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Preface 

 
In the present day scenario establishment and maintenance of an office are an art in itself. A 

great sence of professionalism is required for running an office efficiently to meet the ever 

increasing demand of trained executives for various administrative levels. To increase 

efficiency of office manager, a modern office management courses have been designed by 

NATA. The course serves as a suitable career oriented course, keeping in view the latest 

technological advancement and modern trends. By persuing modern office management 

course,candidates become professionally trained in various aspects of modern office 

management. 

 

The present module on office management is specifically designed to cater the demands of 

traning course organized for officers (Grade 9 and above) of different organizations under 

MoA in order to improve efficiency in office management. It also provide professional 

expertise for the candidates and result in increased productivity and efficiency for the 

organization. 

 

 

The Author(s) 
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Part-I 
 

Introduction to National Agriculture Training Academy (NATA) 
 

1.1 The Academy 

National Agriculture Training Academy (NATA) is the apex training institute for human 

resource development of officers (garde-9 and above) under the Ministry of Agriculture 

(MoA) for providing training on diversified fields of professional interest in agriculture 

sector. The Academy organizes various training programmes related to agriculture 

throughout the year. The academy is established in Gazipur as Central Extension 

Resources Development Institute (CERDI) on 14 March 1975 with the financial 

assistance of Japan International Cooperation Agency (JICA). Afterwards, on 27 June 

1984, CERDI was undertaken to the Training Wing of Department of Agricultural 

Extension (DAE). On 03 April 2013, Government of the People’s Republic of 

Bangladesh abolished CERDI and established NATA as an independent organization of 

MoA and on 07 June 2014, NATA has been started as a training academy. 

 

Initially, the Academy started its functions with only 10 faculty members. Though 

Government approved strength is 184, at present NATA has 74 staff members including 

29 faculty members.  

 

1.2  Location 

The Academy is 25 km away from Dhaka city and 3 km away from Joydevpur 

Chandana Chowrasta towards Gazipur district head quarter. It is located adjacent to 

Bangladesh Rice Research Institute (BRRI) and occupied 49 acres of land. The academy 

provides the trainees an ample scope to have free access to the adjacent institutions like 

Bangladesh Agriculture Research Institute (BARI), Bangladesh Rice Research Institute 

(BRRI), Seed Certification Agency (SCA), Bangabondhu Sheikh Mujibur Rahman 

Agricultural University (BSMRAU), Telecommunication College, and other government 

offices in Gazipur. 

 

1.3 Vision 

National Agriculture Training Academy becomes a center of excellence for developing 

competent human resources in agriculture sector. 

 

1.4 Mission 

We are pledged to achieve the shared vision through: 

i. Develop human resource of all organizations under MoA by imparting quality 

training, research and development and publications; 

ii. Enhance linkage between education, research and extension to endow agriculture 

service delivery system; 

iii. Network with reputed institution of home and abroad for organizational capacity 

building; and 

iv. Foster a culture of continuous learning for development of knowledge-intensive 

agriculture service. 

 

1.5. Functions 

The NATA has been entrusted to perform the following functions: 

i. Human resource development of the government, semi-government, autonomous 

organization under MoA through training of modern and sustainable agriculture 

technology; 
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ii. Transfer modern and sustainable agriculture technology developed by the 

research organizations for the development of socio-economic conditions of 

farmers; 

iii. Conduct demonstration, adaptive research and research of proven technologies; 

iv. Impart all sorts of in-service training with special emphasis on induction, 

foundation and senior staff course; 

v. Exchange publications, participants and resource persons in seminars, workshops, 

conferences and training among the stakeholders; 

vi. Advice government and other organizations on training, achieving food and 

nutrition security, ICT, transfer of agriculture technology, agro-based industries 

and conservation environments etc.; 

vii. Help government and policy makers in framing and analyzing agricultural 

policies; 

viii. Conduct different training activities of academy in consonance with provision of 

the public administration training policy 2003; and 

ix. Perform all kinds of duties directed by the government. 

 

1.6. Goals 

The Academy has set some goals for achieving its vision and mission successfully. 

These are as follows: 

i. Human resource development of officers (grade-9 and above) under the MoA 

through training on diversified field of professional interest in agriculture sector 

ii. Conduct research and development (R&D), adaptive research, demonstration to 

improve training efficacy; 

iii. Provide publication and library service to facilitate quality training; 

iv. Impart all sorts of in-service training with special emphasis on induction, 

foundation and senior staff course; 

v.  Help government and policy makers in framing and analyzing agricultural 

policies;  

vi. organize seminar, workshop, symposium and conference on various issues of 

national and sectoral interest 

 

1.7. Organogram of the Academy 

Director General (DG) is the chief executive officer of the academy. There are 2 

Directors, 12 Deputy Directors, 1 System Analyst, 1 Programmer, 17 Senior Assistant 

Directors, 1 Publication Officer, 1 Medical Officer, 1 Librarian, 1 Assistant maintenance 

Engineer, 1 Account Officer, 1 Administrative Officer and 45 support staffs. Two 

Directors assist DG in overall matters of the academy and oversee the activities of two 

Departments namely, (i) Department of Administration, Planning and Publication and 

(ii) Department of Training. Both Directors supervises Deputy Directors and other 

faculty members under 2 Departments. Total proposed manpower of NATA is 184, but 

at present 74 officials are working. Different units under two departments are as follows: 

 

1) Department of Administration, Planning and Publications 

 Administration and Support Services 

 Planning and Publications 

 

2) Department of Training 

 Agronomy 

 Horticulture 

 Plant Pathology 

 Entomology 
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 Soil Science 

 Genetics and Plant Breeding 

 Agricultural Extension and Rural Economy 

 Environment and Agroforestry 

 Agricultural Implements and Water Management and 

 Food Processing. 

 

1.8. Importance of Training 

Training brings desirable change in behavior and attitude and improves knowledge and 

develops skill. Skills and efficiency are two preconditions for development. Proper 

training can help to increase skills and efficiency of the officer. Modern technology 

increases the competitive ability of the organization and provides high quality services. 

Trained officers can properly utilize such technology. Adequate training of personnel in 

an organization can make the organization free from complexity and streamline 

simplicity. To ensure overall development of all sectors of an economy, training can play 

a significant role. In the era of globalization, the need of modern management tools and 

techniques cannot be exaggerated. In response to the current needs in the ever-changing 

world, government officers should serve the people with competency, sincerity and 

transparency. NATA attaches highest importance on moral teaching, as well as technical 

and technological capacity building which is the main goal and strategy of training. 

Participants become more motivated, responsive, efficient and competent after they go 

through these training. Training curricula is updated regularly to cope up with the 

changes in government policies and practices and as per need and demand of the 

stakeholders.  

 

1.9. Training methods in the Academy 

The academy is keen enough to maintain the appropriateness and effectiveness of 

training programs. Designs of both short and long term training courses are regularly 

improved and tailored to meet the beneficiary institution’s needs and goals. The methods 

followed are practice oriented rather than the theoretical discussions. Study tours 

arranged for the trainees to expose them to real practice in the field and society. There 

are some variations in the training method based on the nature and the purpose of the 

training course. With some exceptions, the Academy generally follows the following 

methods: 

a) Lecture, 

b) Participatory discussion, 

c) Case study, 

d) Role-play/Simulation, 

e) Workshop/Seminar, 

f) Field Visit, 

g) Brain storming, 

h) Individual and Group assignment, 

i) Presentation of assignments 

j) Games of various types. 

 

NATA analyzes the training methods used by worldwide training academies and 

regularly updates training methods accordingly. The Academy is committed to maintain 

international standard. 
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1.10. Evaluation: 

Course Director and other faculty members are given responsibility to evaluate the 

participants. The course is evaluated during pre and post training situation within 100 

marks. On the other hand the participants are also given chance to evaluate the faculties 

and guest speakers by using a prescribed format. The distribution of assessment marks is 

as follows: 

 

Sl. no. Parameters Marks 

a) Individual Assignment / Exercise/Practical Test 80 

b) Class Attendance and Overall conduct and discipline 20 

Total 100 

 

1.11. Grading: 

The grade is decided on the basis of the score. The grading is as follows: 

Marks Secured (%) Grade 

90-100 A+ 

80-89 A 

70-79 B+ 

60-69 B 

50-59 C 

 

Note: If any participant fails to obtain at least 50% marks in the final assessment he/she 

will be treated as ‘fail’ and in that case she/he will not be given the successful 

completion certificate of the training course. 

 

1.12. Sessions: 

Everyday the session is started at 9.00 am in the morning and ends at 4:30 pm in the 

afternoon. There are two breaks started at 11.00 am and 12.30 pm for tea and lunch with 

prayer respectively. Participants are advised to attain the class in time without fail for 

avoiding any kinds of disciplinary action. 

Daily Schedule 

Activities Duration 

1st Session 09:00-10:00 

2nd Session 10:00-11:00 

Tea Break 11:00-11:30 

3rd Session 11:30-12:30 

Lunch and Prayer  12:30-02:30 

4th Session 02:30-03:30 

5th Session 03:30-04:30 

 

1.13. Norms to be followed during the training: 

 No casual leave is allowed during training period. 

 Participants living in the dormitory are advised to follow the norms of the 

dormitory. 

 The campus area is a “Non Smoking Zone”. Participants are advised to refrain 

from smoking inside the Academy. 

 Participants are not allowed to enter the dormitory after 11:00pm at night. 
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1.14. Facilities 

1.14.1. Physical Facilities 

The Academy is well equipped with physical facilities in organizing training programs 

though it began its journey recently. Existing facilities of the academy are as follows. 

 

 Office building-2 

 Class room- 3 

 Laboratory (Subject wise technical) 

 Plant protection museum- 1 

 Conference room- 1 

 Auditorum-1 

 Dormitory- 4 

 Cafeteria- 1 

 Greenhouse- 3 

 Workshop-1 

 

1.14.2. Digital Computer cum Language Lab. and IT facilities 
There is one Digital Computer cum Language Lab in the Academy. It is located on the 

1st floor of the Administrative building. IT facilities include LAN and Wi-Fi and the 

whole campus under Wi-Fi coverage. To expedite foreign language learning, NATA set 

up a Digital Computer cum Language Lab. as part of the Academy’s drive for capacity 

building of government officials. Participants can avail the opportunity of learning the 

foreign language while they stay in NATA. 

 

1.14.3 Recreational Facilities 

The Academy has a recreation room with color T.V in the dormitory. The daily 

newspapers are available in recreation room for the participants. 

 

1.15. Links with other Training Organizations 

NATA maintains good relations with other training Academies in the country including 

BPATC, RPATC,BCS Administration Academy, BIAM and FIMA and so on. NATA 

has plan to collaborate with international training institutes for improvement its human 

resources. NATA also collaborate with national research organizations in research in 

agriculture sector. 
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PART II 

Title: Modern Office Management 

Rationale: Office managers need to plan, organize and control of office works and this 

training will enrich them with meaningful understanding of general procedure, system 

and administration of an office. The training will also give emphasis on the practical 

application of administrative skills in efficient office management. 

 

Summary of the Manual 

Office management is an integral part of general management. Office management is the 

planning, organizing and controlling and implementingof office works  so as to achieve 

the predetermined objectives. This course covers a wide range of topics in office 

procedure and administration with a focus on knowledge and skills for administrative 

assistants and office managers. Administrative assistants use their organizational, 

administrative and decision-making skills to contribute positively to the office 

environment.  

This module is divided into five units with lesson plan for a particular topic and detail 

note on the lesson . Module 1 describes the essential service rules, regulations, acts, 

official norms, office administration and management. Module 2 describes the filing 

system and record management procedure in a office. Module 3 describes the e-filing 

system. Module 4 describes the issues to be considered in the preparation and distribution 

of different types of office correspondence. Module 5 describes the issues related to 

Leadership and change management. Module 6 describes the contemporary important 

issues. This issues are incorporated in every training program according to government 

instruction.  Emphasis is placed on the practical application of office management  and 

administrative skills to endure that an office runs effectively and efficiently. 

 
Module No. Title  No. of 

Topics/Lessons 

1 Personnel  Management and Service Rules 15 

2 File and Record Management 3 

3 e-filing 5 

4 Administrative Communication 6 

5 Leadership and change management 7 

6 Cross Cutting Issues 3 

 

 
  



7 

 

Module-1 

Title     : Personnel management & Service Rules 

Objectives :  To teach the participants about personnel management, so 

that the participants can conceptualize the issue and apply 

it in their own working environments. 
 

Learning Outcomes :  At the end of the Unit-1 the participants will able to: 

 define service; 

 state service rules; 

 mention various service rules  and regulations; 

 describe Office manner , etiquate and protocol; 

 describe procedure for disciplinary action; 

 discuss Office inspection procedure; and 

 mention Flag rules and National Anthem rules 
 

Reference Lesson Topic Method 

1.1.1 1 General Condition of Services L&D 

1.1.2 2 Recruitment, Training and Promotion 

Procedure 
L and D 

1.1.3 3 The Government Servants (Conduct) 

Rules,1979 
L and D 

1.1.4 4 The Government Servants (Discipline 

and Appeal) Rules, 2018 
L and D 

1.1.5 5 Procedure for Disciplinary action 

(Practical) and Grievens Handling 
L and D 

1.1.6 6 The Public Servants (Dismissal on 

conviction) Ordinance, 1985 
Exercise 

1.1.7 7 Prescribed Leave Rules,1959 L and D, Excercise 

1.1.8 8 
The Public Employees Discipline 

(Punctual Attendance)Ordinance, 

1982 

L and D 

1.1.9 9 The Public Servants (Special 

Provision)Ordinance,1979 
L and D 

1.1.10 10 Joining time, Travelling Allowances 

Rules 
L  and D 

1.1.11 11 Manner, Etiquettes and Protocol L and D 

1.1.12 12 
Performance Evaluation and Annual 

Confidential Report (ACR) writing 
L and D, Excercise 

1.1.13 13 Office Inspection L and D 

1.1.14 14 Anticorruption Commission Act-2016 L and D 

1.1.15 15 
Flag Rules and National Anthem 

Rules 
L and D 
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Lesson Plan 

Lesson  :   1                           Ref.No.1.1.1 

Title  :   General Condition of Services  

Target population :  Officers  (Grade 9 and  above ) of different organizations under   

                                         MoA.             

Time  :   1 hour 

Aims  :   To teach participants about General Condition of Services, so      

                                        that the participants can realize their duties & responsibilities   
                                     in their own  working  place. 

Learning outcomes :   After completion of the session the participants will be able to: 

 realize  General Condition of Services as a Government 

servant; 

 comply with instruction for  Government servant;  

 help to build as a efficient worker. 
 

Content 
Methods/ 

Techniques 

Resources

/Aids 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic: General Condition of Services 

 Importance: Office norms and values/ 

Office  

 Outline of content 

Lecture and 

Discussion/ 

Q+A 

 

 6 

Development 

 General Condition of Services 

 Bangladesh service ruless 

 Motivation (Energize the group) 

 Precautionary measures in 

implementing conduct rules 

 Check attention  

 Feedback (Q+A) 

Lecture and 

Discussion 

and Q+A 

 

 

 45 

Conclusion 

 Assessment of Los 

 Summarize by using Key Words 

 Motivation (application of learning) 

 References 

 Forward planning 

Discussion 

and Q+A 
 9 

Equipment and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  

should be available in the class room. 

 

Behaviour/Performance                       Condition                              Criteria 
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Bangladesh Service Rules (Part 1 Rule 7-34) 

Rule 7:   Age limit for any pensionable service in the Republic shall be  

Upper Limit 

  32 years for Freedom Fighters 

  Son/Daughter of Freedom Fighters age limit 32 years 

  in case of Tribal people age limit for  BCS  

( General Education, Technical Education, Health, Judiciary) are 32 year 

  Other than these age limit for govt. job is 30 years  

Lower Limit 

  Lower limit of age in case of appointment shall be 18 years. 

 If otherwise stated in the recruitment rule, that will prevail. 

 If Upper limit exceeds due to delay of appointment then it would be acceptable   

 

Rule 8:   Relaxation of age (in case of upper limit or lower limit) is not acceptable 

Rule 9 :  Age once declared during the entrance into govt. service cannot be changed. 

No authority shall authorize any change in age; except clerical mistake 

Rule 10 :  In case of permanent post and for permanent appointment Medical Certificate 

is a must (First appointment in the govt. service). 

Rule 11-12: 

• Once medical certificate is submitted in case of permanent appointment against 

permanent post further medical certificate is not required for promotion or 

transfer. 

• When previous  service is forfeited; in that case medical certificate is required for 

further appointment.  

Rule 13-14: 

• There shall be a prescribed form signed by Commissioned Medical Officer. 

• For women head of department can accept certificate signed by registered doctor  

• In case of  3 & 4th class post Civil Surgeon of concerned area and for other 

officials and BCS Cadre a medical board formed by Health Directorate 

Rule 15 :  A govt. servant will be appointed for 24 hours and govt. can appoint 

him/her in any process. He/she cannot claim additional benefit.  

Rule 16: 

• More than one govt. servant cannot be appointed permanently against any one 

permanent post. 

• A govt. servant cannot hold two permanent post simultaneously. At least one 

shall be temporary. 
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•   In a Lien post a govt. servant cannot be appointed permanently 

Rule 17: 

• When a govt. servant is appointed permanently; he acquires Lien in that 

post and losses Lien  in previous post. 

• Lien is created against a permanent post. 

• Posts in development project is not permanent post. So Lien is not 

created in that posts. 

Rule 18-23: 

• Abolishment of a post can be delayed till his return from leave; when govt. 

servant has no Lien in other post 

Rule 24: 

• A govt. servant can be transferred to other post and  cannot be 

transferred to a lower post where salary is lower than actual post. 

• Due to abolishment of a post;  a govt. servant can be transferred 

permanently to a lower post.  

Rule 25-26: 

• Govt. can formulate rule to control contribution of PF, GPF, Family 

Pension.. 

• Pay on that day is admissible when charge is taken before noon and pay is 

admissible for next day when charge handed over afternoon;  

Rule 28-30: 

• Charge should be handed over at headquarter and officer for handover 

and takeover shall be present. But authority can direct otherwise on 

special ground 

• Headquarter shall be; as head of department fix or the place where record 

is kept. 

• A govt. servant will not paid during the period of his unauthorized 

absence.   

 

 



11 

Rule 31-32: 

• Head of department can authorize an officer to go any where to perform 

duties in his jurisdiction or out of his jurisdiction (anywhere in Bangladesh) 

• Under general or special order an officer can be authorized to attend non-

official meeting beyond his jurisdiction 

Rule 33: 

• Controlling Officer can authorize sub-ordinates to draw TA/DA 

Rule 34:  

• Govt. servant will no more in the service if he/she remains absent from the 

service with or without leave for consecutive five years. 
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Lesson Plan 

Lesson  :   2                           Ref.No.1.1.2 

Title  :   Recruitment, Training and Promotion Procedure 

Target population :   Officers  (Grade 9 and  above ) of different organizations under   

                                         MoA.             

Time  :   1 hour 

Aims  :   To teach participants about ‘Recruitment, Training and 

Promotion Procedure, so that the participants can apply their 

knowledge on concerned topics  at their    

                                    rules in their own working  place. 

Learning outcomes :   After completion of the session the participants will be able to: 

 state  ‘Recruitment’ rules for govt. job properly.  

 illustrate the applicability of the Rules; and  

 describe promotion procedure 
 

Content 
Methods/ 

Techniques 

Resources

/Aids 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic: Recruitment, Training and 

Promotion Procedure 

 Importance: Office norms and values/ 

Office  

 Outline of content 

Lecture and 

Discussion/ 

Q+A 

 

 6 

Development 

 Concept of public servant Recruitment  

rules 

 Description of training  rules 

 Promotion procedure 

 Motivation (Energize the group) 

 Precautionary measures in implementing 

conduct rules 

 Check attention  

 Feedback (Q+A) 

Lecture and 

Discussion 

and Q+A 

 

 

 45 

Conclusion 

 Assessment of Los 

 Summarize by using Key Words 

 Motivation (application of learning) 

 References 

 Forward planning 

Discussion 

and Q+A 
 9 

Equipment and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  

should be available in the class room. 

 

Behaviour/Performance                       Condition                              Criteria 

 



13 

Lesson Plan 

Lesson  :   3                           Ref.No.1.1.3 

Title  :   The Government servants (conduct) Rules, 1979  

Target population :   Officers  (Grade 9 and  above ) of different organizations under   

                                         MoA.             

Time  :   1 hour 

Aims  :   To teach participants about ‘The Government servants   

                                        (conduct) Rules, 1979, so that the participants can apply service   

                                    rules in their own working  place. 

Learning outcomes :   After completion of the session the participants will be able to: 

 define ‘Public servant’ and ‘family members of  Public  

    servant’; 

 name the major conduct rules of Government servant; 

 state major conduct rules of Government servant;  

 illustrate the applicability of the Rules; and  

 describe precautionary measures in implementing conduct rules 
 

Content 
Methods/ 

Techniques 

Resources

/Aids 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic: Conduct Rules 

 Importance: Office norms and values/ 

Office  

 Outline of content 

Lecture and 

Discussion/ 

Q+A 

 

 6 

Development 

 Concept of public servant /conduct rules 

 Description of different conduct rules 

 Application of conduct rules. 

 Motivation (Energize the group) 

 Precautionary measures in implementing 

conduct rules 

 Check attention  

 Feedback (Q+A) 

Lecture and 

Discussion 

and Q+A 

 

 

 45 

Conclusion 

 Assessment of Los 

 Summarize by using Key Words 

 Motivation (application of learning) 

 References 

 Forward planning 

Discussion 

and Q+A 
 9 

Equipment and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  

should be available in the class room. 

 

Behaviour/Performance                       Condition                              Criteria 
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miKvix Kg©Pvix (AvPiY) wewagvjv, 1979 

MycÖRvZš¿x evsjv‡`‡ki msweav‡bi 133 Aby‡”Q‡`i ÿgZve‡j Dc-ivóªcwZ ivócwZi ÿgZv cÖ‡qv‡Mi KZ©„Z¡cÖvßnBqv 

miKvix Kg©Pvix (AvPiY) wewagvjv, 1979 cÖYqb K‡ib| 18 †g, 1979 Zvwi‡L Zvnv †M‡R‡U cÖKvwkZ nq Ges GB 

wewagvjv Rvixi ZvwiL A_©vr 18 †g, 1979 ZvwiL nB‡Z ejer nq||  Gm Avi I bs 368-AvBb/2002/mg(wewa-

4)/k„tAvt-1/2002) ZvwiLt 29 wW‡m¤¦i, 2002 Øviv GB wewagvjvq KwZcq ¸i yZ¡c~Y© ms‡kvab Kiv nq | 

 

1| mswÿß wkibvg I cÖvi¤¢ |- (1) GB wewagvjv miKvix Kg©Pvix (AvPiY) wewagvjv, 1979 bv‡g AwfwnZ 

nB‡e| 

(2) Bnv ZvrÿwYKfv‡e ejer nB‡e|  

2| wewai cÖ‡hvR¨Zv |- evsjv‡`‡ki Af¨šÍ‡i ev evwn‡i Ae¯’vbiZ mKj †emvgwiK miKvix Kg©Pvix‡`i †ÿ‡Î 

Zuvnviv Kg©iZ Ae¯’vqB _vK zb A_ev QzwU‡ZB _vKzb A_ev Ab¨ †Kvb miKvix G‡RÝx ev KZ©„cÿ ev cªwZôv‡b 

‡cÖl‡YB wb‡qvwRZ _vKzb, GB wewagvjv cÖ‡hvR¨ nB‡e| Z‡e wb‡gœœv³ Kg©Pvix‡`i †ÿ‡Î GB wewagvjv cÖ‡hvR¨   

nB‡e bv t 

(G) hvnv‡`i †ÿ‡Î †ijI‡q ms¯’vcb †KvW cÖ‡hvR¨; 

(we)  XvKv I PÆMÖvg †g‡UªvcwjUvb cywj‡ki Aat¯Íb Kg©KZ©ve„›`; 

(wm)  cywjk cwi`k©K c`gh©v`vi wb‡gœœi cywjk evwnbxi m`m¨e„›`; 

(wW) evsjv‡`k ivB‡djm& Gi Aat Í̄b Kg©KZ©v, ivB‡djg¨vb I wmMb¨vjg¨vb; 

(B)  evsjv‡`k †R‡ji †WcywU †Rji I mv‡R©›U Bbóªyªv±‡ii c`gh©v`vi wb‡gœi Aat Í̄b Kg©KZ©ve„›`; 

(Gd) miKvix †M‡RU weÁwßi gva¨‡g wbw`©óK…Z PvKwi ev c‡` AwawôZ Kg©Pvixe„›`| 

 

3| msÁv |- (1) GB wewagvjvq welq ev cÖms‡Mi cwicš’x ‡Kvb wKQz bv _vwK‡j- 

(G) ÔmiKvix Kg©PvixÕ ewj‡Z †h e¨w³i Dci GB wewagvjv cÖ‡hvR¨ Zuvnv‡K eySvB‡e; Ges 

(we) ÔmiKvix Kg©Pvixi cwiev‡ii m`m¨Õ Gi AšÍf©y³ nB‡e- 

i. miKvix Kg©Pvixi ms‡M emevmiZ _vKzb ev bvB _vKzb, Zuvnvi ¿̄x, mšÍvb ev mr mšÍvb; Ges 

ii. miKvix Kg©Pvixi ms‡M emevmiZ Ges Zuvnvi Dci m¤ú~Y©iƒ‡c wbf©ikxj Zuvnvi wb‡Ri A_ev ¯¿xi AvZ¥xq 

¯R̂b| Z‡e AvBMZfv‡e we‡”Q` cÖvß ¯¿x A_ev mšÍvb A_ev mr mšÍvb-hvnviv †Kvb cÖKv‡iB Avi miKvix 

Kg©Pvixi Dci wbf©ikxj bvB A_ev miKvix Kg©Pvix hvnv‡`i AwffveKZ¡ AvB‡bi e‡j nvivBqv‡Qb 

Zuvnviv miKvix Kg©Pvixi cwiev‡ii m`‡m¨i AšÍf©y³ nB‡eb bv| 
 

(2) Dcwewa- (1) Gi (we) Aby‡”Q‡` †hLv‡b ¯¿x kãwU e¨eüZ nBqv‡Q, miKvix Kg©Pvix gwnjv nB‡j †mLv‡b ¯̂vgx 

kãwU e¨eüZ nB‡e| 

4| iwnZKiY, BZ¨vw` |-  miKvix Kg©Pvix (AvPiY) wewagvjv, 1964 Ges miKvix Kg©Pvix (AvPiY) 

wewagvjv, 1966 GZØviv iwnZ Kiv nBj| 

5|Dcnvi mvgMªx|- (1) GB wewagvjvi Ab¨Î ewY©Z weavb mv‡c‡ÿ †Kvb miKvix Kg©Pvix miKv‡ii c~e©vbygwZ 

e¨wZ‡i‡K †Kvb e¨w³i wbKU nB‡Z Ggb †Kvb Dcnvi mvgMÖx wb‡R MönY Kwi‡Z ev Zuvnvi cwiev‡ii †Kvb 

m`m¨‡K MÖn‡Yi AbygwZ cÖ`vb Kwi‡Z cvwi‡eb bv, hvnv miKvix KZ©e¨ cvj‡b Dcnvi `vZvi wbKU Zuvnv‡K 

†Kvbiƒc eva¨evaKZvq Ave× K‡i| Z‡e hw` Dcnvi mvgMÖxwUi †diZ`vb `vZvi g‡bvK‡ói KviY nq, Z‡e Zvnv 

MönY c~e©K wb®úwËi wm×v‡šÍi Rb¨ miKv‡ii wbKU n¯ÍvšÍi Kwi‡Z nB‡e| 

(2) †Kvb Dcnvi mvgMÖx MÖn‡Y miKvix Kg©Pvix‡K Dcnvi `vZvi wbKU miKvix KZ©e¨ cvj‡b †Kvbiƒc 

eva¨evaKZvq Ave× Kwi‡e wKbv, GB m¤ú‡K© †Kvb cÖkœ †`Lv w`‡j miKv‡ii wm×všÍB P~ovšÍ ewjqv MY¨ nB‡e| 

Z‡e `vßwiK †hvMv‡hv‡Mi mv‡_ m¤ú„³ bv Ggb e¨w³ ev eÜzi wbKU †_‡K Dcnvi MönY Kiv hv‡e(agx©q ev 

mvgvwRK †Kvb Abyôv‡b), G †ÿ‡Î Dcnv‡ii g~j¨ 25000/- UvKvi †ekx n‡j miKvi‡K Zv AewnZ Ki‡Z n‡e| 
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(3) †Kvb we‡`kx ivóªcÖavb ev cÖwZwbwa †Kvb Dcnvi mvgMÖx cÖ`v‡bi B”Qv e¨³ Kwi‡j, Dcnvi `vZv‡K †Kvbiƒc g‡bvKó 

cÖ`vb e¨wZ‡i‡K GovBqv hvIqv m¤¢e nB‡j, mswkøó Kg©Pvixi ZvnvB Kiv DwPZ| Avi hw` Zvnv m¤¢e bv nq, Z‡e Dcnvi 

mvgMÖxwU MönY c~e©K Zvnv wb®úwZi Av‡`‡ki Rb¨ ms ’̄vcb gš¿Yvjq‡K AewnZ Kwi‡Z nB‡e| 

(4) miKv‡ii mwPe ev mwP‡ei mg c`gh©v`v m¤úbœ †Kvb Kg©KZ©v evsjv‡`‡ki Af¨šÍ‡i ev we‡`‡k †Kvb we‡`kx cÖwZôvb  

A_ev mg ch©v‡qi ev D”P ch©v‡qi we‡`kx miKv‡ii Kg©KZ©v KZ©„K cÖ`Ë me©vwaK 5000/- UvKv g~‡j¨i Dcnvi mvgMÖx 

MönY Kwi‡Z cvwi‡eb| hw` MönYK…Z Dcnvi mvgMÖxwU miKvix Awdm ev miKvix evm fe‡b e¨envi †hvM¨ nq, Zvnv 

nB‡j Dnv Z`vbyhvqx e¨envi Kwi‡Z nB‡e| Avi hw` Zvnv m¤¢e bv nq, Z‡e miKvix Kg©KZ©v Zvnv wb‡Ri e¨env‡ii Rb¨ 

ivwL‡Z cvwi‡eb| 

(5) †Kvb miKvix Kg©Pvix Zvnvi GlwZqvivaxb GjvKvi †Kvb e¨w³ ev wkí cÖwZôvb ev Ab¨ †Kvb ms¯’vi Nb Nb 

AwgZe¨qx `vIqvZ ev Nb Nb `vIqvZ cwinvi Ki‡e| 

6| we‡`kx cyi¯‹vi MönY |- ‡Kvb miKvix Kg©Pvix ivóªcwZi AbygwZ e¨wZ‡i‡K †Kvb we‡`kx cyi¯‹vi, c`ex 

ev Dcvwa MönY Kwi‡Z cvwi‡eb bv| 

e¨vL¨v t GB wewai D‡Ï‡k¨ ÒivóªcwZi AbygwZÓ ewj‡Z mvaviY †ÿ‡Î c~e©vbygwZ eySvB‡e Ges we‡kl †ÿ‡Î †hLv‡b 

c~e©vbygwZ MÖn‡Yi g‡Zv ch©vß mgq bv _v‡K †m‡ÿ‡Î MönY cieZ©x AbygwZ eySvB‡e| 

7| miKvix Kg©Pvixi m¤§v‡b MY Rgv‡qZ |- (1) †Kvb miKvix Kg©Pvix Zuvnvi m¤§v‡b †Kvb mfv A_ev 

†Kej Zuvnv‡K cÖksmv Kivi D‡Ï‡k¨ †Kvb e³…Zv A_ev Zuvnvi m¤§v‡b †Kvb Avc¨vqb Abyôvb msMV‡b Drmvn cÖ`vb 

Kwi‡Z cvwi‡eb bv| 

(2) miKv‡ii mvaviY ev we‡kl Av‡`‡ki weavb mv‡c‡ÿ ‡Kvb miKvix Kg©Pvixi PvKwi Z¨vM, PvKwi nB‡Z Aemi MönY 

ev e`jx RwbZ Kvi‡Y Kg©¯’j Zv‡Mi cÖv°v‡j D³ Kg©Pvixi wb‡Ri A_ev Ab¨ †Kvb Kg©Pvixi m¤§v‡b AbywôZ m¤ú~Y© 

e¨w³MZ Ges AbvbyôvwbK mgv‡e‡k Ask MönY Kwi‡Z cvwi‡eb| 

8| miKvix Kg©Pvix KZ©„K Znwej msMÖn |- (1) wewa-9 †Z hvnvB ewY©Z _vKzK bv †Kb, †Kvb Aby‡gvw`Z 

Dbœqb cÖK‡íi AvswkK e¨q ¯’vbxq Aby`v‡bi Øviv wgUv‡bvi cÖ‡qvRb nB‡j miKvi‡K GB e¨vcv‡i ‡Kvbiƒc AewnZ 

bv KwiqvB miKvix Kg©Pvix D³ ¯’vbxq Aby`vb msMÖ‡n Ask MönY Kwi‡Z cvwi‡eb| 

(2) Dcwewa-(1) Gi weavb mv‡c‡ÿ GKRb miKvix Kg©Pvix‡K †dwgb †KvW I †dwgb g¨vby‡q‡ji Aax‡b Znwej 

msMÖ‡ni Rb¨ ÿgZv cÖvß Îvb KwgwUi m`m¨ nIqvi †ÿÎ e¨ZxZ Ab¨vb¨ †ÿ‡Î Znwej msMÖ‡n Ask MÖn‡Yi c~‡e© 

miKv‡ii c~e©vbygwZ MönY Kwi‡Z nB‡e| 

(3) miKv‡ii AbygwZ e¨ZxZ ev AbygwZµ‡g (1) bs  (2) bs Dc-wewa‡Z ewY©Z Znwej msMÖ‡n Ask MÖn‡Yi ‡ÿ‡Î 

wb‡gœv³ kZ©vw` cvjb Kwi‡Z nB‡e- 

(G) Dcwewa-(1) I (2) †Z ewY©Z D‡Ï‡k¨ Znwej msMÖ‡ni Rb¨ MwVZ KwgwU‡Z mswkøó _vwKqv †Kvb miKvix 

Kg©Pvix ‡Kvb e¨w³ we‡k‡li wbKU Ggb †Kvb e¨w³MZ Av‡e`b Kwi‡eb bv, hvnv Zuvnvi miKvix `vwqZ¡ cvj‡b †h 

†Kvbfv‡e cÖfve †dwj‡Z cv‡i; 

(we) Puv`v Av`v‡q miKvix Kg©Pvix wb‡R‡K e¨w³MZ fv‡e RovB‡Z cvwi‡eb bv; 

(wm) ch©vß cwigvY Znwej msMÖ‡ni Rb¨ miKvix Kg©Pvixi miKvix Kvh© m¤úv`‡b Ae‡njv cwijwÿZ nB‡j wZwb 

k„•Ljvf‡½i Aciv‡a Acivax nB‡eb; 

(wW) miKvix Kg©Pvix  †h †Kvb D‡Ï‡k¨ Puv`v cÖ`vb‡K wbw ©̀ó ixwZi †ejvq Zuvnvi ÿgZv cÖ‡qvM Kivi ev bv Kivi 

ms‡M kZ©vaxb Kwi‡Z cvwi‡eb bv; 

UxKvt miKvix Kg©Pvix †h †Kvb D‡Ï‡k¨B Puv`v Av`v‡qi †ÿ‡Î `vwqZ¡ cvjb Kiv ev bv Kivi †Kvbiƒc kZ© Av‡ivc 

Kwi‡Z cvwi‡eb bv| 

we‡klZt wbgœiƒc‡ÿ‡ÎI kZ© Av‡ivc Kiv hvB‡e bv- 
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i. e›`y‡Ki jvB‡mÝ mn †h †Kvb cÖKvi jvB‡mÝ Bmy¨ ev wiwbD Kivi †ÿ‡Î , 

ii. PvDj, Mg, wPwb, wm‡g›U, Kqjv, †jvnv I ÷xj, wewocvZv, jeb A_ev Ab¨ †h †Kvb ª̀‡e¨i eivÏ 

cÖ`vb ev weZi‡Yi †ÿ‡Î, 

iii. †Kvb Pzw³ m¤úv`‡bi †ÿ‡Î| 

D‡jøL¨ †Kvb miKvix Kg©Pvix Abby‡gvw`Z Puv`v Av`v‡q Ask MönY Kwi‡j Zvnvi weiæ‡× kvw¯Íg~jK e¨e¯’v MönY 

Kiv hvB‡e|  

(B) Awdm mg‡q †Kvb miKvix Kg©Pvix Znwej msMÖ‡n mswkøó nB‡Z cvwi‡eb bv Ges Bnv †Kvbfv‡eB Zuvnvi 

miKvix Kvh© m¤úv`‡b weNœ ev AšÍivq m„wó Kwi‡Z cvwi‡e bv; 

(Gd) Znwej msMÖn, `vb ev Puv`v Av`v‡q miKvix Kg©Pvix ‡Kvbiƒc Pvc cÖ‡qvM Kwi‡Z cvwi‡eb bv| KviY Bnv 

me©`vB †¯^”Qvaxb welq; 

(wR) Dc-wewa-(1) I (2) Gi weavbg‡Z miKvix Kg©Pvix msM„nxZ Znwe‡ji wnmve msiÿY Kwi‡eb Ges Dnv 

wbixÿvi Rb¨ Zuvnvi cieZ©x DaŸ©Zb Kg©KZ©vi wbKU `vwLj Kwi‡eb, whwb cÖ‡qvR‡b GB wnmve miKv‡ii wbKU 

†cÖiY Kwi‡Z cvwi‡eb| 

(4) GB wewa‡Z hvnvB ewY©Z _vKzK bv †Kb, evsjv‡`k ivB‡dj, cywjk, XvKv I PÆMÖvg ‡g‡UªvwjcwjUvb cywjk, 

AvqKi Ges Lv`¨ wefv‡Mi †Kvb Kg©Pvix (1) bs I (2) bs Dc-wewa‡Z ewY©Z D‡Ï‡k¨ Znwej msMÖ‡n AskMÖnY 

Kwi‡Z cvwi‡eb bv| 

9| Puv`v|- 8 bs wewai weavb mv‡c‡ÿ, †Kvb miKvix Kg©Pvix †h ‡Kvb D‡Ï‡k¨B nDK bv †Kb, miKv‡ii mywbw`©ó 

Av‡`k I wb‡ ©̀k e¨wZ‡i‡K †Kvbiƒc Znwej msMÖ‡ni Rb¨ ewj‡Z ev Znwej msMÖ‡n AskMÖnY Kwi‡Z ev Znwej 

MönY Kwi‡Z cvwi‡eb bv| 

10| avi MönY I cÖ`vb|- (1) †Kvb miKvix Kg©Pvix Zuvnvi GlwZqvivaxb GjvKvi ev Awdm msµvšÍ Kv‡h©i mwnZ 

mswkøó †Kvb e¨w³i wbKU nB‡Z †Kvb avi MönY Kwi‡Z ev Zuvnv‡K avi cÖ`vb Kwi‡Z A_ev Zuvnvi wbKU wb‡R‡K 

Ab¨ †Kvbfv‡e Avw_©K `vqe× Kwi‡Z cvwi‡eb bv| 

 Z‡e weavb _v‡K †h, GB wb‡lavÁv †hŠ_ g~jabx Kvievi, e¨vsK ev mycÖwZwôZ e¨emv cÖwZôv‡bi mwnZ 

¯v̂fvweK †jb‡`‡bi †ÿ‡Î cÖ‡hvR¨ nB‡e bv| 

(2) †Kvb miKvix Kg©Pvix hLb Ggb †Kvb wb‡qvM jvf K‡ib ev Ggb ’̄v‡b e`jx nb, †hB ¯’v‡b H e¨w³ emevm 

