথ�েদর আনুমািনক 
সংখ�া

�িশ�ণাথ�েদর েযাগ�তা

মেনানয়েনর প�িত

মেনানয়ন ে�রেণর েশষ সময়

সকল আরিপএ�টিস

০৬�ট

১২ িদন

১৯-৩০ জলুাই ২০২৬
০৯-২০ আগ� ২০২৬
১৩-২৪ েসে��র ২০২৬
২০-৩১ িডেস�র ২০২৬
০২-১৩ েম ২০২৭
০৬-১৭ জনু ২০২৭

আবািসক/অনাবািসক

�িত েকােস � ৩৫ জন

১৭-২০ ে�েডর কম �চারী

আরিপএ�টিসসমূহ সংি�� িবভাগ, সং�া এবং অিফসসমূেহ �িশ�ণাথ� মেনানয়েনর জন� 
আম�ণ জানােব এবং �িত�ানসমূহ সরাসির আরিপএ�টিসেত মেনানয়নপ� ে�রণ করেব। 

েকাস � ��র ০৭িদন পূব � পয ��

�াশ�েমর েসশেনর জন� িদন থােক ৮×(�িতিদন ৬�ট েসশন)= ৪৮�ট েসশন হেত পাের। �েয়াজেন সা��কালীন 
অিধেবশন হেত পাের এবং সা�ািহক ছ� �টর িদনসমূহ ব�বহার করা েযেত পাের। 

েমাট েসশন- ৪৮ ঘ�া 

Course For Grade 17-20 Employees
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েকােস �র মিডউলসমূহ

১.০১

১.০২

১.০৩

বাংলােদেশর ইিতহাস ও সাং�ৃিতক ঐিতহ�

বাংলােদেশর সংিবধােনর আেলােক সরকাির 
কম �চারীর অিধকার, দািয়� ও কত�ব�

��াগ �লস ১৯৭২ এবং জাতীয় িদবসসমূহ 
উদযাপন

২

২

১

ব�� তা

ব�� তা

ব�� তা

িবষয় েকাড ঘ�া িবষয়সমূহ �িশ�ণ প�িতব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

২.০১

২.০২

২.০৩

২.০৪

২.০৫

২.০৬

২.০৭

২.০৮

২.০৯

২.১০

২.১১

২.১২

২.১৩

অনুষদ/অিতিথব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

সরকাির চাকির আইন ২০১৮ এবং সরকাির কম �চাির 
(িনয়িমত উপি�িত) িবিধমালা ২০১৯

সরকাির কম �চারী (আচরণ) িবিধমালা, ১৯৭৯

সরকাির কম �চারী (শ�ৃলা ও আিপল) িবিধমালা, ২০১৮

িনধ �ািরত ছ� �ট িবিধমালা, ১৯৫৯

সামা�জক েযাগােযাগ মাধ�ম ব�বহার িনেদ�িশকা-২০১৯

সরকাির দ�েরর েগাপনীয়তা র�ার িবিধিবধানসমূহ 
(অিফিসয়াল িসে�টস অ�া�স, ১৯২৩, নিথর 
িনরাপ�া �ম ও অন�ান� সংি�� িবষয়ািদ)

সরকাির কম �চারীেদর সততা, সময়ানুবত�তা 
িনয়মানুবিত �তা, শ�ৃলা ও �েদশে�ম

ৈনিতকতা, মূল�েবাধ ও িশ�াচােরর ���

ে�ড ১৭-২০ কম �চারীেদর েপাশাক রীিত

খাবার পিরেবশেনর আদব কায়দা

অিফেসর পিরেবশ এবং পির��তা

িনরাপ�া ব�ব�াপনার উ�য়ন: অি� িনরাপ�া, 
ৈবদু�িতক িনরাপ�া ও অিফেস ব�বহায � ৈবদু�িতক 
সাম�ীর (লাইট, ফ�ান, এিস, �টিভ, ি�জ ইত�ািদ) 
যথাযথ ব�বহার 

