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P reface

P..:,.: ,i-.-,-,. - 3-.: --:;.cstr arc constitutionally obliged to serve the people.
C::-:;.:- -r-. :. r r-Jr-:;- r.r'ciic servants is necessary to discharge dutics efficiently
a::J :--'-- : -:,,::.:ri is a learning process which helps people achieve skilis,
>l'.-r::: -, -..,,-::: -.r'.J. :;.:,,Lile ne\\'concepts and knorvledge to aid in the achievement
.. :-,:r-,,-:,,.-.-:r,r- ::ri nationai goals. It is a kcy to rcducc the gap bctrvccn expectcd
-,r'.*,:-.-.,,.:rr:^,:mance ler,el. Training has been treated as a continuous process
.-'.r ..=. '.'.r'-c1 .'nrplo\.ees can be groomed to respond to tl're clran_eing needs of
rrr' -:- .,i,r..ur:r to ser\re the citizen. It acts as an irnportant motivational factor to
il'.c :': :s : a \-lrlletence.

.\cc.rr dins to the Public Adrninistration Training Policy (PATP) 2003, it is
r-r-L:ri-iciatorv fbr all government otficials to undertake at least. sixty hours training in a
vear to reflesh and update knorvledge and skills irrespective of their levels.
Iloir'ever. specitic courses are y,'et to be designed fbr ditlerent lcvels of otficials to
stccr and execute the provision of the PA'IP. This is commendable that Career
Pianning & Training (CPT) Wing of it4inistry of Public Administration (MOPA) has
prepared a Manual that rvould oller specific guidelines ibr Government Olllces and
public sector training institutirlns.

'fhis Manual rvi11 help the Gol,emrnent oflf-ices and public sector training institutions
to cnsllre conducting regular training courses 1br all officials. Course contents have
been or.rtlined nitir coursc objcctives and scssior-r scircclule. Nevertheless, authorities
have libertl,- to adjust the course contents and scireduie according to the specific
rLcccls of thc ofllcials or the organizations.

F inalll'. t1.ris Manual iras been preparcd to guicle the Gor,emmeiri Office s to comply
uith the nrovisions of petp to maintain stanciard and uniibrmity in training
prosrel':rs. T1:is h4irli,ai is not exhaustir,'e and it ri,ill r:equire regular rcvierv and
r:pcllrtc oii tirc basis lf changing nceds ancl trends. \\/e hope that this Manual will
hcip capacill, buiiding of public scrvants and prepare them face increasinc.
challcn-ues in their respective u'orkplace.

(f)r. Kamal Abdul Naser Chorvdhury)
Senior Secretary

Ministr-v of Public Administration
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t Training module for the officers of the level of Senior Secretary/

Secretar-v:

Objectives:

ffenfran:e and sharpen leadership, strategic and visionary qualities to achieve

national goals.

First Phese:

19.45-21.30

program.

)Iethods and management of training:
- Orsauizils Trainirrs. workshops or seminars rvith l5/20 participants. Detailcd
desisp oit|r" r.toE.tir" r.tiio,rs o1'eaih topic should be orrtlined ilt'advance. rvhere tttain
io.ri *itt be onbffering enough scope for'interactive discussions and problem solving by
the participants.

- Exoecratiotls of participants should be taken at initial stage and based on that,

aurSor.ity/ cirgarrizatiorr rnal'adjdst lhc contertls oltlre rrorkshop/training prograltls.

- BPATC u,ill mainly irnpletnent tire program.

- Co-operation frorn the other trair-ring institutes like ecs Administration Academy,
BtA\,1. NAI;D;i;. ,r*y be sought for arranging'this training.

1

\\'orkshop otr Auuual Performatrce Agreelnent (AI'A)

Tea break

Sustainable Development Goals (SDG)

Second Phase:

Time Topic

1 8.30- 19.30 Workshop on Public Sector ltlnovation

19.30-19.40 Tea break

19.45-21.30 Continued

Third Phase:

Time Topic

18.30-19.30 Workshop on Result Ilased Manageueut

19.30-19.40 Tea break

1 9.45-21 .30 Continued

Fourth Phase:

Time Topic

r8.30-19.30 Workshop on International Negotiations

i9.30-19.40
-i'ea 

break

19.45-21"30 Continued

Note: LocaVlnternational seminars/symposia can be included in the yearly training

*: - q*ai



{. Training module for the officers of the level of Additional
Secretary:

Objective: \
To instill and foster leadership and visionary qualities and groom up parlicipants to

achieve national goals.