K‡ib ev Kwi‡eb ev A ’̄vei m¤úwËi AwaKvix ev ‡Kvb e¨emv cwiPvjbv K‡ib, hvnvi wbKU nB‡Z mswkøó Kg©Pvix 

avi MönY Kwiqv‡Qb ev hvnvi wbKU wb‡R‡K †Kvbiƒc Avw_©K `vqe× Kwiqv‡Qb, Zvnv nB‡j mswkøó Kg©Pvix ms‡M 

ms‡M h_vh_ KZ©„c‡ÿi gva¨‡g GB Ae¯’v miKvi‡K ÁvZ KivB‡eb| 

(3) bb‡M‡R‡UW Kg©PvixMY (2) bs Dcwewa‡Z ewY©Z †NvlYv Awdm cÖav‡bi wbKU w`‡eb| 

(4) miKvi KZ©„K Av‡ivwcZ mvaviY ev we‡kl wewa wb‡la ev wkw_jZv mv‡c‡ÿ †Kvb miKvix Kg©Pvix mgevq 

mwgwZ AvBb, 1940 ev cÖPwjZ Ab¨ †Kvb AvBb †gvZv‡eK wbeÜbK…Z mgevq mwgwZ nB‡Z FY MönY ev cÖ`vb 

Kwi‡Z cvwi‡eb|  

11| g~j¨evb ¯’vei I A ’̄vei m¤úwË µq-weµq |- (1) cÖK…Z e¨emvqxi mwnZ mij wek¦v‡m †jb‡`b e¨wZ‡i‡K     

GKRb miKvix Kg©Pvix Zuvnvi Kg© ’̄j, †Rjv ev †h ¯’vbxq GjvKvi Rb¨ wZwb wb‡qvwRZ, H GjvKvq emevmKvix, 

¯’vei m¤úwËi AwaKvix A_ev e¨emv evwY‡R¨ iZ ‡Kvb e¨w³i wbKU 2,50,000/- UvKvi AwaK g~‡j¨i †Kvb ¯’vei 

ev A ’̄vei m¤úwË µq-weµq ev Ab¨ †Kvb cš’vq n Í̄všÍi Kwi‡Z Pvwn‡j mswkøó Kg©Pvix wefvMxq cÖavb ev miKv‡ii 

mwPe, †hB †ÿ‡Î whwb nb, Zuvnvi wbKU wb‡Ri GB AwfcÖvq e¨³ Kwi‡eb| mswkøó Kg©Pvix wb‡RB wefvMxq cÖavb 

ev miKv‡ii mwPe nB‡j wZwb Zuvnvi AwfcÖvq, mswkøó gš¿Yvj‡qi mwPe ev ms¯’vcb mwPe, †hB‡ÿ‡Î whwb nb, 

Zuvnvi gva¨‡g miKvi‡K RvbvB‡eb| D³ AwfcÖv‡qi e³‡e¨ †jb‡`‡bi m¤ú~Y© weeiY Ges µq-weµq e¨ZxZ Ab¨ 

†Kvb c×wZ‡Z n Í̄všÍi Kiv nB‡j, D³ n¯ÍvšÍ‡ii c×wZ D‡jøL Kwi‡Z nB‡e| Aztci miKvi KZ©„K cÖ`Ë Av‡`k 

†gvZv‡eK mswkøó Kg©Pvix KvR Kwi‡eb| 
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 Z‡e weavb _v‡K †h, mswkøó Kg©Pvix Zuvnvi Aat Í̄b Kg©Pvixi mwnZ mKj cÖKvi †jb‡`‡bi †ÿ‡Î cieZ©x 

DaŸ©Zb KZ©„cÿ‡K AewnZ Kwi‡eb| 

(2) Dcwewa-(1) †Z hvnv wKQzB ewY©Z _vKzK bv †Kb, †Kvb miKvix Kg©Pvix ev Zvunvi cwiev‡ii †Kvb m`m¨ miKv‡ii 

c~e©vby‡gv`b e¨ZxZ- 

(G) µq, weµq, `vb, DBj ev Ab¨fv‡e evsjv‡`‡ki evwn‡i Aew¯’Z ‡Kvb ¯’vei m¤úwË AR©b ev n¯ÍvšÍi Ki‡Z cvi‡eb 

bv; 

(we) †Kvb we‡`kx, we‡`kx miKvi ev we‡`kx ms¯’vi mwnZ †Kvb cÖKvi e¨emvwqK †jb‡`b Kwi‡Z cvwi‡eb bv|  

12| BgviZ wbg©vY, BZ¨vw`|- †Kvb miKvix Kg©Pvix wbg©vY e¨v‡qi cÖ‡qvRbxq A‡_©i Dr‡mi D‡jøL c~e©K 

Av‡e`‡bi gva¨‡g miKv‡ii c~e©vbygwZ M ªnY bv Kwiqv e¨emvwqK ev AvevwmK D‡Ï‡k¨ †Kvb BgviZ,d¬vU ev 

GcvU©‡g›U wbg©vY/ µq Kwi‡Z cvwi‡eb bv| 

13| m¤úwËi †NvlYv |- (1) cÖ‡Z¨K miKvix Kg©Pvix‡K PvKzix‡Z cÖ‡e‡ki mgq h_vh_ KZ©„c‡ÿi gva¨‡g 

Zuvnvi A_ev Zuvnvi cwiev‡ii m`m¨‡`i gvwjKvbvaxb †kqvi mvwU©wd‡KU, wmwKDwiwU, exgv cwjwm Ges †gvU cÂvk 

nvRvi UvKv ev Bnvi AwaK g~‡j¨i AjsKvivw`mn mKj ’̄vei I A ’̄vei m¤úwË m¤ú‡K© miKv‡ii wbKU †NvlYv 

w`‡Z nB‡e Ges D³ †NvlYvq wb‡gœœv³ welqvw`i D‡jøL Kwi‡Z nB‡e-  

(G)  †h †Rjvq m¤úwË Aew¯’Z D³ †Rjvi bvg, 

(we)  cÂvk nvRvi UvKvi AwaK g~‡j¨i cÖ‡Z¨K cÖKv‡ii AjsKvivw` c„_Kfv‡e cÖ`k©b Kwi‡Z nB‡e, Ges 

(wm) miKv‡ii mvaviY ev we‡kl Av‡`‡ki gva¨‡g Av‡iv †hB mg¯Í Z_¨ PvIqv nq| 

(2)  cÖ‡Z¨K miKvix Kg©Pvix‡K cÖwZ cuvP ermi AšÍi wW‡m¤¦i gv‡m Dcwewa (1) Gi Aax‡b cª`Ë †NvlYvq A_ev 

weMZ cuvP erm‡ii wnmve weeiYx‡Z cÖ`wk©Z m¤úwËi nªvm e„w×i wnmve weeiYx h_vh_ KZ©„c‡ÿi gva¨‡g miKv‡ii 

wbKU `vwLj Kwi‡Z nBe| 

(3)  miKvi †M‡R‡U cÖKvwkZ Av‡`‡ki gva¨‡g GB wewai Aax‡b m¤úwËi wnmve weeiYx `vwLj c×wZ Ges †h 

KZ©„c‡ÿi wbKU `vwLj Kwi‡Z nB‡e, D³ KZ©„cÿ wba©viY Kwi‡Z cvwi‡eb (29 wW‡m¤¦i 2002 ZvwiL  Dcwewa-2 

Gi cwie‡Z© Dcwewa- (2) I (3) cÖwZ ’̄vcb Kiv nq)| 

14| Zij m¤úwËi wnmve cÖKvk |- miKv‡ii Pvwn`v †gvZv‡eK cÖ‡Z¨K miKvix Kg©Pvix‡K Zuvnvi wjKz¨wqW 

G‡mU&m& Gi wnmve miKv‡ii wbKU cÖKvk Kwi‡Z nB‡e| 

UxKvt wjKz¨wqW GmU&m& ewj‡Z bM` UvKvq mn‡R cwieZ©b‡hvM¨ m¤úwË‡K eySvq| 

15| dUKv Kvievi I wewb‡qvM |- (1) †Kvb miKvix Kg©Pvix dUKv Kviev‡i wewb‡qvM Kwi‡Z cvw‡eb bv| †hB 

mg¯Í wmwKDwiwUi g~j¨ gvb cÖwZwbqZ A¯̂vfvweKfv‡e DVvbvgv K‡i, †mB mg Í̄ wmwKDwiwUi µq weµq  GB Dcwewai 

D‡Ï‡k¨ dUKv Kvievi wnmv‡e MY¨ nB‡e| 

(2) †h wewb‡qv‡Mi d‡j miKvix Kg©Pvix miKvix Kvh© m¤úv`‡b cÖfvevwš̂Z nB‡Z cv‡ib A_ev miKvix KZ©e¨ 

m¤úv`‡b weeªZki cwiw ’̄wZi m¤§yLxb nB‡Z cv‡ib, miKvix Kg©Pvix wb‡R ‡mBiƒc †Kvb wewb‡qvM Kwi‡Z A_ev 

Zuvnvi cwiev‡ii ‡Kvb m`m¨‡K wewb‡qvM Kivi AbygwZ cÖ`vb Kwi‡Z cvwi‡eb bv| 

(3) †Kvb miKvix Kg©Pvix Ggb †Kvb wKQz‡Z wewb‡qvM Kwi‡Z cvwi‡eb bv, †Kvb N ubvi cwi‡cÖwÿ‡Z hvnvi g~j¨ 

gv‡bi cwieZ©b m¤úK©xq Z_¨ GKRb miKvix Kg©Pvix wnmv‡e wZwb ÁvZ wKš‘  mvaviY RbMY Zuvnvi AbyiƒcgZ 

ÁvZ bq| 

(4) Dc‡i D‡jøwLZ wmwKDwiwU ev wewb‡qvM m¤ú‡K© †Kvb cÖkœ DÌvwcZ nB‡j, GB m¤ú‡K© miKv‡ii wm×všÍB P‚ovšÍ 

ewjqv MY¨ nB‡e| 
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16| †Kv¤úvbx ’̄vcb I e¨e¯’vcbv |- †Kvb miKvix Kg©Pvix †Kvb e¨vsK ev Ab¨ †Kvb †Kv¤úvbx ¯’vcb, 

wbewÜKiY ev e¨e¯’vcbvq Ask MönY Kwi‡Z cwi‡eb bv | 

 Z‡e weavb _v‡K †h, miKv‡ii mvaviY ev we‡kl Av‡`‡ki weavb mv‡c‡ÿ GKRb miKvix Kg©Pvix 1940 

m‡bi mgevq mwgwZ AvB‡bi Aax‡b wbeÜxK…Z mgevq mwgwZ ’̄vc‡b, wbewÜKi‡Y A_ev e¨e¯’vcbvq Ask MönY 

Kwi‡Z cwi‡eb| 

17| e¨w³MZ e¨emv A_ev PvKwi |-(1) GB wewai wb‡gœœ D‡jøwLZ Ab¨vb¨ weavb mv‡c‡ÿ, GKRb miKvix Kg©Pvix 

miKv‡ii c~e©vbygwZ e¨wZ‡i‡K Zuvnvi miKvix Kvh© e¨ZxZ †Kvb e¨emv‡q RwoZ nB‡Z cvwi‡eb bv A_ev †Kvb 

PvKwi ev Kg© MönY Kwi‡Z cvwieb bv | 

 Z‡e weavb _v‡K †h, GKRb bb‡M‡R‡UW miKvix Kg©Pvix miKv‡ii AbygwZ e¨wZ‡i‡K Zuvnvi cwiev‡ii 

m`m¨‡`i kªg Kv‡R jvMv‡bv hvq, Gbiƒc ÿz`ª e¨emv PvjvB‡Z cwi‡eb Ges GB †ÿ‡Î mswkøó Kg©Pvix‡K e¨emvi we¯ÍvwiZ 

weeiY m¤úwËi †NvlYvc‡Îi mwnZ `vwLj Kwi‡Z nB‡e| 

(2) GKRb miKvix Kg©Pvix ag©xq, mvgvwRK A_ev `vZe¨ cÖK…wZi K‡g© A‰eZwbKfv‡e Ges mg‡q mg‡q wkí I mvwnZ¨ 

ag©x K‡g© Ges GK ev ¸wUK‡qK wkí I mvwnZ¨ag©x cÖKvkbvq, miKvix K‡g©i e¨vNvZ bv N uvBqv Ask MönY Kwi‡Z 

cwi‡eb| wKš‘ miKv‡ii „̀wó‡Z GbiƒcKg© AbwåcÖZ ewjqv we‡ewPZ nB‡j miKvi †h ‡Kvb mgq mswkøó Kg©Pvix‡K 

Gbiƒc Kg© nB‡Z weiZ _vwK‡Z A_ev Gbiƒc Abwf‡cÖZ Kg© cwiZ¨vM Kwi‡Z wb‡ ©̀k w`‡Z cvwi‡eb| 

(3) †Kvb miKvix Kg©Pvix miKv‡ii c~e©vbygwZ e¨wZ‡i‡K Zuvnvi cwiev‡ii †Kvb m`m¨‡K Zuvnvi GlwZqviaxb 

GjvKvq †Kvb e¨emv‡q RwoZ nIqvi AbygwZ cÖ`vb Kwi‡Z cvwi‡eb bv| 

(4) GB wewa †Ljva~jv m¤úK©xq K‡g© Ges we‡bv`bg~jK K¬v‡ei m`m¨ nIqvi †ÿ‡Î cª‡hvR¨ nB‡e bv| 

18|  †`DwjqvZ¡ ev Af¨vmMZ FYMÖ¯ÍZv|-miKvix Kg©Pvix‡K Aek¨B Af¨vmMZfv‡e FYMÖ Í̄Zv‡K cwinvi Kwi‡Z 

nB‡e| hw` †Kvb miKvix Kg©Pvix †`Dwjqv ewjqv we‡ewPZ †NvwlZ nq A_ev Zuvnvi †eZ‡bi †µvK‡hvM¨ As‡ki cy‡ivUvB 

hw` GK bvMv‡o ỳB ermi Kvj ch©šÍ `vqe× _v‡K A_ev †hB cwigvY UvKvi Rb¨ †µvK Kiv nBqv‡Q ¯̂vfvweK Ae¯’vq 

hw` Zvnv `yB erm‡ii g‡a¨ cwi‡kva Kiv m¤¢e bv nq, Zvnv nB‡j wZwb GB wewai weavb fsM Kwiqv‡Qb ewjqv MY¨ 

nB‡e-hw` bv wZwb cÖgvY Kwi‡Z mÿg nb †h, GB †`Dwjqv ev FYMÖ¯Í nIqv Ggb GkwU Nubvi djkÖæwZ hvnv wZwb 

¯^vfweK ZrciZvi Øviv c~‡e© eywS‡Z mÿg nb bvB A_ev hvnvi Dci Zuvnvi †Kvb nvZ wQj bv Ges hvnv †Kvb Awe‡ePbv 

cÖm~Z ev Ace¨‡qi Af¨vm RwbZ Kvi‡Y m„ó bq| hw` †Kvb miKvix Kg©Pvix wb‡R‡K †`Dwjqv wnmv‡e †NvlYv Kivi Rb¨ 

Av‡e`b K‡ib ev †`Dwjqv wnmv‡e we‡ewPZ ev †NvwlZ nb, Zvnv nB‡j wZwb Zvnv ZrÿYvr Awdm ev wefvMxq cÖavb ev 

gš¿Yvj‡qi mwPe, †hB †ÿ‡Î whwb nb, Zuvnv‡K AewnZ Kwi‡eb| 

19| miKvix `wjjvw` I Z_¨vw` duvm |- †Kvb miKvix Kg©Pvix miKvi KZ©„K GB D‡Ï‡k¨ mvaviY ev 

we‡klfv‡e ÿgZv cÖvß bv nBqv †Kvb miKvix `wjj cÎvw`i welqe ‘̄ A_ev miKvix `vwqZ¡ cvjbKv‡j Awdwmqvj 

ev Ab¨ †Kvb Drm nB‡Z †h mg Í̄ Z_¨ Zuvnvi n Í̄MZ nBqv‡Q A_ev miKvix KZ©e¨ m¤úv`bKv‡j †h mg Í̄ Z_¨ 

cÖ ‘̄Z ev msMÖn Kwiqv‡Qb, Zvnv cÖZ¨ÿ wKsev c‡ivÿfv‡e Ab¨ †Kvb wefvM, `ßi ev gš¿Yvj‡q Kg©iZ †Kvb 

miKvix Kg©Pvixi wbKU A_ev Ab¨ †Kvb †emiKvix e¨w³i wbKU A_ev msev` gva¨‡gi wbKU cÖKvk Kwi‡Z 

cvwi‡eb bv| 

UxKvt (1) †Kvb miKvix Kg©Pvix ev wewae× ms ’̄vi †Kvb Kg©Pvix h_vh_fv‡e ÿgZvcªvß bv nBqv miKv‡ii bxwZMZ 

wm×všÍ †Kvb e³e¨ cÖ`vb Kwi‡Z cvwi‡eb bv| Z‡e miKvi KZ©„K RvixK…Z bxwZi e¨vL¨v g~jK wee„wZ cÖ`vb Kiv 

hvB‡e|  

UxKvt (2) miKv‡ii weiæ‡× J×Z¨c~Y© mgv‡jvPbv, AmshZ K_vevZ©v A_ev gš¿x ev miKv‡ii ¸iæZ¡c~Y© ivR‰bwZK 

e¨w³‡`i weiæ‡× weiƒc mvg‡jvPbv Kiv k„•Ljv cwicwš’|  

UxKvt (3) miKvix `vwqZ¡ cvj‡bi †ÿÎ e¨ZxZ we‡`kx‡`i wbKU miKvix, ivR‰bwZK, A_©‰bwZK ev Ab¨ †Kvb 

Z_¨ ev e¨w³MZ gZvgZ cÖKvk Kiv hvB‡e bv| Z‡e GKvšÍ e¨w³MZ wel‡q eÜzZ¡ m~jf †hvMv‡hvM iÿv Kiv 

hvB‡e| 
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20| msm` m`m¨, BZ¨vw`i wbKU Z &̀wei |- †Kvb miKvix Kg©Pvix †Kvb e¨vcv‡i Zuvnvi c‡ÿ n Í̄‡ÿc 

Kivi Rb¨ †Kvb msm` m`m¨ ev Ab¨ †Kvb ‡emiKvix e¨w³‡K cÖZ¨ÿ wKsev  c‡ivÿfv‡e Aby‡iva RvbvB‡Z 

cvwi‡eb bv| 

21| msev`cÎ I mvgwqKxi e¨e¯’vcbv |- †Kvb miKvix Kg©Pvix miKv‡ii c~e©vbygwZ e¨wZ‡i‡K †Kvb 

msev`cÎ ev mvgwqwKi m¤ú~Y© ev AvswkK gvwjK nB‡Z A_ev cwiPvjbv Kwi‡Z A_ev m¤úv`bvq ev e¨e¯’vcbvq 

Ask MönY Kwi‡Z cvwi‡eb bv| 

22| †eZvi m¤cÖPv‡i Ask MönY Ges msev` gva¨‡gi ms‡M †hvMv‡hvM |- †Kvb miKvix Kg©Pvix 

wefvMxq cÖav‡bi c~e©vbygwZ e¨wZ‡i‡K wKsev cÖK„Z `vwqZ¡ cvj‡bi †ÿÎ e¨wZ‡i‡K †eZvi wKsev †Uwjwfkb 

m¤cÖPv‡ii †Kvb Abyôv‡b Ask MönY Kwi‡Z Ges †Kvb msev` cÎ ev mvgwqKx‡Z wbR bv‡g A_ev †ebv‡g A_ev 

A‡b¨i bv‡g †Kvb wbeÜ ev cÎ wjwL‡Z cvwi‡eb bv |Z‡e weavb _v‡K †h, mvaviYZt GB Aby‡gv`b †`Iqv nB‡e, 

hw` GB mKj m¤cÖPvi, wbeÜ ev cÎ miKvix Kg©Pvixi b¨vqcivqbZv, evsjv‡`‡ki wbivcËv A_ev we‡`kx iv‡óªi 

ms‡M eÜzZ¡ myjf m¤úK© A_ev Rbk„•Ljv, kvjxbZv ev ˆbwZKZvi weNœ bv N uvq A_ev Av`vjZ Aegvbbv, Acev` ev 

`y®‹‡g© cÖ‡ivPbv cÖ`vb bv K‡i | 

Av‡iv weavb _v‡K †h, Gbiƒc †Kvb Aby‡gv`‡bi cª‡qvRb nB‡ebv,  

(G) hw` GB m¤cÖPvi, wbeÜ ev cÎ m¤ú~Y©iƒ‡c wkí ev mvwnZ¨ ag©x A_ev weÁvb wKsev µxov m¤úK©xq nq, 

(we) hw`GB m¤cÖPvi ev Ask MönY wefvMxq Kwgkbvi wKsev †Rjv cÖkvmK wKsev Dc‡Rjv wbe©vnx Awdmvi KZ©„K 

miKv‡ii Dbœqbg~jK Kg©KvÛ m¤ú‡K© RbMY‡K AewnZ Kivi D‡Ï‡k¨ nq| 

23| miKv‡ii mgv‡jvPbv Ges we‡`kx ivóª m¤ú‡K© Z_¨ ev gZvgZ cÖKvk |-(1) †Kvb miKvix Kg©Pvix wbR bv‡g 

cÖKvwkZ †Kvb WKz¨‡g‡›U A_ev †eZvi ev †Uwjwfkb m¤úPv‡i A_ev Rbm¤§y‡L Ggb †Kvb e³e¨ ev gZvgZ cÖKvk 

Kwi‡Z cvwi‡eb bv, hvnv- 

(G) miKv‡ii ms‡M RbM‡Yi wKsev †Kvb †kªYx we‡k‡li m¤úK©‡K weeªZ K‡i;  

(we) miKv‡ii ms‡M we‡`kx iv‡óªi m¤ú‡K©i †ÿ‡Î miKvi‡K weeªZki Ae¯’vq †dwj‡Z cv‡i| 

(2) †Kvb miKvix Kg©Pvix wbR bv‡g WKz¨‡g‡›U, †eZvi ev †Uwjwfkb m¤cÖPv‡i ev Rbm¤§y‡L †h e³e¨ †ck Kwi‡Z 

B”QzK, Zvnv 1 bs Dcwewa‡Z D‡jøwLZ wewawb‡l‡ai AvIZvq cwo‡Z cv‡i ewjqv m‡›`‡ni m„wó nB‡j, D³ e³‡e¨i 

Lmov miKv‡ii wbKU `vwLj Kwi‡Z nB‡e Ges miKv‡ii AbygwZ e¨wZ‡i‡K A_ev miKv‡ii wb‡ ©̀wkZ ms‡kvabx 

e¨wZ‡i‡K WKz¨‡g‡›U, †eZvi ev †Uwjwfkb m¤cÖPv‡i ev Rbm¤§y‡L D³ e³e¨ cÖKvk Kwi‡Z cvwi‡eb bv| 

24| KwgwUi m¤§y‡L mvÿ¨ cÖ`vb |- (1) †Kvb miKvix Kg©Pvix miKv‡ii c~e©vbygwZ e¨wZ‡i‡K †Kvb cvewjK 

KwgwUi m¤§y‡L mvÿ¨ cÖ`vb Kwi‡Z cvwi‡eb bv| 

(2) †Kvb miKvix Kg©Pvix Gbiƒc mv‡ÿ¨ miKvix bxwZ ev wm×v‡šÍi mgv‡jvPbv Kwi‡Z cvwi‡eb bv| 

(3) †Kvb wewae× KwgwU, hvnvi mvÿ¨ wnmv‡e nvwRi Kivi I Reve cÖ`v‡b eva¨ Kivi ÿgZv iwnqv‡Q, †mB mg Í̄ 

wewae× KwgwUi †ÿ‡Î Ges wePvi wefvMxq Z`‡šÍ mvÿ¨ cÖ`v‡bi †ÿ‡Î GB wewa cÖ‡hvR¨ nB‡e bv| 

25| ivRbxwZ I wbe©vP‡b Ask MönY |- (1) †Kvb miKvix Kg©Pvix ivR‰bwZK `‡ji ev ivR‰bwZK `‡ji 

†Kvb AsM msMV‡bi m`m¨ nB‡Z A_ev †Kvbfv‡e Dnvi mwnZ hy³ nB‡Z cvwi‡eb bv, A_ev evsjv‡`‡k ev we‡`‡k 

†Kvb ivR‰bwZK Kg©Kv‡Û AskMªnY Kwi‡Z ev †Kvb cÖKv‡iB mnvqZv Kwi‡Z cvwi‡eb bv (Gm Avi I bs 368-

AvBb/2002/mg(wewa-4)/k„tAvt-1/2002, ZvwiLt 29 wW‡m¤̂i, 2002 Øviv DcwewawU cÖwZ ’̄vcb Kiv nq)| 

(2) †Kvb miKvix Kg©Pvix Zuvnvi ZË¡veav‡bi Aax‡b, wbqš¿Yvaxb ev Zuvnvi Dci wbf©ikxj †Kvb e¨w³‡K cÖZ¨ÿ ev 

c‡ivÿfv‡e evsjv‡`‡k cÖPwjZ †Kvb AvB‡b miKv‡ii weiæ‡× bvkKZvg~jK KvR ewjqv MY¨ nq, Gbiƒc †Kvb 

Av‡›`vj‡b ev Kvh©Kjv‡c Ask MönY Kwi‡Z ev †h †Kvb Dcv‡q mn‡hvwMZv Kivi AbygwZ cÖ`vb Kwi‡Z cvwi‡eb 

bv| 
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(3)  †Kvb miKvix Kg©Pvix evsjv‡`‡k A_ev Ab¨Î  †Kvb AvBb mfvi wbe©vP‡b Ask MªnY Kwi‡Z ev wbe©vPb cÖPviYvq 

AskMªnY Kwi‡Z A_ev †h  †Kvbfv‡e n Í̄‡ÿc Kwi‡Z ev cÖfve LvUvB‡Z cvwi‡eb bvt  Z‡e weavb _v‡K  †h, miKvix Kg©Pvix 

D³ wbe©vP‡b †fvU cÖ`v‡bi †hvM¨ nB‡j wZwb Zuvnvi †fv‡Ui †MvcbxqZv fsM bv Kwiqv †fvU cÖ`v‡bi ÿgZv cÖ‡qvM Kwi‡Z 

cvwi‡eb| 

(4) wejyß| (Gm Avi I bs 368-AvBb/2002/mg(wewa-4)/k„tAvt-1/2002, ZvwiLt 29 wW‡m¤^i, 2002 Øviv 

DcwewawU wejyß Kiv nq|) 

(5)  †Kvb miKvix Kg©Pvix ‡fvUvi‡`i D‡Ï‡k¨ †Kvb eË„Zv †`b A_ev Ab¨ †Kvb cÖKvi AvBb mfvi wbe©vP‡b 

wb‡R‡K cÖv_x© wnmv‡e ev m¤¢ve¨ cÖv_x© wnmv‡e Rbmg¥y‡L †Kvb †NvlYv ev †NvlYv Kivi AbygwZ cÖ`vb K‡ib, Z‡e 

wZwb Dcwewa (3) Gi gg© g‡Z D³ AvBb mfvi wbe©vP‡b AskMªnY Kwiqv‡Qb ewjqv we‡ewPZ nB‡eb| 

(6)  ¯’vbxq ms¯’v  ev cwil‡`i wbe©vP‡b cÖv_x© nIqvi Rb¨ GKRb miKvix Kg©Pvixi †ÿ‡Î, †Kvb AvB‡bi Øviv ev 

AvIZvq ev miKv‡ii †Kvb Av‡`‡k AbygwZ †bIqv mv‡c‡ÿ, H ms¯’v ev cwil`mg~‡ni wbe©vP‡bi ‡ÿ‡Î (3) I (5) 

bs Dcwewa‡Z D‡jwLZ weavbmg~n hZUyKz cÖ‡qvM‡hvM¨ ZZUyKz cÖ‡hvR¨ nB‡e|   

(7)  ‡Kvb Av‡›`vjb ev Kvh©Kjvc GB wewai AvIZvq c‡o wKbv, †mB m¤ú‡K© †Kvb cÖkœ DÌvcb nB‡j, GB 

e¨vcv‡i miKv‡ii wm×všÍB P~ovšÍ ewjqv MY¨ nB‡e| 

26| mv¤cÖ`vwqK ag©gZ BZ¨vw` cÖPvi|  †Kvb miKvix Kg©Pvix †Kvb mv¤cÖ`vwqK ag©gZ cÖPvi Kwi‡Z ev 

mv¤cÖ̀ vwqK weZwK©Z wel‡q Ask MªnY Kwi‡Z ev mv¤cÖ`vwqK cÿcvwZZ¡ Ges m¦RbcÖxwZ‡K cÖkÖq w`‡Z cvwi‡eb bv- 

hvnv Zuvnvi KZ©e¨ cvj‡b b¨vqcivqbZvi weNœ N uvB‡Z cv‡i ev c Ökvmb‡K weeªZki cwiw¯’wZ‡Z †dwj‡Z cv‡i ev 

we‡kl †Kvb miKvix Kg©Pvix†`i ev mvaviYRbM‡Yi g‡a¨ Am‡šÍvl ev AcÖxwZKi g‡bvfv‡eim„wó Kwi‡Z cv‡i| 

27| ¯R̂b cÖxwZ, wcÖq‡ZvlY I †eAvBbxfv‡e ÿwZMÖ¯ÍkiY, BZ¨vw` |- †Kvb miKvix Kg©Pvix msKxY©Zv, 

wcÖq‡ZvlY, †eAvBbxfv‡e ÿwZMÖ Í̄kiY Ges B”QvK…Zfv‡e ÿgZvi Ace¨envi Kwi‡Z cvwi‡eb bv| 

UxKvt GB wewa‡Z msKxY©Zv, wcÖq‡ZvlY, †eAvBbxfv‡e ÿwZMÖ Í̄kiY Ges B”QvK…Zfv‡e ÿgZvi Ace¨envi GB kã 

KqwU e¨envi Kiv nB‡jI wewagvjvq Bnv‡`i †Kvb msÁv †`Iqv bvB| hvnvi Kvi‡Y Gbme kãmg~n †h mvaviY 

A_© enb K‡i GBLv‡bI ZvnvB eySvB‡e| 

27 G| gwnjv mnKg©x‡`i cÖwZ AvPiY |- †Kvb miKvix Kg©Pvix gwnjv mnKg©x‡`i cÖwZ †Kvb cÖKv‡i Ggb 

†Kvb fvlv e¨envi ev AvPiY Kwi‡Z cvwi‡eb bv hvnv AbywPZ, Ges Awdwmqvj wkóvPvi I gwnjv mnKg©x‡`i 

gh©v`vi nvwb Nuvq (Gm Avi I bs 368-AvBb/2002/mg(wewa-)/k„tAvt-1/2002, ZvwiLt 29 wW‡m¤^i, 2002 Øviv 

wewawU ms‡hvRb Kiv nq)| 

27 we| ¯v̂‡_©i ØÜ |- (1) hLb †Kvb miKvix Kg©Pvix wbR `vwqZ¡ cvjbKv‡j †`wL‡Z cvb †h- 

(G) †Kvb †Kv¤úvbx ev dvg© ev Ab¨ †Kvb e¨w³i mwnZ †Kvb Pzw³ m¤úK©xZ †h †Kvb wel‡q Zuvnvi cwiev‡ii †Kvb 

m`m¨ ev †Kvb wbKUvZ¡x‡qi ¯^v_© iwnqv‡Q Ggb †h †Kvb welq Zuvnvi we‡ePbvaxb Av‡Q;  

(we) D³iƒc †Kv¤úvbx, dvg© ev e¨w³i Aax‡b Zuvnvi cwiev‡ii †Kvb m`m¨ ev †Kvb wbKUvZ¡xq Kg©iZ Av‡Qb;Zvnv 

nB‡j D³ welqwU wZwb wb‡R we‡ePbv bv Kwiqv DaŸ©Zb KZ©„c‡ÿi wbKU wm×v‡šÍi Rb¨  †cÖiY Kwi‡eb| 

e¨vL¨vt GB wewai D‡Ï‡k¨ cwievi I wbKUvZ¡xq Gi AšÍf©~³ nB‡e-¯¿x, ¯v̂gx, wcZvgvZv, cyÎ, Kb¨v, fvB, †evb Ges 

mswkøó miKvix Kg©Pvixi Dci m¤ú~Y© wbf©ikxj †Kvb e¨w³| 

(2) †Kvb miKvix Kg©Pvixi ¯v̂gx/¯¿x hw` †Kvb ivR‰bwZK `‡ji m`m¨ nb ev †Kvb cÖKv‡i ‡Kvb ivR‰bwZK 

Kg©Kv‡Ûi mwnZ m¤ú„³ nb, Zvnv nB‡j mswkøó miKvix Kg©Pvix ZvrÿwYKfv‡e wjwLZfv‡e †m m¤ú‡K© miKv‡ii 

wbKU wi‡cvU© Kwi‡eb (Gm Avi I bs 368-AvBb/2002mg(wewa-4)/k„tAvt-1/2002, ZvwiLt 29 wW‡m¤̂i, 2002 

Øviv wewawU ms‡hvRb Kiv nq)| 

28| miKvix Kg©Pvix‡`i miKvix Kvh©Kjvc I AvPi‡Yi cÖwZ mg_©b |- (1) †Kvb miKvix Kg©Pvix 

miKv‡ii c~e©vbygwZ e¨wZ‡i‡K Zuvnvi miKvix Kvh©Kjvc I AvPi‡Yi Rb¨ AegvbbvKi Avµg‡bi weiæ‡× mg_©b 
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jv‡fi Rb¨ †Kvb Av`vj‡Zi ev msev` gva¨‡gi Avkªq MönY Kwi‡Z cvwi‡eb bv| Aby‡gv`b cÖ`v‡bi †ÿ‡Î 

mvaviY fv‡e miKvi gvgjvi e¨qfvi enb Kwi‡eb| Ab¨vb¨ †ÿ‡Î miKvix Kg©Pvix‡K wbR Li‡P gvgjv `v‡qi 

Kivi AbygwZ w`‡eb Ges Gbiƒc †ÿ‡Î gvgjvi wm×všÍ hw` mswkøó Kg©Pvixi ¯ĉ‡ÿ hvq, Zvnv nB‡j miKvi 

mswkøó Kg©Pvixi gvgjvi Li‡Pi m¤ú~Y© ev AvswkK cwi‡kva Kwi‡Z cv‡ib| 

e¨vL¨vt- GB Dcwewa‡Z ewY©Z miKvix Kg©PvixMb‡K Av`vj‡Zi ev msev` gva¨‡gi Avkªq MÖn‡Yi Aby‡gv`b `v‡bi 

ÿgZv †ÿÎ we‡k‡l miKv‡ii cÖkvmwbK gš¿Yvj‡qi mwPeMY Ges wefvMxq KwgkbviMY c‡qvM Kwi‡Z cvwi‡eb|  

(2) GKRb miKvix Kg©Pvixi e¨w³MZ Kvh©Kjvc ev AvPi‡Yi Rb¨ AvB‡bi AvkÖq Mªn‡Yi AwaKvi GB wewai 

wKQyB mxwgZ ev Ab¨fv‡e ÿybœ Kwi‡e bv| 

29| PvKwiRxwe mwgwZi m`m¨c` |- miKvix Kg©Pvix‡`i ev †h †Kvb †kªYxi miKvix Kg©Pvix‡`i 

cÖwZwbwaZ¡kxj ev cÖwZwbwaZ¡kxj ewjqv aviYvK…Z †Kvb mwgwZ wb‡gœœv³ kZ©mg~n Ac©Y bv Kwi‡j †Kvb miKvix 

Kg©Pvix D³ mwgwZi m`m¨, cÖwZwbwa ev Kg©KZ©v nB‡Z cvwi‡eb bv| kZ©mg~n nB‡Z‡Q, h_v- 

(G) mwgwZi m`m¨c` Ges Kvh© wbe©vnx c`mg~n †Kvb GkwU wbw`©ó †kªYxi miKvix Kg©Pvix‡`i g‡a¨ mxgve× 

_vwK‡e Ges D³ wbw`©ó  

†kªYxi mKj Kg©Pvix‡`i Rb¨ Dnv Dš§y³ _vwK‡e|  

(we) †h mwgwZ ev mwgwZ mg~‡ni †dWv‡ikb (G) Dcwewai kZ© c~iY bv Kwi‡e, Dnvi ms‡M GB wmwgwZ †Kvbfv‡eB 

m¤úK©hy³ nB‡Z  

cvwi‡ebv ev Dnvi AšÍf©y³ nB‡Z cvwi‡ebv| 

(wm) GB mwgwZ †Kvbfv‡eB †Kvb ivR‰bwZK `j ev msMV‡bi mwnZ RwoZ nB‡Z cvwi‡ebv ev †Kvb ivR‰bwZK 

Kg©Kv‡Û Ask MönY  

Kwi‡Z cvwi‡ebbv| 

(wW) GB mwgwZ- 

miKv‡ii mvaviY ev we‡kl Av‡`k e¨ZxZ †Kvb mvgwqKxi cÖKvkbv ev cwiPvjbv Kwi‡Z cvwi‡ebv; 

miKv‡ii c~e©vby‡gv`b e¨wZ‡i‡K mwgwZi m`m¨‡`i c‡ÿ †Kvb wb‡e`bg~jK e³e¨ †Kvb msev` gva¨‡g ev Ab¨Î 

cÖKvk Kwi‡Z cvwi‡ebv| 

(B) GB mwgwZ evsjv‡`‡k A_ev Ab¨Î AvBb mfvi ev ’̄vbxq ms¯’v ev KZ©„c‡ÿi †Kvb wbe©vP‡b- 

cÖv_©x wnmv‡e wbe©vP‡bi †Kvb e¨qfvi enb ev cÖ`vb Kwi‡Z cvwi‡e bv; 

‡Kvbfv‡eB Gbiƒc wbe©vP‡b †Kvb cÖv_©x‡K mg_©b Kwi‡Z cvwi‡e bv; 

‡fvUvi ZvwjKvfzw³i e¨vcv‡i A_ev cÖv_©x g‡bvbq‡b †Kvb mvnvh¨ Kwi‡Z ev D³ e¨vcv‡i `vwqZ¡ MªnY Kwi‡Z 

cvwi‡e bv| 

(Gd) GB mwgwZ- 

evsjv‡`‡k ev Ab¨Î †Kvb AvBb mfvi ev ¯’vbxq ms¯’v ev KZ©„c‡ÿi †Kvb m`m¨‡`i e¨q wbe©vn Kwi‡Z ev e¨q 

wbe©v‡ni Rb¨ Puv`v cÖ`vb Kwi‡Z cvwi‡e bv| 

wkí m¤úK©xZ Aa¨v‡`k, 1969 (1969 m‡bi 23 bs Aa¨v‡`k) Gi AvIZvq wbeÜbK…Z †Kvb †UªW BDwbq‡bi e¨q 

wbe©v‡ni Rb¨ ‡Kvb A_© ev Puv`v cÖ`vb Kwi‡Z cvwi‡e bv| 
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30| ivR‰bwZK ev Ab¨iƒc cÖfve LvUv‡bv |- †Kvb miKvix Kg©Pvix Zuvnvi PvKwi msµvšÍ †Kvb `vexi 

mg_©‡b cÖZ¨ÿ A_ev c‡ivÿfv‡e miKvi ev †Kvb miKvix Kg©Pvixi Dci ivR‰bwZK ev Ab¨ †Kvb ewntcªfve 

LvUvB‡Z ev LvUvBevi ‡Póv Kwi‡Z cvwi‡eb bv| 

30 G| miKvix wm×všÍ, Av‡`k BZ¨vw` |- ‡Kvb miKvix Kg©Pvix- 

(G) miKv‡ii ev KZ©„c‡ÿi †Kvb wm×všÍ ev Av‡`k cvj‡b Rbm¤§y‡L AvcwË DÌvcb Kwi‡Z ev †h †Kvb cÖKv‡i 

evauv cÖ`vb Kwi‡Z  

cvwi‡eb bv, A_ev Ab¨ †Kvb e¨w³‡K Zvnv Kivi Rb¨ D‡ËwRZ ev cÖ‡ivwPZ Kwi‡Z cvwi‡eb bv| 

(we) miKv‡ii ev KZ©„c‡ÿi †Kvb wm×všÍ ev Av‡`k m¤ú‡K© Rbm¤§y‡L †Kvb Am‡šÍvwó ev weiw³ cÖKvk A_ev 

Ab¨‡K Zvnv Kivi Rb¨ cÖ‡ivwPZ Kwi‡Z A_ev †Kvb Av‡›`vj‡b Ask MönY Kwi‡Z ev Ab¨‡K AskMÖnY Kivi Rb¨ 

cÖ‡ivwPZ Kwi‡Z cvwi‡eb bv| 

(wm) miKvi ev KZ©„c‡ÿi ‡Kvb wm×všÍ ev Av‡`k cwieZ©b, wKQzUv ms‡kvab, ms‡kvab ev evwZ‡ji Rb¨ AbywPZ 

cÖfve ev Pvc cÖ‡qvM Kwi‡Z cvwi‡eb bv| 

(wW) miKvix Kg©Pvix‡`i g‡a¨ ev †Kvb †kªYxi miKvix Kg©Pvix‡`i g‡a¨ Am‡šÍvwó, fzj eySveywS ev we‡Ø‡li m„wó 

Kwi‡Z ev m„wói Rb¨ Ab¨‡K cÖ‡ivwPZ Kwi‡Z ev m„wói D‡`¨vM MönY Kwi‡Z cvwi‡eb bv| 

(Gm Avi I bs 368-AvBb/2002/mg(wewa-4)/ k„tAvt-1/2002, ZvwiLt 29 wW‡m¤̂i, 2002 Øviv wewawU 

ms‡hvRb Kiv nq) | 

31| we‡`kx wgkb I mvnvh¨ ms ’̄vi wbKU Z`wei |-  †Kvb miKvix Kg©Pvix wb‡Ri Rb¨ we‡`k åg‡Yi 

Avgš¿Y msMÖn A_ev we‡`‡kcÖwkÿ‡Yi myweav jv‡fi Rb¨ †`‡k Aew¯’Z †Kvb we‡`kx wgkb ev mvnvh¨ ms¯’vi wbKU 

cÖZ¨ÿ ev c‡ivÿfv‡e †Kvb Z`wei Kwi‡Z cvwi‡eb bv| 

32| wewa jsN‡bi kvw Í̄|- GB wewagvjvi †h †Kvb weavb  jsNb miKvix Kg©Pvix (k„sLjv I Avcxj) wewagvjv, 

1985 Gi AvIZvq Am`vPiY ewjqv MY¨ nB‡e Ges †Kvb miKvix Kg©Pvix GB wewagvjvi †Kvb weavb jsNb 

Kwi‡j wZwb D³ k„•Ljv I Avcxj wewagvjvi AvIZvq k„•Ljv g~jK kvw¯Íi Rb¨ Awfhy³ nB‡eb (Gm Avi I bs 

368-AvBb/2002/mg(wewa-4)/k„tAvt-1/2002, ZvwiLt 29 wW‡m¤^i, 2002 Øviv wewawU ms‡hvRb Kiv nq)| 

33| ÿgZv n¯ÍvšÍi |- miKvi mvaviY ev we‡kl Av‡`‡ki Øviv GB wewagvjvi AvIZvaxb ÿgZv †h †Kvb 

Kg©KZ©vi ev Aaxb¯’ KZ©„c‡ÿi wbKU n¯ÍvšÍi Kwi‡Z cvwi‡eb Ges D³iƒc Av‡`‡ki Øviv cÖwZ‡e`b `vwL‡ji 

gva¨‡g Ges ‡Kvb Kg©KZ©vi wbKU cÖwZ‡e`b `vwLj Kiv nB‡j Zvnv miKv‡ii wbKU `vwLj Kiv nBqv‡Q ewjqv MY¨ 

nB‡e, Zvnv wba©viY Kwi‡eb| 

34| GB wewagvjv Ab¨ †Kvb AvB‡bi weavb‡K jNy Kwi‡e bv|- GB wewagvjvi ‡Kvb wKQzB miKvix 

Kg©Pvixi AvPiY msµvšÍ ejer †Kvb AvB‡bi †Kvb weavb ev h_vh_ KZ©„c‡ÿi †Kvb Av‡`‡ki cÖ‡qvM‡K nªvm 

Kwi‡e bv| 
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Lesson Plan 

Lesson   :   4                                                  Ref.No. 1.1.4 

Title  :   The Government Servants (Discipline and Appeal) Rules,2018  

 

Target population  :   Officers (Grade 9 and above) of different organizations under   

                                            MoA.             