সরকাির কম �চারী কল�াণমূলক কায ��ম (অবসর 
ভাতা, বাংলােদশ কম �চারী কল�াণ েবাড� হেত �া� 
সুিবধািদ ইত�ািদ)

ব�� তা

ব�� তা

ব�� তা

ব�� তা ও অনুশীলন

ব�� তা

ব�� তা

ব�� তা

ব�� তা

ব�� তা ও অনুশীলন

ব�� তা ও অনুশীলন

ব�� তা

ব�� তা ও অনুশীলন

ব�� তা ও অনুশীলন

২

১

২

১

১

১

২

২

১

২

১

২

২

িবষয় েকাড ঘ�া িবষয়সমূহ �িশ�ণ প�িতব�া

মিডউল-০১ : বাংলােদশ ও  সং�ৃিত

েসশন সংখ�া :      ০৬

মিডউেলর উে�শ� : বত�মান বাংলােদশ স�েক� �িশ�ণাথ�েদর অবিহতকরণ

মিডউল-০২ : সরকাির কম �চারীর েমৗিলক �ণাবলী ও অিফস ব�ব�াপনা

মূল�ায়ন প�িত : দলীয় কাজ/উপ�াপনা

ন�র : ৫০     েসশন সংখ�া :      ৩০

মিডউেলর উে�শ� :  সরকাির কম �চারীর েমৗিলক �ণাবলী ও অিফস ব�ব�াপনা িবষেয় দ�তা বৃ��
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২.১৪

২.১৫

২.১৬

২.১৭

২.১৮

২.১৯

২.২০

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

সািভ�স বুক সংর�ণ ও ব�ব�াপনা

সামা�জক দায়ব�তার সূচকসমূহ (GPMS, NIS 
CC, GRS & RTI)

সরকাির প� �হণ, িবতরণ ও সংি�� নিথ 
ব�ব�াপনা (সিচবালয় িনেদ�শনার আেলােক) 

বািষ �ক েগাপনীয় �িতেবদন

আয়কর িরটান � ��ত

েজ��তা ও পেদা�িত িবিধমালা

�িমত বাংলা বানান (�শাসিনক পিরভাষাসহ)

ব�� তা

ব�� তা ও অনুশীলন

ব�� তা ও অনুশীলন

ব�� তা ও অনুশীলন

ব�� তা ও অনুশীলন

ব�� তা ও অনুশীলন

ব�� তা ও অনুশীলন

১

২

১

২

২

১

১

িবষয় েকাড ঘ�া িবষয়সমূহ �িশ�ণ প�িতব�া

৩.০১

৩.০২

৩.০৩

৩.০৪

অনুষদ/অিতিথব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

ক��উটার পিরিচিতঃ হাড�ওয়�ার ও ক��উটার 
চালনা েকৗশল

িক েবাড� পিরিচিত ও ইংিলশ টাইিপং 

বাংলা কী েবাড� (অ� ও ইউিনেকাড) পিরিচিত ও বাংলা 
টাইিপং

�েজ�র, ��ানার, মাি�িমিডয়া েবাড�, এবং 
ফেটাকিপয়ার চালনা েকৗশলত�ব�

ব�� তা ও অনুশীলন

ব�� তা ও অনুশীলন

অনুশীলন

ব�বহািরক

২

২

২

২

িবষয় েকাড ঘ�া িবষয়সমূহ �িশ�ণ প�িতব�া

মিডউল-০৩ : েমৗিলক দ�তা ও দািয়�-কত�ব�

মূল�ায়ন প�িত : একক  উপ�াপনা/�িতেবদন

ন�র : ৭০     েসশন সংখ�া :      ০৮

মিডউেলর উে�শ� :  ১৭-২০ ে�েডর কম �চািরেদর েমৗিলক দ�তা বৃ�� এবং দািয়�-কত�ব� স�েক� সেচতন করা
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৪.০১