First Phase:

Time Topic

18.00-19.30 Strategic Vision WorkshoP

19.30-19.40 Tea break

t9.45-2t.15 Continued

21.30 Dinner

Second Phase:

Time Topic

18.00-19.30 Sustainable Development Goals (soc)

19.30-19.40 Tea break

19.45-21.15 Managing Change in Public Sector

21.30 Dinner

Third Pt ur",

Time Topic

18.00-19.30 Workshop on Annual Performance Agreement (APA)

19.3 0- 19.40 Tea break

19.4s-21 .15 Continued

21 .30 Dinner

Fourth Phase:

Time Topic

18.00-19.30 Public Private Parlnership {l'PP)

1 9.3 0- 1 9.40 Tea break

19.45-21.15 Lrrpr*.d S",r''". D"ltvery through e-governallce

21 .30 Dinner

2

J-



Topic
lnternational Negotiation Techniques Workshop

- :: :r'eak

! a;liir.iLlcd

Dinner

\s enth Phase:

Note : Local/International seminars/symposia to be included in the yearly training
prograrr.

Methcds tnd xranagernent of training:

- Organizing Training workshops or seminars with 15 participants. Detailed design of
the respective sessions of each topic should be outlined in advance, where rnain focus will
be on offering ampie scope for interactive discussions and participation by the participants.

- Expectation of the participants should be taken at initial stage and based on that,
authority/ organizers may modify the contents of the workshop/training programs.

- BPATC will rnair,ly implement the program.

- Co-operation from the training institutes like BCS Adrninistration Academy, BtAr\4.
\,,\PD etc. may be souglrt for arranging this trainiug.

I

\ I : 
_*\L:

Timr Topic
: -')-10 Workshop on Pubiic Sectttr inuovation
-. - ,-i9.-10 Tea break

19.45-21.15 Results Basec{ \4anagcment

11.30 Dinner

Time Topic
i8.00-19.30 N4arraging Projects

19.30-19.40 Tea break

19.45-21 .15 Continued

2t.30 Dinner
Eishth l'hase:

Time Topic
18.00-19.30 Coping u,ith Climate Changc

1 9.3 0- 1 9.40 J'ea break

19.45-2t "t5 Continued

21.30 Dinner



* Training module for the officers of the level of Joint secretary:

Obiectives:

Reintbrcing
and techniques
nlanage changc

First Phase:

knowledge of ParticiPants on

in orderlo sensitize them to
for improved service deliver-Y'

contelnporary lnanaqement conccpts

reform'agerida and cnable thcnt to

Topic

St*t.gt. Management, fls1ot Viission etc'
10.00-1.00

i 3.00-14.00
LeadershiP Deve loPtnent14.00-17.00

Second Phase:
Topic

Sustainable L)evelopmcnt Goals (sDG)
10.00-1.00

Lunch break13.00- 14.0c
annral Perlbrmance Agrcement (4lA)

i4.00-17.00

Topic

ijubiic- Private Partnership (PPP)
i 0"00- 1 .00

L.nuch break13.00- 14.00

ilr.teiita"aing needs of Private Sectcr
14.00- 17.00

Topic
poir.l'f'*".ss and Poiici '\rlal)-sis Skiils

10.00-1 .00

Clo ti,At',- poit.:' ioryt{*Ag:g i!94t"1ry1
13.00-14.00

14.00-17.00

Phase:
Topic

\e'"tktLp irn Negotiation & Conl'lict \410.00-i.00
i 3.00- 14.00

14.00-17.00

Lunch break

Lunch'oreak

Time



I

Eight Phase:

Time Topic

10.00-i.00 Project Nlanagement

1 3.00- 14.00 Luuch brcak

14.00-17.00 Preparation of project l)ocumeni

Note: Local/lntcrnational seminars/s,vmposia can he included in the 1'ear[-V

training program.