Time  :   1 hour/60 minute  

Aims  :   To teach the participants about ‘The Government servants   

                                            discipline and appeal rules,1985’ and  

 so that the participants may aware about the   

                                            rules and can apply the rules in appropriate situation. 

Learning outcomes :   After completion of the session the participants will be able to: 

 name the discipline and appeal rules and dismissal on  

    conviction ordinance; 

 illustrate the applicability of the rules; 

 list the penalties and discuss ground of penalties; 

 describe the investigation procedure for major and minor  

     penalty and subversive activities; and 

 explain appeal and review procedure. 
 

Content 
Methods/ 

Techiniques 

Aids/ 

Resources 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning/experience 

 Pre-assessment: (Q+A) 

 Topic: Discipline and Appeal Rules and  

 Importance: Smooth functioning of Office/ 

Ensure proper administration and management. 

 Outline of content 

Lecture and 

Discussion/ 

Q+A 

 6 

Development 

 Description of Rules and Ordinance 

 Application of Rules and Ordinance 

 Penalty and ground of penalties 

 Investigation procedure of major penalty 

 Investigation procedure of minor penalty 

 Investigation procedure of subversive activities 

 Appeal and review procedure 

 Motivation (Energize the group) 

 Check attention (wrong statement) 

 Feedback (Q+A) 

Lecture and 

Discussion/ 

Experience 

sharing/ 

Q+A 

 45 

Conclusion 

 Assessment of Los 

 Summarize by using key words 

 Motivation (application of learning) 

 References 

 Forward Planning 

Lecture and 

Discussion, 

Q+A 

 9 

Equipments and Aids: Multimedia, White board, Marker, Pointer, Duster etc.  should be 

available in the classroom 

 

Behaviour/Performance                            Condition                                 Criteria 
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miKvix Kg©Pvix (k„•Ljv I Avcxj) wewagvjv, 2018 

1|wewa-1t  msw¶ß wk‡ivbvg I cÖvi¤¢ Ges cÖ‡hvR¨Zv 

wewa-1(1)t  wk‡ivbvg (Short Title): 

GB wewagvjv miKvwi Kg©Pvix (k„•Ljv I Avwcj) wewagvjv, 2018 bv‡g AwfwnZ  nB‡e|  

 

wewa-1(2)t  cÖ‡hvR¨Zv (Applicability) 

GB wewagvjv wbgœewY©Z e¨w³ ev Kg©Pvix e¨ZxZ Ab¨vb¨ mKj miKvwi Kg©Pvixi †ÿ‡Î cÖ‡hvR¨ nB‡e, h_v :      

      (K) †ijI‡q ms¯v’cb †KvW cÖ‡hvR¨ nq Ggb e¨w³; 

      (L) †g‡UªvcwjUvb cywj‡ki Aa¯Íb Kg©Pvix;  

      (M) cywjk cwi`k©‡Ki wbgœ c`gh©v`vi cywjk evwnbxi Ab¨ †Kv‡bv m`m¨; 

      (N) eW©vi MvW© evsjv‡`k Gi Aa¯Íb Kg©KZ©v, ivB‡djg¨vb I wmMb¨vjg¨vb;  

      (O) †Rjvi Gi wbgœ c`gh©v`vi evsjv‡`k †R‡ji Aa¯Íb Kg©Pvix;  

      (P) miKvi KZ©K… , miKvwi †M‡R‡U cÖÁvcb Øviv wbw`©óK…Z †Kv‡bv PvKzix ev c‡` AwawôZ e¨w³MY; Ges     

      (Q) Ggb †Kvb e¨w³ hvnvi PvKzixi kZ©vewj, †eZb, fvZvw`, †cbkb, k„•Ljv I AvPiY ev GZ`msµvšÍ †h  

           †Kvb wel‡q Pzw³i gva¨‡g we‡kl weavb Kiv nBqv‡Q| 

 

 2| msÁv: GB wewagvjvq, welq ev cÖm‡½i cwicwš’ †Kvb wKQz bv _vwK‡j,  

(K) ÒAwfhy³Ó  A_© GBi~c †Kv‡bv miKvwi Kg©Pvix hvnvi weiæ‡× GB wewagvjvi Aaxb †Kv‡bv Kvh©µg MÖnY Kiv 

nBqv‡Q;   

(L) ÒAm`vPiYÓ A_© AmsMZ AvPiY ev PvKzix k„•Ljvi Rb¨ nvwbKi AvPiY, A_ev miKvwi Kg©Pvix‡`i AvPiY 

msµvšÍ we`¨gvb wewagvjvi †Kv‡bv weav‡bi cwicwš’ †Kv‡bv Kvh©, A_ev †Kv‡bv miKvwi Kg©Pvixi c‡ÿ wkóvPvi 

ewnf©Z‚ †Kv‡bv AvPiY, Ges wbgœewY©Z AvPiYmg~nI Bnvi AšÍfz©³ nB‡e, h_v : 

 (A) EaŸ©Zb Kg©KZ©vi AvBbmsMZ Av‡`k Agvb¨KiY; 

 (Av) KZ©‡e¨ Ae‡njv cÖ`k©b; 

 (B) AvBbmsMZ KviY e¨wZ‡i‡K miKv‡ii †Kv‡bv Av‡`k, cwicÎ Ges wb‡ ©̀k AeÁvKiY;  

(C) †Kv‡bv KZ©„c‡ÿi wbKU †Kv‡bv miKvwi Kg©Pvixi weiæ‡× AmsMZ, wfwËnxb, nqivwbg~jK, wg_¨v A_ev Zz”Q 

Awf‡hvM msewjZ `iLv Í̄ `vwLj; A_ev 

 (D) Ab¨ †Kv‡bv AvBb ev wewa-weav‡b †h mg Í̄ Kvh© Am`vPiY wnmv‡e MY¨ nB‡e g‡g© D‡jøL Av‡Q GBi~c †Kv‡bv 

Kvh©| 

 (M) ÒKZ…©cÿÓ A_© wb‡qvMKvix KZ©…cÿ A_ev, miKvi KZ…©K, mgq mgq, RvwiK…Z mvaviY ev we‡kl wb‡`©kbv 

mv‡c‡ÿ, GB wewagvjvi Aaxb KZ©…c‡ÿi ÿgZv cÖ‡qv‡Mi Rb¨ wb‡qvwRZ ev g‡bvbxZ †Kv‡bv Kg©KZ©v, Ges 

KZ…©‡Z¡i µgavivq wb‡qvMKvix KZ©…c‡ÿi EaŸ©Zb †Kv‡bv Kg©KZ©vI Bnvi AšÍf©y³ nB‡e; 

 (N) ÒKwgkbÓ A_© evsjv‡`k miKvix Kg© Kwgkb; 

 (O) Ò`ÐÓ A_© GB wewagvjvi Aaxb Av‡ivc‡hvM¨ †Kv‡bv `Ð;  

(P) Òcjvqb (dese A_© webv AbygwZ‡Z PvKzwi Z¨vM Kiv A_ev 60 (lvU) w`b ev Z`~aŸ© mgq webv AbygwZ‡Z Kg© 

nB‡Z Abycw¯Z’ _vKv A_ev Kg© nB‡Z Aby‡gvw`Z Abycw¯w’Zi avivevwnKZvq Aby‡gvw`Z mg‡qi AwZwi³ 60 

(lvU) w`b ev Z`~aŸ© mgq cybtAbygwZ MÖnY e¨wZ‡i‡K Abycw¯Z’ _vKv A_ev webv AbygwZ‡Z †`k Z¨vM Ges 30 

(wÎk) w`b ev Z ~̀aŸ© mgq we‡`‡k Ae¯v’b Kiv A_ev AbygwZmn †`k Z¨vM Kwievi ci Aby‡gvw`Z mg‡qi AwZwi³ 

60 (lvU) w`b ev Z`~aŸ© mgq Abby‡gvw`Zfv‡e we‡`‡k Ae¯v’b Kiv; Ges   

(Q) ÒmiKvwi Kg©PvixÓ A_© cÖRvZ‡š¿i K‡g© wbhy³ †Kv‡bv e¨w³, Ges ˆe‡`wkK PvKzwi‡Z wb‡qvwRZ A_ev †Kv‡bv 

¯v’bxq KZ…©cÿ ev Ab¨ †Kv‡bv KZ©„cÿ ev †Kv‡bv we‡`wk miKvi ev ms¯v’q A¯v’qx wfwË‡Z b¨ Í̄KZ… †Kvb e¨w³|   
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3| `‡Ði wfwË  :  KZ©…c‡ÿi g‡Z †h †ÿ‡Î †Kv‡bv miKvwi Kg©Pvix 

(K) kvixwiK ev gvbwmK Amvg_©Zv, A_ev mvaviY `ÿZv eRvq ivLv ev e„w×i Rb¨ wba©vwiZ wefvMxq cixÿvq ci 

ci ỳB ev Z‡ZvwaKevi AK…ZKvh©Zv, A_ev hyw³msMZ KviY e¨wZ‡i‡K D³ cixÿvq AskMÖnY Kwi‡Z e¨_© nIqv, 

A_ev h yw³msMZ KviY e¨wZ‡i‡K GB wewagvjvi Aax‡b Z`šÍ Kg©KZ©v wnmv‡e wb‡qvM cÖvß nBqv Z`šÍ Kvh©µg 

wba©vwiZ mg‡qi g‡a¨ Avi¤¢ Kwi‡Z wKsev Z`šÍ cÖwZ‡e`b `vwLj Kwi‡Z e¨_© nIqvi Kvi‡Y A`ÿ nb, A_ev 

`ÿZv nvivb Ges Zuvnvi D³i~c `ÿZv cybivq AR©‡bi †Kv‡bv m¤¢vebv bv _v‡K; A_ev 

 (L) Am`vPi‡Yi `v‡q †`vlx nb; A_ev  

(M) cjvq‡bi `v‡q †`vlx nb; A_ev  

(N) `ybx©wZ civqY nb, A_ev wbg œ ewY©Z Kvi‡Y `ybx©wZ civqY ewjqv hyw³msMZfv‡e we‡ewPZ nb  

(A) wZwb ev Zvnvi Dci wbf©ikxj A_ev Ab¨ †h †Kv‡bv e¨w³ Zvnvi gva¨‡g ev Zvnvi c‡ÿ hw` Zvnvi ÁvZ 

Av‡qi Dr‡mi mwnZ AmvgÄm¨c~Y© †Kv‡bv A_©-m¤ú` ev Ab¨ †Kv‡bv m¤úwËi (hvnvi hyw³msMZ wnmve w`‡Z wZwb 

Aÿg) AwaKvix nb, A_ev 

 (Av) wZwb cÖKvk¨ Av‡qi mwnZ msMwZwenxb Rxeb-hvcb K‡ib; A_ev 

 (B) Zvnvi weiæ‡× `ybx©wZ civqYZvi Ae¨vnZ KzL¨vwZ _v‡K; A_ev  

(O) bvkKZvg~jK K‡g© wjß nb, ev wjß iwnqv‡Qb ewjqv m‡›`n Kwievi hyw³msMZ KviY _v‡K, A_ev 

bvkKZvg~jK Kv‡R wjß Ab¨vb¨ e¨w³i mwnZ RwoZ iwnqv‡Qb ewjqv m‡›`n Kwievi hyw³msMZ KviY _v‡K, Ges 

†mB Kvi‡Y Zvnv‡K PvKzix‡Z ivLv RvZxq wbivcËvi Rb¨ nvwbKi ewjqv we‡ewPZ nq; Zvnv nB‡j KZ©„cÿ, 

 wewa 4 Gi Dc-wewa (6) Gi weavb mv‡c‡ÿ, Zvnvi Dci GK ev GKvwaK `Ð Av‡ivc Kwi‡Z cvwi‡e|  

4| `Ð| 

 (1) GB wewagvjvi Aaxb wbgœewY©Z `yB ai‡bi `Ð Av‡ivc Kiv hvB‡e,  h_v : (K) jNy`Ð; Ges  (L) ¸iy`Ð|  

(2) Dc-wewa (1) G DwjøwLZ jNy`Ðmg~n nB‡e wbgœi ~c, h_v :  

(K) wZi¯‹vi;  

 (L) PvKzix ev c` m¤úwK©Z wewa ev Av‡`k Abyhvqx c‡`vbœwZ ev Avw_©K myweav ew„×i A‡hvM¨Zvi †ÿÎ e¨ZxZ, 

wbw`©ó †gqv‡`i Rb¨ c‡`vbœwZ ev †eZb ew„× ¯w’MZ ivLv;  

(M) KZ©‡e¨ Ae‡njv ev miKvwi Av‡`k Agvb¨ Kwievi Kvi‡Y msNwUZ miKv‡ii Avw_©K ÿwZi m¤ú~Y© Ask ev 

Dnvi Askwe‡kl, †eZb ev Avby‡ZvwlK nB‡Z Av`vq Kiv; A_ev 

 (N) †eZb †MÖ‡Wi wbgœZi av‡c AebwgZKiY|  

(3) Dc-wewa (1) G DwjøwLZ ¸iy`Ðmg~n nB‡e wbgœi~c, h_v : 

 (K) wbgœc` ev wbgœ‡eZb †MÖ‡W AebwgZKiY;   

(L) eva¨Zvg~jK Aemi cÖ`vb;  

(M) PvKzix nB‡Z AcmviY; 

 (N) PvKzix nB‡Z eiLv Í̄KiY| 

 (4) Dc-wewa (3) Gi Aaxb †Kvb Kg©Pvixi Dci 

 (K) PvKzix nB‡Z Acmvi‡Yi `Ð Av‡ivc Kiv nB‡j wZwb miKv‡ii Aaxb ev †Kv‡bv AvB‡bi Øviv ev AvB‡bi 

Aaxb cÖwZwôZ †Kv‡bv mswewae× ms¯v’i (body corporate) PvKzix‡Z wbhy³ nBevi A‡hvM¨ nB‡eb bv; Ges  

 (L) PvKzix nB‡Z eiLv Í̄Ki‡Yi `Ð Av‡ivc Kiv nB‡j miKv‡ii Aaxb ev †Kv‡bv AvB‡bi Øviv ev AvB‡bi Aaxb 

cÖwZwôZ †Kv‡bv mswewae× ms¯v’i PvKzix‡Z wbhy³ nBevi A‡hvM¨ nB‡eb|  

(5) GB wewa‡Z DwjøwLZ `Ðmg~n wbgœi~cfv‡e Av‡ivc Kiv hvB‡e, h_v : 

 (K) wewa 3 G ewY©Z A`ÿZvi Rb¨ wZi¯‹vi Ges PvKzix nB‡Z eiLv Í̄ e¨ZxZ †h †Kv‡bv `Ð;  

 (L) Ab¨ †Kv‡bv A`ÿZvi Rb¨ PvKzix nB‡Z eiLv Í̄ e¨ZxZ †h †Kv‡bv `Ð;  

 (M) Am`vPi‡Yi Rb¨ †h †Kv‡bv `Ð;  

 (N) cjvq‡bi Rb¨ wZi¯‹vi e¨ZxZ †h †Kv‡bv `Ð;  

 (O) ỳb©xwZi Rb¨ †h †Kv‡bv `Ð, Z‡e D³ Aciv‡ai cybive„wËi †ÿ‡Î wbgœc` ev wbgœ †eZb †MÖ‡W AebwgZKiY 

`Ð e¨ZxZ †h †Kv‡bv `Ð;  
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 (P) bvkKZvg~jK Kvh©Kjv‡ci Rb¨ wbgœc` ev wbg œ ‡eZb †MÖ‡W AebwgZKiY e¨ZxZ †h †Kv‡bv `Ð|  

 

(6) †Kv‡bv miKvwi Kg©Pvixi wb‡qvMKvix KZ©„c‡ÿi Aa¯Íb †Kv‡bv KZ©„cÿ GB wewagvjvi Aaxb †Kv‡bv ¸iy`Ð 

Av‡ivc Kwi‡Z cvwi‡e bv|  

 (7) Dc-wewa (3) Gi `dv (M) I (N) Gi Aaxb ÒPvKzix nB‡Z AcmviYÓ I ÒPvKzix nB‡Z eiLv Í̄KiYÓ 

Awfe¨w³ A‡_© GBi~c †Kvb e¨w³i PvKzix nB‡Z Ae¨vnwZ AšÍf©y³ nB‡e bv whwb 

 (K) wkÿvbwek wnmv‡e wb‡qvMcÖvß nBqv Zvnvi †gqv` PjvKv‡j ev Zvnvi cÖwZ cÖ‡hvR¨ wkÿvbwekKvj; A_ev  

 (L) Pzw³ e¨ZxZ Ab¨ †h †Kv‡bv Dcv‡q †Kvb A¯v’qx Pzw³wfwËK wb‡qvM awiqv ivwLevi Rb¨, †mB wbhyw³Kvj †kl 

nB‡j; A_ev 

 (M) †Kvb Pzw³i Aax‡b wbhy³ nB‡j †mB Pzw³i kZ© †gvZv‡eK| 

 5| bvkKZvg~jK Kvh©Kjv‡ci †ÿ‡Î Z`‡šÍi c×wZ| 

(1) †Kv‡bv miKvwi Kg©Pvixi weiy‡× wewa 3 Gi `dv (O) †Z DwjøwLZ Kvh©Kjv‡ci Rb¨ Kvh©aviv m~Pbv Kwievi 

†ÿ‡Î, KZ©„cÿ (K) mswkøó miKvwi Kg©Pvix‡K, wjwLZ Av‡`k Øviv, D³ Av‡`‡k DwjøwLZ ZvwiL nB‡Z cÖvc¨Zv 

Abyhvqx QzwU‡Z hvBevi Rb¨ wb‡`©k cÖ`vb Kwi‡Z cvwi‡e; (L) Zvnvi weiy‡× †h e¨e¯v’ MÖn‡Yi cÖ Í̄ve Kwi‡e, †mB 

e¨e¯v’i wfwË m¤ú‡K© Zvnv‡K wjwLZfv‡e AewnZ Kwi‡e; Ges (M) Awf‡hvM Z`‡šÍi Rb¨ Dc-wewa (2) Gi Aaxb 

Awf‡hvM Z`‡šÍi Rb¨ MwVZ Z`šÍ KwgwUi wbKU Zvnvi weiy‡× cÖ Í̄vweZ e¨e¯v’i wec‡ÿ KviY `k©vBevi Rb¨ 

Zvnv‡K hyw³msMZ my‡hvM cÖ`vb Kwi‡e :  Z‡e, kZ© _v‡K †h, †h †ÿ‡Î ivóªcwZ g‡b Kwi‡eb †h, evsjv‡`‡ki 

wbivcËvi ¯v̂‡_© GBi~c my‡hvM cÖ`vb Kiv mgxPxb b‡n, †mB‡ÿ‡Î Zvnv‡K GBi~c my‡hvM cÖ`vb Kiv nB‡e bv| 

 (2) †h †ÿ‡Î Dc-wewa (1) Gi `dv (M) Abymv‡i Z`šÍ KwgwU MVb Kiv cÖ‡qvRb nq, †mB‡ÿ‡Î wb‡qvMKvix 

KZ©„cÿ Awfhy³ miKvwi Kg©Pvixi c`gh©v`vi wb‡gœ b‡nb Ggb 3 (wZb) Rb †M‡R‡UW Kg©Pvix mgš̂‡q GKwU Z`šÍ 

KwgwU MVb Kwi‡e|  

(3) Dc-wewa (2) Gi Aax‡b MwVZ Z`šÍ KwgwU Awf‡hv‡Mi Z`šÍ Kwi‡e Ges wb‡qvMKvix KZ©„c‡ÿi wbKU Z`‡šÍ 

cÖvß Z_¨vw` cÖwZ‡e`b AvKv‡i †ck Kwi‡e Ges wb‡qvMKvix KZ©„cÿ D³ Z_¨vw`i wfwË‡Z †hBi~c Dchy³ ewjqv 

g‡b Kwi‡e †mBi~c Av‡`k cÖ`vb Kwi‡e|  

6| jNy`Ð Av‡iv‡ci †ÿ‡Î Z`‡šÍi c×wZ|― (1) hLb †Kv‡bv miKvwi Kg©Pvixi weiæ‡× wewa 3 Gi `dv 

(K) ev (L) ev (M) †Z ewY©Z Kvi‡Y Kvh©aviv m~PK Kwievi cÖ‡qvRb nq Ges KZ©…cÿ wKsev, †h †ÿ‡Î ivóªcwZ 

wb‡RB KZ©…cÿ, †mB‡ÿ‡Î D³ miKvwi Kg©Pvix †h cÖkvmwbK gš¿Yvjq ev wefv‡Mi Aaxb †mB gš¿Yvjq ev wefv‡Mi 

mwPe A_ev †h Kg©KZ©v‡K KZ©…cÿ wKsev cÖkvmwbK gš¿Yvjq ev wefv‡Mi mwPe, mvaviY ev we‡kl Av‡`k Øviv, 

GZ`y‡Ï‡k¨ hvnv‡K KZ©…cÿ wn‡m‡e wba©viY Kwiqv‡Qb, wZwb hw` AwfgZ †cvlY K‡ib †h, Zvnvi weiy‡× Awf‡hvM 

cÖgvwYZ nB‡j Awfhy‡³i wZi¯‹vi `Ð A‡cÿv K‡VviZi †Kv‡bv `Ð cÖ`vb Kiv nB‡e, Zvnv nB‡j KZ©…cÿ A_ev, 

†ÿÎgZ, cÖkvmwbK gš¿Yvjq ev wefv‡Mi mwPe A_ev mswkøó Kg©Pvix―  

(K) Awfhy³ e¨w³i weiæ‡× AvbxZ Awf‡hvMmg~n Zvnv‡K wjwLZfv‡e AewnZ Kwi‡e Ges Awfhy³ e¨w³ KZ©K … 

Awf‡hvMbvgv cÖvwßi 10 (`k) Kvh©w`e‡mi g‡a¨ Zvnvi AvPi‡Yi ˆKwdqZ cÖ`v‡bi Rb¨ Ges wZwb e¨w³MZfv‡e 

kybvwbi B”Qv †cvlY K‡ib wKbv, ZvnvI RvbvBevi Rb¨ wb‡`©k cÖ`vb Kwi‡Z cvwi‡e : Z‡e kZ© _v‡K †h, D³ 

wba©vwiZ mgqmxgv †kl nBevi c~‡e© Awfhy³ e¨w³ mgq e„w×i Av‡e`b Kwi‡j KZ©…cÿ A_ev, †ÿÎgZ, cÖkvmwbK 

gš¿Yvjq ev wefv‡Mi mwPe A_ev mswkøó Kg©Pvix Zvnv‡K e³e¨ `vwLj Kwievi my‡hvM cÖ`v‡bi Rb¨ AwZwi³ 7 

(mvZ) Kvh©w`em ch©šÍ mgq ewa©Z Kwi‡Z cvwi‡e; Ges 

 (L) Awfhy³ e¨w³ `dv (K) Gi Aaxb wba©vwiZ ev ewa©Z mg‡qi g‡a¨ †ckKZ… ˆKwdqZ, hw` _v‡K, we‡ePbv 

Kwi‡eb Ges wZwb hw` e¨w³MZfv‡e kybvwbi B”Qv †cvlY Kwiqv _v‡Kb, Zvnv nB‡j e¨w³MZ kybvwb MÖnY Kwi‡eb, 

A_ev wba©vwiZ mg‡qi g‡a¨ hw` wZwb ˆKwdqZ †ck bv Kwiqv _v‡Kb, Zvnv nB‡j GBi~c mg‡qi g‡a¨ Zvnv‡K 

jNy`Ð cÖ`vb Kwi‡Z cvwi‡e : Z‡e kZ© _v‡K †h, KZ©…cÿ, mwPe ev mswkøó Kg©Pvix, †h †ÿ‡Î whwb nb, hyw³hy³ g‡b 

Kwi‡j Awf‡hvM Z`šÍc~e©K cÖwZ‡e`b `vwL‡ji Rb¨ Awfhy‡³i c`gh©v`vi wb‡gœ b‡nb Ggb GKRb Kg©Pvix‡K 

Z`šÍ Kg©KZ©v wb‡qvM Kwi‡Z cvwi‡e|  
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(2) Z`šÍKvix Kg©KZ©vi wbKU nB‡Z Z`šÍ cÖwZ‡e`b cÖvwßi ci, KZ©…cÿ ev, †ÿÎgZ, mwPe A_ev mswkøó Kg©Pvix 

Av‡`‡ki c‡ÿ hyw³ I cÖgvY D‡jøL Kwiqv P~ovšÍ wm×všÍ MÖnYµ‡g Dnv Awfhy³ e¨w³‡K AewnZ Kwi‡e A_ev 

cÖ‡qvRb Abyhvqx cybtZ`šÍ ev AwaKZi Z`‡šÍi Rb¨ Av‡`k cÖ`vb Kwi‡e|  

(3) Dc-wewa (2) Gi Aaxb Z`‡šÍi Av‡`k †`Iqv nB‡j, KZ©…cÿ ev, †ÿÎgZ, mwPe A_ev  mswkøó Kg©Pvix P~ovšÍ 

wm×všÍ MÖnY Kwi‡e|  

(4) hLb †Kv‡bv miKvwi Kg©Pvixi weiæ‡× wewa 3 Gi `dv (K) ev (L) ev (M) Aaxb †Kv‡bv Kvh©aviv m~Pbv Kiv nq 

Ges Dc-wewa (1) G ewY©Z KZ…©cÿ, mwPe A_ev mswkøó Kg©Pvix hw` GBi~c AwfgZ †cvlY K‡ib †h, Awf‡hvM 

cÖgvwYZ nB‡j Awfhy³‡K wZi¯‹vi `Ð cÖ`vb Kiv hvB‡Z cv‡i, Zvnv nB‡j, KZ©…cÿ ev †ÿÎgZ, mwPe A_ev 

mswkøó Kg©Pvix Awfhy‡³i e¨w³MZ kybvwb MÖnYc~e©K KviY wjwce× Kwiqv wZi¯‹vi `Ð Av‡ivc Kwi‡Z cvwi‡e A_ev 

Awfhy³ e¨w³MZ kybvwbi Rb¨ nvwRi nB‡Z e¨_© nB‡j ev Dcw¯Z’ nB‡Z A¯̂xKw…Z Ávcb Kwi‡j kybvwb e¨wZ‡i‡KB 

D³ wZi¯‹vi `Ð Av‡ivc Kiv hvB‡e A_ev Dc-wewa (1) nB‡Z (3) G ewY©Z c×wZ AbymiY Kwiqv Zvnvi Dci †h 

†Kvb `Ð Av‡ivc Kiv hvB‡e|  

 (5) Dc-wewa (4) G DwjøwLZ †ÿ‡Î Awf‡hvM cÖgvwYZ nB‡j wZi¯‹vi `Ð A‡cÿv K‡VviZi `Ð Av‡ivc Kwi‡Z 

nB‡e| 

 (6) hw` Awfhy³ e¨w³ `vwe K‡ib †h, Zvnvi weiæ‡× AvbxZ Awf‡hvM wjwLZfv‡e RvbvB‡Z nB‡e, Zvnv nB‡j 

Dc-wewa (1) nB‡Z (3) G ewY©Z c×wZ AbymiY Kwi‡Z nB‡e Ges GB‡ÿ‡Î Awf‡hvM cÖgvwYZ nB‡j wZi¯‹vi `Ð 

A‡cÿv K‡VviZi `Ð Av‡ivc Kwi‡Z nB‡e|  

7| ¸iy`Ð Av‡iv‡ci †ÿ‡Î Z`‡šÍi c×wZ|― 

(1) †h †ÿ‡Î wewa 3 Gi `dv (K) ev (L) ev (M) ev (N) Gi Aaxb †Kv‡bv Kvh©aviv m~Pbv Kiv nq Ges KZ ©…cÿ 

hw` g‡b K‡i †h, Awf‡hvM cÖgvwYZ nB‡j †Kv‡bv ¸iy`Ð Av‡ivc Kiv cÖ‡qvRb nB‡Z cv‡i, †h †ÿ‡Î KZ©…cÿ― 

(K) Awf‡hvMbvgv cÖYqb Kwi‡e I Dnv‡Z cÖ Í̄vweZ `‡Ði welq D‡jøL Kwi‡e, Ges †h mKj Awf‡hv‡Mi wfwË‡Z 

Awf‡hvMbvgvwU cÖYxZ nBqv‡Q, Dnvi weeiY Ges KZ©…cÿ Av‡`k cÖ`vbKv‡j Ab¨ †h mKj cvwicvwk¦©K Ae¯v’ 

we‡ePbv Kwievi B”Qv †cvlY K‡ib Dnvmn Awf‡hvMbvgvwU D³ Kg©Pvix‡K AewnZ Kwi‡e;  

(L) Awfhy³ e¨w³‡K Awf‡hvMbvgv cÖvwßi 10 (`k) Kvh©w`e‡mi g‡a¨ AvZ¥cÿ mg_©‡b wjwLZ e³e¨ `vwLj Kwi‡Z 

ewj‡eb Ges †mB m‡½ cÖ Í̄vweZ `Ð †Kb Zvnvi Dci Av‡ivc Kiv nB‡e bv Dnvi KviY `k©vB‡Z ewj‡e Ges wZwb 

e¨w³MZfv‡e kybvwbi B”Qv †cvlY K‡ib wKbv ZvnvI D‡jøL Kwi‡e : Z‡e kZ© _v‡K †h, wba©vwiZ mgqmxgv †kl 

nBevi c~‡e© Awfhy³ e¨w³ mgq ew„×i Av‡e`b Kwi‡j KZ©…cÿ Zvnv‡K e³e¨ `vwLj Kwievi my‡hvM cÖ`v‡bi Rb¨ 

AwZwi³ 10 Kvh©w`em ch©šÍ mgq ewa©Z Kwi‡Z cvwi‡e|  

(2) †h †ÿ‡Î Awfh³y e¨w³ wba©vwiZ ev ewa©Z mg‡qi g‡a¨ AvZ¥cÿ mg_©‡b wjwLZ e³e¨ `vwLj Kwi‡j Ges hw` 

wZwb e¨w³MZ kybvwb cvBevi B”Qv †cvlY K‡ib, Zvnv nB‡j e¨w³MZfv‡e kybvwbi ci KZ©…cÿ Awf‡hv‡Mi mwnZ 

mswkøó mKj welqmn `vwLjKZ… e³e¨ we‡ePbv Kwi‡e, Ges Abyi~c we‡ePbvi ci KZ©…cÿ hw` g‡b K‡ib †h,― 

(K) Awfhy³ e¨w³i weiæ‡× m~wPZ Kvh©avivwU AMÖmi nBevi g‡Zv Dchy³ wfwË bvB, Zvnv nB‡j, Awf‡hvM cÖZ¨vnvi 

Kwi‡e Ges Z`bymv‡i D³ Kvh©aviv wb®úwË nB‡e;  

(L) Awfhy³ e¨w³ kZ©nxbfv‡e mKj Awf‡hvM ¯̂xKvi K‡ib Ges KZ©…cÿ hw` g‡b K‡ib †h, Axf‡hv‡Mi MyiyZ¡ 

we‡ePbvq jNy`Ð Av‡ivc‡hvM¨ nB‡e, Zvnv nB‡j, †h †Kv‡bv jNy`Ð Av‡ivc Kwi‡e, Z‡e ¸iy`Ð Av‡ivc‡hvM¨ nB‡e 

ewjqv aviYv Kiv nB‡j KZ©…cÿ `dv (N) Abyhvqx Z`šÍ Kg©KZ©v ev Z`šÍ †evW© wb‡qvM Kwi‡e;  

(M) Awfhy³ e¨w³i weiy‡× Kvh©avivwU AMÖmi nBevi g‡Zv ch©vß wfwË iwnqv‡Q, wKš‘ Awf‡hvM cÖgvwYZ nB‡j 

jNy`Ð Av‡ivc‡hvM¨ nB‡e, Zvnv nB‡j Awfhy³ e¨w³‡K, e¨w³MZfv‡e ïbvwbi my‡hvM cÖ`vb Kwiqv †h †Kv‡bv 

jNy`Ð cÖ`vb Kwi‡Z cvwi‡e, A_ev jNy`Ð Av‡iv‡ci D‡Ï‡k¨ GKRb Z`šÍ Kg©KZ©v wb‡qvM Kwiqv wewa 6 G ewY©Z 

c×wZ AbymiY Kwi‡Z cvwi‡e;  

(N) Awfhy³ e¨w³i weiy‡× Kvh©avivwU AMÖmi nBevi g‡Zv ch©vß wfwË iwnqv‡Q Ges Awf‡hvM cÖgvwYZ nB‡j Myiy`Ð 

Av‡ivc‡hvM¨ nB‡e, Zvnv nB‡j Awf‡hvMbvgvq ewY©Z Awf‡hvM Z`‡šÍi Rb¨ Awfhy³ e¨w³i c`gh©v`vi wb‡g œ 

b‡nb GBi~c GKRb Z`šÍ Kg©KZ©v ev 3 (wZb) Rb Kg©KZ©v mgš‡̂q GKwU Z`šÍ †evW© MVb Kwi‡e|  

(3) Awfhy³ e¨w³ hw` wba©vwiZ ev ewa©Z mg‡qi g‡a¨ AvZ¥cÿ mg_©‡b †Kv‡bv wjwLZ e³e¨ `vwLj bv K‡ib, Zvnv 

nB‡j wba©vwiZ ev ewa©Z mgq †kl nBevi ZvwiL nB‡Z 10 (`k) Kvh©w`e‡mi g‡a¨ KZ©…cÿ Awf‡hvMbvgvq ewY©Z 

Awf‡hvM Z`šÍ Kwievi Rb¨ Awfhy³ e¨w³i c`gh©v`vi wb‡gœ b‡nb GBi~c GKRb Z`šÍ Kg©KZ©v A_ev 3 (wZb) 

Rb Kg©KZ©v mgš̂‡q GKwU Z`šÍ †evW© wb‡qvM Kwi‡e|  
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(4) Z`‡šÍi Av‡`k cÖvwßi ZvwiL nB‡Z 7 (mvZ) Kvh©w`e‡mi g‡a¨, †ÿÎgZ, Z`šÍ Kg©KZ©v ev Z`šÍ †evW© Z`‡šÍi 

KvR Avi¤¢ Kwi‡e Ges wewa 11 G ewY©Z c×wZ Abymv‡i Z`šÍ cwiPvjbv Kwi‡e Ges KZ©„c‡ÿi wbKU Z`šÍ 

cÖwZ‡e`b `vwLj Kwi‡e| 

 (5) Z`šÍ Kg©KZ©v ev, †ÿÎgZ, Z`šÍ †ev‡W©i Z`šÍ cÖwZ‡e`b m¤ú‡K© wØg‡Zi Kvi‡Y wfbœ Z`šÍKvix Kg©KZ©v ev 