৪.০২

৪.০৩

অনুষদ/অিতিথব�া

অনুষদ/অিতিথ ব�া

অনুষদ/অিতিথ ব�া

�াথিমক �া��েসবা

পু�� ব�ব�পনা ও শািরিরক সু�তা

�া��কর জীবনযাপন এবং নন-কিমউিনেকবল 
িড�জজ (Non-Communicable Diseases – NCDs) 
স�েক� সেচতনতা

ব�� তা

ব�� তা ও অনুশীলন

ব�� তা ও অনুশীলন

১

১

২

িবষয় েকাড ঘ�া িবষয়সমূহ �িশ�ণ প�িতব�া

মিডউল-০৪ : সু�া��, সুখ ও সমৃ��

েসশন সংখ�া :      ০৪

মিডউেলর উে�শ� :  সু�া�� ও �া�� সেচতনতা স�েক� ধারণা �দান

�িশ�ণ েকৗশল
ক) ব�� তা এবং আেলাচনা
খ) ব�বহািরক �দশ �নী
গ) অনুশীলন 
ঘ) িশ�াসফর
ঙ) শরীরচচ�া ও েখলাধুলা

মূল�ায়ন প�িত
েকাস � ব�ব�াপনার সদস�গণ েকােস � �িশ�ণাথ�েদর মূল�ায়ন করেবন। �েত�ক �িশ�ণাথ�েক ১৫০ ন�েরর মেধ� 
মূল�ায়ন করেত হেব। ন�েরর িবভাজন িন��প হেবঃ

ক) দলীয় কায ��ম/উপ�াপনা

খ) একক মূল�ায়ন (পরী�া ও �িতেবদন)

গ) ে�ণীকে� হা�জরা এবং সািব �ক আচরণ ও শ�ৃলা

      েমাট

৫০

৭০

৩০

১৫০

Course For Grade 17-20 Employees
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Mr. Sayeed Mahbub Khan, Rector, BPATC is conducting a session at RPATC, Dhaka
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Contact Persons of BPATC

1 Mr. Numeri Zaman 
 MDS (M&D) 
 Phone : PABX-02224442080-86, Ext. 4350
 Mobile : 01846520264
 Fax :   02224445029
 E-mail :  numerizaman@yahoo.com

2 Mr. Shabbir Ahmmad
 Director (ST & RC)
 Phone : PABX-02224442080-86, Ext.- 4107; 02224445023(o)
 Mobile : 01913043666
 Fax : 02224445029
 E-mail  : sabbir24th@gmail.com

3 Mr. Md. Kamrul Hasan Sohag
 Deputy Director (RC)
 Phone : PABX-02224442080-85
 Mobile :  01716809703
 Fax : 02224445029
 E-mail :  kh_sohag@yahoo.com

4  Mr. Shamim Hosen
 Deputy Director (ST&ToT)
 Phone : PABX-02224442080-85, Ext. 4138
 Mobile :  01717563992
 Fax : 02224445029
 E-mail :  shamim.du@gmail.com

5 Mr. Md. Nazim Uddin
 Assistant Director (RC)
 Phone :  PABX-02224442080-86
 Mobile :  01760651812
 Fax :   02224445029
 E-mail :  nazimuddin519@gmail.com

6 Mr. Md. Alshahria Hossain
 Assistant Director (ST)
 Phone :  PABX-022224446621
 Mobile :  01630227810
 Fax :   02224445029
 E-mail :  peash186@gmail.com
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Contact Persons of RPATCs

RPATC Dhaka
49 New Eskaton, Dhaka
Fax : 02-9361150
Email : rpatcdhaka@yahoo.com

1 Mohammad Mahbubul Alam Majumder
 Deputy Director (Deputy Secretary)
 Phone :  02-41031207 (O�ce)
 Mobile :  01767493115
 E-mail :  rpatcdhaka@yahoo.com

2 Sadia Bulbul
 Assistant Director (Training & Finance)
 Phone :  02- 41031210 (O�ce) 
 Mobile :  01781577488
 Email : sadiabpatc@gmail.com

3 Md. Shohidul Islam
 Assistant Director (Admin)
 Phone :  02-41031213 (O�ce)
 Mobile :  01516-132944
 Email :  shohidul.bpatc@gmail.com