\{anagement and methods of training:

- Orgarrizing training rvorkshops. anii seminars olt above topics u'ith the

panicipation olthe ollicials itr a rT'orking grolrp'

- f,rpectarions of thc participants should be takcn at initia-l stage.and basc.d ou

thirt a*tliopi.i.' .,'^^..'rers ma), idjust/change thc contents of thc rvorkshopitraining

progi'4il1!.

- BPATC u,i1l mirinl-v itnpiclnent the program.

- Worksirop ruust be on contenlporarv issues and case stud-V bascd.

- Baiancecl mix of lecturc & r,r,orksl-rop is t'ecommeudcd ibr sensitizing the

mindsctl of participants. Co-operalion irom ihe training institutcs like BCS (Admin)

Academ1,. rilaV. NAPD ctc. ma),be souglrt ibr arrangilg this training.

Sirth I'h;rs.:

I i:--r.
-----.

ToPic
-,-'.',.r'.si1o1l on Public Sector Innovation

Lunch break

Ciimate Change

\r', ilih I'h':sc:

Tinre Topic
' 

-rl,t- 1 .00 I{esult Based Management

13.00-i4.00 I-unch break

1+ 00-17.00 Workshop on Result llased Management



Sixth Pha-\e:

Time 
r

10.00-1.00 Iq

rLoo-r+.oo I l,uncl-r break

Ciin-rate Change

\e r rLi:t l'h:sr:

Tinre

)o.oD-).DD
':i,n-1 :1.ee,

Time
r 0.00-1 .00

lllni#;:X*fi:"",onal seminars/symposia can be incruded in the ,;
)Ianagement ancl methods of training:

- 
. organizrrrg training riorkshops and senrinars on above topics u,ith thelrJrlrcrpatlorr o['t]rc oi'llcials in a n.,ikjrrS grr.oLrp.

-' Frnectatiotrs:1,1h" participants should be raken at initial slage and basecl on
ll:l,l}lt"i'i' 'rrg:itrizers may aalustzcirang; ,h.;#.r,r'"rthe u,orkshop/rr.ainirg

- IIPATC u,ill maiirly impiemenr the prograni.

- worksirop,rust be on conternporal-y issues and case study based.
- Balanced nrix of lecture & u'orkshop is ,ecommcndcd 1br se,sitizinc the:.ircisc1 of par-ticipants. co ope,"1i"r"lr"*irr"i."irirg'il'Jtirut., 

rikc nis Gtirrirl. \e a.lcrlr . BIA\1. \ApD .t.. ,ro1, b. ,oiigrrt fur arran.sir;g-ihis trairin-e.

/
1',

r

Topic

R e-c il t jlas ed M at: ag en ent

.:r,.slrop on Result B ased Managetncnt

Topic
Project tr{anagemernt

13.00-14.00 Lunch break
r 1.00- 1 7.00 Preparation of pG; il.rrrl;

I

lr.

-
i

--^^. r rrAS!.'.

L.ss,c\\rqqL



* Training module for
Secretary:

Objectives:

the officers of the level of DePutY

Refiesh rhe memory and sensitize targeted olficials_in adopting ski11s, tools
and teciririq;;; ;a*"darn'office managemcn-t to enhauce the capacity to serve thc

ciients effectively.

F irst Phase:

Time Topic

10.00- 1 .00 Secretariat Instl-iction. imporlant office procedures

13.00- 14.00 Lunch break

14.00-16.00 Preparation of Draft & Summarv

Second Phase:

Time Topic

1 0.00- 1 .00 Annual Performance Agrcemet-tt (APA)

13.00- i 4.c0 Lunch break

1 4.00- i 6.00 1'ota1 Qualitl' Managetlent for Bettel Service Dclivery

Third Phase:

Time Topic

10.00-1.00 Citizen Charter

i 3.00- 14,00 Lunch break

i4.00-16.00 Rules of Rusiness

Fourth Phase:

Time Topic

i0.00-1.00 Public Procurement Rules lleR;
13.00-14.00 Lunch break

1 4.00- 16.00 Continued

Fifth Phase:

Time Topic

1 0.00- 1 .00 PPI') (Pubiic-Private Partncrship)

13.00- 14.00 Luncir break

i 4.00- 16.00 Ilrocess of post creation & rctention in revenue heads

6



Eighth Phase:

fiinth Phase:

Tenth Phase:

I

I

I

l

Sirth Phase:

f ime

!g.h b'gt.----
Gov. Servi.. Oi..ipli,r. Rut..