Z`šÍ †evW© wb‡qvM Kiv hvB‡e bv : Z‡e kZ© _v‡K †h, Z`šÍ PjvKv‡j wbgœewY©Z Kvi‡Y b~Zb Z`šÍ Kg©KZ©v wb‡qvM 

ev Z`šÍ †evW© cybM©Vb Kiv hvB‡e, h_v : (K) Z`šÍ Kg©KZ©v ev Z`šÍ †ev‡W©i †Kv‡bv m`‡m¨i gZ„ z¨ nB‡j; (L) 

Z`šÍ Kg©KZ©v ev Z`šÍ †ev‡W©i †Kv‡bv m`m¨ PvKzix nB‡Z c`Z¨vM Kwi‡j; (M) Z`šÍ Kg©KZ©v ev Z`šÍ †ev‡W©i 

†Kv‡bv m`m¨ PvKzix nB‡Z Aemi MÖnY Kwi‡j; ev (N) Z`šÍ Kg©KZ©v ev Z`šÍ †ev‡W©i †Kv‡bv m`m¨ PvKzix‡Z `xN© 

Abycw¯w’Zi Kvi‡Y Z`šÍ Kvh© m¤úv`‡b Amg_© ewjqv cÖZxqgvb nB‡j|  

(6) Dc-wewa (5) Gi weavb Abyhvqx b~Zb Z`šÍ Kg©KZ©v wb‡qvM ev Z`šÍ †evW© cybM©Vb Kiv nB‡j b~Zb Z`šÍ 

Kg©KZ©v ev cybM©wVZ Z`šÍ †evW© c~‡e©i Amgvß Z`‡šÍi avivevwnKZvq Z`‡šÍi Amgvß KvR m¤úbœ Kwi‡e|  

(7) Z`šÍKvix Kg©KZ©v ev, †ÿÎgZ, Z`šÍ †ev‡W©i cÖwZ‡e`b cÖvwßi ci KZ©…cÿ Dnv we‡ePbv Kwiqv Awf‡hv‡Mi 

wel‡q mwVK wm×v‡šÍ DcbxZ nBevi Rb¨ †Kv‡bv mywbw`©ó wel‡q cybtZ`‡šÍi cÖ‡qvRbxqZv g‡b Kwi‡j, GKB 

Z`šÍKvix Kg©KZ©v ev Z`šÍ †evW‡K© mywbw ©̀ó welq I Z_¨mg~n D‡jøL Kwiqv Awf‡hvM cybtZ`‡šÍi Av‡`k w`‡Z 

cvwi‡e| 

 (8) Z`šÍ Kg©KZ©v ev Z`šÍ †ev‡W©i Z`šÍ cÖwZ‡e`b ev cybtZ`šÍ cÖwZ‡e`b cÖvwßi ci KZ©…cÿ Dnv we‡ePbv 

Kwi‡e, Awf‡hvM wel‡q Dnvi wm×všÍ wjwce× Kwi‡e Ges D³ wm×všÍ, Z`šÍ cÖwZ‡e`‡bi Kwcmn, Awfhy³ e¨w³‡K 

AewnZ Kwi‡e|  

(9) KZ…©cÿ hw` Dc-wewa (8) Gi Aax‡b ¸iy`Ð cÖ`v‡bi wm×všÍ MÖnY K‡i, Zvnv nB‡j cÖ Í̄vweZ `Ð †Kb Awfhy³ 

e¨w³i Dci Av‡ivc Kiv nB‡e bv †m m¤ú‡K© Awfhy³ e¨w³‡K 7(mvZ) Kvh©w`e‡mi g‡a¨ KviY `k©vBevi wb‡ ©̀k 

cÖ`vb Kwi‡e|  

(10) ¸iy`Ð cÖ`v‡bi Rb¨ †h mKj †ÿ‡Î Kwgk‡bi mwnZ civgk© Kiv cÖ‡qvRb, †mB mKj †ÿ‡Î KZ©…cÿ, Dc-

wewa (9) G ewY©Z mgq mxgvi g‡a¨ †Kv‡bv KviY `k©v‡bv nB‡j Dnvmn m~wPZ Kvh©avivi KvMRcÎ Kwgk‡bi wbKU 

civg‡k©i Rb¨ †cÖiY Kwi‡e| 

 (11) wefvMxq Kvh©avivq (K) †h †ÿ‡Î Kwgk‡bi mwnZ civg‡k©i cÖ‡qvRb bvB, †mB‡ÿ‡Î Dc-wewa (9) G ewY©Z 

mgqmxgvi g‡a¨ Awfhy³ e¨w³ KZ©K… KviY `k©v‡bv nB‡j Dnv we‡ePbvi ci, Ges (L) †h †ÿ‡Î Kwgk‡bi mwnZ 

civg‡k©i cÖ‡qvRb Av‡Q, †mB‡ÿ‡Î Awfhy³ e¨w³ KZ©K… †Kv‡bv KviY `k©v‡bv nB‡j Dnv Ges Kwgkb cÖ`Ë civgk© 

we‡ePbvi ci, KZ©…cÿ P~ovšÍ wm×všÍ MÖnY Kwi‡e Ges Dnv Awfhy³ e¨w³‡K AewnZ Kwi‡e|  

(12)  GB wewai Aaxb Z`šÍ Kvh©µg Ges †h †ÿ‡Î Z`šÍ Kg©KZ©v Z`šÍ †evW© wb‡qvM Kiv nq, †mB‡ÿ‡Î Z`šÍ 

Kg©KZ©v ev Z`šÍ †ev‡W©i cÖwZ‡e`b Ges cÖwZ‡e`‡b cÖ`Ë gZvg‡Zi wfwË ch©vß mvÿ¨ cÖgvYvw`i wfwË‡Z nB‡Z 

nB‡e|  

8| †bvwUk Rvwii c×wZ| 

 (1) GB wewagvjvi wewa 5, 6 ev 7 Gi Aaxb Awfhy³ e¨w³i eive‡i †bvwUk Rvwi Kwi‡Z nB‡e| 

 (2) Dc-wewa (1) Gi Aaxb †bvwUk Rvwii †ÿ‡Î Awfhy‡³i eZ©gvb ev ¯’vqx wVKvbvq †`Iqvwb Kvh©wewa, 1908 

Gi Av‡`k 5 Gi wewa 1 nB‡Z 30 AbymiYµ‡g †bvwUk Rvwi Kiv nB‡j ev Awfhy‡³i B-†gBj wVKvbvq †bvwUk 

†cÖiY Kiv nB‡jI Dnv h_vh_fv‡e Rvwi nBqv‡Q ewjqv MY¨ nB‡e|  

9| e¨wZµg| 

†h †ÿ‡Î Awfhy³ e¨w³ Zvnvi AvPi‡Yi Rb¨ †dŠR`vwi Aciv‡a mvRvcÖvwßi Kvi‡Y PvKzix nB‡Z eiLv Í̄ ev PvKzix 

nB‡Z AcmvwiZ A_ev c`vebwZ nb; A_ev †h †ÿ‡Î Awfhy³‡K PvKzix nB‡Z eiLv Í̄ A_ev PvKzix nB‡Z 

AcmvwiZ A_ev c`vebwgZ Kwievi Rb¨ Dchy³ KZ©…cÿ GB g‡g© mšó‘ nb †h, Awfhy³ e¨w³‡K KviY `k©vBevi 

my‡hvM cÖ`vb hyw³hy³fv‡e ev¯Íem¤§Z b‡n Ges KZ©…cÿ Bnvi ¯̂c‡ÿ KviY wjwce× K‡ib, †mB‡ÿ‡Î wewa 6 Ges 

7 Gi weavbvewji †Kv‡bv wKQzB cÖ‡hvR¨ nB‡e bv|  

10| kvixwiK ev gvbwmK Amg_©¨Zv m¤ú‡K© ¯v̂¯¨’ cixÿvi Rb¨ Av‡`k `v‡bi ÿgZv| 
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 (1) †h †ÿ‡Î gvbwmK ev kvixwiK Amg_©¨Zvi Kvi‡Y A`ÿZvi Rb¨ †Kv‡bv miKvwi Kg©Pvixi weiæ‡× wefvMxq 

Kvh©aviv m~Pbv Kwievi cÖ Í̄ve Kiv nq, †mB‡ÿ‡Î KZ©…cÿ D³ Kvh©avivi †h †Kv‡bv ch©v‡q D³ miKvwi Kg©Pvix‡K 

†gwW‡Kj †evW© ev wmwfj mvR©b Øviv, †h †ÿ‡Î KZ©…cÿ †hBiƒc wb‡ ©̀k w`‡eb, ¯v̂¯¨’ cixÿvi Rb¨ wb‡ ©̀k w`‡Z 

cvwi‡e Ges †gwW‡Kj †evW© ev wmwfj mvR©‡bi cÖwZ‡e`b wefvMxq Kvh©avivi Ask ewjqv MY¨ nB‡e| 

 (2) †Kv‡bv miKvwi Kg©Pvix hw` D³ ¯v̂¯¨’ cixÿvq Dcw¯Z’ nB‡Z A¯̂xKw…Z Ávcb K‡ib, Zvnv nB‡j, Dcw¯Z’ bv 

nBevi ¯ĉ‡ÿ Zvnvi cÖ`Ë †Kv‡bv e¨vL¨v mv‡c‡ÿ, D³ A¯̂xKw…Z‡K Zvnvi weiæ‡× GB g‡g© we‡ePbv Kiv hvB‡e †h, 

Abyiƒc cixÿvi djvdj Zvnvi AbyK~‡j hvB‡e bv g‡g© wZwb wek^vm K‡ib|  

11| Z`šÍ Kg©KZ©v KZ…©K AbymiYxq c×wZ| 

(1) Z`šÍKvix Kg©KZ©v GKvav‡i cÖwZw`b †Kv‡bv Kvh©avivi ïbvwb MÖnY Kwi‡eb Ges KviY wjwce× bv Kwiqv D³ 

ïbvwb gyjZwe Kwi‡eb bv|  

(2) Z`šÍKvix Kg©KZ©v KZ©K… cwiPvwjZ Z`‡šÍ (K) Awfhy³ e¨w³ †h mKj Awf‡hvM A¯̂xKvi K‡ib †mB mKj 

Awf‡hvM m¤ú‡K©, †gŠwLK ¯v̂ÿ¨ MÖnY Kiv nB‡e Ges Dfq cÿ‡K Awf‡hvM m¤úwK©Z cÖvmw½K ev ¸iæZ¡c~Y© 

`vwjwjK mvÿ¨ Dc¯v’c‡bi hyw³msMZ my‡hvM cÖ`vb Kwi‡Z nB‡e Ges GBiƒc †Kvb ¯^vÿ¨ Dc¯’vwcZ nB‡j Dnv 

we‡ePbv Kwi‡Z nB‡e; (L) Awfhy³ e¨w³ cÖwZc‡ÿi mvÿxMY‡K †Riv Kivq, e¨w³MZfv‡e mvÿ¨ cÖ`vb Kwievi 

Ges Zvnvi cÿ mg_©bKvix †Kv‡bv e¨w³‡K mvÿx wnmv‡e Dc¯v’cb Kwievi AwaKvix nB‡eb; (M) Awf‡hv‡Mi 

mg_©‡b m~wPZ Kvh©aviv Dc¯v’cbKvix e¨w³ Awfhy³ e¨w³‡K Ges Zvnvi mvÿxMY‡K †Riv Kwievi AwaKvix nB‡eb; 

Ges (N) Awfhy³ e¨w³ cÖvmw½K bw_c‡Îi Rb¨ Aby‡iva Kwi‡Z cvwi‡eb, Z‡e Zvnv‡K bw_i †UvKvi †Kv‡bv Ask 

†`wL‡Z †`Iqv nB‡e bv| 

 (3) Z`šÍKvix Kg©KZ©v, KviY wjwce× Kwiqv, wbw ©̀ó †Kvb mvÿx‡K Zje Kwi‡Z ev mgb w`‡Z ev ¯v̂ÿ¨ MÖnY 

Kwi‡Z A¯x̂Kvi Kwi‡Z cvwi‡eb|  

12 | mvgwqK eiLv Í̄| 

(1) †Kv‡bv miKvwi Kg©Pvixi weiæ‡× wewa 3 Gi Aby‡”Q` (L) ev (M) ev (N) Gi Aax‡b Kvh©µg MÖn‡Yi cÖ Í̄ve Kiv 

nB‡j KZ©„cÿ mgxPxb g‡b Kwi‡j D³ Kg©Pvix‡K mvgwqKfv‡e eiLv Í̄ Kwi‡Z cvwi‡e : Z‡e kZ© _v‡K †h, KZ©„cÿ 

AwaKZi mgxPxb g‡b Kwi‡j, D³ miKvwi Kg©Pvix‡K mvgwqKfv‡e eiLv Í̄ Kwievi cwie‡Z© wjwLZ Av‡`k Øviv 

Av‡`‡k DwjøwLZ ZvwiL nB‡Z, Zvnvi QzwUi cÖvc¨Zv mv‡c‡ÿ Zvnv‡K QzwU‡Z hvBevi wb‡ ©̀k cÖ`vb Kwi‡Z cvwi‡e| 

(2) †Kv‡bv miKvwi Kg©Pvixi weiæ‡× PvKzix nB‡Z eiLv Í̄, AcmviY ev eva¨Zvg~jK Aemi `‡Ði Av‡`k hw` 

†Kv‡bv Av`vjZ ev cÖkvmwbK UªvBey¨bvj KZ©„K iwnZ ev evwZj ev AKvh©Ki †NvwlZ nq Ges hw` KZ©„cÿ †h 

Awf‡hv‡Mi wfwË‡Z PvKzix nB‡Z eiLv Í̄, AcmviY ev eva¨Zvg~jK Aemi`v‡bi `Ð Av‡iv‡ci wm×všÍ MÖnY 

KwiqvwQ‡jb, †mB Awf‡hv‡Mi Dci m~wPZ Kvh©avivi †cÖÿvcU we‡Pbvc~e©K cybtZ`‡šÍi wm×všÍ MÖnY K‡ib, Zvnv 

nB‡j †h ZvwiL nB‡Z cÖ_g PvKzix nB‡Z eiLv Í̄, AcmviY ev eva¨Zvg~jK Aem‡ii `Ð Av‡ivc Kiv nBqvwQj, H 

ZvwiL nB‡Z miKvwi Kg©Pvix mvgwqKfv‡e eiLv Í̄ iwnqv‡Qb ewjqv MY¨ nB‡eb Ges cybiv‡`k bv †`Iqv ch©šÍ GB 

mvgwqK eiLv Í̄ Ae¨vnZ _vwK‡e|  

 

13| PvKzix nB‡Z eva¨Zvg~jKfv‡e AemicÖvß, AcmvwiZ A_ev eiLv Í̄K…Z miKvwi Kg©PvixM‡Yi 

ÿwZc~iY AemifvZv, Avby‡ZvwlK, BZ¨vw`| 

(1) ÿwZc~iY, Aemi fvZv ev Avby‡Zvwl‡Ki cwigvY m¤ú‡K© ivóªcwZi †h †Kv‡bv Av‡`k mv‡c‡ÿ, GKRb 

eva¨Zvg~jKfv‡e AemicÖvß miKvwi Kg©Pvix, AZtci ewY©Z weav‡bi †ÿÎ e¨ZxZ, GBi~c ÿwZc~iY AemifvZv ev 

Avby‡ZvwlK ev fwel¨ Znwej myweavw` cÖvc¨ nB‡eb †mBi~‡c, wZwb hw` †Kv‡bv weKí Dchy³ PvKzixi e¨e¯’v e¨ZxZ 

Zvnvi c` wejywßi Kvi‡Y PvKzixPz¨Z nB‡Zb Zvnv nB‡j, Zvnvi PvKzix ev c‡`i cÖwZ cÖ‡hvR¨ wewamg~‡ni Aax‡b 

Aemi MÖnY Zvwi‡L †hBiƒc cÖvc¨ nB‡Zb : Z‡e kZ© _v‡K †h, wewa 12 Gi Aax‡b mvgwqK eiLv Í̄Kv‡ji ci 

eva¨Zvg~jK Aemi cÖ`v‡bi †ÿ‡Î D³ ÿwZc~iY Aemi fvZv ev Avby‡ZvwlK ev fwel¨ Znwej myweavw` mvgwqK 

eiLv Í̄Kvj ev` w`qv †Kej PvKzixKv‡ji Rb¨ cÖvc¨ nB‡eb :  Av‡iv kZ© _v‡K †h, †h †ÿ‡Î †Kv‡bv A¯v’qx miKvwi 

Kg©Pvix‡K gvbwmK ev kvixwiK Amvg‡_©¨i Kvi‡Y A`ÿZv †nZz Aemi cÖ`vb Kiv nq, †mB‡ÿ‡Î wZwb evsjv‡`k 

mvwf©m iæjm Gi wewa 321 Gi Aax‡b AemiKvjxb myweavw` cvB‡eb|  
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(2) ivóªcwZ KZ©K„ KiæYvekZ cÖ`Ë †Kv‡bv Av‡`k e¨ZxZ PvKzwi nB‡Z AcmvwiZ ev eiLv Í̄KZ… †Kv‡bv miKvwi 

Kg©Pvix †Kv‡bv ÿwZc~iY, Aemi fvZv, Avby‡ZvwlK A_ev AskcÖ`vqK fwel¨ Znwe‡j miKv‡ii Puv`v nB‡Z D™¢~Z 

myweavw` cvB‡eb bv|  

14| cybe©nvj| 

(1) wewa 5 Gi Dc-wewa (1) Gi Aby‡”Q` (K) Gi Aaxb cÖ`Ë Av‡`k Abyhvqx QywU‡Z †cÖwiZ †Kv‡bv miKvwi 

Kg©Pvix‡K hw` eiLv Í̄, AcmviY, wbgœc‡` c`vebwgZ ev eva¨Zvg~jK Aemi cÖ`vb Kiv bv nq, Zvnv nB‡j, 

†ÿÎgZ, Zvnv‡K PvKzix‡Z cybe©nvj Kiv nB‡e, A_ev Zvnv‡K Zvnvi c`gh©v`vq Avmxb ev mgc` gh©v`v cÖ`vb Kiv 

nB‡e Ges Zvnvi D³ QzwUKvj c~Y© †eZ‡b KZ©e¨Kvj ewjqv MY¨ nB‡e|  

(2) mvgwqK eiLv‡¯Íi ci cybe©nvj msµvšÍ welqvw` evsjv‡`k mvwf©m iæjm Øviv wbqwš¿Z nB‡e|  

15| ¯v’bxq KZ©„cÿ, BZ¨vw`‡Z b¨ Í̄ Kg©KZ©vM‡Yi weiæ‡× Z`‡šÍi c×wZ| 

(1) †h miKvwi Kg©Pvix cÖwZ GB wewagvjv cÖ‡hvR¨ Zvnvi PvKzix ¯v’bxq ev Ab¨ †Kv‡bv KZ©„cÿ‡K, AZtci GB 

wewa‡Z nvIjvZ MÖnxZv KZ©„cÿ (borrowing authority) ewjqv DwjøwLZ, nvIjvZ †`Iqv nB‡j, GB wewagvjvi 

Aaxb Zvnvi weiæ‡× Kvh©aviv m~Pbv Kwievi D‡Ï‡k¨ KZ©„c‡ÿi ÿgZv nvIjvZ MÖnxZ KZ©„c‡ÿi _vwK‡e : Z‡e kZ© 

_v‡K †h, nvIjvZ MÖnxZv KZ©„cÿ D³ miKvwi Kg©Pvixi PvKzix nvIjvZ cÖ`vbKvix KZ©„cÿ‡K (lending 

authority), AZtci GB wewa‡Z nvIjvZ cÖ`vbKvix KZ©„cÿ wnmv‡e DwjøwLZ, †h cwiw¯w’Z‡Z Kvh©aviv ïiæ Kiv 

nBqv‡Q Zvnv Awej‡¤^ AewnZ Kwi‡e|  

 (2) nvIjvZ MÖnxZv KZ©„cÿ nvIjvZ wnmv‡e Mn„xZ †Kv‡bv miKvwi Kg©Pvixi weiæ‡× †Kvbv Awf‡hv‡Mi cÖv_wgK 

Z`šÍ Kwiqv wefvMxq Kvh©µg MÖnY Kwievi g‡Zv ch©vß KviY iwnqv‡Q ewjqv g‡b Kwi‡j wb‡Riv wefvMxq Kvh©µg 

M ÖnY bv Kwiqv mgy`q †iKW©cÎ I Z_¨ nvIjvZ cÖ`vbKvix KZ©„c‡ÿi wbKU GB wewai Aax‡b wefvMxq Kvh©µg 

MÖnY Kwievi Rb¨ †cÖiY Kwi‡Z cvwi‡e|  

(3) Dc-wewa (2) Gi Aaxb mgy`q †iKW©cÎ I Z_¨ cÖvwßi ci nvIjvZ cÖ`vbKvix KZ©„cÿ mvgwMÖK welqwU 

we‡ePbv Kwiqv wefvMxq Kvh©µg MÖnY Kwievi Rb¨ ch©vß KviY iwnqv‡Q ewjqv g‡b Kwi‡j nvIjvZ wnmv‡e cÖ`Ë 

mswkøó Kg©Pvixi weiy‡× GB wewai Aax‡b wefvMxq Kvh©µg MÖnY Kwi‡e Ges wewa †gvZv‡eK welqwU wb®úwË 

Kwi‡e|  

(4) Dc-wewa (1) Abymv‡i †Kv‡bv miKvwi Kg©Pvixi weiy‡× `v‡qiKZ… gvgjvi Z`‡šÍi djvd‡ji wfwË‡Z nvIjvZ 

MÖnxZv KZ©„cÿ g‡b K‡i †h, Zvnvi Dci `Ð Av‡ivc Kiv DwPr Zvnv nB‡j nvIjvZ MÖnxZv KZ©„cÿ nvIjvZ 

cÖ`vbKvix KZ©„c‡ÿi wbKU D³ gvgjvi mgy`q †iKW©cÖÎ †cÖiY Kwi‡e| 

(5) Dc-wewa (4) Gi Aaxb mgy`q †iKW©cÖÎ cÖvwßi ci nvIjvZ cÖ`vbKvix KZ©„cÿ wb‡R `Ð`v‡bi Dchy³ 

KZ©„cÿ nB‡j †hBiƒc cÖ‡qvRb g‡b Kwi‡e †mBiƒc Av‡`k cÖ`vb Kwi‡Z cvwi‡e A_ev, hw` wb‡R KZ©„cÿ bv nb, 

Zvnv nB‡j gvgjvwU `Ð`v‡bi †hvM¨ KZ©„c‡ÿi wbKU cÖ‡qvRbxq Av‡`k `v‡bi Rb¨ Dc ’̄vcb (submit) Kwi‡e| 

 (6) GB wewai Aax‡b KZ©„cÿ nvIjvZ MÖnxZv KZ©„cÿ KZ©K„ †cÖwiZ Z`šÍ †iK‡W©i Dci A_ev wZwb †hBiƒc 

cÖ‡qvRb g‡b Kwi‡e †mBiƒc AwaKZi Z`šÍ Abyôv‡bi ci Av‡`k cÖ`vb Kwi‡Z cvwi‡e Ges GBiƒc Av‡`k 

cÖ`v‡bi †ÿ‡Î wewa 7 Gi Dc-wewa (9) I (10) Gi weavbmg~n AbymiY Kwi‡Z nB‡e|  

16| Av‡`‡ki weiæ‡× Avwcj| 

(1) †Kv‡bv miKvwi Kg©Pvix GB D‡Ï‡k¨ miKv‡ii mvaviY ev we‡kl Av‡`k Øviv wba©vwiZ KZ©„c‡ÿi wbKU, A_ev 

†h †ÿ‡Î GBiƒc †Kv‡bv KZ©„cÿ wba©vwiZ bvB, †mB‡ÿ‡Î Av‡`k`vbKvix KZ©„c‡ÿi cieZx© EaŸ©Zb KZ©„c‡ÿi 

wbKU, A_ev †h †ÿ‡Î wb‡qvMKvix KZ©„c‡ÿi Aa Í̄b †Kv‡bv KZ©„cÿ Av‡`k`vb Kwiqv‡Qb, †mB‡ÿ‡Î wb‡qvMKvix 

KZ©„c‡ÿi wbKU, wbgœewY©Z †h †Kv‡bv Av‡`‡ki weiæ‡× Avwcj `v‡qi Kwi‡Z cvwi‡eb, h_v :(K) Zvnvi Dci †h 

†Kv‡bv `Ð Av‡iv‡ci Av‡`‡ki weiæ‡×; (L) Pzw³ wfwË‡Z wbhy³ nBqv Pzw³i kZ©vbymv‡i PvKzixi Aemv‡bi mgq 

ch©šÍ GKbvMv‡i 5 (cuvP) erm‡ii AwaKKvj PvKzix‡Z wb‡qvwRZ _vwK‡j, D³ †ÿ‡Î PvKzixi Ae`vb NUv‡bvi 

Av‡`‡ki weiæ‡×; (M) Zvnvi †eZb, fvZvw`, †cbkb ev PvKzixi Ab¨vb¨ kZ©vewj hvnv PvKzixi wewa ev Pzw³ Øviv 

wbqwš¿Z nq, Zvnvi ¯v̂‡_©i cÖwZK~‡j cwieZ©b, i`e`j ev AMÖvn¨ Kwievi Av‡`‡ki weiæ‡×; A_ev (N) PvKzixi †h 

wewa ev Pzw³ Øviv Zvnvi †eZb, fvZvw`, †cbkb ev PvKzixi Ab¨vb¨ kZ©vewj wbqwš¿Z nq, Dnvi †Kv‡bv weav‡b 

Zvnvi ¯̂v‡_©i cÖwZK~j e¨vL¨v msewjZ Av‡`‡ki weiæ‡×|  
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17| Avwcj `v‡q‡ii mgqmxgv| 

†h Av‡`‡ki weiæ‡× Avwcj Kiv nB‡e, D³ Av‡`k m¤ú‡K© AvwcjKvix AewnZ nBevi Zvwi‡Li 3 (wZb) gv‡mi 

g‡a¨ Avwcj `v‡qi Kiv bv nB‡j GB wewagvjvi Aax‡b †Kv‡bv Avwcj MÖnY Kiv nB‡e bv :  

Z‡e kZ© _v‡K †h, hw` Avwcj KZ©„cÿ mšó‘ nb †h, h_vmg‡q AvwcjKvixi Avwcj `v‡qi Kwi‡Z bv cvwievi ch©vq 

KviY iwnqv‡Q, Zvnv nB‡j Avwcj KZ©„cÿ Dc‡ivwjøwLZ †gqv` AwZevwnZ nIqv m‡Ë¡I  cieZx© 3 (wZb) gv‡mi 

g‡a¨ †Kv‡bv Avwcj we‡ePbvi Rb¨ MÖnY Kwi‡Z cvwi‡e|  

18| Avwcj `v‡q‡ii ixwZ I c×wZ| 

(1) GB wewagvjvi Aaxb Avwcj `v‡qi Kwi‡Z nB‡j cÖ‡Z¨K e¨w³‡K c„_Kfv‡e Ges ¯x̂q bv‡g Avwcj `v‡qi 

Kwi‡Z nB‡e| 

 (2) Dc-wewa (1) Gi Aaxb Avwcj KZ©„cÿ‡K m‡¤̂vab Kwiqv `v‡qiKZ… cÖwZwU Avwcj Av‡e`b AvwcjKvix KZ©K„ 

Zvi ¯ĉ‡ÿ MyiyZ¡c~Y© I hyw³ wbf©i Z_©mg~n AšÍf©yw³µ‡g ¯q̂sm¤ú~Y©i~‡c `v‡qi Kwi‡Z nB‡e Ges Dnv‡Z †Kv‡bv 

Am¤§vbRbK ev A‡kvfb fvlv e¨envi Kiv hvB‡e bv| 

 (3) cÖwZwU Avwcj Av‡e`b AvwcjKvix †h Awd‡m Kg©iZ Av‡Qb †mB Awd‡mi Awdm cÖav‡bi gva¨‡g A_ev, 

wZwb PvKzixiZ bv _vwK‡j, me©‡kl †h Awd‡m PvKzixiZ wQ‡jb †mB Awd‡mi Awdm cÖav‡bi gva¨‡g Ges †h 

KZ©„c‡ÿi Av‡`‡ki weiy‡× Avwcj Kiv nB‡Z‡Q, D³ KZ©…c‡ÿi gva¨‡g `v‡qi Kwi‡Z nB‡e : Z‡e kZ© _v‡K †h, 

Avwcj Av‡e`‡bi GKwU AwMÖg Kwc Avwcj KZ©„c‡ÿi wbKU mivmwi `vwLj Kiv hvB‡e| 

 19| Avwcj ¯’wMZ (Withheld) ev AvUK ivLv 

(1) †h Av‡`‡ki weiy‡× Avwcj `v‡qi Kiv nBqv‡Q, †mB Av‡e`bKvix KZ©„cÿ D³ Avwcj ¯w’MZ ivwL‡Z cvwi‡e, 

hw` Dnv 

 (K) GBi~c †Kv‡bv Av‡`‡ki weiy‡× `v‡qi Kiv nBqv‡Q hvnvi Rb¨ †Kv‡bv Avwcj `v‡qi Kiv hvq bv; A_ev  

(L) wewa 17 †Z wba©vwiZ mgqmxgvi g‡a¨ `v‡qi Kiv bv nBqv _v‡K Ges wej‡¤^i †Kv‡bv KviY `k©v‡bv bv nBqv 

_v‡K; A_ev  

(M) wewa 18 G ewY©Z †h †Kv‡bv weavb cvjb bv Kiv nBqv _v‡K; A_ev  

(N) c~‡e©i †Kv‡bv Avwc‡ji cybivew„Ë nq Ges †h Avwcj KZ©„cÿ KZ©K„ Abyiyc Avwc‡j BZtc~‡e© wm×všÍ cÖ`vb Kiv 

nBqv‡Q †mB GKB Avwcj KZ©„c‡ÿi wbKU `v‡qi Kiv nBqv _v‡K Ges gvgjvwU cybwe©‡ePbvi KviY wnmv‡e b~Zb 

†Kv‡bv Z_¨ ev cwiw¯w’Z D™¢e nBqv _v‡K : Z‡e kZ© _v‡K †h, Avwcj ¯w’MZ ivwLevi cÖwZwU †ÿ‡Î, D³ Z_¨ Ges 

¯w’MZ ivwLevi KviY AvwcjKvix‡K AewnZ Kwi‡Z nB‡e : Z‡e AviI kZ© _v‡K †h, †Kej wewa 18 Gi weavbmg~n 

cvj‡b e¨_© nBevi Kvi‡Y ¯w’MZ ivLv Avwcj, ¯w’MZ ivLv m¤ú‡K© AvwcjKvix AewnZ nBevi ZvwiL nB‡Z GK 

gv‡mi g‡a¨ †h †Kv‡bv mgq cybivq `v‡qi Kwi‡Z cvwi‡e Ges D³ weavbmg~n cvjbc~e©K cybivq `v‡qi Kiv nB‡j 

Avwcj Av‡e`bwU AvUK ivLv hvB‡e bv|  

(2) Dchy³ KZ©„cÿ †hŠw³K †Kv‡bv Kvi‡Y Avwcj ¯w’MZ ivwL‡j Dnvi weiy‡× Avwcj Kiv hvB‡e bv| 

 (3) GB wewai Aax‡b †Kv‡bv KZ©„cÿ KZ©K„ ¯w’MZ ivLv Avwcj Av‡e`bmg~‡ni ZvwjKv, ¯w’MZ ivwLevi KviYmn, 

D³ KZ©„cÿ Avwcj KZ©„c‡ÿi wbKU cÖwZ 3 (wZb) gv‡m GKevi Kwiqv †cÖiY Kwi‡e|  

20| Avwcj AMÖvqb| 

(1) †h KZ©„c‡ÿi Av‡`‡ki weiy‡× Avwcj `v‡qi Kiv nBqv‡Q †mB KZ©„cÿ wewa 19 Gi Aax‡b ¯w’MZ ivLv nq bvB 

GBi~c cÖwZwU Avwcj gšÍe¨ I mswkøó †iKW©cÎmn Avwcj KZ©©„c‡ÿi wbKU AMÖvqb Kwi‡e|  

(2) Avwcj KZ©„cÿ wewa 19 Gi Aax‡b ¯w’MZ ivLv †h †Kv‡bv Avwcj Av‡e`b Zje Kwi‡Z cvwi‡e Ges Dnv Kiv 

nB‡j D³ Avwcj Dnvi ¯w’MZKvix KZ©„c‡ÿi gšÍe¨ I mswkøó †iKW©cÎmn Avwcj KZ©„c‡ÿi wbKU h_vixwZ 

AMÖvqb Kwi‡Z nB‡e|  

21| Avwcj wb®úwË| 

(1) †Kv‡bv `Ð Av‡iv‡ci Av‡`‡ki weiy‡× Avwc‡ji †ÿ‡Î, Avwcj KZ©„cÿ wbg œ ewY©Z welq¸wj we‡ePbv Kwi‡e 

Ges †hBi~c Av‡`k cÖ`vb Kiv Dchy³ g‡b Kwi‡e †mBi~c Av‡`k cÖ`vb Kwi‡e (K) GB wewagvjvq ewY©Z wba©vwiZ 
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c×wZ AbymZ„ nBqv‡Q wKbv Ges hw` nBqv _v‡K, Z‡e AbymZ„ bv nIqvi Kvi‡Y b¨vqwePvi e¨vnZ nBqv‡Q wKbv; 

(L) Awf‡hv‡Mi Dci cÖvß Z_¨vw` h_v_© wKbv; Ges (M) Av‡ivwcZ `Ð gvÎvwZwi³, ch©vß ev Ach©vß wKbv| 

 (2) `Ðv‡`k e¨ZxZ Ab¨ †Kv‡bv Av‡`‡ki weiy‡× Avwc‡ji †ÿ‡Î, Avwcj KZ©„cÿ welqwU m¤úwK©Z Z_¨ I 

cwiw¯w’Z we‡ePbv Kwi‡e Ges †hBi~c Av‡`k cÖ`vb h_vh_ I b¨vqmsMZ ewjqv we‡ewPZ nB‡e †mBi~c Av‡`k 

cÖ`vb Kwi‡e|  

(3) †h KZ©…c‡ÿi Av‡`‡ki weiy‡× Avwcj `v‡qi Kiv nBqv‡Q D³ KZ©„cÿ Avwcj KZ©„c‡ÿi Av‡`k cÖvwßi ZvwiL 

nB‡Z 30 (wÎk) Kvh©w`e‡mi g‡a¨ Avwcj KZ©„c‡ÿi Av‡`k Kvh©Ki Kwi‡e|  

22| cybwe©‡ePbv| 

(1) ivóªcwZ KZ©K… cÖ`Ë †Kv‡bv Av‡`‡ki Øviv †Kv‡bv miKvwi Kg©Pvix msÿzä nB‡j wZwb Av‡`kwU cybwe©‡ePbvi 

Rb¨ ivóªcwZi wbKU Av‡e`b Kwi‡Z cvwi‡eb|  

(2) Av‡e`bKvix †h Av‡`‡ki Øviv msÿzä nBqv‡Qb, D³ Av‡`k ÁvZ nBevi ZvwiL nB‡Z 3 (wZb) gv‡mi g‡a¨ 

cybwe©‡ePbvi Av‡e`b `vwLj bv Kwi‡j †Kv‡bv Av‡e`bcÎ cybwe©‡ePbvi Rb¨ MÖnY Kiv nB‡e bv : Z‡e kZ© _v‡K 

†h, hw` ivóªcwZi wbKU m‡šÍvlRbKfv‡e cÖZxqgvb nq †h, Av‡e`bKvix KZ©K„ h_vmg‡q Av‡e`b `vwLj Kwi‡Z bv 

cvwievi ch©vß KviY iwnqv‡Q, Zvnv nB‡j Dc‡ivwjøwLZ †gqv` AwZevwnZ m‡Ë¡I cieZ©x 3 (wZb) gv‡mi g‡a¨ 

†Kv‡bv Av‡e`b cybwe©‡ePbvi Rb¨ MÖnY Kwi‡Z cvwi‡e|  

(3) cÖ‡Z¨K e¨w³ cybwe©‡ePbvi Av‡e`b wbR bv‡g I c„_Kfv‡e `vwLj Kwi‡eb|  

(4) cybwe©‡ePbvi Rb¨ cÖ‡Z¨KwU Av‡e`b †h Awd‡m Av‡e`bKvix Kg©iZ Av‡Qb A_ev PvKzwiiZ bv _vwKevi †ÿ‡Î 

me©‡kl †h Awd‡m Kg©iZ wQ‡jb, †mB Awd‡mi Awdm cÖav‡bi gva¨‡g ivóªcwZi wbKU `vwLj Kwi‡Z nB‡e| 

 (5) cybwe©‡ePbvi Av‡e`‡bi Dci ivóªcwZ †hBi~c Av‡`k cÖ`vb Dchy³ g‡b Kwi‡eb †mBi~c Av‡`k cÖ`vb 

Kwi‡e|  

23| cybixÿY| 

ivóªcwZ, wbR D‡`¨v‡M wKsev Ab¨fv‡e, mswkøó gvgjvi †iKW©cÎ Zje Kwiqv GB wewagvjvi Aax‡b Avwc‡j cÖ`Ë 

†h †Kv‡bv Av‡`k A_ev hvnvi weiy‡× †Kv‡bv Avwcj Kiv nq bvB, GBi~c Avwcj‡hvM¨ †Kv‡bv Av‡`k D³ Av‡`k 

cÖ`v‡bi ZvwiL nB‡Z GK erm‡ii g‡a¨ ms‡kvab Kwi‡Z cvwi‡eb|  

24| ivóªcwZ KZ©K„ cÖ`Ë Av‡`k Avwcj‡hvM¨ bq|GB wewagvjvq hvnv wKQzB _vKzK bv †Kb, ivóªcwZ KZ©K… cÖ`Ë 

†Kv‡bv Av‡`‡ki weiy‡× †Kv‡bv Avwcj `v‡qi Kiv hvB‡e bv|  

25| Av`vj‡Z wePvivaxb Kvh©aviv| 

(1) †Kv‡bv miKvwi Kg©Pvixi weiy‡× †Kv‡bv Av`vj‡Z GKB wel‡qi Dci †dŠR`vwi Kvh©aviv ev AvBbMZ Kvh©aviv 

wePvivaxb _vwK‡j, Zvnvi weiy‡× wefvMxq Kvh©aviv wb®úwËi †ÿ‡Î †Kv‡bv evav _vwK‡e bv|  

(2) The Public Servants (Dismissal on Conviction) Ordinance, 1985 (1985 m‡bi 5bs 

Aa¨v‡`k) G ewY©Z Aciva e¨ZxZ Ab¨ †Kv‡bv Aciv‡ai `v‡q †Kv‡bv miKvwi Kg©Pvix Av`vjZ KZ©K„ `ÐcÖvß 

nB‡j Zvnv‡K GB wewagvjvi Aax‡b `Ð cÖ`vb Kiv nB‡e wKbv Zrm¤ú‡K© KZ©„cÿ wm×všÍ MÖnY Kwi‡e| 

 (3) KZ©„cÿ GB wewagvjvi Aax‡b Zvnv‡K `Ð cÖ`v‡bi wm×všÍ MÖnY Kwi‡j, welqwUi cwiw¯w’Z‡Z KZ©„cÿ †hBi~c 

we‡ePbv Kwi‡e †mBi~c `Ð Av‡ivc Kwi‡Z cvwi‡e Ges GBi~c `Ð Av‡iv‡ci †ÿ‡Î †Kv‡bv Kvh©aviv m~Pbv Kwievi 

cÖ‡qvRb nB‡e bv Ges cÖ Í̄vweZ `‡Ði weiy‡× KviY `k©v‡bvi Rb¨ miKvwi Kg©Pvix‡K †Kv‡bv my‡hvM cÖ`v‡biI 

cÖ‡qvRb nB‡e bv|  

(4) KZ©„cÿ D³ miKvwi Kg©Pvixi Dci †Kv‡bv `Ð Av‡ivc bv Kwievi  wm×všÍ MÖnY Kwi‡j Zvnv‡K PvKzwi‡Z 

cybe©nvj Kiv ev envj ivwLevi Rb¨ wb‡qvMKvix KZ©„c‡ÿi Ae¨ewnZ EaŸ©Zb KZ©„c‡ÿi A_ev †h †ÿ‡Î ivóªcwZ 

wb‡RB wb‡qvMKvix KZ©„cÿ †mB‡ÿ‡Î ivóªcwZi Aby‡gv`b MÖnY Kwi‡Z nB‡e| 

 26| Ab¨ †Kv‡bv AvB‡bi Aax‡b cÖvc¨ AwaKvi ev we‡kl AwaKvi ÿzYœ bv Kiv|GB wewagvjvq hvnv wKQzB _vKzK 

bv †Kb, †Kv‡bv e¨w³ we`¨gvb AvBb ev GB wewagvjv cÖeZ©‡bi Ae¨ewnZ c~‡e© D³ e¨w³ I miKv‡ii g‡a¨ we`¨gvb 

†Kv‡bv Pzw³ ev mg‡SvZvi Aax‡b †Kv‡bv wKQz cÖvc¨ nB‡j wZwb D³i~c AwaKvi ev we‡kl AwaKvi nB‡Z ewÂZ 

nB‡eb bv|  
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27| Av‡`k Rvwii Kvh©KiZv| 

(1) GB wewagvjvi Aax‡b †Kv‡bv Av‡`k cÖ`vb Kiv nB‡j Dnv Av‡`k Rvwii ZvwiL nB‡Z Kvh©Ki nB‡e| 

 (2) wewa 2 G DwjøwLZ cjvq‡bi Kvi‡Y †Kvb Kg©Pvixi weiy‡× wewa 3 I 4 Gi Aaxb †Kvb `Ð Av‡ivc Kiv nB‡j 

Dnv cjvq‡bi ZvwiL nB‡Z Kvh©Ki Kiv hvB‡e|  

28| iwnZKiY I †ndvRZ| 

The Government Servants (Discipline and Appeal) Rules, 1985, AZtci 

iwnZ wewagvjv ewjqv DwjøwLZ, GZÏ¦viv iwnZ Kiv nBj|  

(2) Dc-wewa (1) Gi Aaxb iwnZ nIqv m‡Z¡I, iwnZ wewagvjvi Aaxb (K) KZ… KvRKg© ev Mn„ xZ †Kvb e¨e¯v’ 

GB wewagvjvi Aaxb KZ… ev Mn„xZ nBqv‡Q ewjqv MY¨ nB‡e; (L) Mn„ xZ ev m~wPZ †Kvb Kvh© ev Kvh©aviv Awb®úbœ 

_vwK‡j Dnv Ae¨vnZ _vwK‡e Ges GB wewagvjvi weavb Abymv‡i wb®úbœ Kwi‡Z nB‡e; Ges (M) KZ©„c‡ÿi ÿgZv 

cÖ‡qv‡Mi Rb¨ ivóªcwZ KZ©K„ g‡bvbxZ †Kv‡bv KZ©„cÿ ev Kg©KZ©v, A_ev ivóªcwZ KZ©K… g‡bvbxZ KZ©„cÿ ewjqv 

MY¨ †Kv‡bv KZ©„cÿ ev Kg©KZ©v, †ÿÎgZ, GB wewagvjvi Aax‡b KZ©„cÿ ev Kg©KZ©v ewjqv MY¨ nB‡e| 
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Lesson Plan 
Lesson: 5                        Ref: 1.1.5 

Title : Procedure for Disciplinary action (Practical) and Grievens  

                                      Handling  

Aims : To teach the participants about the procedure of deciplinary   

                                       inquiry, so that they can prepare inquiry report in the real job          

                                       situation. 