4 Md. Rezaul Karim
 Technical Supervisor
 Phone :  02-41031217 (O�ce)
 Mobile :  01918156041
 Email :  rkreza7392@gmail.com
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RPATC Chattogram
10 S. S. Khaled Road, Chattogram
Fax : 031-2867738
Email : ddrpatcctg@gmail.com

1 .
 Deputy Director
 Phone : 02-333359691 (Office)
 Mobile : 
 E-mail : ddrpatcctg@gmail.com

2 Shahrin Ferdousy
 Assistant Director (Finance & Admin)
 Phone : 02-333367738 (Office)
 Mobile : 01819158068
 Email : rpatc.ctgadf@gmail.com

3 Mohammad Sultan Alam
 Junior Instructor
 Phone : 02-9351795 (O�ce)
 Mobile : 01819198943
 Email : halimpatc@gmail.com

4 Amol Roy
 Technical Supervisor
 Phone : 02-9351795 (O�ce)
 Mobile : 01521248680
 Email : amolroy.kdas108@gmail.com
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RPATC Rajshahi
Rajshahi (Close  to  Office  of  the  Divisional Commissioner)
Fax : 0721-772520
Email : rpatcraj@gmail.com

1 Tamanna Nasrin Urmi
 Deputy Director (Deputy Secretary)
 Phone  : 02-588800700 (Office))
 Mobile : 01718-092482
 E-mail : rpatcraj@gmail.com

2 Mst. Nazmun Nahar
 Assistant Director (Administration & Finance) and Assistant Director (Training) (Additional Charge)
 Phone  : 02-588800701 (Office))
 Mobile : 01717624607
 E-mail :  rpatcraj@gmail.com

3 Mohammad Shohidul Islam
 Junior Instructor
 Phone : 01875782366 (Office)
 Mobile : 01875782366
 E-mail : shohid300675@gmail.com

4 Md. Sanaullah
 Technical Supervisor
 Phone : 01736693107 (Office)
 Mobile : 01736693107
 E-mail : tsrpatcrajshahi@gmail.com
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RPATC Khulna
Boyra, Khulna (Close to Office of the Divisional Commissioner)
Fax : 041-762347
Email : rpatckhulna@gmail.com

1 Khatune Jannath
 Deputy Director (Deputy Secretary)
 Phone : 02477702347 (Office) 
 Mobile : 01765685849
 E-mail : khatunejannath2018@gmail.com

2 Prosanta Kumar Biswas
 Assistant Director (Admin)
 Phone : 01716449650 (Office)
 Mobile : 01716449650
 E-mail : prosantabiswas4@gmail.com

3 Anuja Mandal
 Assistant Director (Finance & Training)
 Phone : 01732 430302 (Office)
 Mobile  :  01732 430302
 Email : anujamandales@gmail.com

4 Mohammad Altab Hossain
 Assistant Programmer (Attached)
 Phone : PABX-02224442080-85, Ext. 4309
 Mobile  :  01717316623
 Email : altafunic@gmail.com

5 Md. Ziarul Islam
 Technical Supervisor
 Phone : 01717905761 (Office)
 Mobile : 01717905761
 E-mail : ziarul.sil123@@gmail.com

6 Md. Kamruzzaman
 Junior Instructor
 Phone : 01857840148 (Office)
 Mobile : 01857840148
 E-mail : ji.rpatckhulna04@gmail.com
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Enhancing the Quality of Training Workshop at RPATC, Chattogram
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Enhancing the Quality of Training Workshop at RPATC, Rajshahi

91



Enhancing the Quality of Training Workshop at RPATC, Khulna
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Enhancing the Quality of Training Workshop at RPATC, Dhaka
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Training Need Assessment Workshop at RPATC, Dhaka



Training Need Assessment Workshop at RPATC, Rajshahi
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Training Need Assessment Workshop at RPATC, Chattogram
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Training Need Assessment Workshop at RPATC, Khulna
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