_ - ,:it

.-: -i+.00

14.00-i6.00

Ser enth Phase:

Topic
10.00- 1 .00 Natio,al IntegritS, strategy (NIS) & Right To I,fbrmation

(Rrr)

1 3.00- 14.00

14.00- 16.00 Sustainable Development Goals (SDG)

Topic
10"00- 1 .00 Workshop on Public Sector Innovation

1 3.00- 14.00

1,1.00-16.00 E-goverrunent

1 0.00- 1.00 Prcparation ol Project Concept paper/-l-pp/Dpp

13.00- i.+"00 Lunch break

i,:i.ii0- 15.C0 Continued

10.00- 1 .00 \,lanagi n g Chan ge. Le adership cl e.u.elopm ent
13.00- 14.00

14.00- 16.00 Managing climate change

7

Time

Lunch break

Topic

Time Topic

I-unch break



Management and Methods of training:

-Moreernphasisonskillsdevelopmentthroughexpcrientialsessions.

- Expectations of the participants should be taken at initial stage and-based on

that. ar.rihority/ organizers may adjust contents of the u'orkshop/training programs'

- BPATC wiil mainiy implement the progratn'

-.frainingshouidbeexercisebasedandpracticalproblemoriented'

- co-operation from the training institutes like BCS (Admin) Academy' BIAI'{'

NAPD etc. may be sought for organizing tiris training'



----!

* Training module for the officers of the level of Senior
Assistant Secretarl, and Assistant Sccretary:

Objecri('cs:

Reiiesh the memory and sensitize targeted officials in adapting skills, tools
and te ch:riques of modern office management to enhance the capacity to senre the
c lients eltectir,elr,.

First Phase:

Second Phase:

Third Phase:

Fourth Phase:

Time Topic

I 0.00- 1 3.00 Secretariat Instructions: Important Office Procedures,
Preparing Drafts & Sumrnary

13.00-14.00 Lunch break

14.00- 16.00 Vision, Mission, Self Development and Team Building

Time Topic

10.00-13.00 Modern Offi ce Management

13.00- 14.00 Lunch break

14.00-i6.00 Rules of Business

Time Topic

10.00- 13.00 Crttzen Charter

13.00- 1.1.00 Lunci-r break

14.00- 16.00 Annuai Perlormance Agreement (APA)

Time Topic

10.00- 13.00 Public Procurement Rules (PPR)

1 3.00- 14.00 Lunch break

14.00-16.00 Continued

9



Fifth Phase:

Time
documents in DPC

(Dept. Promotion Committee)

Process ofpost creation & retention under revenue heads'

10.00-13.00

13.00-14.00

r4.00-16.00

ICT in Otfice \4anagement: Use oLfitgtooi'
i 0.00-13.00

13.00-14.00

e-Filing14.00-16.00

Seventh Phase:

Topic

Gove; ntnent Serr.ice Discipline Ruies
10.00-13.00

13.00-i4.00

Sustainable Dcveloptnent Goais (SD9
14.00- 16.00

Eighth Phase:

nrgh, 1o i,rlbrmation (R'l 1) & National Integritv Stratcgv
10.00- 1 3.00

Lunch break13.00-14.00

Writing eff'eclive meetin g minutes
1,1.00-16.00

Ninth Phase:

Innor.ation in Service Deliver:-v
i 0.00-13.00

l,unch break13.00-14.00

14.00-16.00

Sixth Phase:

Time

Topic

Topic

E-Government



Tenth Phase:

Topic
10:00-13.00

lrojeq_lanagemenr & Preparatio@
Paper/TPP/DPP

- - b.riLl

,L* J

\lanagement and Methocls of training:

- More emphasis o, skills development through practice sessions.