Learning outcomes  : At the end of the session, the participants will be able to : 

 define major and minor penalty; 

 state the reasons of major and minor penalty; 

 mention steps of investigation procedure for minor/ major 

penalties/ subversive activities; and 

 prepare an inquiry report. 

 mention  the procedure of Grievens  Handling 

                                       

Content Methods/ 

Techniques 

Aids/ 

Resources 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic: Disciplinary inquiry 

 Importance: Office norms and 

values/Office discipline/smooth 

functioning of administration and 

management. 

 Outline of content 

Lecture and 

Discussion/ 

Q+A 

 6 

Development 

 Practice the exercise by the trainer 

 Allow the participants to practice 

 Allow the participants for 

presentation 

 Describe Grievens Handling 

 Motivation (Energize the group) 

 Practice/Exercise 

 Check attention (wrong statement) 

 Feedback (Q+A) 

Lecture/ 

Discussion/ 

Practice/ 

Q+A 

 45 

Conclusion 

 Assessment of Los 

 Summarization by using key 

words 

 Motivation (application of 

leaning) 

 References 

 Forward Planning 

Discussion/ 

Q+A 
 9 

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  should 

be available in the classroom 

   Behaviour/Performance                       Condition                              Criteria 
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Lesson Plan 

Lesson- 6                                               Ref: 1.1.6 

Title: Prescribed Leave Rules, 1959                                                                

Target population: Officers (Grade 9 and above) of different organizations under 

MoA.                   

Time : 1 hour 

Aims : Todiscuss about Prescribed Leave Rules,1959 so that the 

participants can grant and avail leave as per rules in their working 

place. 

Learning outcomes: After completion of the session the participants will be able to: 

 Define leave 

 list different types of leave; 

 explain different types of leave rules; 

 calculate different types of leave;  

 state the leave statement; 

 Condition for sanctioning  PRL; and 

 discuss  benifits during leave period. 

Content  Methods/ 

Techniques 

Resources/ 

Aids 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:  Leave Rules 

 Importance:Smooth functioning of 

administration  

 Outline of content 

Lecture/ 

Discussion/ 

Q+A 

 

 5 

Development 

 Different types of leave 

 Counting working day for leave 

 Due benefits during enjoying leave 

 Condition for sanctioning  PRL 

 Leave statement 

 Motivation (Energize the group) 

 Practice/Exercise 

 Check attention (wrong statement) 

 Feedback (Q+A). 

Lecture/ 

Discussion/ 

Exercise/ 

Q+A 

 

 45 

Conclusion: 

Assesment of Los 

 Summerization by using Key Words 

 Motivation(application of learning) 

 References 

 Forward planning 

Discussion 

Q+A 
 10 

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  should 

be available in the class room. 

 

Behaviour/Performance                       Condition                              Criteria 
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Lesson Plan 

Lesson- 7                                                                           Ref: 1.1.7 

Title: Prescribed Leave Rules, 1959                                                                   

Target population: Officers (Grade 9 and above) of different organizations under 

MoA.                   

Time : 1 hour 

Aims : Todiscuss about Prescribed Leave Rules,1959 so that the 

participants can grant and avail leave as per rules in their working 

place. 

Learning outcomes: After completion of the session the participants will be able to: 

 Define leave 

 list different types of leave; 

 explain different types of leave rules; 

 calculate different types of leave;  

 state the leave statement; 

 Condition for sanctioning  PRL; and 

 discuss  benifits during leave period. 

Content  Methods/ 

Techniques 

Resources/ 

Aids 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:  Leave Rules 

 Importance:Smooth functioning of 

administration  

 Outline of content 

Lecture/ 

Discussion/ 

Q+A 

 

 5 

Development 

 Different types of leave 

 Counting working day for leave 

 Due benefits during enjoying leave 

 Condition for sanctioning  PRL 

 Leave statement 

 Motivation (Energize the group) 

 Practice/Exercise 

 Check attention (wrong statement) 

 Feedback (Q+A). 

Lecture/ 

Discussion/ 

Exercise/ 

Q+A 

 

 45 

Conclusion: 

 Assesment of Los 

 Summerization by using Key Words 

 Motivation(application of learning) 

 References 

 Forward planning 

Discussion 

Q+A 
 10 

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  should 

be available in the class room. 

 

Behaviour/Performance                       Condition                              Criteria 
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Prescribed Leave Rules-1959 
Md. Jamal Uddin 

 

m~Pbv t 

gvbyl †gwk‡bi gZ| †gwkb avivevwnKfv‡e PvwjZ n‡j †hgb Dnvi ¶gZv n«vm cvq, ‡Zgwb gvbyl Aweivgfv‡e 

KvR Ki‡jI Zvi Kg©¶gZv I D`¨g nvwi‡q †d‡j| ZvB wekÖv‡gi cÖ‡qvRb| Bnv‡Z Kg©¶gZv e„w× cvq| Rb¯v̂_© 

¶zbœ K‡i hLb ZLb QzwU `vex Kiv hvq bv| †Zgwb QzwU gÄyiKvix KZ…©c¶I ¶gZvi Ace¨envi K‡i Rb-¯v̂‡_©i 

Arynv‡Z hLb ZLb QzwU cÖZ¨vL¨vb Ki‡Z cv‡ib bv| Sir George Spence h_v_©B e‡j‡Qb †h, Òleave cannot be 

claimed as a matter of right, but leave cannot be refused as a matter of routine”.| 

QywU wK ? 

miKvix Kg©Pvix mvßvwnK QywU ev miKvi  †NvwlZ QywU e¨wZ‡i‡K ‡Kvb Kg©w`e‡m Awd‡m Aby‡gvw`Z 

Abycw¯’Z _vK‡j Bnv‡K QywU e‡j| 

QywU AR©b wK ? 

Kvh©¨ m¤úv`‡bi wewbg‡q GKRb miKvix Kg©Pvix QywU AR©b K‡ib|  QywUi Puv`v cÖ`vb Kiv n‡j ˆe‡`wkK 

PvKix Kvh©Kvj wn‡m‡e MY¨ Kiv nq (GdAvi-60/145, weGmAvi-2103)| 

QywU KZ cÖKvi ? 

QywU g~jZt 3(wZb) cÖKvi h_v (K) mvaviY QywU  (L) AmvaviY QywU I (M) we‡kl ai‡Yi QywU| 

(K) mvaviY QywU t  KvR K‡i QywU AR©b Kiv‡K mvaviY QywU e‡j|  mvaviY QywU Avevi 2 cÖKvi (1) c~Y© Mo 

†eZ‡b AwR©Z QywU Ges (2) Aa© Mo †eZ‡b AwR©Z QywU| 

(1) c~Y© Mo †eZ‡b AwR©Z QywU t  GKRb ¯’vqx miKvix Kg©Pvix Kg©Kvjxb mg‡qi Rb¨ 11 w`‡b 1 w`b nv‡i c~Y© 

Mo †eZ‡b QywU AR©b K‡i Ges me©vwaK 4 gvm ch©šÍ Gfv‡e QywU Rgv n‡e|  4 gv‡mi AwZwi³ AwR©Z QywU 

c„_K AvB‡U‡g Rgv n‡e|  c„_K AvB‡U‡g RgvK…Z QywU n‡Z †gwW‡Kj mvwU©wd‡K‡Ui wfwË‡Z A_ev Zx_© 

hvÎvq, wk¶vq A_ev evsjv‡`k, evg©v, kªxjsKv I fvi‡Zi evB‡i kªvwšÍ I we‡bv`‡bi D‡Ï‡k¨ Mo †eZ‡b QywU 

gÄyi Kiv hv‡e|  GB QywU m‡e©v”P 6 gvm ch©šÍ ewa©Z Kiv hv‡e| 

(2) Aa© Mo †eZ‡b AwR©Z QywU t  GKRb ¯’vqx miKvix Kg©Pvix Kg©Kvjxb mg‡qi Rb¨ 12 w`‡b 1 w`b nv‡i †h 

QywU AR©b K‡i G‡K Aa© Mo †eZ‡b AwR©Z QywU e‡j|  GB QywU meB Rgv nq|  †gwW‡Kj mvwU©wd‡KU `vwLj 

K‡i GB QywU me©vwaK 12 gvm ch©šÍ c~Y© Mo †eZ‡b i~cvšÍi Kiv hv‡e|  cÖwZ 2 w`‡bi Aa© Mo †eZ‡bi QywU 

1 w`‡bi c~Y© Mo †eZ‡b QywU wn‡m‡e MY¨ Ki‡Z nq| 

(3) GKRb A ’̄vqx miKvix Kg©Pvix 30†k Ryb, 1959 ch©šÍ wbiew”Qbœfv‡e 3 ev Z‡ZvwaK Kvj PvKixi †gqv` 

c~Y© Ki‡j ¯’vqx PvKixRxwei Abyiƒc QywU cÖvc¨ n‡eb|  Z‡e H Zvwi‡Li c‡i PvKix‡Z †hvM`vb K‡i‡Qb ev 

Ki‡eb Giƒc †¶‡Î †hvM`v‡bi ZvwiL †_‡K QywU cÖvc¨ n‡eb| Z‡e Zvi Kvh©Kv‡ji 22 w`‡bi Rb¨ 1 w`b 

c~Y© Mo †eZ‡b QywU AR©b Ki‡eb|  G‡¶‡Î 30 w`‡bi †ekx Rgv _vK‡e bv|  A ’̄vqx miKvix Kg©Pvix 30 

w`‡b 1 w`b Aa© Mo †eZ‡b QywU AR©b Ki‡eb, hv kyay Wv³vix mvwU©wd‡KU cÖ`vb mv‡c‡¶ †fvM Ki‡Z 

cvi‡eb| 

UxKv|- Mo †eZb ej‡Z miKvix Kg©Pvix †h gv‡m QywU‡Z Mgb Ki‡eb Dnvi Ae¨ewnZ c~e©eZ©x c~Y© evi gv‡mi AvnwiZ 

Mo gvwmK †eZb A_ev †h gv‡m QywU‡Z Mgb Ki‡eb Dnvi Ae¨ewnZ c~e©eZx© gv‡m †h †eZb D‡Ëvjb K‡i‡Qb GB `ywUi 

g‡a¨ hv AwaK jvf RbK, Zv eySv‡e| 

(4) AcÖvc¨ QywU(Leave not due) 

miKvix Kg©Pvixi QywUi wnmv‡e hLb †Kvb QywU gIRyZ bv _v‡K ZLb Zvi Av‡e`bµ‡g AwMªg QywU gÄyi Kiv 

nq|  D³ AwMªg QywU‡K AcÖvc¨ QywU (Leave not due) ejv nq| Bnv Aa©-Mo †eZ‡bi QywU wnmv‡e gÄyi 

Kiv nq|  Aemi cÖ Í̄ywZ QywU e¨ZxZ Ab¨vb¨ †¶‡Î wbgœ ewY©Z k‡Z© AcÖvc¨ QywU gÄyi Kiv hvq t- 
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(K)  Wv³vix mvwU©wd‡Kumn Av‡e`b Ki‡j mg Í̄ PvKzixKv‡j Aa©-Mo †eZ‡b †gvU 12 gvm ch©šÍ Ges Wv³vix 

mvwU©wd‡KU e¨ZxZ mg¯Í PvKzixKv‡j †gvU 3 gvm ch©šÍ GB QywU gÄyi Kiv hvq| 

(L)  AcÖvc¨ QywU n‡Z †diZ Avmvi ci GB QywU mgb¦q bv nIqv chšÍ Zvi QywUi wnmv‡e †Kvb QywU Rgv n‡e 

bv (wewa-5, wcGjAvi 1955/1959, GdAvi-81(3), weGmAvi-184(3)|  

(M)  mswkó Kg©Pvix QywU †k‡l PvKyix‡Z cÖZ¨vMgb Ki‡eb Ges QywU AR©b Ki‡eb GB g‡g© wbw-Z nIhvi 

ci QywU gÄyiKvix KZ©„c¶ AcÖvc¨ QywU gÄyi Ki‡Z cv‡ib (GdAvi-81(wm), weGmAvi-184(wm)|   

(N)   AcÖvc¨ QywU †fvMiZ †Kvb miKvix Kg©Pvix †m¦”Qvq Aemi Mªn‡Yi Av‡e`b Ki‡j D³ QywU evwZj K‡i 

QywU gÄyixi ZvwiL n‡Z Aemi Mªn‡Yi AbygwZ cÖ`vb Kiv ‡h‡Z cv‡i  (GdAvi-81(wm), weGmAvi-

184(wm), wewa-717, B-†KvW-II)|   

(O)  AcÖvc¨ QywU n‡Z †dir Avmvi ci QywU AR©bc~e©K Dnv mgb¦q Kiv nq weavq D³ QywUKvj‡K 

†cbkb‡hvM¨ PvKzix wBmv‡e MY¨ Kiv nq| 

(P)  AcÖvc¨ QywUKvjxb mgq wZwb Aa©-Mo †eZb cv‡eb (A¯’vqx Kg©Pvixi †¶‡Î GB QywU cÖ‡qvR¨ bq) 

(L) AmvaviY QywU/webv †eZ‡bi QywU (Extraordinary Leave)t  (K) ‡h QywUKvjxb mgq 

†Kvb miKvix Kg©Pvix †eZb †`qv nq bv  D³ QywU‡K AmvaviY/webv †eZ‡bi QywU ejv nq|  Dnv wb‡gœv³ Ae¯’vq 

cÖ`vb Kiv nq | 

(1)  hLb †Kvb QywU cÖvc¨ bv nq; A_ev 

(2)  Ab¨ QywU cÖvc¨ n‡jI hLb mswkó Kg©Pvix wjwLZfv‡e D³ QywU gÄyixi Av‡e`b K‡ib|  

(L)  ¯nvqx Kg©Pvix e¨ZxZ Ab¨ †Kvb Kg©Pvix‡K †Kvb GkwU Dcj‡¶ 3 gvm A_ev 12 gv‡mi AwaK  

AmvaviY QywU cÖ`vb Kiv hv‡e bv| 

(M)  Z‡e `xN©w`‡bi Amy¯’Zvi Rb¨ Wv³vix mvwU©wd‡KU cÖ`vb mv‡c‡¶ GKRb A ’̄vqx miKvix Kg©Pvix‡K 

me©vwaK 6 gvm ch©šÍ AmvaviY QywU gÄyi Kiv hvq| 

(N)  h²v ‡iv‡M AvµvšÍ GKRb miKvix Kg©Pvix‡K Wv³vix mvwU©wd‡KU cÖ`vb mv‡c‡¶ GK Dcj‡¶ 12 

gvm ch©šÍ  AmvaviY QywU gÄyi Kiv hvq|   

(O)  QywU gÄyiKvix KZ©„c¶ Abby‡gvw`Z Abycw¯’Z Kvj‡K AmvaviY QywU wn‡m‡e iƒcvšÍi Ki‡Z cv‡ib 

(wewa-9/ wcGjAvi-1955/1959)| 

(M) we‡kl ai‡Yi QywU t  (1) ˆbwgwËK QywU, (2) we‡kl Amg_© QywU, (3) cÖm~wZ ev gvZ…Z¡ QywU, (4) 

nvmcvZvj QywU, (5) Aa¨qb QywU, (6) we‡kl Amy¯’Zv QywU (7) m½ †iva QywU (8) AeKvk wefvMx‡Mi QywU Ges (9) 

wPË we‡bv`b QywU Ges (10) wefvMxq QywU|  (11) evsjv‡`‡ki evB‡i ˆe‡`wkK PvKixi (Foreign Service) 

Ae¯’vq QywU †fvM Ki‡j, hLb wjf-m¨vjvix cÖ`vb Kiv nq bv Gqvov miKvix QywU, wbe©vnx Av‡`‡k miKvix QywU, 

Hw”QK QywU,  Aemi cÖ Í̄ywZ QywU, cÖvc¨Zvwenxb ev AcÖvc¨ QywUI i‡q‡Q| 

(1)  ˆbwgwËK QywU (Casual Leave) t  KZ©„c‡¶i Aby‡gv`bµ‡g †Kvb miKvix Kg©Pvix e¨w³MZ A_ev 

Amy¯’Zvi Rb¨ wKQyw`‡bi Rb¨ K‡g© Abycw ’̄Z _vK‡j Bnv‡K ˆbwgwËK QywU e‡j| GKRb miKvix Kg©Pvix‡K m‡e©v”P 

10 w`b ch©šÍ ˆbwgwËK QywU gÄyi Kiv hvq|  Z‡e cve©Z¨ PUªMÖv‡g wb‡qvwRZ Kg©PvixMY‡K GK m‡½ 15 w`b ch©šÍ 

QywU gÄyi Kiv hvq|  miKvix QywU ev mvßvwnK QywUi m‡½ GB QywU m‡e©v”P 3 w`b ch©šÍ cÖ`vb Kiv †h‡Z cv‡i|  Z‡e 

Dfq w`‡K miKvix QywU _vK‡j GB QywU GK w`‡Ki QywUi mv‡_ †hvM Ki‡Z n‡e| 

 

(2) we‡kl Amg_© QywU (Special Disability Leave)t (GdAvi-83/wewa-192 weGmAvi/wewa-2122, 

E.Code-II) t  †Kvb miKvix Kg©Pvix Zvi Dci b¨v Í̄ `vwq‡Z¡ wb‡qvwRZ _vKvKvjxb Ae¯’vq B”QvK…Zfv‡e 

AvNvZcÖvß n‡j wKsev miKvix `vwqZ¡ cvjbKv‡j A_ev Zvi c`gh©v`vi Kvi‡Y AvnZ n‡q hw` Amg_© n‡q c‡o, 

†m‡¶‡Î miKvi we‡kl Amg_© QywU gÄyi Ki‡Z cv‡ib|  GB QywU gÄyi Kivi †¶‡Î wbgœewY©Z kZ©vejx cvjb Ki‡Z 

n‡et- 
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K) ỳN©Ubv msNwUZ nIhvi 3 gv‡mi g‡a¨ Amg_©Zv cÖKvk bv †c‡j Ges Amg_© e¨w³ h_vmgq Dnv †MvPwifyZ bv 

Ki‡j we‡kl Amg_© QywU gÄyi Kiv hv‡e bv|  wKš‘ †cÖwm‡W›U hw` GB g‡g© wbw-Z nb †h, msNwUZ ỳN©bvB Amg_©Zvi 

KviY, †m‡¶‡Î ỳN©Ubv  msNwUZ nIqvi 3 gvm c‡iI hw` Amg_©Zv cÖKvk cvq Z‡e we‡kl Amg_© QywU gÄyi Kiv hvq|  

L) ‡gwW‡Kj †ev‡W©i mvwU©wd‡K‡Ui wfwË‡Z Ges Wv³vix mb` `vwLj mv‡c‡¶ we‡kl Amg_© QywU gÄyi Kiv 

hvq|  Dnvi m‡e©v”P cwigvY 24 gv‡mi †ekx n‡e bv (4 gvm Mo †eZ‡b Ges Aewkó Aa©©-Mo †eZb)| 

M) GB QywU Ab¨vb¨ QywUi m‡½I hy³ Kiv hv‡e|  

N) Abyiƒc Nubvi djkªywZ‡Z cieZx© mgq hw` Amg_©Zv e„w× cvq ev cybivq Dnv cÖKvk cvq, †m‡¶‡Î 

GkvwaKevi we‡kl Amg_© QywU gÄyi Kiv hv‡e| Z‡e Gkev‡ii Amg_©Zvi Rb¨ 24 gv‡mi AwaK GB 

QywU gÄyi Kiv hv‡e bv|  

 O) we‡kl Amg_© QywUi mgq‡K †cbkb wnmve Kivi †¶‡Î Kvh©Kvj wnmv‡e MY¨ n‡e|  GB QywUi 

wnmv‡e †WweU Kiv nq bv| 

UxKv|- ˆe‡`wkK PvKwi n‡Z D™¢’Z †Kvb kvixwiK A_ev gvbwmK A¶gZv ˆe‡`wkK PvKwi‡Z _vKve¯’vq 

A_ev Bnvi ci †h †Kvb ch©v‡q †`Lv w`‡j evsjv†`k miKvi Bnvi †Kvb `vq-`vwqZ¡ MönY Ki‡e bv Ges  

†Kvb A¶gZv QywUI gÄyi Kiv n‡e bv (ms ’̄vcb gš¿Yvj‡qi wiRwjDkb bs mg (wet ˆb t)/wb‡qvM-bxwZ-

1/92-500(6500) ZvwiL 08-9-1992) 

(3) cÖm~wZ ev gvZ…Z¡ QywU (Maternity Leave) (GdAvi-101, weGmAvi-197)t 

K) †Kvb miKvix gwnjv Kg©Pvix‡K c~Y© †eZ‡b A_ev cÖm‡ei Rb¨ AvuZziN‡i Mg‡bi (Confinement) 
ZvwiL n‡Z  Qq gvm hvnv Av‡M Av‡m, cÖm~wZ QywU gÄyi Kiv †h‡Z cv‡i|  cÖm~wZ QywU QywUi wnmv‡e n‡Z 

†WweU  n‡e bv| 

L) Wv³vix mvwU©wd‡Kumn Av‡e`b Ki‡j cÖm~wZ QywUi m‡½ Ab¨ †h †Kvb QywU gÄyi Kiv †h‡Z cv‡i (Gm Avi-

298/wewa-97 weGmAvi-1/wewa-2266, B-‡KvW-II)|  

M) Gd Avi Øviv cwiPvwjZ miKvix A ’̄vqx gwnjv Kg©Pvix‡K cÖm~wZ QywU gÄyi Kiv †h‡Z cv‡i (Gm Avi-

267)| 

N) weGmAvi Øviv cwiPvwjZ miKvix A ’̄vqx gwnjv Kg©Pvix‡K Dc‡iv³ (K) avivq DwjwLZ cÖm~wZ QywU 

gÄyi Kiv †h‡Z cv‡i| GB †¶‡Î mswkó Kg©Pvix‡K mšÍvb cÖm‡ei Zvwi‡Li c~‡e© AšÍZt 9 gvm PvKyix 

Ki‡Z n‡e|  

O) GKRb gwnjv miKvix Kg©Pvix Zvi PvKzixKv‡j †eZb fvZv mn ỳBev‡ii AwaK cªm~wZ QywU cÖvc¨ n‡e bv 

(GmAviI bs-385-Gj/85 ZvwiLt 24-8-85)|  

(4)  nvmcvZvj QywU (Hospital Leave) (GdAvi fjyt2, wewa-198,199,201, weGmAvi-1, 

wewa-2268, B-‡KvW-II)t 

‡h mg Í̄ Kvh© m¤úv`‡bi Rb¨ ỳN©Ubv A_ev Amy ’̄ nIqvi we‡kl SyuwK i‡q‡Q wbgœ c` ’̄ Kg©PvixMY KZ©„K H 

mg Í̄ Kvh© m¤úv`b Kivi d‡j Zviv Amy¯’ n‡j Zv‡`i‡K †h QywU gÄyi Kiv nq Dnv‡K nvmcvZvj QywU e‡j| 

hw` Zv‡`i Dci b¨v Í̄ `vßwiK KZ©e¨ cvj‡bi Rb¨ Zviv Amy¯’ n‡q _v‡Kb ev AvNvZcÖvß nb, †m‡¶‡Î wb‡qvMKvix 

Dchy³ KZ©„c¶ wbgœewY©Z KwZcq Kg©Pvix‡K Wv³vix wPwKrmvi Rb¨ nvmcvZvj QywU gÄyi Ki‡Z cv‡ib| 

(K)  cÖavb cywjk Kbóe‡ji c`gh©v`vi D‡a© b‡n Ggb mKj cywjk Awdmvi, (L) †Kivbx e¨ZxZ eb wefv‡Mi 

wbgœc`¯’ Kg©PvixMY (M) miKvix †cÖ‡mi wbgœ †eZ‡bi Kg©PvixMY (N) ïé wefv‡Mi wbgœ †eZ‡bi Kg©PvixMY (O) 

cvMjv Mvi‡`i cyiæl ev gwnjv IqvW©viMY, (P) †cvó Awd‡mi wcqb, (Q) Av Í̄ve‡ji mwnmMY, dvqvi mvwf©‡mi 

†ókb Awdmvi, wjWvi, †dvig¨vb, WªvBfvimn Ab¨vb¨ wbgœ c`¯’ Kg©Pvix, (S) †RjLvbvi gwnjv ev cyiæl 

IqvW©viMY  

(1)   nvmcvZvj QywU mswkó Kg©Pvixi QywUi wnmve n‡Z †WweU Kiv nq bv Ges D³ QywU Ab¨vb¨ QywUi 

m‡½ mshy³ Kiv †h‡Z cv‡i| Z‡e mshy³ Kivi ci QywUi †gvU mgqKvj 28 gv‡mi AwaK n‡e bv|  

(2)   nvmcvZvj QywU Mo †eZ‡b cÖwZ 3 ermi mgq Kv‡ji Rb¨ 3 gv‡mi AwaK n‡e bv Ges Aa©-Mo 

†eZ‡b QywU Dnvi A‡a©K n‡e|   

(3)  QywU gÄyiKvix KZ©„c¶ Mo †eZ‡b A_ev Aa©-Mo †eZ‡b nvmcvZvj QywU gÄyi Ki‡Z cv‡ib| 
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(5)  Aa¨qb QywU (Study Leave)(GdAvi-84, weGmAvi-194)t 

miKv‡ii KwZcq wefv‡Mi AwdmviMY‡K †hgb-wk¶v wefvM, Rbm¦v¯ ’¨ wefvM, MYc~Z© wefvM, eb wefvM, 

cÖK…wZ weÁvb, KvwiMix A_ev Abyiƒc wel‡q Aa¨q‡bi Rb¨ A_ev we‡kl ai‡bi cÖwk¶‡Yi Rb¨ †h QywU gÄyi Kiv 

nq Dnv‡K Aa¨qb QywU ejv nq|  QywU gÄyiKvix KZ©„c¶ hw` g‡b K‡ib †h, Rbm¦v‡_© we‡kl ai‡bi cvV¨µg 

Abyhvqx Aa¨qb Kiv A_ev weÁvb ev  KvwiMix wel‡q M‡elYvg~jK Aa¨qb Kiv cÖ‡qvRb, †m‡¶‡Î miKvix 

Kg©Pvix‡K Aa¨qb gÄyi Kiv †h‡Z cv‡i|   

K) ‡h mg Í̄ miKvix Kg©Pvixi PvKzix 5 eQi c~Y© nqwb ev hv‡`i 3 erm‡ii g‡a¨ Aemi Mªn‡Yi m¤¢vebv 

i‡q‡Q mvaviYZt †mB mKj Kg©PvixMY‡K Aa¨qb QywU gÄyi Kiv hv‡e bv|  hv‡`i PvKzix 5 erm‡ii Kg 

Dchy³ KZ„©c¶ m¦xq ¶gZve‡j Zv‡`i‡KI D³ QywU gÄyi Ki‡Z cv‡ib| 

L) Aa¨qb QywU gÄyi Kivi †¶‡Î Rbm¦v_© msµvšÍ wel‡qi cÖwZ we‡kl Myi“Z¡ Av‡ivc Ki‡Z n‡e| 

†Kvbµ‡gB GB QywU gÄyixi gva¨‡g Wv³vix mb‡`i wfwË‡Z AmvaviY QywU e¨ZxZ Ab¨vb¨ QywU mshy³ K‡i 

GKRb miKvix Kg©Pvix‡K 28 gv‡mi AwZwi³ mgq A_ev cy‡iv PvKixKvjxb mg‡q 2 erm‡ii AwZwi³ 

mgq Zvi wbqwgZ KZ©e¨ n‡Z Abycw¯’Z ivLv hv‡e bv A_ev Zvi QywU RwbZ Abycw ’̄wZi Kvi‡Y mswkó 

K¨vWv‡ii KZ©e¨ m¤úv`‡b Amyweav m„wó n‡Z cv‡i A_ev Zvi wbqwgZ Kvh© m¤úv`b e¨vnZ n‡Z cv‡i, 

‡miƒc †¶‡Î Zv‡K hLb ZLb A_ev Nb Nb Aa¨qb QywU gÄyi Kiv hv‡e bv|  

M) Aa¨qb QywU mvaviYfv‡e 12 gvm ch©šÍ gÄyi Kiv †h‡Z cv‡i| hvi m‡e©v”P mgqmxgv wn‡m‡e we‡ewPZ n‡q 

_v‡K Ges we‡kl A_ev e¨wZµgagx© KviY e¨ZxZ GB mgqmxgv AwZµg Kiv hv‡e bv| 

N) GKRb miKvix Kg©Pvix hw` Aa¨qb QywUi mv‡_ Ab¨ †Kvb QywU mshy³ K‡i QywU MªnY K‡i _v‡Kb, 

†m‡¶‡Î Aa¨qb QywU Ggbfv‡e MªnY Ki‡Z n‡e hv‡Z Aa¨qb †k‡l Zvi wbqwgZ PvKzix‡Z †dir Amvi 

Rb¨ cÖ‡qvRbxq QywU nv‡Z _v‡K| †h‡¶‡Î †Kvb miKvix Kg©Pvix‡K †Kvb wbw ©̀ó mg‡qi Rb¨ Aa¨qb QywU 

gÄyi Kiv nq, cieZx©‡Z mgq hw` Aa¨q‡bi †¶‡Î gÄyiK…Z QywUi †Kvb NvUwZ †`Lv †`q, †m‡¶‡Î QywU 

gÄyiKvix KZ©„c¶ wbqwgZ QywU e¨Zx‡i‡K Aa¨qb QywUi NvUwZ mgq‡KI Aa¨qb QywU wn‡m‡e MY¨ Ki‡Z 

n‡e| 

O) Aa¨qb QywU QywUi wnmve n‡Z †WweU nq bv|  c‡`vbœwZ I †cbk‡bi †¶‡Î Dnv PvKzix wnmv‡e Mybv Kiv 

nq|  wKš‘ QywU wnmve Kivi Rb¨ PvKzixKvj wn‡m‡e MY¨ Kiv nq bv| A_©vr D³ mg‡q wZwb ‡Kvb QywU 

AR©b Ki‡eb bv|  GB QywU Ab¨ †Kvb QywUi cÖvwc—i ‡¶‡Î cÖwZeÜK n‡e bv Ges Aa©-Mo †eZ‡bi 

m‡e©v”P QywU wnmve Kivi †¶‡ÎI GB QywU Ab¨ QywUi mv‡_ mswgkÖY Kiv hv‡e bv|  

P) Aa¨qb QywUKvjxb mgq GKRb miKvix Kg©Pvix Aa©-Mo †eZb cÖvc¨ n‡eb| Z‡e me©‡gvU Abycw¯’wZ we 

Gm Avi 1g L‡Ûi 34 wewa Abymv‡i 5 ermi AwZµg Kwi‡Z cvi‡e bv| 

Q) †h mKj miKvix  Kg©Pvix‡K wk¶v QywU gÄyi Kiv nq Zv‡`i wb‡R‡`i‡K mvaviYZ †Kvm©  wd cwi‡kva 

Ki‡Z nq| e¨wZµg †¶‡Î miKvi  wd cwi‡kva we‡ePbv Ki‡Z cv‡i| 

 

(6)  bvweK‡`i Amy¯’Zvi Rb¨ QywU (we‡kl Amy¯’Zv QywU)(GdAvi-102, wewa-202, weGmAvi-

1)t miKvix †bŠhv‡b Kg©iZ †Kvb Awdmvi, Iqv‡i›U Awdmvi A_ev †cwU Awdmvi AvnZ ev Amy¯’Zv 

RwbZ Kvi‡Y nvmcvZvj A_ev †bŠhv‡bi Af¨šÍ‡i wPwKrmvi Rb¨ c~Y© Mo †eZ‡b Qq mßvn ch©šÍ we‡kl 

Amy¯’Zv RwbZ QywU †c‡Z cv‡ib| Z‡e g`¨ cvb ev Ab¨ †Kvb fv‡e wb‡Ri Øviv m„ó Amy¯’Zvi Rb¨ GB 

cÖKvi QywU cÖvc¨ n‡e bv| GB cÖKvi QywU AR©b Ki‡Z nq bv  Ges GB cÖKvi QywU wnmve n‡Z we‡qvM nq 

bv|  †bŠhv‡bi KgvÛvi GB QywU gÄyi Ki‡Z cv‡ib| 

(7)  m½†iva QywU (Quarantine Leave)(weGmAvi-196) 

K)  †Kvb miKvix Kg©Pvixi cwievi ev evwo‡Z msµvgK †ivM †`Lv w`‡j mswkó Kg©Pvix‡K Awd‡m  

Dcw¯’Z bv nIqvi Rb¨ KZ©„c¶ KZ©„K Av‡`k †`qv nq| GB Abycw¯’Z Kvj‡K m½‡iva QywU ejv nq|  

L) †gwW‡Kj Awdmvi A_v Rbm¦v¯’̈  Awdmv‡ii mvwU©wd‡K‡Ui wfwË‡Z Awdm cÖavb GKRb miKvix 

Kg©Pvix‡K 21 w`b A_ev we‡kl †¶‡Î 30 w`b ch©šÍ m½‡iva QywU gÄyi Ki‡Z cv‡ib|  D³ QywUi  

AwZwi³ QywUi cÖ‡qvRb n‡j Zv mvaviY  QywU wnmv‡e MY¨ n‡e|  

M) m½‡iva QywUi mgq mswkó Kg©Pvixi ¯’‡j Ab¨ †Kvb Kg©Pvix wb‡qvM Kiv hv‡e bv| G QywU Kvjxb 

mgq‡K Abycw ’̄wZKvj e‡j MY¨ Kiv hv‡e bv Ges Zvi †eZbI eÜ Kiv hv‡e bv| 

N) m½‡iva QywU Kvjxb mgq‡K Kvh©Kvj e‡j MY¨ Kiv nq| 

O) †h mKj †iv‡M m½‡iva QywU †fvM Kiv hvq (K) ¸wU emšÍ (L) K‡jiv (M)  †cM (N) UvBdvm R¡i (N) 

†mwi‡eªv¯úvBbvj-‡g‡bbRó¨wXm BZ¨vw`| 
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(8)  AeKvk wefvMx‡Mi QywU (GdAvi Gi GmAvi 263-266)t 

 AeKvk wefv‡Mi miKvix Kg©Pvix †Kvb erm‡ii c~Y© AeKvk hvcb Ki‡j †mB erm‡ii Kvh©Kv‡ji Rb¨ 

†Kvb Mo †eZ‡b QywU cÖvc¨ n‡eb bv| AeKvk wefv‡Mi Kg©Pvix erm‡i †Kvb c~Y© AeKvk hvcb n‡Z weiZ ivLv 

n‡j weiwZKvjxb mg‡q 30 w`b Abycv‡Z wZwb Mo †eZ‡b QywU AR©b Ki‡eb|  AeKvk hvcb bv Ki‡j wZwb 

AeKvk wefv‡Mi Kg©Pvix bv n‡j †h nv‡i QywU †c‡Zb †m nv‡i Mo †eZ‡b QywU cÖvc¨ n‡eb Ges Aa© Mo †eZ‡bi 

QywUI cÖvc¨ n‡eb Ges †fvM Ki‡eb|  

 (9)  wPË we‡bv`b QywU (evsjv‡`k PvKwi (we‡bv`b fvZv) wewagvjv, 1979) 