- E'xpectation of tire participants should be taken at initial stage and base<I onthat- authority may adjust contents of the *,orkshop/traini,g programs.

- BPATC rvill mainly implement the program.

. r lainlng should bc exercise based and practical problern oriented as well asllllpalllllq Lltr rr 'e.i.e.

- Co-olreraiiotl lroil-t tlte training institutes like BCS (Acimin) Academy, tsiAM,r-,i. lllii\ br- sougitt 1br arrancing tiris traininu.

t1

I

I

I

Lunch break

Cor.rtinued



2n

{' Training Module for the officers of the District Administration:
According to the Para 2.11.2.12 & 3,0 0f the public Administration Trainin:Polic1"' MopA decided to design u oo [o.,r-, trainin_q program yeariy fbr rire officei& staff of Dislrict Administrati-on.

Objectives of the training:

administration.
1.. .To increase the efficiiency of otficer in the day to day activitiivities of district

2. To enhance positive attitude tou,ards service seekers.

Course contents t2 phases (05 hours/month)
First Phase:

Third Phase:

10.00- 13.00

13.00- 14.00

14.00- i s.00 Prc,a. iiorr oi'\'o*l 
ila.uiat:Oftlc. r)rcier. loriircrricin.;;."" 

vr v,r

Second Phase:

Time
10.00-13.00

1 3.00- 14.00 Lu,cn orea
I 4.00- 15.00

10.00- i 3.00 ICf in ofllce
13.00-14.00

14.00-15.00

Fourth Phase:

Topic
i 0.00- 13.00 Innovation in Service Deiirerr
13.00- 14.00

14.00-15.00 Continued



l

t

Fifth Phase:

Time Topic

1QJ]o-13.00 Crisis Management: Responding to Emergency Situations

(including natural disasters)

l1 --* , Lunch break

Amual Performance Agreement (APA)

Sirth Phase:

Time Topic

i 0.00- 13.00 Development Proiect inspection (should be separated into
trvo session modules)

13.00- 14.00 Lunch break

i4.00-15.00 Preparation of Project document

Seventh Phase:

Time Topic

10.00- 13.00 Citizen Cliarter

13.00- 14.00 T,unch break

14.00-15.00 NIS (National integrit,v Strategy)

Eighth Phase:

Time Topic

i 0.00- 1 3.00 \4aintaining OtTicia1 Discipline

13.00- 14.00 I-unch break

14.00- i 5.00 R.ight 'io inibrmation (R.'1-l) & Sustainable Development

Goals (SDG)

Ninth Phase:

Time Topic

10.00- 13.00 Election Management

13.00- 14.00 I-unch break

14.00- 15.00 Mobile Court X4anagcment

13



Tenth Phase:

Time

Lrror'rtiffi
---_Lunchuffi
L onilnued

10.00- 13.00

13.00- 14.00

1.+.00- 1 5.00

Eleventh phase:

There will be a 60 hours training program for officers at the district rever.

;l|#H[L,T.?lr3: conducted at the nearest RpArc/or in office or the

3. The above course mav
meeting of the District
authority.

be arranged befbre
Administration or

or after any regular/pre_scheduled
on any date to be fixed bv the

4 
,T;ffi:,ff;:?JJ#f":"J,X,".",::S,,1;,T:',#J mav be invited rrom rhe nearby

5' The DC wil monitor the progress of computer expefiise and pubric speakingcapability in each monrh (iipo-ssible day to dayj. 
-'^r-.

6' contents may be changed as per expectation of the participants after discussionin the first session and day to iuy f.og.um.

14

10.00- 13.00

13.00- 14.00

14.00- 1-5.00 Land Acqu;.irinrr onO ttor"trl**rr1
Twelfth Phase:

Topic
10.00-13.00 Public procu..**t Rul" @enJ
13.00- I 4.00 Lunch break

Continued1,1.00- 15.0t)

Management and mr.thods of training:

-J
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