Kvh©wfwËK, Avbylw½K I Pyw³wfwËK Kg©Pvix e¨ZxZ mKj cÖKvi miKvix Kg©Pvixi †¶‡Î GB wewa cÖ‡hvR¨ 

n‡e|  miKvix Kg©Pvix cÖwZ 3 erm‡i 15 w`‡bi Mo †eZ‡b QywU‡Z †M‡j 1 gv‡mi †eZ‡bi mgvb we‡bv`b fvZv 

cÖvc¨ n‡e| Kg©Pvixi Av‡e`bK…Z ZvwiL n‡Z Rb¯v̂‡_© gÄyi Kiv m¤¢e bv n‡j †h mg‡h gÄyi Kiv n‡e D³ mg‡q 

we‡bv`b fvZv cÖvc¨ n‡e| Z‡e cieZx© we‡bv`b fvZvi Rb¨ 3 ermi Mybv Kiv n‡e c~e©eZx© Av‡e`bK…Z QywUi ZvwiL 

n‡Z|  GjwcAvi †fvMiZ Kg©PivixMY GB fvZv cv‡e bv|  QywU gÄyix e¨wZ‡i‡K GB fvZv †`qv hv‡e bv| 

10| wefvMxq QywU (wewa-203, weGmAvi, GdAvi-Gi GmAvi-276-83) 

 wb‡gœv³ kZ© mv‡c‡¶ Rwic wefv‡Mi XvKvq Aew¯’Z m`i `ß‡ii Awdm ms ’̄vc‡bi Kg©Pvix bq, wKš‘ 

cvwU©i mv‡_ m¤ú„³, Ggb Kg©Pvix‡`i‡K wefvMxq QywU cÖ`vb Kiv n‡q _v‡Kt 

(1) †h mg Í̄ Kg©Pvix‡`i PvKix mvgwqKfv‡e cÖ‡qvRb n‡e bv, ïay †mB mg Í̄ Kg©Pvix‡`i‡K wefvMxq QywU 

cÖ`vb Kiv nq| 

(2) ‡Kvb we‡kl Kg©Kvjxb mgq e¨ZxZ evKx QywUKvjxb mg‡q GB cÖKvi QywU cÖ`vb Kiv nq| 

(3) Kg©Kvjxb mg‡qI Kg©Pvixi cÖ‡qvR‡b ev Zvi Av‡e`‡bi wfwË‡Z bq, miKvix m¦v‡_© Qq gvm Ges 

we‡kl †¶‡Î GK ermi ch©šÍ GB cÖKvi QywU cÖ`vb Kiv hvq| 

(4) GB cÖKvi QywUKvjxb mgq Kg©iZ wn‡m‡e MY¨ nq bv Ges QywUi wnmve n‡Z we‡hvM n‡e| GB cÖKvi 

QywU Aa© Mo †eZ‡b cÖ`vb Kiv n‡q _v‡K| 

(5) QywU cvIbv bv _vK‡jI GB cÖKvi QywU cÖ`vb Kiv hvq Ges Ab¨ †h †Kvb cÖKvi cvIbv QywUi mv‡_ 

GK‡Î cÖ`vb Kiv hvq|  

‡h †h QywU QywUi wnmve n‡Z †WweU n‡e bv (wewa-196, weGmAvi)t 

(K) we‡`‡k QywU †fvMiZ miKvix Kg©Pvix‡K QywU †kl nIqvi c~‡e© eva¨Zvg~jK ‡W‡K cvVv‡j 

evsjv‡`‡k †dir Avmvi c‡_ mgy`ª hvÎvKvj 

(L) we‡kl Amg_© QywUi cÖ_g 4 gvm 

(M) Aa¨qb QywU 

(N) webv ‡eZ‡bi QywU 

(O) cÖm~wZ QywU 

(P) nvmcvZvj QywU 

(Q) bvweK‡`i Amy¯’Zvi Rb¨ QywU 

(R) evsjv‡`‡ki evB‡i ˆe‡`wkK PvKyixiZ (Foreign Service) Ae¯’vq QywU ‡fvM Ki‡j, hLb wjf-

m¨vjvix Puv`v cÖ`vb Kiv nq bv| 

(S) ‰bwgwËK QywU 

(T) m½‡iva QywU (‰bwgwËK QywU Ges m½‡iva QywUi mgq‡K Kvh©iZ e‡j MY¨ Kiv nq) 

GKRb miKvix Kg©Pvix‡K GKKvjxb †h cwigvY QywU gÄyi Kiv hvq t- 

 GKRb miKvix Kg©Pvix‡K GKKvjxb GK ermi ch©šÍ QywU gÄyi Kiv †h‡Z cv‡i (Mo †eZ‡b 4 gvm Ges 

Aa©-Mo †eZ‡b 8 gvm) Ges Wv³vix mb‡`i wfwË‡Z Dnv `yB ermi ch©šÍ ewa©Z Kiv †h‡Z cv‡i (6 gvm Mo 

†eZ‡b Ges 18 gvm Aa©-Mo †eZ‡b)| (wewa-7, wcGjwm-1955/1959)| 

eva¨Zvg~jK Aemi Mªn‡Yi ci QywU gÄyixi c×wZ t   
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eva¨Zvg~jK Aemi Mªn‡Yi Zvwi‡L GKRb miKvix Kg©Pvixi mKj QywU evwZj n‡q hvq|  A_©vr D³ 

Zvwi‡Li ci Zv‡K †Kvb QywU gÄyi Kiv hvq bv| 

 (K)  Z‡e Aemi Mªn‡Yi Zvwi‡Li ch©vß mgq c~‡e© hw` Zvi Av‡e`bK…Z QywU cÖZ¨vL¨vb Kiv n‡q _v‡K, 

A_ev (L)  QywUi Rb¨ Av‡e`b Kiv n‡j Dnv gÄyi Kiv n‡e bv QywU gÄyiKvix KZ©„c¶ KZ©„K Dnv wbwðZ Kiv n‡j 

Ges Rbm¦v‡_© Zvi QywUi Av‡e`b cÖZ¨vL¨vb Kiv n‡j, Aemi Mªn‡Yi ci D³ Kg©Pvix‡K me©vwaK 6 gvm ch©šÍ QywU 

gÄyi Kiv ‡h‡Z cv‡i (GdAvi-86(G), wewa-10, wcGjAvi-1955/1959, wewa-2127, B-‡KvW- II) | 

Aemi cÖ Í̄ywZg~jK QywU gÄyixi kZ©vejx : 

 miKvix wewa †gvZv‡eK †Kvb miKvix Kg©Pvix‡K wbw`©ó mg‡qi ci (eZ©gv‡b 57 ermi c~Y© nIqvi ci) 

PvKzix n‡Z Aemi MªnY Ki‡Z nq|  ZLb wZwb Aemi cÖ Í̄ywZg~jK QywU cÖvc¨ n‡eb|  GB QywU Aemi Mªn‡Yi 

Zvwi‡Li ciI ewa©Z n‡Z cv‡i|  Z‡e 58 erm‡ii ci Dnv ewa©Z Kiv hv‡e bv|  GB †¶‡Î Aemi  cÖ Í̄ywZg~jK 

QywU †k‡l Zvi Aemi Mªn‡Yi ZvwiL Kvh©Ki n‡e (aviv-7, miKvix Kg©Pvix (Aemi MªnY) AvBb, 1974)| 

 cÖvwß mv‡c‡¶ GKRb miKvix Kg©Pvix‡K Mo †eZ‡b GK ermi ch©šÍ Aemi cÖ Í̄ywZg~jK QywU gÄyi Kiv 

†h‡Z cv‡i|  GKRb miKvix Kg©Pvix Mo †eZ‡bi QywU cvIbv bv _vK‡j cÖvwß mv‡c‡¶ GK ermi Aa©-Mo †eZ‡bi 

QywU gÄyi Kiv †h‡Z cv‡i| 

 Aemi cÖ Í̄ywZg~jK QywU Mªn‡Yi B”QyK miKvix Kg©Pvix‡K Aemi Mªn‡Yi Zvwi‡Li AšÍZt GKw`b c~‡e© 

QywU‡Z †h‡Z n‡e|  Aemi Mªn‡Yi Zvwi‡Li c~‡e© hw` miKvix QywU _v‡K, Z‡e QywUi c~‡e©i Kvh©w`e‡m Aemi  

cÖ Í̄ywZg~jK QywUi D‡Ï‡k¨ Kvh©fvi n Í̄všÍi Ki‡Z n‡e (bs-mg/Awe/(cÖwewa-1)-3-wc-25/91-1(1000) ZvwiL 1-

1-92| 

 miKvix Kg©Pvix (Aemi MªnY) AvBb, 1974-Gi 9(1) aviv ‡gvZv‡eK hLb †Kvb miKvix Kg©Pvix Aemi 

Mªn‡Yi Av‡e`b K‡ib Ges Aemi cÖ Í̄ywZg~jK QywU Mªn‡Yi B”Qv cÖKvk K‡ib, †m‡¶‡Î QywU‡Z hvIqvi Zvwi‡Li 

Kgc‡¶ 30 w`b cy‡e© QywU‡Z hvIqvi ZvwiL, QywUi †gqv` Ges QywUi cÖvc¨Zv m¤úwK©Z AwWU Awd‡mi 

cÖZ¨vqbcÎmn Av‡e`b Ki‡j Aemi cÖ Í̄ywZg~jK QywU cÖvc¨ n‡eb (c¨viv-9, miKvix Kg©Pvix (Aemi) wewagvjv, 

1975)| 

QywUKvjxb mgq GKRb miKvix Kg©Pvixi cÖvc¨ myweavw`t   

GKRb miKvix Kg©Pvix Aemi cÖ Í̄ywZ QywU mn Mo †eZb, Aa©-Mo †eZb Ges webv †eZ‡bi QywUKvjxb 

mgq wbgœewY©Z myweav cÖvc¨ n‡eb t- 

(1) mvaviY wewa †gvZv‡eK cÖvc¨ QywUi †eZb (webv †eZ‡b QywU e¨ZxZ) cÖvc¨ n‡eb| 

(2) QywU‡Z hvIqvi c~‡e© cÖvß mgy`q evoxfvov fvZv cÖvc¨ n‡eb (Finance Division Memo 

No.MF/R-II/H.R-1/77/260 Dated 25.9.78)| 

(3) Aemi cÖ Í̄ywZ QywU e¨ZxZ Ab¨ †h †Kvb QywXKvjxb mgq AvevwmK †Uwj‡dvb cÖvc¨ n‡eb| 

(4) QywU hw` GK gv‡mi AwaK bv nq (Aemi cÖ Í̄ywZ QywU e¨ZxZ) †m‡¶‡Î miKvix Li‡P msev`c‡Îi 

Puv`v cÖvc¨ n‡eb| 

(5) QywU‡Z hvIqvi c~‡e© cÖvß mgy`q wPwKrmv fvZv cÖvc¨ n‡eb| 

(6) webv ‡eZ‡bi QywU‡Z hvIqvi c~‡e© cÖvc¨ mgy`q evoxfvov fvZv I wPwKrmv fvZv cÖvc¨ n‡eb| 

GKRb miKvix Kg©Pvix Aemi cÖ Í̄íywZ QywUmn Mo †eZb, Aa©-Mo †eZb ev webv †eZ‡bi 

QywUKvjxb mgq wbgœewY©Z myweav cÖvc¨ n‡eb bv t- 

(1)  QywUKvjxb mg‡q †h‡nZy wZwb `vßwiK KZ©e¨ cvjb K‡ib bv †m‡nZy wZwb ågY fvZv Ges 

hvZvqvZ fvZv cÖvc¨ n‡eb bv| 

(2) D³ mgq wZwb Avi`vjx, Avcv¨vqb fvZv ev Avc¨vqb LiP cÖvc¨ n‡eb bv (bs mtwe(wewa-4) 

202/83/39 ZvwiL 10-5-1983| 
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QywUi mvaviY wbqgvejx 

(1)  (K) ¶wZcyiY A_ev Amg_© †cbkb MªnYKvix †Kvb miKvix Kg©Pvix hw` PvKzix‡Z cybt wb‡qvM jvf K‡ib 

Ges hw` wZwb Avby‡Zvwl‡Ki A_© †dir †`q ev Zvi †cbkb m¤ú~Y©fv‡e ¯’wMZ ivLv nq, †m‡¶‡Î †kl Aemi 

Mªn‡Yi mgq Zvi c~e© PvKix †cbkb‡hvM¨ PvKix wn‡m‡e MY¨ Kiv n‡e|  G‡¶‡Î cybt wb‡qvMKvix KZ©„c¶ Zvi m¦xq 

¶gZve‡j hZUyKz B”Qv Zvi c~e© PvKzix QywU wbY©‡qi †¶‡Î PvKzix wn‡m‡e MY¨ Ki‡Z cv‡ib (GdAvi-65(G)/wewa-

147(1), weGmAvi/wewa-2105(G), B-‡KvW-II). 

(2) GKRb miKvix Kg©Pvix c`Py¨Z ev PvKyix nB‡Z AcmvwiZ nIqvi ci hw` Avcx‡ji wfwË‡Z PvKzix‡Z 

cybe©nvj nq, †m‡¶‡Î Zvi c~e© PvKzix QywU Mybv Kivi Rb¨ PvKzix wnmv‡e MY¨ Kiv n‡e (Gd Avi-65(we)/wewa-

147(2), weGmAvi/wewa-2105(we), B-†KvW-II)|   

(3)  QywU AwaKvi wnmv‡e `vex Kiv hv‡e bv|  Rbm¦v‡_© QywU gÄyi bv Kivi Rb¨ KZ©„c¶‡K ¶gZv cÖ`vb Kiv n‡q‡Q 

(GdAvi-67/wewa-151, weGmAvi/wewa-2106, B-†KvW-II))|   

(4)  QywU gÄyiKvix KZ©„c¶ Rbm¦v‡_© Av‡e`b cÖZ¨vL¨vb Ki‡Z cvi‡eb|  Z‡e cÖv_x©Z QywUi cÖK…wZ cwieZ©b Ki‡Z 

cvi‡eb bv (GdAvi-67/wewa -151, weGmAvi)|  wKš‘ iæwUb gvwdK hLb ZLb QywU cÖZ¨vL¨vb Kiv hv‡e bv  

(CAG’s Circular No.1752/NGE-11/44-61 Dated 23-10-62)|   

(5)  miKvix Kg©Pvixi `vwqZ¡ n¯ÍvšÍ‡ii Av‡`k Kvh©Ki nIqvi ZvwiL n‡Z QywU Avi¤¢ n‡e Ges `vwqZ¡ Mªn‡Yi c~e© 

w`‡b QywU †kl n‡e (GdAvi-68/wewa-152, weGmAvi)|   

(6)  KZ©„c‡¶i c~e© Aby‡gv`b e¨wZ‡i‡K †Kvb miKvix Kg©Pvix QywUKvjxb mgq Ab¨ †Kvb PvKzix MªnY Ki‡Z cv‡ib 

bv (GdAvi-69, wewa-2108, B-†KvW-II))|   

(7)  †h miKvix Kg©Xvix‡K Wv³vix mb‡`i wfwË‡Z QywU gÄyi Kiv n‡q‡Q Zvnvi †¶‡Î kvixwiK my¯’Zv m¤úwK©Z 

Wv³vix mvwU©wd‡KU cÖ`vb bv Kiv n‡j Kv‡R †hvM`v‡bi AbygwZ cÖ`vb Kiv hv‡e bv (GdAvi-71/wewa -157, 

weGmAvi/wewa-2110, B-†KvW-II)|    

(8)  QywU gÄyiKvix KZ©„c‡¶i AbygwZ e¨wZ‡i‡K QywU †fvMiZ GKRb miKvix Kg©Pvix Zvi QywU †kl nIqvi 14 

w`‡bi †ekx mgq c~‡e© Kv‡R †hvM`vb Ki‡Z cvi‡eb bv (GdAvi-72/wewa -158, weGmAvi/ wewa-2111, B-‡KvW-

II)|   

(9) †Kvb miKvix Kg©Pvix QywU †kl nIqvi ciI hw` Kv‡R Abycw¯’Z _v‡Kb, †m‡¶‡Î Abycw¯’wZKv‡ji Rb¨ †Kvb 

QywUi †eZb cv‡eb bv Ges Dchy³ KZ©„c¶ KZ©„K QywU ewa©Z Kiv bv n‡j D³ Abycw¯’Z Kvj‡K Aa©Mo †eZ‡bi QywU 

wnmv‡e Zvi QywUi wnmv‡e †WweU Kiv n‡e|  QywU †k‡l B”QvK…Zfv‡e Abycw¯’Z _vK‡j Dnv Am`vPiY wnmv‡e MY¨ 

Kiv n‡e|  GB mgq‡K †cbkb Ges Bbwµ‡g‡›Ui Rb¨ wnmve Kiv n‡e bv (GdAvi-73/wewa-158, 

weGmAvi/wewa-2112, B-‡KvW-II)|   

(10)  wb‡qvMKvix KZ©„c¶ GKRb bb-‡M‡R‡UW Kg©Pvixi we‡kl Amg_© QywU (Special Disability Leave) 

e¨ZxZ Ab¨ †h †Kvb QywU gÄyi Ki‡Z cv‡ib (GmAvi-206/wewa-2216, B-†KvW-II)|   

(G) Dc-aviv (we)-G D‡jwLZ welq e¨ZxZ AwWU Awdm n‡Z QywU cÖvc¨Zv m¤úwK©Z wi‡cvU© bv cvIqv ch©šÍ †Kvb 

†M‡R‡UW Awdmv‡ii QywU gÄyi Kiv hv‡e bv (wewa-2218, B-†KvW-II)|  

(11)  hw` GKRb †M‡R‡UW Awdmvi GB g‡g© cÖZ¨vqb K‡ib †h, Zvi cÖv_x©Z QywU Zvi QywUi wnmv‡e Rgv Av‡Q 

Ges QywU gÄyiKvix KZ©„c¶ hw` QywU cÖvc¨Zv m¤ú‡K© wbw-Z nb, †m‡¶‡Î Aemi cÖ Í̄ywZ QywU A_ev eva¨Zvg~jK 

Aemi Mªn‡Yi c‡ii QywU e¨ZxZ Zv‡K 4 gv‡mi AwaK bq Giƒc Mo †eZ‡bi QywU ev AwR©Z QywU gÄyi Kiv ‡h‡Z 

cv‡i A_©vr G‡¶‡Î QywU cÖvc¨Zv m¤úw©K©Z AwWU Awd‡mi wi‡cv‡U©i cÖ‡qvRb n‡e bv (Gm Avi-207)|  

(12)  (G)  GKRb †M‡R‡UW Awdmv‡ii QywUi wnmve Zvi AwWU Awdm KZ©„K msiw¶Z n‡e|  (L) GKRb bb-

‡M‡R‡UW Kg©Pvixi QywUi wnmve Zvi Awdm cÖavb KZ©„K msiw¶Z n‡e (GmAvi-215/wewa-2225, B †KvW-II)|   

(13)  ‰e‡`wkK PvKzix‡Z wb‡qvwRZ GKRb miKvix Kg©Pvix 4 gv‡mi AwaK bq Giƒc QywU e¨ZxZ mKj QywUi 

Av‡e`bcÎ AwWU Awd‡mi wi‡cvU©mn ˆe‡`wkK PvKzix‡Z wb‡qvMKvix KZ©„c‡¶i gva¨‡g QywU gÄyiKvix KZ©„c‡¶i 

wbKU †cÖiY Ki‡Z n‡e| 

(14)  †h †¶‡Î †Kvb miKvix Kg©Pvixi PvKzix‡Z †hvM`v‡bi †hvM¨ nIqvi m¤¢vebv †bB| ‡m‡¶‡Î †gwW‡Kj 

mvwU©wd‡KU cÖ`vb Kiv n‡jB GKRb miKvix Kg©Pvix QywUi AwaKvi AR©b K‡ib bv|  D³ mvwU©wd‡KU QywU 
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gÄyiKvix KZ©„c‡¶i wbKU `vwLj Ki‡Z n‡e Ges D³ KZ©„c‡¶i Av‡`‡ki Rb¨ A‡c¶v Ki‡Z n‡e (GmAvi-

227/wewa-2234, B-†KvW-II)|  

 (15)  Am`vPiY A_ev A‡hvM¨Zvi Kvi‡Y Zvr¶wYKfv‡e GKRb miKvix Kg©Pvix c`Py¨Z A_ev PvKzix n‡Z 

Acmvi‡Yi m¤¢vebv _vK‡j, †m‡¶‡Î Zv‡K †Kvb QywU gÄyi Kiv hv‡e bv (GmAvi-234/ wewa-2238, B-†KvW-

II)|   

(15)  GKRb †M‡R‡UW Awdmvi †h KZ©„c‡¶i Aax‡b PvKzix K‡ib QywU n‡Z †dir Avmvi ci Zvi wbKU 

‡hvM`vbcÎ `vwLj Ki‡eb (GmAvi-240/wewa-2244, B-†KvW-II)|   

(16)  cÖ‡ekbvi wnmv‡e wb‡qvwRZ bv ‡_‡K hw` wZwb ev Í̄efv‡e wb‡qvwRZ _vK‡Zb, †m‡¶‡Î wewa †gvZv‡eK †h 

QywU cÖvc¨ n‡Zb †mB cwigvY QywU GKRb cÖ‡ekbv‡ii †¶‡Î gÄyi Kiv hv‡e|  hw` †Kvb Kvi‡Y GKRb 

cÖ‡ekbvi‡K PvKzixPy¨Z Kivi cÖ Í̄ve Kiv nq, †m‡¶‡Î gÄyiK„Z A_ev ewa©Z cÖ‡ekbvix mg‡qi c‡i A_ev c`Py¨wZi 

Zvwi‡Li c‡i QywU gÄyi Kiv hv‡e bv (GmAvi-29, weGmAvi-232(2)(i), wewa-752, B-†KvW-II)| 

  (17)  GKRb wk¶vbwem‡K wbgœewY©Z QywU gÄyi Kiv †h‡Z cv‡i| 

(K)  Wv³vix mvwU©wd‡K‡Ui wfwË‡Z Aa© †eZ‡b erm‡i Abya© GK gvm QywU; 

 (L)  wewa †gvZv‡eK webv †eZ‡bi QywU cÖvc¨ n‡e (Gm Avi-292/wewa-232(2)(ii) weGmAvi) 

 

 

QzwUi wnmve 
 

wbgœewY©Z Z‡_¨i wfwË‡Z 1/1/2011 Zvwi‡L GKRb Kg©Pvixi QzwUi wnmv‡e wK cwigvY QzwU Rgv Av‡Q Dnv wbY©q 

Kiæbt- 

1|  †hvM`v‡bi ZvwiL t 1/1/2001 ZvwiL& 

2|  wZwb 1/7/2005 ZvwiL nB‡Z 4 gv‡mi Mo ‡eZ‡b Ges 2 gvm Aa©-Mo †eZ‡bi QzwU ‡fvM K‡ib| 

3|  wZwb 1/1/2008 ZvwiL nB‡Z 2 gv‡mi Mo ‡eZ‡b Ges 2 gvm Aa©-Mo †eZ‡bi QzwU ‡fvM K‡ib| 
 

mgvavb 

Kvh©Kvj I QzwUKvj †gvU 

Kvh©Kvj 

Mo †eZ‡bi QzwU Kvh©Kv‡ji 1/11 fvM Aa©-Mo †eZ‡bi QzwU 

Kvh©Kv‡ji 1/12 fvM 

 

QzwU AR©b 

1-1-01 nB‡Z 30-6-05 

Et gvt w`t et gvt w`t et gvt w`t 

4 6 0 0 4 27 0 4 15 

QzwU †fvM 

1-7-05 nB‡Z 31-10-05) 
   0 4 

 

0 
   

1-11-05 nB‡Z 31-12-05       0 2 0 

‡Ri    0 0 27 0 2 15 

QzwU AR©b 

1-1-06 nB‡Z 31-12-07 

 

2 
 

0 

 

0 

 

0 

 

2 

 

5 
 

0 

 

2 

 

0 

†gvU    0 3 2 0 4 15 

QzwU †fvM 

1-1-08 nB‡Z 29-2-08 
   0 2 0 

 

 

 

 

 

 

1-3-08nB‡Z 30-4-08       0 2 0 

†Ri    0 1 2 0 2 15 

QzwU AR©b 

1-5-08 nB‡Z 31-12-10 
2 8 0 0 2 27 0 2 20 

†gvU    0 3 29 0 5 5 

 

1-1-2011 Zvwi†L Zvnvi QzwUi wnmv‡e Mo †eZ‡b 3 gvm 29 w`b Ges Aa©-Mo †eZ‡b 5 gvm 5 w`b QzwU Rgv 

Av‡Q| 
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Lesson Plan 

Lesson -8                                              Ref: 1.1.8 

Title : The Public Employees Dicipline (Punctual 

Attendence)Ordinance, 1982  

 Target population:  Officers(Grade 9 and above) of different organizations under 

MoA.                   

Time : 1hour 

Aims : To teach participants about ‘The Public Employees Dicipline 

(Punctual Attendence) Ordinance, 1982’ so that hey can exhibit 

standards of behavior in respect to attendance, punctuality and 

time management and maintain official discipline. 

Learning outcome :  After completion of the session the participants will be able to: 

 explain different types of offences and investigation procedure; 

and 

 describe different types of offences and penalties under ‘The 

PublicEmployees Dicipline (Punctual Attendence)Ordinance, 

198. 

Content Methods/ 

Techniques 

Resources/ 

Aids 

Time 

(minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:  Punctual attendance and Special  

 Importance: Official discipline/smooth 

management. 

 Outline of content 

Lecture/ 

Discussion/ 

Q+A 

 

 6 

Development 
 Penalty for absence from office  

 Penalty for repeatation of the offences 

 Offences under ‘The Public Servants 

(Special Provision)Ordinance,1979’ 

 penalties and Investigation procedure  

 Appeal and  review procedure 

 Motivation (Energize the group) 

 Check attention (wrong statement) 

 Feedback (Q+A). 

Lecture/ 

Discussion/ 

Experience 

sharing/ 

Q+A 

 45 

Conclusion 

 Assesment of Los 

 Summerization by using Key Words 

 Mmotivation (application of learning) 

 References 

 Forward planning 

Discussion/ 

Q+A 
 9 

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  should be 

available in the class room 
 

Behaviour/Performance                       Condition                              Criteria 
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(MYKg©Pvix k„•Ljv (wbqwgZ Dcw ’̄wZ) Aa¨v‡`k, 1982 (1982 m‡bi 34 bs Aa¨v‡`k)) 

                                                                                    Dr. Abu Sayed Miah 

 
1|   msw¶ß wk‡ivbvg - GB Aa¨v‡`k MYKg©Pvix k„•Ljv (wbqwgZ Dcw¯’wZ) Aa¨v‡`k, 1982 bv‡g AwfwnZ 

nB‡e| 

2|   msÁv  GB Aa¨v‡`‡k cÖms‡Mi cwicwš’ wKQy bv _vwK‡j - 

(G)  KZ„©cÿ ewj‡Z wb‡qvMKvix KZ©„cÿ A_ev wb‡qvMKvix KZ©„cÿ KZ©„K GB Aa¨v‡`‡ki AvIZvq KZ©„c‡ÿi 

ÿgZv cÖ‡qv‡Mi ÿgZv cÖvß Kg©KZ©v ev KZ©„cÿ eySvB‡e; 

    (we) MYKg©Pvix ewj‡Z cÖRvZ‡š¿i ev wewae× ms¯’vi Kg©Pvix‡`i eySvB‡e| 

we‡klYt  aviv-2(G)‡Z cÖ`Ë ÿgZv e‡j ivóªcwZ, †h mKj †ÿ‡Î ivóªcwZ wb‡qvMKvix KZ©„cÿ, †m mKj 

Kg©KZ©vi †ÿ‡Î mwPe, AwZwi³ mwPe Ges wefvMxq cÖavbMY‡K Gbiƒc Kg©KZ©v ev KZ©„cÿ wnmv‡e wbw`©ó Kwi‡jb, 

huvnviv GB Aa¨v‡`‡ki Aaxb KZ©„c‡ÿi ÿgZv cÖ‡qvM Kwi‡eb| (Gm Avi I-154-AvBb/89, ZvwiLt 21 †g, 

1989)| 

3|   Ab¨vb¨ AvB‡bi Dci cÖvavb¨ - MYKg©Pvix m¤úwK©Z Ab¨ †Kvb AvBb ev wewagvjv ev  †i¸‡jk‡b A_ev 

MYKg©Pvixi PvKixi kZ©vejx‡Z hvnv wKQyB ewY©Z _vKzK bv †Kb GB Aa¨v‡`k Kvh©Ki nB‡e| 

4|   webvbygwZ‡Z Kv‡R Abycw¯’wZi Rb¨ `Û  - †Kvb MYKg©Pvix Zuvnvi DaŸ©Zb KZ„©c‡ÿi cye©vbygwZ e¨wZ‡i‡K 

QywU‡Z †M‡j ev wb‡R K‡g© Abycw¯’Z _vwK‡j KZ©„cÿ cÖwZw`‡bi Abycw¯’wZi Rb¨ D³ Kg©Pvixi GKw`‡bi g~j 

‡eZb KZ©b Kwi‡eb| 

5|   webvbygwZ‡Z Awdm Z¨v‡Mi Rb¨ `Û  - ‡Kvb MYKg©Pvix Awdm PjvKvjxb mg‡q Zvnvi DaŸ©Zb KZ„©c‡¶i 

c~e©vbygwZ e¨wZ‡i‡K Awdm Z¨vM Kwi‡j, KZ„©c¶ Gbiƒc cÖwZ ‡¶‡Î GK w`‡bi g~j †eZb KZ©b Kwi‡eb| 

e¨vL¨v t GB Aa¨v‡`k m¤ú‡K© m¥viK bs-GgBwW/wcGm/82-103 ZvwiL t 14 †m‡Þ¤¦i, 1982 Gi gva¨‡g †h 

wbe©vnx wb‡`©kbv Rvix Kiv nq Zvi 5 bs Aby‡”Q‡` ejv n‡q‡Q - †Kn Awd‡m Abycw¯’Z _vwK‡Z cvwi‡ebv ev 

c~e©vbygwZ e¨wZ‡i‡K QywU  †fvM Kwi‡Z cvwi‡e bv| †Kej AjsNbxq KvR Ges nVvr Amy¯’¨Zv Abycw¯’wZi KviY 

ewjqv MY¨ nB‡e| Z‡e AjsNbxq KvR mv¶¨ cÖgvY Øviv Ges nVvr Amy¯’̈ Zv Aby‡gvw`Z wPwKrm‡Ki mvwU©wd‡KU 

Øviv cÖgvwYZ nB‡Z nB‡e| Af¨vmMZ Acivax‡`i‡K wefvMxq Kvh©µg MªnY c~e©K ¸i“ `Û cÖ`vb Kwi‡Z nn‡e| 

6|   wej‡¤¦ Dcw¯’wZi Rb¨ `Û - †Kvb MYKg©Pvix Awd‡m wej‡¤¦ nvwRi nB‡j, KZ„©c¶ cÖwZ `yB w`‡bi wej‡¤¦ 

Dcw¯’wZi Rb¨ GK w`‡bi g~j ‡eZb KZ©b Kwi‡eb| 

e¨vL¨v t GB Aa¨v‡`k m¤ú‡K© m¥viK bs-GgBwW/wcGm/82-103 ZvwiL t 14 †m‡Þ¤¦i, 1982 Gi gva¨‡g †h 

wbe©vnx wb‡`©kbv Rvix Kiv nq Zvi 3 bs Aby‡”Q‡` ejv n‡q‡Q wb×©vwiZ Awdm mg‡qi 1 wgwbU wej‡¤¦ Dcw¯’Z 

nB‡jI GB Aa¨v‡`‡ki AvIZvB `Û cÖ`vb Kiv nB‡e| hvbevnb bv cvIqv, hvbevnb bó nIqv, cvewjK mvwf©m 

UªvÝ‡cvU© ‡`wi‡Z †cuŠQv‡bv, AjsNbxq e¨w³MZ KvR, hyw³ msMZ KviY wnmv‡e MªnY‡hvM¨ nB‡e bv|  

7|   Aciv‡ai cybive„wËi Rb¨ `Û  - †Kvb MY Kg©Pvix wÎk w`‡bi wfZi 4 ev 5 ev 6 avivq ewY©Z Aciva 

GkvwaKevi Kwi‡j, KZ„©c¶ AviI AwZwi³ mvZ w`‡bi g~j †eZb KZ©b Kwi‡Z cvwi‡eb|  

8|   Av‡e`b †ck (Representation) - 4 ev 5 ev 6 ev 7 avivi Aax‡b †Kvb MYKg©Pvixi †eZb KZ©‡bi 

Av‡`k cÖ`vb Kiv nB‡j, AvUPwjk N›Uvi g‡a¨ mswkó MYKg©Pvix KZ„©c‡¶i wbKU Av‡`k ms‡kva‡bi (Revision) 
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Rb¨ Av‡e`b Kwi‡Z cvwi‡eb Ges Z`&‡cÖw¶‡Z KZ„©c¶ †hiƒc h_vh_ ewjqv we‡ePbv Kwi‡eb, †miƒc ïbvbx 

MªnYv‡šÍ Av‡`k ms‡kvab, evwZj ev envj ivwL‡Z cvwi‡eb|  

9|   cvewjK mvwf©m Kwgk‡bi mwnZ civg‡k©i cÖ‡qvRb bvB - GB Aa¨v‡`‡ki Aaxb †Kvb wel‡q cvewjK mvwf©m 

Kwgk‡bi mwnZ civg‡k©i cÖ‡qvRb nB‡e bv| 

10|  Av`vj‡Zi GlwZqvi Le© - GB Aa¨v‡`‡ki Aaxb M„nxZ †Kvb Kvh©µg ev Av‡`k m¤ú‡K© ‡Kvb Av`vj‡Z cÖkœ 

DÌvcb Kiv hvB‡e bv| 

e¨vL¨v t GB Aa¨v‡`k m¤ú‡K© m¥viK bs-GgBwW/wcGm/82-103 ZvwiL t 14 †m‡Þ¤¦i, 1982 Gi gva¨‡g †h  

wbe©vnx wb‡`©kbv Rvix Kiv nq †hLv‡b AviI ejv n‡q‡Q  

1|   MY Kg©PvixM‡Yi Awd‡m mgqgZ Dcw¯’wZ wbw-Z Ki‡Y Ges Abby‡gvw`Z Abycw¯’wZ eÜ Kivi j‡¶¨ cÖavb 

mvgwiK AvBb cÖkvmb GB Aa¨v‡`k Rvix Ki‡b| Awd‡m wej‡¤¦ Dcw ’̄wZ ev Abby‡gvw`Z Abycw¯’wZ ev c~e©vbygwZ 

e¨wZ‡i‡K Awdm Z¨v‡Mi †¶‡Î GB Aa¨v‡`‡ki Awa‡b `Û cÖ`v‡bi e¨vcv‡i KZ„©c¶‡K Amva ¶gZv †`qv n‡q‡Q| 

GLb nB‡Z mswkó Awdm cÖavbMY Zuvi Awab¯’ Kg©KZ©v, Kg©Pvix‡`i Awd‡m mgqgZ Dcw¯’wZ wbw-Z Ki‡b Ges 

Abby‡gvw`Z Abycw¯’wZi Rb¨ e¨w³MZfv‡e `vqx _vwK‡eb|  

2|  mKj wb‡qvMKvix KZ„©c¶ AbwZwe‡¤¦ Aa¨v‡`‡ki 2 (G) avivq msÁvwqZ KZ©„c‡¶i ¶gZv cÖ‡qv‡Mi Rb¨ 

¶gZv cÖvß Kg©KZ©v wb×viY Kwi‡eb| Awd‡mi AvKv‡ii wfwË‡Z wewfbœ  †kÖYxi Kg©KZ©v/Kg©Pvix‡`i Rb¨ GkvwaK 

¶gZv cÖvß Kg©KZ©v wb×viY Kiv hvB‡e|  

3|  cÖ‡Z¨K Awd‡m mvgwqKfv‡e Awdm Z¨v‡Mi Rb¨ GkwU †iwRóvi i¶Yv‡e¶Y Kwi‡Z nB‡e| †iwRóv‡i wjwce× 

bv Kwiqv †KD Awdm Z¨vM Kwi‡Z cvwi‡e bv| D³ †iwRóv‡i Kg©KZ©v/Kg©Pvixi bvg, Awdm Z¨v‡Mi KviY, Awdm 

Z¨v‡Mi mgq, Ges Awd‡m cÖZ¨veZ©‡bi mgq wjwce× Kwi‡Z nB‡e|  

4|  mswkó Kg©Pvixi gvwmK wej nB‡Z `‡Ûi A_© KZ©b c~e©K Av`vq Kwi‡Z nB‡e| D³ Kg©Pvix wb‡Ri wej wb‡R 

D‡ËvjbKvix nB‡j Zvnv‡K †eZb wej nB‡Z `‡Ûi A_© KZ©b Kivi wb‡ ©̀k w`‡Z nB‡e Ges wb‡`©‡ki Kwc wbixÿv 

Awd‡m †cÖiY Kwi‡Z nB‡e| D³ Kg©Pvix †eZb wej nB‡Z `‡Ûi A_© KZ©b bv Kwi‡j wbix¶v Awdm KZ©b c~e©©K 

wej cvm Kwi‡eb|  

5|  Aa¨v‡`‡ki 8 avivi Awa‡b Av‡e`‡bi wfwË‡Z ïbvwbi †ÿ‡Î †Kej mv‡¶¨i msw¶ß mvi, cÖvß Z_¨vw` Ges 

wm×všÍ wjwce× Kivi cÖ‡qvRb nB‡e| 
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Lesson Plan 

Lesson -9                                                           Ref: 1.1.9 

Title : The Public Servants (Special Provision)Ordinance,1979 

 Target population:  Officers(Grade 9 and above) of different organizations under 

MoA.                   

Time : 1hour 

Aims : To teach participants about‘The Public Servants (Special 

Provision) Ordinance,1979’, so that they can exhibit standards 

of behavior in respect to Special Provision and maintain official 

discipline. 

Learning outcome :  After completion of the session the participants will be able to: 

 explain different types of offences and investigation procedure; 

and 

 describe different types of offences and penalties under ‘The 

Public Servants (Special Provision)Ordinance,1979’ 

Content Methods/ 

Techniques 

Resources/ 

Aids 

Time 

(minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:  Public Servants Special Provision 

 Importance: Official discipline/smooth 

management. 

 Outline of content 

Lecture/ 

Discussion/ 

Q+A 

 

 6 

Development 
 Offences under ‘The Public Servants 

(Special Provision)Ordinance,1979’ 

 penalties and Investigation procedure  

 Appeal and  review procedure 

 Motivation (Energize the group) 

 Check attention (wrong statement) 

 Feedback (Q+A). 

Lecture/ 

Discussion/ 

Experience 

sharing/ 

Q+A 

 45 

Conclusion 

 Assesment of Los 

 Summerization by using Key Words 

 Mmotivation (application of learning) 

 References 

 Forward planning 

Discussion/ 

Q+A 
 9 

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  should be 

available in the class room 
 

Behaviour/Performance                       Condition                              Criteria 
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miKvix Kg©Pvix (we‡kl weavb) Aa¨v‡`k, 1979 

(1979 m‡bi 11 bs Aa¨v‡`k) 

 

1|   mswÿß wk‡ivbvg- GBAa¨v‡`k miKvix Kg©Pvix (we‡kl weavb) Aa¨v‡`k, 1979 bv‡g AwfwnZ nB‡e| 

2|  Ab¨vb¨ AvB‡bi Dci cÖvavb¨ - miKvix Kg©Pvix A_ev miKvix Kg©Pvixi kZ©vejx m¤úwK©Z Ab¨vb¨ AvBb, 

wewagvjv ev †i¸‡jk‡b hvnv wKQyB ewY©Z _vKzK bv †Kb, GB Aa¨v‡`k Kvh©Ki nB‡e|  

3|  Aciva - †Kvb miKvix Kg©Pvix wb‡gœv³ Kvi‡Y Acivax nB‡j wZwb 4 avivq ewY©Z †h †Kvb `‡Û `wÛZ nB‡eb 

- hLb †Kvb miKvix Kg©Pvix  

(G) Ggb †Kvb Kv‡h© wjß nq, hvnvi Kvi‡Y Ab¨ †h †Kvb miKvix Kg©Pvix‡`i g‡a¨ Am‡šÍvl m„wó nq 

ev k„•Ljv wewNœZ nq ev Ab¨vb¨ Kg©Pvix‡`i KZ©e¨ cvj‡b evavi m„wó nq;  A_ev 

(we)   Ab¨‡`i mwnZ mshy³ fv‡eB †nvK ev bvB †nvK, QywU e¨wZZ ev †Kvb hyw³msMZ KviY e¨wZZ wb‡R Kg© 

nB‡Z Abycw¯’Z _v‡K ev Ab¨fv‡e weiZ _v‡K ev wb‡R KZ©e¨ m¤úv`‡b e¨_© nq; A_ev 

(wm) Ab¨ †h †Kvb miKvix Kg©Pvix‡K Zvnvi Kg© nB‡Z Abycw¯’Z _vwK‡Z, ev weiZ _vwK‡Z ev Zvnvi 

KZ©e¨ cvjb bv Kivi wbwg‡Ë cÖ‡ivwPZ ev Ab¨ †Kvb fv‡e wbe„Z K‡i; A_ev 

   (wW)   ‡h †Kvb miKvix Kg©Pvix‡K K‡g© Dcw¯’Z nB‡Z ev KZ©e¨ m¤úv`‡b evav cÖ`vb K‡i| 
 

4|  `Ûmg~n - GB Aa¨v‡`‡ki Aax‡b wb‡gœv³ cÖKv‡ii `Û Av‡ivc Kiv hvB‡e|  

(G) PvKix nB‡Z eiLv Í̄ (Dismissal from Service)|; 

(we) PvKix nB‡Z Ae¨vnwZ (Discharge from Service)|; 

(wm) c` ev †eZb nªvm (Reduction in Rank or Pay)| 

5|  Z`šÍ c×wZ I kvw¯Í - 

(1) hLb †Kvb miKvix Kg©Pvixi wei“‡× 3 avivq ewY©Z †h †Kvb Aciv‡ai Rb¨ †Kvb Kvh©µg MªnY 

Kivi wm×všÍ M„nxZ nq, ZLb wb‡qvMKvix KZ„©cÿ ev ZrKZ©„K mvaviY ev we‡kl Av‡`‡k KZ„©Z¡cÖvß 

e¨w³ Awf‡hvM MVb Kwi‡eb Ges Awf‡hvMbvgvmn cÖ`Ë †bvwU‡ki gva¨‡gi Awfhy³ miKvix 

Kg©Pvix‡K ‡bvwUk Rvixi by¨bc‡ÿ 2 w`b ev me©vwaK 5 w`‡bi g‡a¨ †Kb Zuv‡K GB Aa¨v‡`‡ki 

AvIZvq kvw¯Í cÖ`vb Kiv nB‡e bv - GB g‡g© KviY `k©vBevi Rb¨ ewj‡eb Ges wZwb e¨w³MZ ïbvbx 

Pvb wKbv ZvI wee„Z Kivi wb‡`©k w`‡eb|  ... ... ... 1g KviY `k©v‡bvi †bvwUk| 

e¨vL¨v t   †bvwUk Rvixi ZvwiL nB‡Z 2 w`‡bi Kg bq Ges 5 w`‡bi †ewk bq ej‡Z eySv‡bv n‡q‡Q †bvwUk 

cÖvwßi 2 w`‡bi/3 w`‡bi/4w`‡bi/5w`‡bi g‡a¨ KviY `k©v‡Z n‡e| 

(2) Awfhy³ miKvix Kg©Pvix‡K KviY `k©vB‡j Zvnv we‡ePbvi ci Ges GB D‡Ï‡k¨ e¨w³MZ ïbvbx‡Z 

nvwRi nB‡j ïbvbx Mªn‡Yi ci hw` wb‡qvMKvix KZ„©cÿ ev Awf‡hvM MvbKvix Awfhy³‡K Awf‡hv‡M 

†`vlx mve¨ ’̄¨ K‡ib, A_ev hw` wba©vwiZ mg‡qi g‡a¨ KviY bv `k©vBqv _v‡K, Z‡e wb‡qvMKvix 

KZ©„cÿ ev Awf‡hvM  MvbKvix †bvwU‡ki gva¨‡g †bvwU‡k ewY©Z cÖ Í̄vweZ `Û †Kb Av‡ivc Kiv nB‡e 

bv, †bvwUk Rvixi 3 w`‡bi g‡a¨ Dnvi KviY `k©vB‡Z ewj‡eb|     ... ... ... 2q KviY `k©v‡bvi 

‡bvwUk| 

(3) Dcaviv (2) Gi Aax‡b cÖ`Ë †bvwU‡ki †cÖwÿ‡Z KviY `k©vB‡j Dnv we‡ePbvi ci A_ev wba©vwiZ 

mg‡qi g‡a¨ KviY bv `k©vB‡j wb‡qvMKvix KZ©„cÿ Dcaviv (2) Gi Aax‡b cÖ`Ë †bvwU‡k D‡jwLZ 

`Û Awfhy‡³i Dci Av‡ivc Kwi‡Z cvwi‡eb|  
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(4) hw` Awfhy‡³i wbKU GB avivq †bvwUk wewj Kiv nq wKsev Zvi me©‡kl ÁvZ evm ’̄v‡bi mn‡R 

`„wó‡MvPi nq Ggb ¯’v‡b jUKvBqv ivLv nq A_ev KZ„©cÿ by¨bc‡ÿ 2wU ˆ`wbK cwÎKvq cÖKvk Kiv 

nq, Zvnv nB‡j GB aviv Abymv‡i †bvwUk ˆeafv‡e Rvix Kiv nBqv‡Q ewjqv MY¨ nB‡e| 

 

6|  Avcxj - (1) †h Kg©Pvixi Dci GB Aa¨v‡`‡ki Aax‡b `Û Av‡ivc Kiv nBqv‡Q, wZwb `Û Av‡iv‡ci Av‡`k 

cÖvwßi 7 w`‡bi g‡a¨ Av‡`‡ki weiæ‡× mswkó Kg©Pvixi wb‡qvMKvix KZ„©c‡ÿi cieZ©x DaŸ©Zb KZ©„c‡ÿi wbKU 

Avcxj Kwi‡Z cvwi‡eb Ges Avcxj KZ©„cÿ Avcx‡ji Dci †hBiƒc hyw³hy³ g‡b Kwi‡eb, †mBiƒc Av‡`k cÖ`vb 

Kwi‡eb|  

wiwfD - (2) †hB †ÿ‡Î wb‡qvMKvix KZ©„cÿ ivóªcwZ, †mB‡ÿ‡Î †h miKvix Kg©Pvixi Dci GB Aa¨v‡`‡ki 

Aax‡b `Û Av‡ivc Kiv nBqv‡Q, wZwb `Û Av‡iv‡ci Av‡`k cÖvwßi wÎk Kvh©w`e‡mi g‡a¨ Av‡`k cyYtwe‡ePbvi 

Rb¨ (Review) ivóªcwZi wbKU Av‡e`b Kwi‡Z cvwi‡eb Ges Av‡e`‡bi Dci ivóªcwZ †hBiƒc hyw³hy³ g‡b 

Kwi‡eb, ‡mBiƒc Av‡`k cÖ`vb Kwi‡eb| 

(3)  Dcaviv 1 Gi Aax‡b Avcx‡j cÖ`Ë Av‡`k ev Dcaviv 2 Gi Aax‡b Av‡e`‡bi (wiwfD) Dci cÖ`Ë 

Av‡`k P~ovšÍ ewjqv MY¨ nB‡e| 

7|  Av`vj‡Zi AvkÖq MªnY wbwl× - GB Aa¨v‡`‡ki †h †Kvb weav‡bi AvIZvq M„nxZ †Kvb Kvh©µg  ev Av‡`‡ki 

weiæ‡× †Kvb Av`vj‡Z †Kvb cÖkœ DÌvcb Kiv hvB‡e bv|  
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Lesson Plan 
   

Lesson: 5                                                                                          Ref  :  1.1.11 

Title :  Office manner , etiquette & Protocol                                                                             

Target population :  Officers (Grade 9 and above) of different organizations under 

MoA. 

Time :  1hour 

Aims :  To discuss about office manner , etiquette & protocol  so that the 

participants can maintain and express appropriate behavior in 

their respective working place. 

Learning outcomes:  At the end of the session the participants will be able to: 

 define etiquette and manner; 

 distinguish between etiquette and manner; and 

 explain dress code, table manner, telephone manner, washroom 

manner, manner toward women and meeting manner etc.  

 mention Protocol  

 

Content Methods/ 

Techniques 

Aids/ 

Resources 

Time 

(Minutes) 

Introduction 
 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Manner and etiquette 

 Importance: identify civilization of a 

person 

 Outline of content 

Lecture/ 

Discussion/ 
Q+A 

 6 

Development 

 Different types of manner 

 Difference between Manner and 

etiquette 

 Illutration of different types of 

manner 

 Motivation (Energize the group) 

 Maintain various types of codes in 

and outside Office 

 Check attention (wrong statement) 

 Feedback (Q+A). 

Lecture/ 

Discussion/ 
Q+A 

 45 

Conclusion 

 Assesment of Los 

 Summerize by using Key Words 

 Mmotivation (application of learning) 

 References 

 Forward planning 

Discussion/

Q+A 
 9 

Equipments and Aids: Multimedia, White board, Marker, Pointer, Duster etc.  should be 

available in the classroom 

 

Behaviour/Performance                       Condition                              Criteria 
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Office Manner and Etiquette 

Md. Eskander Hossain 

MANNER 

Definition: 

I)A way of doing something or the way in which a thing is done or happens. 

II) A person’s outward being or way of behaving towards others 

Manner reflects ones  

 Family background 

 Education 

 Home Environment 

 Common sense 

 Moreover Human quality. 

 

Etiquette: 

• The customary code of polite behavior in a society or among members of a 

particular profession of group. 

Manner 

• Dress code 

• Manners in table 

• Telephone manners 

• Manners in washroom 

• Manners in 52ffice52 

• Manners towards women 

• Manners in meeting 

 

1| DRESS CODE : GKRb miKvix Kg©Pvixi gvwR©Z Ges iæwPm¤§Z †cvlvK cwi”Q‡`i †ckvMZ Ges 

evwYwR¨K g~j¨ QvovI h‡_ó mvgvwRK g~j¨ i‡q‡Q| GKRb e¨w³i AvZ¥wek¦vm evwo‡q Zz‡j|  

†cvlvK cwi”Q‡`i e¨vcv‡i cÖavb we‡eP¨ welq t  

 cwi¯‹vi cwi”Qbœ Ges gvwR©Z jv‡M Ggb †cvlvK n‡Z n‡e|  

 fv‡jv `iRx Øviv Zv cÖ ‘̄Z Ki‡Z n‡e| 

 ‡cvlvK cwi”Q` wKfv‡e aviY Ki‡Z nq Zv Rvb‡Z n‡e|  

 ‡cvlvK cwi”Q‡`i hZœ I msi¶Y Kivi c×wZ Rvb‡Z n‡e|  
 

‡cvkvK cwi”Q` aviY c×wZ t  

     K)   kvU© t 

 kv‡U©i is wbe©©vP‡b g~j wRwbm n‡”Q gvwR©Z A_P my›`i| mv`v isB n‡”Q me‡P‡q gvbvbmB| hw` iw½b 

ci‡Z Pvb Z‡e nvjKv is cQ›` Kiv DwPZ| ÷ªvBc kvU© e¨envi Kiv hvq| Z‡e eo †PK kvU© I Kov 

i‡Oi wcÖ‡›Ui kvU© eR©bxq|  

 mvaviYfv‡e cwiav‡bi Rb¨ bxP w`K Dëv‡bv KjviB me‡P‡q fvj| Kjvi Möxevi ms‡M wVKgZ evuav 

_vK‡e Ges Kjv‡ii cwimi Ggb n‡Z n‡e hv‡Z †Kv‡Ui Kjv‡ii Dci 1/2 n‡Z 3/4 BwÂ ch©šÍ †ewi‡q 



53 

_v‡K| Kjv‡ii Kvb ỳ‡Uv †hb Lye †ekx Piov bv nq Ges †ekx AvuUmuvU bv nq Ges Kjv‡ii cÖvšÍ hv‡Z 

ey‡Ki Dci mgZjfv‡e c‡o _v‡K|  

 kvU© †Kbv ev evbv‡bvi mgq Mjvi gvc Gi mv‡_ ûeû wgwj‡q †Kbv ¸iæZ¡c~Y©|  

 Ô‡i¸jvi wdUÕ kvU© cwiavb Kiæb| 

L) c¨v›U t  

 c¨v›U Gi KvwUs ¯v̂fvweK nIqv evÃbxq (†ekx †Xvjv ev †ekx miæ bq)|  

 wRbm& c¨v›U  c‡i Awdm Kiv DwPr bq| GKgvÎ †Wªm c¨v›U Awdm Dc‡hvMx|  

 (Bdwbdig t- Bdwbdigavix Kg©Pvix n‡j, Bdwbdig cwiavb eva¨Zvg~jK|) 

M)  Awdwmqvj my¨U t 

 Awdwmqvj my¨U Ôdark Solid Colour or PinstripeÕ nIqv evÃbxq| we‡kl K‡i †bfx e y, Mvp ev`vgx, 

aymi A_ev Ôpvi‡KvjÕ is n‡j fv‡jv|  

 c¨v›U Gi wb‡P †ekx †Xvjv ev †ekx miæ bv n‡q RyZvi †cQ‡bi wnj Gi bxP ch©šÍ j¤^v nIqv evÃbxq|  

 †eøRvi ev †KvU Gi mv‡_ Contrast c¨v›U civ hvq| 

N) UvB Ges iægvjt  

 UvB Gi ÔbUÕ mwVKfv‡e evuav _vK‡Z n‡e| kvU© Gi Kjvi Gi †evZvg eÜ Ae¯’vq †hfv‡e Zv Mjvq 

jvMmBfv‡e jvMv‡bv _v‡K UvB euvav †hb Zvi mv‡_ mvgÄm¨c~Y© nq|  

 †Kv‡Ui eyK c‡K‡U iægv‡ji cÖ`k©b †hb „̀wóKUz bv nq A_©vr Zv †hb Sz‡j bv _v‡K|  

 UvB c Ö‡¯’ gvSvix gvc n‡e n‡e; AwZ miæ ev AwZ †gvUv †hb bv nq| g¨vwPs Ávb ¸iæZ¡c~Y©| 

O) RyZv t 

 RyZv cv‡qi ms‡M my&›`ifv‡e Lvc †L‡Z n‡e|  

 RyZvi wdZv _vK‡j Zv wVKgZ evua‡Z n‡e| †jvdvi m „̀k RyZvI e¨envi Kiv hvq|  

 RyZv me mgq cwi¯‹vi _vK‡Z n‡e| RyZvi DcwifvM †mjvB K‡i civ eR©bxq| 

 RyZvi is g~jZt Kv‡jv; ev`vgx is n‡jI P‡j|  

 w¯øcvi ai‡Yi m¨v‡Ûj e¨envi eR©bxq|  

 m¨v‡Ûj my cov †h‡Z cv‡i| KviæKvR Kiv m¨v‡Ûj cwiZ¨vR¨|  

 bvgv‡Ri mgq Qvov Awd‡m w¯cvi  c‡i _vKv eR©bxq| 

 gwnjviv Awd‡m nvB wnj e¨envi Ki‡eb bv| 

P) †gvRv t 

 Awdwmqvj †gvRv Ô Calf high Õ n‡Z n‡e| 

   AvbyôvwbK cwiav‡bi Rb¨ Aek¨B Kv‡jv is‡qi †ikgx ev bvBj‡bi  †gvRv ci‡Z n‡e|  

R) cÖmvabx t 

   ‡Kvb Kov myMÜx e¨envi K‡i evB‡i hv‡eb bv|  

   mvaviYfv‡e cvDWvi cwiZ¨vR¨| gy‡L, Nv‡o ev Kv‡b Ggbfv‡e cvDWvi jvMv‡bv DwPZ hv‡Z cvDWv‡ii 

†Kvb wPý bv _v‡K|  

   Ô‡ivj AbÕ e¨envi DËg|  

   gvD_ †d&ªkbvi e¨envi Kiv hvq|  

ga¨vý‡fv‡Ri †cvkvK t 

 nvjKv i‡Oi nvd kvU©, Mvp i‡Oi c¨v›U/LvKx i‡Oi c¨v›U, mvdvix ev nvjKv †cvkvK civ hvq| my¨‡Ui 

‡ejvqI nvjKv is AMÖvwaKvi †c‡Z cv‡i|  

 cvRvgv-cvÄvex n‡j m¨v‡Ûj my cwi‡aq| 
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‰bk‡fv‡Ri †cvlvK t  

 Mvp i‡Oi Kv‡jv my¨U, Kv‡jv RyZv/†gvRv A_ev Mvp i‡Oi Rvgv cov hvq|  

2| TABLE MANNER 

 K‡qKwU mvaviY welq- 

 KlbI gy‡L Lvevi wb‡q K_v ej‡Z †bB A_ev hvi gy‡L Lvevi Av‡Q Ggb †Kvb AwZw_‡K m‡¤̂vab KivI 

DwPZ bq|  

 gy‡L Lvevi wb‡q †VvU eÜ K‡i †L‡Z n‡e| gy‡L Lvevi †`evi mgq 54ffic Kiv wekªx †`Lvq| Lvevi 

mgq nvo wPev‡bv hv‡e bv ev †Kvb wKQz Pz‡l †L‡j kã Kiv hv‡e bv|  

 hZUv †L‡Z cvi‡eb wVK Z‡ZvUv Lv`¨ †c‡U †bqv DwPZ| †ekx wb‡q bó Kiv wb‡e©v‡ai KvR|  

 Lvevi †Uwe‡ji †Xkzi †Zvjv ev nvB †Zvjv †kvfbxq bq| 

 Av½yj Pz‡l LvIqv cwiZvR¨| 

 evmb , PvgP BZ¨v`xi kã cwinvi Kiæb| 

 †Uwe‡ji Dci KbyB fi w`‡q emv wVK bq|  

 Avc¨vqK ev Avc¨vwqKv †L‡Z ïiæ Kivi ci AwZw_i LvIqv ïiæ Kiv DwPZ †Uwe‡j †Vm w`‡q ev by‡q bv 

e‡m †mvRv n‡q emv DwPZ| LvIqvi mgq Qvov evKx mgq cy‡iv evû †Kv‡ji Dci †i‡L emv wbqg|  

 †Uwe‡j e‡m g„ ỳ I gvwR©Z ¯‡̂i K_v ejv DwPZ|  

 Lvevi gy‡Li Kv‡Q wbb- gyL Lvev‡ii Kv‡Q bq| 

 ‡gvevBj †dvb ev Ab¨ †Kvb e¨w³MZ wRwbm Lvevi †Uwe‡j ivL‡eb bv Ges †Uwe‡j e‡m †gvevB‡j K_v 

ej‡eb bv| 

 †Uwe‡j wb‡Ri RvqMv Kivi Rb¨ A‡b¨i _vjv evmb †V‡j †`qv wKsev GK RvqMvq Ro K‡i ivLvI 

Ab¨vq|  

 †Uwe‡j emv Ae¯’vq nuvwP ev Kuvwk w`‡Z n‡j AwZw_‡`i †_‡K ~̀‡i GK cv‡k gv_v Nywi‡q wb‡q GKUz bxPz 

K‡i iægvj ev ‡dwmqvj wUmy w`‡q gyL bvK †X‡K Zv Ki‡Z n‡e|  

 ‡Uwe‡j e‡m b¨vcwKbwU †Kv‡ji Dci wewQ‡q wbb (Avc¨vqK Gi ci)| 

 †Uwej b¨vcwKbwU iægvj wnmv‡e e¨envi Kiv hv‡e bv| G uv ïay LvIqvi Av‡M I c‡i gyL †gvQvi Rb¨ 

e¨envi Ki‡Z n‡e|  

 Lvevi †Uwej Z¨vM Kivi mgq fuvR‡Lvjv b¨vcwKb Avcbvi †c‡Ui evg cv‡k ivL‡Z n‡e| AšÍieZ©xKv‡j 

†Pqv‡ii Dci ivLyb| 

 AwZw_i evg w`K †_‡K Lv`¨/wWk cwi‡ekb Kiv nq Ges Wvb w`K n‡Z †diZ †bqv nq| cvwbq cwiekb 

Kiv nq Wvb w`K †_‡K| 

 AvbyôvwbK †Kvb ˆbk‡fv‡R wØZxqevi Lvevi cwi‡ek‡bi Rb¨ ‡cU GwM‡q †`evi mgq †hb Aek¨B Qywi 

Ges KuvUv †c‡Ui Wvb w`‡K _v‡K|  

 Lvevi †kl Kivi ci Qywi I KuvUv PvgP ci¯úi mgvšÍiv‡j †c‡Ui Dci Nwoi 10Uv-4Uv Ae¯’v‡bi g‡Zv 

ivLv wbqg| Qywii aviv‡jv Ask wfZi w`‡K _vK‡e| 

 Qywi ev PvgP Ges KuvUv PvgP †c‡Ui Dci Ôc~iYÕ wP‡ýi AvKv‡i ivL‡j Ôlvev‡i mvgwqK weiwZ Ges 

cybivq wd‡i AvmwQÕ †evSvq| 

 Qzwii e¨envi †kl n‡q †M‡j Gi avivj w`‡K gyL K‡i †c‡Ui Dc‡ii As‡k ivL‡Z n‡e| GKBfv‡e gvLb 

KvUvi QzwiI gvL‡bi †c‡U ivL‡Z n‡e|  

 Pv A_ev Kwdi Kv‡c PvgP †`qv n‡j Zv wcwi‡Pi Dci Wvb cv‡k ivL‡Z n‡e, KlbI †Uwej K¬‡_i Dci 

ivLv hv‡e bv|  

 †Uwe‡ji Dci †Kvb QvB`vwb bv _vK‡j a~gcvb Kiv hv‡e bv|  

 mK‡ji mvg‡b ùvZ wLjv‡bv A‡kvfb †`Lvq| †Zgwb wRe w`‡q `uvZ cwi¯‹vi Kivi †Póv KivI GKUv 

e`Af¨vm| wLjv‡bvi `iKvi n‡j gy‡Li mvg‡b iægvj a‡i gyL GKcv‡k mwi‡q wLjvb Kiv †h‡Z cv‡i|  

 ‡`kxq Abyôv‡b Av‡MB nvZ ay‡q †Uwe‡j emyb| 

     û‡ovûwo K‡i Lvevi †c‡U wb‡eb bv| Lvevi †bevi mgq Av‡k-cv‡ki cÖvwßi  w`‡KI †Lqvj ivLyb|  

     ûU K‡i LvIqv ïiæ Ki‡ebv, Avc¨vqK/wmwbqi‡`i w`‡K †Lqvj ivLyb| 

     ‡hLv‡b-†mLv‡b KuvUv/SzUv †dj‡eb bv|  

     LvIqv †kl n‡j ûU K‡i DV‡eb bv, Ab¨‡`i Rb¨/wmwbqi‡`i Rb¨ A‡c¶v  Kiæb| 

     cv‡bi wcK †djv wb‡la| 
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`vßwiK Avc¨vqY t  

 cvwb cwi‡ekbKv‡j Møv‡mi evB‡i hv‡Z cvwb ev cvwbi we› ỳ †j‡M bv _v‡K| m¤¢e n‡j wcwi‡P K‡i Mvm 

w`‡q cvwb w`b| wcwi‡P †hb cvwbi Aewkóvsk bv _v‡K| m¤¢e n‡j †Uwej b¨vcwKb w`‡q Mv‡m cvwb †`qv 

hvq| Møvm †hb ¯̂”Q nq|  

 Pv‡qi Kv‡ci evB‡i As‡k Ges wcwi‡P †Kvbfv‡eB †hb Pv‡qi we›`y ev Pv †j‡M bv _v‡K| Pv I wPwb 

Avjv`v †`qv DËg|  

 Kv‡c PzgyK w`‡q Pv cvb wbqg| wcwi‡P †X‡j bq| 

 †Uwej wUmy¨ I †dwmqvj wUmy¨ GK wRwbm bq|  

3| MANNERS IN TALKING:  

 e¨envi gvby‡li D”Pgh©v`v/es‡ki cwiPvqK|  

  †`Lv n‡j m¤¢vlb ev †mŠRb¨ wewbgq Riæix| 

  AcwiwPZ e¨w³‡`i mv‡_ cwiPq n‡j wKQz †mŠRb¨g~jK K_vevZ©v ejv Avek¨K| AšÍZt c‡¶ ewW 

j¨vs¸‡q‡Ri gva¨‡g AvšÍwiKZvi cÖKvk N uvb| 

  †Pv‡L †PvL †i‡L K_v ejv ixwZ|  

  †mev MönxZvi cÖwZ cÖwZ‡¶‡ÎB AvšÍwiK nIqv cª‡qvRb| Ôavcbv‡K wKfv‡e mvnvh¨ Ki‡Z cvwi?Õ Ôavwg 

Avcbvi wK Kv‡R jvM‡Z cvwi?Õ Ôavcbvi wK Riæix wKQz Av‡Q?Õ- BZ¨vw` evK¨ e¨envi Kiv hvq| †mev 

cÖ`v‡b RwUjZv ev †`ix n‡j Aek¨B eywS‡q ej‡Z n‡e, AšÍZt cÖwZc¶ †hb eyS‡Z cv‡i †h Avcwb 

AvšÍwiK|  

 K_v ejvi mgq gy‡Li ỳM©Ü ev Ab¨ †Kvb ai‡bi e` Af¨v‡mi cÖwZ bRi ivLyb|  

 Kg© ’̄‡j mK‡ji mv‡_ m`fve Avcbvi Kj¨vY e‡q Avb‡e| AwZgvÎvq NwbôZv eR©bxq|  

 Kv‡iv cÖwZ †LvjvLywjfv‡e Avcbvi AcQ›` ev N„bv cÖKvk ev ciwb›`v ev nvgeov fve ev bvK wmUKv‡bv 

BZ¨vw` Avcbvi wb‡Ri Rb¨B ¶wZKi|  

 †ZvZjv‡bv, &̀ªyZ K_v ejv ev †Rv‡i K_v ejv eR©bxq|  
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 ivRbxwZ ev ivR‰bwZK Avjvc ÔavPib wewaÕ cwicwš’|  

 g¨vwRK IqvW©m Please, May I, Thank you, Sorry, Excuse me. 

 ‡KejgvÎ wb‡Ri m¤ú‡K© K_v ej‡eb bv| 

 Ôavcwb KZ †eZb cbÕ, ÔgwUi `vg KZÕ, Ôe¨emvq KZ UvKv jvf Ki‡jbÕ, Ôavcbvi eqm KZÕ, ÔKZUvKv 

Kwgkb cvbÕ- G ai‡Yi e¨w³MZ cÖkœ Kiv P~ovšÍ Af`ªZv| 

 e‡mi mvg‡b ev mv‡_ AcÖ‡qvRbxq K_v ev Awdwmqvj Kv‡Ri evB‡i K_v ej‡eb bv| GKvšÍ cÖ‡qvRb n‡j 

e¨w³MZ cÖm½ AbygwZ wb‡q ej‡eb| 

 

4| TELEPHONE MANNERS : 

 K_v ejv GkwU AvU© Ges †Uwj‡dv‡b K_v ejvi mgq ¯úó I webqx nIqv `iKvi| 

 cÖv_wgK †mŠRb¨ Riæix| 

 ‡Rv‡o K_v ejv cwinvi Kiæb| 

 A‡nZzK K_v cwinvi Kiæb| 

  Av‡M wbR cwiPq w`b| hv‡K †LuvRv n‡”Q wZwb bv _vK‡j ev hv‡K LuyR‡Qb wZwb bv  _vK‡j mZK©Zvi 

mv‡_ P~ovšÍ †mŠRb¨g~jK e¨envi Kiæb| 

  Mjvi ¯̂‡i AvšÍwiKZv Riæix| nVvr K‡i †dvb †i‡L w`‡eb bv| 

  Aat Í̄b‡`iI †Uwj‡dvb wkóvPvi m¤ú‡K© aviYv w`b|  

 ‡gvevBj †dv‡bi wis †Uvb cQ‡›` iæwPkxjZvi cwiPq w`b| Awdmvi‡`i/Kg©Pvix‡`i wis †Uvb ¯̂vfvweK 

†Uwj‡dv‡bi b¨q nIqvB DËg| 

 em& ev †Rô¨‡`i mvg‡b †Uwj‡dv‡b K_v ejv P~ovšÍ Af`ªZv| 

 Awd‡m m¤¢e n‡j †gvevBj †dvb mvB‡jÝ †gv‡W ivLyb| cwiev‡ii evB‡i Ab¨ Kv‡iv mvg‡b †dvb wiwmf 

Ki‡Z n‡j ‡mŠRb¨g~jK evK¨ e¨envi K‡i ¶gv ‡P‡q wbb| 
 

 

5| MANNERS IN WASHROOM : 

 Uq‡jU hZUv ïKbv _vK‡e ZZ‡ekx Rxevbygy&³ _vK‡e- myZivs A‡nZzK Uq‡jU †fRv‡eb bv|  

  K‡gvW e¨env‡ii †¶‡Î K‡gv‡Wi †Pqvi e¨envi Kiæb| †PqviwU ïKbv ivLyb, cª‡qvR‡b Uq‡jU wUmy¨ 

w`‡q mxU gy‡Q e¨envi Ki‡Z cv‡ib| cyiælMY cÖmªve Kivi mgq mxU DwV‡q e¨envi Kiæb|  

 cÖ‡Z¨Kevi K‡gvW e¨env‡ii ci mxU Zz‡j ivLv wbqg| K‡gvW e¨env‡ii ci d¬vk Kiv Riæix| 

 Uq‡j‡U wUmy¨ †ccvi Qvov Ab¨ wKQy †djv wb‡la|  

 Uq‡jU wUmy¨ †KejgvÎ Uq‡j‡UB e¨envi‡hvM¨, Ab¨Î bq| 

 ‡ewmb e¨env‡ii mgq h_vm¤¢e Kg cvwb Av‡k-cv‡k Qovb| 
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6| MANNERS TOWARDS WOMEN:  

 gwnjv‡`i cÖwZ m¤§vbRbK AvPiY mf¨Zvi cwiPvqK| cÖvq me‡¶‡ÎB gwnjv‡`i AMÖvwaKvi †`qv f`ªZvi 

cwiPvqK| Z‡e Kg©‡¶‡Î gwnjv‡`i mv‡_ m‡PZb ỳiæZ¡ eRvq ivLvI Riæix|  

7.  CLEANLINESS: 

 cÖvYešÍ Aeqe AZ¨šÍ ¸iæZ¡c~Y©| cÖvYešÍ †Pnviv ev Aeqe A‡bKUv wbf©i K‡i e¨w³MZ cwi”QbœZvi 

Dci|  

 GKRb Awdmv‡ii mycwiPq cÖKvk K‡i QuvUv Pzj| Pzj my›`ifv‡e AvuPov‡bv _vK‡e| AZ¨waK ˆZj e¨envi 

Kiv hv‡e bv hv‡Z ˆZj Nv‡o ev Kcv‡j †e‡q bv c‡o †mw`‡K j¶¨ ivL‡Z n‡e|  

 †Muvd _vK‡j Zv cwicvwU K‡i QuvU‡Z n‡e| Lye j¤̂v Pzj wKsev j¤^v †Muvd ivLv Pj‡e bv|  

 nv‡Zi bL fvjfv‡e KvUv _vK‡e, gyLgÛj Ges Mjv fvj K‡i cwi¯‹vi ivL‡Z n‡e Ges ùvZ _vK‡e 

SKS‡K cwi¯‹vi|  

 me wKQz wgwj‡q PvjPj‡b GKUv eyw×`xß fve dz‡U DV‡Z n‡e|  

 WvBwbs †Uwe‡j †hLv‡b-†mLv‡b KuvUv †djv ev Av‡k-cv‡k †bvsiv Kiv hv‡e bv|  

8.   PUNCTUALITY : 

  mgqgZ Awd‡m AvMgb I cÖ ’̄vb AwZ ¸iæZ¡c~Y©| 

  ga¨vnè I bvgv‡Ri wei‡Z‡ZI mgqvbyewZ©Zv wkóvPv‡ii g‡a¨ c‡o|  

9.   MANNERS IN MEETING : 

 mgq g‡Zv Dcw¯’Z †nvb|  

  †gvevB‡j †dvb eÜ ivLyb| 

  mfvi Avmb web¨v‡mi w`‡K j¶ ivLyb|  

  Lvevi cwi‡ek I Lvevi MÖn‡Yi wbqg AbymiY Kiæb|  

 mfvcwZi AbygwZ Qvov K_v ejv hv‡e bv| 

Protocol : 

Literally the original note or minute of a transaction, agreement etc drawn up by a 

recognised public official and duly attested, forming the legal authority for any 

subsequent deed based on it. Diplomatically, protocol is the formulary of the etiquette to 

be observed by the Head of the State and Head of the Government in official ceremonies 

and in relations with representatives of other states.  

Internally also there is protocol in state ceremonies and functions. The ancient and 

medieval royalties used to practice elaborate protocol in diplomatic relations and state 
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functions. The modern states have standardised the system of protocol internationally as 

regards diplomatic etiquette and practices. The Vienna Convention of Diplomatic 

Relations (1961), of which Bangladesh is a signatory, has established a set of rules and 

ceremonials while dealing with protocol matter of its own Head of State/Government 

during their tours within the country as well as on state/official visits abroad.  

Besides, Bangladesh also practices an elaborate protocol arrangement including 

ceremonials during visits by foreign Heads of State/Government and also on the first 

arrival of a head of a diplomatic mission accredited to Bangladesh. On all such 

occasions, Bangladesh follows certain rules concerning the playing of the National 

Anthem, the hoisting of the National Flag, use of the VVIP/VIP lounges at airports in 

addition to having a Warrant of Precedence, showing inter se seniority of all officials and 

dignitories. In addition, Bangladesh also accords certain diplomatic immunities and 

privileges to heads of diplomatic missions ie, Ambassador Extraordinary and 

Plenipotentiary and High Commissioners and all other diplomats in embassies/high 

commissions/ consulates and UN and specialised agencies accredited to Bangladesh, on 

a reciprocal basis. The Protocol Division of the Ministry of Foreign Affairs looks after 

and coordinates protocol affairs of the government of Bangladesh.  

প্রট োকল :  

প্রট োকল পোরিভোরিক অটথ ে প্রট োকল হটলো পদস্থ ককোন সিকোরি কর্ েকর্েো কর্তেক প্রস্ত্তর্কৃর্ ও যথোিীরর্ সর্যোরয়ির্ 

কলনটদন বো চুরি ইর্যোরদ সংক্রোন্ত মূল র্ন্তব্য বো কোয েরববিণী। এই রববিণী পিবর্ী কযটকোন দরললটক ববধর্ো প্রদোন কটি। 

কূ ননরর্ক ভোিোয়ি প্রট োকল হটলো সিকোরি অনুষ্ঠোটন এবং অন্যোন্য কদটেি প্ররর্রনরধটদি সটে সম্পটকেি কেটে িোষ্ট্রপ্রধোন 

ও সিকোিপ্রধোন কর্তেক পোলনীয়ি আনুষ্ঠোরনক রেষ্টোচোিরবরধ।  

কদটেি অভযন্তিীণ িোষ্ট্রীয়ি অনুষ্ঠোন এবং কোয েক্রটর্ও প্রট োকল থোটক। প্রোচীন ও র্ধ্যযুটেি িোজন্যবে ে কূ ননরর্ক সম্পকে ও 

িোষ্ট্রীয়ি অনুষ্ঠোটন রবস্তোরির্ প্রট োকল অনুসিণ কিটর্ন। কূ ননরর্ক রেষ্টোচোি ও আচিণরবরধি কেটে প্রট োকল প্রণোলী 

আধুরনক িোটষ্ট্র আন্তজেোরর্কভোটব রনধ েোরির্। কূ ননরর্ক সম্পকে রবিয়িক রভটয়িনো কনটভনেন (১৯৬১, যোটর্ বোংলোটদেও 

স্বোেিকোিী) কদটেি অভযন্তটি ও বোইটি িোষ্ট্রপ্রধোন ও সিকোিপ্রধোটনি সফটিি সর্য়ি অনুসিণীয়ি রবরধর্োলো ও 

আনুষ্ঠোরনকর্ো রনধ েোিণ কটি রদটয়িটে। অরধকন্তু, বোংলোটদেও ককোটনো রবটদরে িোষ্ট্র/সিকোি প্রধোটনি সফটিি সর্য়ি এবং 

ককোটনো রবটদরে দূর্োবোস প্রধোটনি প্রথর্ বোংলোটদটে আের্টনি সর্য়ি রবস্তোরির্ প্রট োকল ও আনুষ্ঠোরনকর্ো পোলন কটি। এ 

ধিটনি সকল কেটে বোংলোটদে জোর্ীয়ি সেীর্ পরিটবেন, জোর্ীয়ি পর্োকো উটতোলন, রবর্োনবন্দটি রভ.রভ.আই.রপ/ 

রভ.আই.রপ কটেি ব্যবহোি এবং সকল কর্ েকর্েো ও রবরেষ্ট ব্যরিি পদর্োনক্রর্ অনুসিণ কটি থোটক। এ েোড়িোও বোংলোটদে 

কূ ননরর্ক রর্েনসমূটহি প্রধোনটদি, কযর্ন িোষ্ট্রদূর্, হোইকরর্েনোি ও বোংলোটদটে অবস্থোনির্ অন্যোন্য দূর্োবোস/ 

হোইকরর্েন/ কনস্যযটল , জোরর্সংঘ ও রবটেি ধিটনি প্ররর্ষ্ঠোটনি কূ ননরর্ক কর্ েকর্েোটদি পোিস্পরিক রভরতটর্ রবটেি 

রকছু কূ ননরর্ক স্যটযোে স্যরবধো প্রদোন কটি। পিিোষ্ট্র র্ন্ত্রণোলটয়িি প্রট োকল রবভোে বোংলোটদে সিকোটিি প্রট োকল সংক্রোন্ত 

রবিয়িসমূহ র্দোিরক এবং কসগুটলোি সর্ন্বয়ি সোধন কটি।   
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Lesson plan 

Lesson-12                                                                           Ref: 1.1.12 

Title                         : Performance Appraisal and ACR writting 

Target population : Officers(Grade 9 or above) of  of different organizations 

under MoA 

Time                       : 1hours 

Aims                      : To discuss about various aspects related to ACR and writing 

ACR, so that the participants can write or fill-up ACR form 

appropriately in their working places. 

Learning outcome : After completion of the session the participants will be able 

to: 

 define and describe performance appraisal; 

 list different parts of ACR and different types of ACR; and 

 describe ACR writing procedure. 

 mention common mistakes in ACR writing 

Content Techniques/ 

Methods 

Aids/  

Resources 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:  ACR writing 

 Importance: Fill up ACR form andgive 

ACR appropriately 

 Outline of content 

Lecture/ 

Discussion/ 

Q+A 

 5 min. 

Developments 

 Familiar with ACR form 

 Different parts of ACR 

 Filling up Procedure of ACR 

 Authorities 

 Common mistakes in ACR writing 

 Practice/Exercise 

  Motivation (Energize the group) 

 Check attention (wrong statement) 

 Feedback (Q+A) 

Lecture/ 

Discussion/ 

Exercise/ 

Q+A 

 
45 min. 

 

Conclusion 

 Assesment of LOs 

 Summerization by using Key Words 

 Motivation( application of learning) 

 References 

 Forward planning 

Discussion/ 

Q+A 
 10 min 

Equipments and Aids: Multimedia, White board, Marker, Pointer, Duster etc.  should be 

available in the class room. 

 

 Behaviour/Performance                       Condition                                      Criteria 
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Performance Appraisal and ACR writing 

                                                                        Md Abdur Rouf 

 

Elaborations: 

 Annual Confidential Report( ACR ) 

  Officer Reported Upon (ORU) 

  Report Initiating Officer  (RIO) 

  Counter Singing Officer (CSO) 

  Officer’s Service Record (OSR) 

 

What is ACR: 

 ACR is a written evaluation report of performance of a subordinate officer by the 

overseeing officer; 

It is a report about the  individual traits and volume of works performed  by/of an officer 

for a particular span of time 

 Customarily one year, but can be for the part of the year 

 It is printed in the Bangladesh Form No 290 D, 1990; 

  It is a part of dossier 

Dossier: 

Dossier is a folder where important papers of an officer is kept; like ACRs, 

Training Evaluation Reports(TER), DPs etc. 

Types of Dossier: 

 Active Dossier: Evaluation will be done on the basis of Active Dossier 

 Inactive dossier: It will be preserved for  the security purpose 
 

WHY ACR? 

 To guarantee accountability in  the civil service 

 To establish chain of command 

 To preserve cumulative performance record 

 To improve the performance of an officer 

 To deliver evidence for transfer, posting training, promotion, reward and 

punishment etc. 

 To formulate Career Plan for the officers 

 To correct  an officer 

 

Limitation of ACR System: 

 Can be biased 

 Faulty/Lengthy Form 

 Manipulation/influence/tempering 

 Limited use/No use 
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 Preservation system is not scientific 

 Not  a scientific method 

Types of ACR: 

1. Annual ACR 

2. Part  ACR 

3. Special ACR 

 

Annual ACR:  

Submitted at the end of a calendar year 

 Usually  once in a calendar year 

 ORU  is to serve at least 3 month  under any RIO for getting an ACR 

 No specific time to serve under CSO but to serve under him or her for that period  

Part ACR: 

 In a same calendar year if any ORU serves under more than one RIO in one or 

more station  

  Minimum three month or more  under one RIO in any station  

  Part ACR can be submitted at any time of the year  

Special ACR: 

 Special instruction from the competent authority is a must  

 No bar on calendar year  

 Working period must be at least 3 months under one RIO; no bar for calendar 

year  

 Special instruction from the competent authority is a must 

 No bar on calendar year 

 Working period must be at least 3 months under one RIO; no bar for calendar 

year  

Time frame for submission of ACR: 

 For ORU: ACR must be submitted by 31st     January every year   

 For RIO: After proper initiation it must be sent to   the CSO  by 28th February 

every year   

 For CSO: After proper counter signing ACR   must be sent to the dossier keeping     

authority by 31st March   
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Late Submission of ACR: 

 Maximum  one year late  submission of ACR can be accepted  with genuine 

reason 

 More than one year late  submission of ACR would be reject directly without 

asking any show cause.  

  If ORU submitted his/her ACR in time then OK 

ACR not needed for: 

 Secretaries of the Ministry 

 Officers employed on contract basis 

 Officers on training or higher study 

ACR for Whom: 

 Officers on Special Duty (OSD) 

 Officers on Lien 

 Officer under suspension 

Forms of ACR: 

 For 1st Class Gazetted Officer :Bangladesh Form no. 290 D (Revised)  

 For 2nd Class Gazetted Officers: Bangladesh Form no. 290 A 

 For Non-Gazzeted officer/Staff:Bangladesh Form no. 290 B (Revised) 

General Instructions: 

Two copies of ACR to be submitted  

ACR must be confidential and sealed cover 

Specific form to be used even  in time of  deputation 

 ORU must  submit ACR to the RIO by a  forwarding letter with a copy to 

CSO and Dossier keeping authority. 

 Receipt must be preserved by ORU 

 RIO must  send ACR to CSO by a sealed cover envelop with a copy to ORU and 

dossier keeping authority 

 CSO must  send( forward) ACR to the dossier keeping authority by a sealed 

cover envelop with a copy to ORU and RIO  

 In no way ORU will carry his/her own  ACR 
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 Generally direct supervising officer will be the RIO and next supervisor will be 

the CSO if otherwise not declared by the appropriate authority prior. 

 ACR should be signed and sealed properly with ID/code number of 

ORU/RIO/CSO respectably  

 The Secretary of the Ministry does not require to submit ACR, but a health report 

only. 

 ACR must be Submitted with medical report & date  

 Must mentioned the Year of ACR (January-December)  

 Don’t submit any ACR  for more than one year at a time (2013-2015) 

 No overlapping  period in any ACR 

    (Jan- Jun/2015 & Jan-Dec/2015) 

Instructions for health report: 

 Health report is a must for an ACR 

 In case of part  ACR; health report for the first part may not be inserted but last 

part of the year is a must 

 Health report must be taken from the assigned/ competent medical officer 

Instructions for pen picture: 

 Pen picture, comments and recommendations should be meaningful and clear 

 It should be consistent with the marks given 

 Fifth part (graph) can not be kept unfilled 

 Explanation for late submission in every stage is needed 

Instructions when RIO/CSO is not available: 

 If RIO is not found CSO can initiate  ACR  in special cases, such as death, 

suspension, retirement and living abroad for long time of the RIO  

 If CSO is not available for genuine ground, such as death, suspension, retirement, 

living abroad then RIO can submit  ACR without countersign directly to the 

dossier keeping authority with satisfactory explanation 

 If both RIO&CSO is not available then ACR is waved but need to inform the 

authority 

Instructions for privileged staff: 

 ACR of the privileged staff ( PS, PO, PA etc) need not be countersigned 

 explanation is needed. 

ACR from retired officer: 
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 RIO/CSO can initiate/countersign ACR at the time of PRL period 

 After termination of contract concerned officer can also write ACR Up to one 

year  

 Ministers also can initiate or countersign ACR after one year of termination/ 

leaving office 

Adverse Comment: 

 40 or less than 40 will be considered as adverse comment. Before putting 

Adverse Comment, it is the duty of a RIO 

 To show the mistakes or deviations orally and advise to the ORU to overcome  

 Written warning for repeated mistakes or deviations or any other misconduct  

 RIO to mention whether the ORU is informed  and whether the ORU could 

overcome his fault  

 RIO to preserve an incident file for keeping record of the ORU’s misdeals 

Expunge of Adverse Comment: 

 First stage:  CSO can over write showing reasons 

 Second Stage: Ministry/Competent Authority will do the following things: 

1. To inform to the ORU by a DO letter 

2. ORU can apply explaining the situation for expunge of that adverse 

comment 

3. The authority will ask the CSO/RIO for comment on the explanation of 

the ORU  

4. CSO/RIO to give his/her reply within 30 days 

5. Decision of the  Ministry/Competent Authority of Expunge/Confirmation 

on adverse comment will be final  

 

Exercise: 

 5th  October 2013 you were posted as AC ( Land), Bera, Pabna under UNO ‘X’. 

UNO ‘Y’  joined on March 07 2014 and was transferred from  Bera to  Pabna 

Sadar on October 25 2014. UNO “Z”  there on Nov 1 2014.You were transferred 

as Assistant Secretary, MoPA  on 10,April 2015. But still you did not submit 

your ACR for the year 2014. Now answer the following Questions:  

 Do you need to submit any ACR for the year 2013 &2014  from Bera. 

 How many ACR you require to submit in 2014 

3)  Please fill up your  ACR for the year 2014 
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Common Mistakes in writing ACR: 

 ORU/RIO/CSO does not submit/initiate/ counter sign  ACR in time and  even no 

explanation for delay. 

 Submitting ACR without forwarding and keeping no receipt  

 Confusion about Part ACR and Special ACR 

 Signature, seal and date not mentioned particularly for the old ACR 

 ID no of the ORU, RIO and CSO is not mentioned 

 5th part blank or inappropriate ambiguous comment in the pen picture  

 Working period under  RIO is not properly mentioned 

 Submitting ACR without medical report & date 

 Not mentioning Year (January-December) 

 Submitting ACR at a time for more than one year(2013-2014) 

 Overlapping ACR (Jan- Jun/2014 & Jan-Dec/2015) 

 Writing ACR for less than 3 month 

 Signed but not sealed 

 Part-ii, SL-14 is not duly filled up 

 Information of part-ii is not duly perused by RIO 

 Part-v is not duly filled up by RIO 

 Sending ACR without countersigned by RIO showing no reason 

 Overwriting /using fluid but no initial. 

 Seal is not used for old station 

 Score is not written in word by RIO/CSO 

 Miss-match with the initial and the score 

 No notice for giving adverse comments or 

 no incident file being maintained  

 No response from the CSO/RIO incase of Adverse processing 

 Showing no ground by CSO for increasing or decreasing marks given by RIO 
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Lesson 13 

Title :  Office inspection                                                     Ref: 1.1.13 

Target population : Officers(Grade9 & above)of different organizations under MoA 

Time : 1hour 

Aims : Todiscuss with the participants about ‘Office Inspection’, so 

thattheycan apply their acquired knowledge when visiting a 

subordinate office. 

Learning outcome: After completion of the session the participants will be able to: 

 define ‘Office Inspection’; 

 explain the objectives of Inspection; 

 list the points to be considered during Inspection; 

 design the Inspection report; and 

 discuss positive effect of Inspection. 

Content Methods/ 

Techniques 

Resources

/Aids 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:  Office Inspection 

 Importance: Speed up activities/ 

Smooth functioning of administration 

and management. 

 Outline of content .  

 

Lecture/ 

Discussion/ 

Q+A 

 

 
 

6 

Development 

 Objectives of inspection 

 Points to be considered during 

inspection 

 Precondition of Inspection 

 Positive effect of Inspection 

 Inspection report 

 Features of Inspection report 

 Motivation (Energize the group) 

 Check attention (wrong statement) 

 Feedback (Q+A). 

 

 

Lecture/ 

Discussion/ 

Group work/ 

Q+A 

 45 

Conclusion 

 Assesment of Los 

 Summerization using Key Words 

 Motivation (application of learning) 

 References 

 Forward planning 

 

Lecture/ 

Discussion/ 

Q+A 

 9 

Equipments and Aids : Multimedia, White board, marker, pointer, duster etc.  

should be available 

 

Behaviour/Performance                       Condition                              Criteria 
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                             Office Inspection 

                  

Organization of Presentation 

• What is Inspection? 

• What are the objectives of inspection? 

• What are the positive effect of Inspection? 

Inspection of: 

• Office Layout and Work performance 

• Use of Govt. property 

• Working Environment 

• Security and Discipline 

• Cash and Accounts 

• Receipts and Despatch  

• Inspection Report 

Office Inspection (SI: 190-197) 

• Office Inspections means- to examine the following things/subject carefully: 

• Performance of an office/branch/section 

• Standard or Discipline 

• Volume of work performed 

• Related matters 

• 2. To see that official rules and regulations are obeyed 

• To see that works are done properly 

Inspection 

• Inspection is not generally, an 73ffice73r73 examination or formal evaluation. 

The result of the inspections are compared to specified requirements or standards 

for determination whether the work or activity is in line with these target or set 

objectives 

• Inspections are usually non-destructive. Inspection are generally 2 types:  

 a) Surprise Inspection & 

 b) Scheduled Inspection 

Objectives of Inspection 

• To identify the problems and weakness 

• To rectify the sub-ordinates work 

• To change the existing work procedure in right way and change the attitude 

towards right directions without having any malice in mind 

• To train the probationers and newly recruit 

• To improve the quality of the work 

Difference between Inspection and Visit 

Inspection: 

• It is preset 
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• It is elaborate 

• It is crucial examination and evaluation of work done and current work 

• It is the examination of standard or work and success 

• Examination of whole things and aspects 

Visit: 

• It is instant 

• It is short 

• It is a general inquiry about current works 

• It is to see whether implementation of work is going on as per guidelines or not? 

• Examination a part of whole things 

Area of Inspection 

• Own HQ/Office 

• Subordinate office 

• Development work 

In case of Ministry/Division: 

• Every 2 months Senior Assistant Secretary will go for inspection of his Section 

• Every 4 months Deputy Secretary will go for Inspection his Branches 

• Joint Secretary or Additional Secretary or Secretary or equivalent officer will go 

for surprise inspection after reasonable time 

Registers/Returns 

• Receipts Register 

• File Index Register 

• Work Distribution Register 

• Forward Diary&Peon Book 

• Dispatch register&Stamp register 

• Cash book and passbook 

• Bill 

• Log Book 

• Attendance Register 

• Inspection Register 

• Telephone, Electricity, Gas and water bill register 

• Audit Objection register 
 

Points of Inspection 

A. Office Layout and Work performance 

B. Use of Govt. property 

C. Working Environment 

D. Security and Discipline 

E. Cash and Accounts 

F. Receipts and Despatch, etc. 

A. Office Layout and Work performance 

• Work distribution 

• Rules of Business, Secretariat Instructions, permanent orders and other officials 

instructions followed or not? 

• Awareness of employees 
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• Volume of performed work 

• Unattended matter 

• Files (management, delay) 

• Shifting of duty 

• Pending work and any discrepancies 

• Reminder, periodic, monthly reports, etc. 

• Important decision up-to date 

• Please speak type files 

• File index 

• Monthly meeting 

• Recommendations of previous reports etc. 
 

B. Use of Government Property 

• Stationary items, phone, fax, photo copier, computer, printer, electricity, 

furniture, equipments and transport 

• Receipts and use stationary 

• Maintenance of stock register 

• Furniture and office equipment re maintained/repaired properly 

• Log book (up-to date) 

• Vehicles repair and maintenance 
 

C. Working Environment 

• Satisfactory 

• Furniture and other equipment 

• Office and office premises 

• Reference  books, code, rules and manual etc. 

• Canteen, electricity facility 

• Guard File is preserved 

• Necessary stationary items, furniture, equipments are available 

• Other necessary facilities are given  to employee (toilet, canteen, drinking water 

and transport) 

• Employee interest ( salary, increment, benefit etc.) 
 

D. Security and Discipline 

• Security Arrangement 

• Attendance of employees 

• Awareness regarding security among employees 

• Illegal/outsider entrance are happened 

• Punctuality and regularity 
 

E. Cash and Accounts 

• Cash management, transaction and arrangement ( satisfactory) 

• Cashbook, cheque, contingent register and bill registers are written and preserved 

properly 

• Income and expenditure statement (up to date) 

• Audit 

• Misc. Vouchers and salary registers etc. 
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F. Receipts and Dispatch 

• Process 

• Docketing 

• Diary and File movement register 

• Peon book 

• Stamp register 

Inspection Report 

• Preparation of Inspection report as soon as possible 

• It must be short ( clear and self explanatory) 

• Success and positive aspects of the officer as well as mentioning the ways of 

improvement highlighting the assistance extended the inspection 

• Follow up of the past inspection report 

• Find out the pending matter and also identify the responsible person 

• It must increase efficiency and improving quality of work and services rendered. 

Important matter may be taken to the attention of higher authority 

Positive Effect of Inspection 

• Improve the quality and standard of works 

• Increase interest of work of employee 

• Increase awareness and interest to obey govt. rules an regulations 

• Increase dutifulness and skill 

• Change positive attitude 

• Create work environment 

• Establish  human relation with each other 

• Improve quality of work 
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Module 2 

Title :  File and Record Management 

Objective  : To teach participants about file and record management so 

that the participants can acquire both theoretical and practical 

knowledge about filing system and record management. 
 

Learning Outcomes :  After completion of Module 2 the participants will able to: 

 discuss filing system being practiced in public Offices; and  

 describe record management procedure in public Office.  

 

Reference Lesson Topic Method 

1.2.16 1  Office management procedure: 

docketing, filing, Referencing, 

Flagging and Digital File Numbering, 

Guard file 

 

Lecture and 

Discussion & 

Exercise 

1.2.17 2 Management of different types of 

registers: Index, Movement, 

Dispatch, Receive, Stock and 

Condemn Register, Peonbook, Leave 

Registar 

Lecture and 

Discussion 
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Lesson  plan 

Lesson:16       Ref: 1.2.16 

Title :  Office management procedure: docketing, filing, Referencing 

and Flagging 

Target population:  Officers (Grade9 and above) of different organizations under 

MoA. 

Time :  1 hour 

Aims :  To teach participants bout the procedure of docketing, filing, 

referencing, flagging and digital file numbering, so that the 

participants can perform those activities in their own office. 

Learning outcomes : After completion of the lession the participants will be able to: 

 define and explain filing, docketing, referencing and flagging; 

 define draft and describe the features of a draft; 

 list essential parts and materials required for a file; 

 describe the procedure of  digital file numbering ; 

 describe the Procedure before submitting file to higher authority; 

and 

 explain draft preparation procedure. 
Content Technique

s/Methods 

Resources/ 

Aids 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning /experiences 

 Pre-assessment: (Q+A) 

 Topic:  Office management procedure... 

 Importance: Smooth functioning of Office 

 Outline of content 

Lecture/ 

Discussion/ 

Q+A 

 

 6 

Development 

 Definition of Fileand materials required for a 

file 

 Essential parts of a file& file management 

 Procedure for diaring and disposal of paper 

 Opening of a new file and recording/ indexing 

of file 

 Digital File numbering 

 Drafting,  feature of a draft&preparing a draft 

 Procedure before submitting a file to higher 

authority 

 Docketing , Referencing, Flagging 

 Motivation (Energize the group) 

 Check attention (wrong statement) 

 Feedback (Q+A) 

Lecture/ 

Discussion/ 

Q+A 

 45 

Conclusion 

 Assesment of LOs 

 Summerization by using Key Words 

 Mmotivation (application of learning) 

 References 

 Forward planning 

Discussion/ 

Q+A 
 9 

Equipments and Aids : Multimedia, White board, marker, pointer, duster etc.  should be 

available 

 

 Behaviour/Performance                       Condition                              Criteria 
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Office management procedure: docketing, filing, Referencing and Flagging 

Abul Kashem Md. Borhan Uddin 

 

The file can be defined as a collection of those papers are related to the specific case / 

issue. The case includes letters, correspondence, notes, orders and other relevant papers 

which are figured by file number. This filing is a process to ensure proper arrangement 

of records, careful sorting of records and easy availability of records 

 Order/ Opinion/ Decision of the competent Authority came from the note of the 

File. 

 So, File is the place of origin/ the place of birth (birth place) of Decision/ 

Opinion/ Order/ Suggestion. 

 All letters have been prepared according to the decision is passed in the file. 

 Again, allletters are also presented with the File to get decision/ order/ opinion on 

the subject matter of the letter. 

Materials Required : 

File Board 

Band 

A file cover 

Tag 

Paper 

Case/ Issue/ PUC 

A File must have : 

Subject/ Heading/ Title 

Catchword 

File Number 

Name of Section/ Office 

Year of Opening 

File Management 

File management is a systematic process of actions for disposal of daily official business 

in an organization. File management covers the following activities. 

 Opening new files 

 Docketing 

 Indexing, diarizing, referencing 

 Recording of notes: Noting, Drafting, Summery writing 
 

Receipt and Issue: 

• Every Ministry/ Division will have a Receipt and Issue (R&I) Unit within 

 the General  

Section. 

• Supervision: Administrative Officer 

• Location of Section: Centrally located. 

• Responsibility: 
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 (a) Receipt and distribution of all fresh receipts. 

 (b) Despatch of outward mail and 

 (c) Compilation and printing of annual index of files. 

• This section will be placed in charge of an Assistant Secretary/ 

 S.A.S. The A.O. of this  

section will: 

 (a) go through these receipts; 

 (b) Separate them 

 (c) Sort out the receipts section wise. Give a serial number to each receipt and    

briefly record the date of receipt in section-wise Peon Books. 

 (d) Receipts will then be sent to the section concerned. 

Method of disposal: 

• Receipts addressed to an officer by name- 

• will be sent to him un-opened. 

• will be received by the officer himself/ by his P.S/ P.A. 

• will be opened by him or in his presence by a member of his Personal Staff. 

• all other covers will be opened in the General Section & sorted out in 

section-wise. 

• reminders will be separated and submitted to the D.S. Concerned in a pad 

marked- Reminder. 

• all receipts will be stamped with the rubber stamp. 

• all receipts will passed on by the General Section at regular intervals twice 

during the day. 

Procedure for Diarising and Disposal of papers: 

On receiving fresh receipts the Assistant Secretary/ S.A.S/ Officer-in-Charge will- 

 (a) Go through them carefully 

 (b) Record specific instructions on receipts. 

 (c) Important receipts will be submitted to the D.S or higher officer. 

• All receipts will give the highest priority to fresh receipts and return them to the 

section concerned promptly. 

 

The following types of receipts will not diarised- 

• Copies of tour programmes. 

• Routine circulars:- Telephone list, changes in address of offices. 

• Routine acknowledgements & Post copies of Fax, E-mail. 
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• Press cuttings (For information only) 

• Application for casual leave. 

• Requisitions for stationery. 

• Identical representation from individuals. 

• Letters without name and signature. 

•  

After receipts have been diarised, A.O. will classify them into 4(Four) categories. 

• a) Files received from other offices; 

• b) Receipts relating to files already existing; 

• c) Papers of routine nature for which no files has to be opened; 

• d) Receipts for which new files are to be opened. 

Diarising of Receipts: 

The Diary is a general chronological register of communications of every descriptionreceived 

in a section. 

Section Diary Register 

Sl. 

no 

No. and date of 

receipt 

From whom 

received 

Brief 

Subject 
 

File 

No. 

Date of 

final 

disposal 

 

Record of 

movement 

Remarks 

 

 No Date       

         

Opening of files 

No files will be opened unnecessarily. A new file may be opened: 

i. on the basis of a fresh receipt 

ii. on the basis of a fresh note 

 

A file number is given to a file and entered in the File Register and in the Register of 

Detailed index of Current Files 

Opening of New Files 

 The A.O. will give entry to Register of detailed index of current files 

 File number, serial number of file should be recorded in a blank space of the 

seal on the letter. 

 Each page of the letter & its enclosures should be numbered in pencil on the 

top right handed corner. 

 Number will run serially from the bottom of the file to upward. 

 Every file is given a heading or title which is brief & correct. 

From the heading the most significant word is picked up as the catch word. 

Example: 
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File Heading Catch word 

Audit of the accounts of the Dhaka District 

Council  

Audit  

Foundation training for the B.C.S Officers  Training  

 The selection of catch word, however depends upon the importance of the 

work in section. 

 File heading and catch word can be used for easy handling the files. 

 To the file number will be affixed a distinguishing letter or letters to denote 

the section to which the file belongs. 

 The year in which the file is stated will also be indicated. 

 The serial of file numbers run consecutively in an annual series for each 

number. 

 A.O. will give a suitable subject heading to the file in consultation with A.S/ 

S.A.S. 

 The list of file heading will be pasted on the opening pages of File Register. 

File should be consulted- 

a. File register 

b. Register of detailed index of current File. 

 

File Register  

Section-----------  Main file heading---------- 

Register of Detailed Index of Current Files 

Sl. no Indexed heading or file title Remarks 

   

   

   

   

 

Docating: 

 According to Secretariat Instructions,2014: 

 Schedule-16-28:receive and issue unit in every ministry/deptt/office 

 a) receive & distribution of letters 

 b) issuing letters 

 c) annual indexing & printing of files 
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Registration of letters and procedure of disposal 

 According to Secretariat Instructions,2014:schedule 29-39 

 Taking necessary actions with proper consideration 

 Review the received letters and make a priority list  

  section-wise classification/  number in each letter/ docating or write in registrar 

Some letters are not registered 

 Routine notifications 

 Tour diary 

 Posted copy of fax & e-mails 

 News paper cuttings(only for information) 

 Unsigned or without named letters 

 Repeated letters 

 Application of casual leave 

 Requisition of stationary etc. 

Procedure of disposal: schedule-35-38 

 Files of other ministry/division should be in registrar 

 Prior file related letters 

 Routine papers/periodicals 

 Related papers-for which new files would be opened 

Flag:schedule82-83 

 Top priority” in yellow slip 

 “Immediate” in red slip 

 “Urgent” in blue slip 

 Be very careful in using flag 

 When disposed, flag must be removed 

 Should take proper steps for disposal of flagged files/ letters  

Opening new file: schedule40-54 

 Using catch words and number as per requirement 

 Registrar-notification 

 Digital file number and code—7 code, 7 full stop(.) and 18 digits 

Digital file 

 Ministry/division code(2 digit) 

 Attached body/department/office code(2 digit)  

 Geographic code(4 digit) 

 Section/attached office code(3 digit) 

 Subject wise classification code(2 digit) 

 File number code(3 digit) 

 Year of file opening code(2 digit) 

 1st January-31st December is the chronology of file numbers 
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Flagging references and use of flags: 

All previous papers, rules, regulations, precedents and policies etc; to which reference 

has been made in the fresh receipt or in the note shall be indicated by giving the number 

of the page or paragraph and number of the relevant file in the margin in pencil and 

where necessary, by flagging with alphabetical slips. The slips should be pinned neatly 

under the pages, the sharp end of the pin being hidden between the slip and the page. 

When a large number of references are to be flagged, the slips should be so spaced as to 

be clearly noticeable. If referenceare flagged with alphabetical slips, the number and 

pages of the relevant file or documents should also be indicated in the margin (in the 

notes part) so that if the slips are lost or removed at a later stage, the reference can still be 

located. If the document put up for reference in a report, periodical or other publication 

its full title, etc. should also be given in the margin in ink, unless it is clearly mentioned 

in the Note itself by name. In the case of a file its number must be noted. 170. Reference 

books normally available with the officers should not be put up with the file but the 

relevant pages to which attention is to be drawn be indicated in the margin. If some 

reference books have to be put up, they should, if of the same size as the file board of file 

cover be placed at bottom of the case papers if of a smaller size they should be placed at 

the top to prevent them from slipping out. 
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Lesson  plan 

Lesson:17                                                        Ref:1.2.17 

Title                                :  Management of different types of registers 

Target population        :  Officers (Grade 9 and above) of different organizations 

under MoA. 

Time                               :  1hour 

Aims                              :  To discuss with the participants about Management of 

different types of registers, so that they can maintain   

different types of register in their workplace.  

Learning outcomes    :  After completion of the session the participants will be 

able to: 

 list different types of registers; and 

 describe different types of register and their maintenance 

procedure . 

  

Content Methods Aids/ Resources Timing 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic: Management of different types 

of registers 

 Importance: Smooth functioning of 

Office 

 Outline of content 

  5 

Development 

1. Different types of register 

2. Maintenance  of different types 

of registers 

L&D Multimedia, 

PowerPoint, 

White board 

45 

Conclusion 

 Assesment of LOs 

 Summerization by using Key Words 

 Mmotivation (application of learning) 

 References 

 Forward planning 

 White board 10 

Equipments and Aids : Multimedia, White board, Marker,Ppointer, Duster etc.  should 

be available in the classroom. 
 

Behaviour/Performance                       Condition                              Criteria 
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Management of Different types of Registers 

                                                 Abul Kashem Md. Borhan Uddin 

                                                                            
1. Wvqix wbeÜb ewn:  Wvqix n‡jv GKwU kvLvq M„nxZ wewfbœ cÖKvi cÎvw`i (AvavmiKvwi cKÎmn) weieY 

msewjZ KvjvbyµwgK mvaviY wbeÜb ewn| ‡µvocÎ-1 Gi bgybv dig Abyhvqx cÖwZwU c‡Îi µwgK msL¨v I 

ZvwiL, welq, †cÖi‡Ki weeiY Ges †h bw_‡Z cÎwU Dc¯’vcb Kiv nBqv‡Q Zvnvi b¤^i BZ¨vw` wjwce× Kwi‡Z 

nB‡e| 

‡µvocÎ-1 

Wvqwi wbeÜbewn 

µwgK 

bs 

cÖvß c‡Îi Kvnvi wbKU 

n‡Z cÖvß 

c‡Îi 

mswÿß 

welq 

bw_ b¤̂i P‚ovšÍ 

e¨e¯’v 

MÖn‡Yi 

ZvwiL 

MwZwewai 

weeiY 

gšÍe¨ 

¯v̂iK bs ZvwiL 

1 2 3 4 5 6 7 8 9 

         

 

 

 

 

2. bw_ wbeÜb ewn: m`¨cÖvß cÎvw` Dc¯’vc‡bi Rb¨ A_ev KZ©„c‡ÿi wb‡ ©̀‡ki †cÖwÿ‡Z bZzb bw_ †Lvjv †h‡Z cv‡i| 

cÖkvmwbK Kg©KZ©v `vwqZ¡cÖvß Kg©KZ©vi mv‡_ civgk©µ‡g bw_‡Z GKwU bw_ msL¨v cÖ`vb Ki‡eb| Ges bw_ 

wbeÜbewn‡Z Ges mwPevjq wb‡`©kgvjvi 40(2) n‡Z 41 Aby‡”Q‡` DwjøwLZ wbqgvbymv‡i PjwZ bw_i we¯ÍwiZ m~wPi 

wbeÜb ewn‡Z Zv wjwce× Ki‡eb| 

bw_ wbeÜb ewn:                                                                                                          ‡µvocÎ-3 

gš¿Yvjq/ wefvM......... 

kvLv.....................bw_i wk‡ivbvg/ welq 

µwgK 

msL¨v 

bw_ b¤̂i wk‡ivbvg/ welq 

 

‡kÖYxweb¨vmmn bw_f‚~³ Kivi ZvwiL 

    

    

3. PjwZ bw_i we¯ÍwiZ m~wPi wbeÜb ewn: bw_ b¤^i Rvbv bv _vK‡j bw_ wbeÜb ewn†Z KZ msL¨K c„ôvq GKwU 

bw_ Dc¯’vcb Kiv n‡q‡Q Zv Ly‡R †ei Kiv mgqmv‡cÿ e¨vcvi| Gi Rb¨ Aci GKwU wbeÜb ewn iÿbv‡eÿY Kiv 

cÖ‡qvRb hv †_‡K bw_ msL¨v †ei Kiv mnR| G‡K PjwZ bw_i we¯ÍwiZ m~wPi wbeÜb ewn ejv nq| GB wbeÜb 

ewn‡Z eY©bvµwgK avc _vK‡e Ges cÖwZwU e‡Y©i Rb¨ wbeÜb ewn‡Z cÖ‡qvRbvbymv‡i c„ôvi msL¨v wba©vwiZ n‡e| 

mvaviYZ cÖwZ av‡ci cÖaag c„ôvq wbw ©̀ó e‡Y©i bw_mg~‡ni Bw½Z kã¸wji c„ôv wb‡`©wkZ m~wP _vK‡e hv‡Z Bw½Z 

kã¸wj †h welq wb‡ ©̀k K‡i Zv Lyu‡R †ei Kiv hvq|   

PjwZ bw_i we Í̄wiZ m~wPi wbeÜb ewn:                                    ‡µvocÎ-4 

µwgK bs bw_i wk‡ivbvg gšÍe¨ 
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4| bw_i MwZwewa wbeÜb ewn: cÖkvmwbK Kg©KZ©v †µvocÎ-7 Abyhvqx GKwU bw_i MwZwewa wbeÜb ewn 

iÿYv‡eÿY Ki‡eb| GB wbeÜb ewn‡Z msL¨vhy³ mKj ewnM©gb MwZwewai D‡jøL _vK‡e| bw_ wd‡I Avmevi ci 

D³ f‚w³mg~n †cwÝj Øviv †K‡U cÖkvmwbK Kg©KZ©v Aby¯^vÿi I ZvwiL cÖ`vb Ki‡eb| bw_i b¤^i †`Iqv nq bvB 

Ggb bw_i MwZwewa WvBwi wbeÜb ewni gbÍ‡e¨i  Kjv‡g †cwÝj Øviv A_ev B‡jUªwbK c×wZ‡Z †`Lv‡Z n‡e|Ab¨ 

gš¿Yvjq/wefvM n‡Z AbvbyôvwbKfv‡e M„wnZ bw_i MwZwewaI Wvqwi wbeÜb ewn‡Z †`Lv‡Z n‡e| 

bw_i MwZwewa wbeÜb ewn:                                                                                             

†µvocÎ-7 

µwgK 

bs 

bw_ b¤̂i welq bw_ †cÖi‡Yi 

ZvwiL 

bw_i MwZwewa(hvnvi 

wbKU †cÖiY Kiv n‡e 

Zvi c`bvg) 

bw_ MÖnYKvixi 

¯v̂ÿi I ZvwiL 

      

      

      

      

      

 

5| cÎ Rvwi wbeÜb ewn: ¯̂vÿwiZ cwi”QbœcÎ  cÖvwß I Rvwi kvLvq cvBevi ci †µvocÎ -9 Gi bgybv Abyhvqx 

cÎ Rvwi wbeÜb ewn‡Z Dnv wjwce× Ki‡Z n‡eGes cÎ Rvwii msL¨v Rvwi wbeÜb ewn†Z †bvU K‡i ivL‡Z n‡e| 

c‡Îi mv‡_ †cÖwiZe¨ †h msjMœx _vK‡e ZvI wjwce× Ki‡Z n‡e| 

GKvwaK Kg©KZ©vi wbKU ev Awd‡m †Kvb cÎ A_ev AeMwZi Rb¨ Abywjwc †cÖiY Ki‡Z n‡j Rvwi wbeÜb ewn†Z 

Dnvi †Kej GKwUB µwgK _vK‡e| Ges Bnvi wecix‡Z hZRb Kg©KZ©vi wbKU A_ev hZ¸wj Awd‡m Dnv †cÖiY 

Ki‡Z n‡eZvi msL¨v eÜbxi g‡a¨ D‡jøL Ki‡Z n‡e| D`vnYmiƒc: hw` GKwU cÎ wefvMxq Kwgkbvie„‡›`i 

wbKUGes AeMwZi Rb¨ Abywjwcmg~‡ni Rvwi wbeÜb ewn‡Z †Kej GKwUB µwgK msL¨v _vK‡e| AeMwZi Rb¨ 

Abywjwci cv_©K¨ wb‡`©‡ki Rb¨ wZh©K (/) wP‡ýi c‡i DcmsL¨v D‡jøL Ki‡Z n‡e| 

cÖmvkwbK Kg©KZ©v/ e¨vw³MZ Kg©KZ©v Rvwii mgs c‡Î ZvwiL w`‡eb cÎRvwi wbeÜb ewn Gi Z…Zxq Kjvg c~iY 

Ki‡eb| 

cÎ Rvwi wbeÜb ewn:                                            ‡µvocÎ-9 

µwgK 

bs 

bw_ b¤̂i c‡Îi ¯̂viK b¤^i 

I ZvwiL  

hvi wbKU cÎ †cÖiY 

Kiv n‡jv Zvi wVKvbv  

‡cÖi‡Yi weeiYmn ZvwiL gšÍe¨ 

WvK‡hv‡M evnK 

gvidZ 

B‡j±ªwbK 

gva¨‡g 

1 2 3 4 5 6 7 8 

 

 

 

 

 

 

 

       

 

6| ÷¨v¤ú wnmve ewn: Wv‡K cÎ †cÖi‡Yi †ÿ‡Î †h WvKwU‡KU e¨en«Z n‡e †µvocÎ-10 Gi bgybv dig 

Abyhvqx÷¨v¤ú wnmve ewn‡Z †cÖiYKvix Dnvi wnmve msiÿY Ki‡eb| cÎ Rvwi I Rvwi kvLvi `vwqZ¡cÖvß Kg©KZ©v 
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GB wbeÜb ewn‡Z AšÍf©~³ wnmve cÖwZw`b cixKvlv Ki‡eb Ges Zuvi cixÿvi wb`k©bmi~c Z_vq ZvwiLmn 

Aby ^̄vÿi Ki‡eb| 

÷¨v¤ú wnmve ewn:                                                                            †µvocÎ-10 

ZvwiL ÷¨‡¤úi g~j¨ w`‡bi 

†k‡l †Ri 

‡cÖiYKvixi 

c`bvgmn ¯̂vÿi 

kvLvi `vwqZ¡cÖvß 

Kg©KZ©vi ¯̂vÿi nv‡Z 

we`¨gvb 

mvivw`‡b cÖvß  mvivw`‡b e¨eüZ 

1 2 3 4 5 6 7 

      

 

 

 

 

 

 

 

7| nvwRiv ewn: mKj kvLvq GKwU nvwRiv ewn _vK‡e| Dcw¯’wZi Rb¨ wba©vwiZ mg‡qi 15 wgwbU ci kvLvi 

`vwqZ¡cÖvß Kg©KZ©v Dnv‡Z ¯v̂ÿi Ki‡eb Ges DcmwP‡ei wbKU Aa© NÈvi g‡a¨ †ck Ki‡eb| wkw_j mgq() 

AwZµv‡šÍi ci †Kvb †Kvb Kg©Pvix Avm‡j wej‡¤^i Rb¨ KviY `k©v‡Z n‡e|  

Awd‡m Dcw ’̄wZi Rb¨ wba©vwiZ mg‡qi 15 wgwb‡Ui g‡a¨ hyM¥mwPe Z`yaŸ© Kg©KZ©vi e¨vw³MZ Kg©PvwiMY Zv‡`I 

nvwRiv ewn mswkøó Kg©KZ©vi wbKU cvwV‡q w`‡eb| 

8| †`q cÖwZ‡e`b Ges weeiYxi wbeÜb ewn: †cÖiY‡hvM¨ mKj cÖwZ‡e`b Ges weeiYx hv‡Z wbw`©ó Zvwi‡L †cÖiY 

Kiv nq Zv wbwðZ Kivi Rb¨ cÖ‡Z¨K kvLvq †µvocÎ-11 Gi bgybv Abyhvqx GKwU†`q cÖwZ‡e`b Ges weeiYxi 

wbeÜb ewn e¨envi Ki‡Z n‡e| mvßvwnK, cvwÿK, lvY¥vwmK, Ges evwl©K weeiYxi Rb¨ c„_K cÖ_K wbeÜb ewn 

e¨envi Ki‡Z n‡e| kvLvi `vwqZ¡cÖvß Kg©KZ©v kvLvi Kvh© mg‡q mg‡q cwi`k©b Kv‡j G mKj wbeÜb ewn cixÿv 

K‡i †`L‡eb|Ges †Kvb cÖwZ‡e`b/ weeiYxi cÖ‡qvRbxqZv dzwi‡q †M‡j Dnv bw_RvZ Kivi e¨e¯’v Ki‡eb| 

†`q cÖwZ‡e`b Ges weeiYxi wbeÜb ewn:                                                                            

†µvocÎ-11 

gvwmK/‰ÎgvwmK/lvb¥vwmK/evrmwiK BZ¨vw` 

.....................kvLv 

.....................gš¿Yvjq/wefvM 

....................Zvwi‡L cÖwZ‡e`b Ges weeiYx 

µwgK msL¨v welq ‡cÖi‡Yi wbw ©̀ó 

ZvwiL 

‡h Zvwi‡L †cÖwiZ n‡jv gšÍe¨ 

1 2 3 4 5 

     

 

 

 

 

9| webó‡hvM¨ bw_mg~‡ni wbeÜb ewn: †h bw_¸wj webói mgq n‡q‡Q Dnv‡`i b¤̂i †µvocÎ-Ô12 Gi bgybv 

Abyhvqx  webó‡hvM¨ bw_mg~‡ni wbeÜb ewn Gi  Gi mswkøó c„ôvq †bvU Ki‡eb| GB wbeÜb ewn‡Z cÖwZ 
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cwÄKve‡l©i Rb¨ b~¨bc‡ÿ GKwU c„ôv wbw`©ó _vK‡e Ges H c„ôvq †mB erm‡i webóKi‡Yi Rb¨ wbw`©ó bw_mg~‡ni 

µwgK msL¨v ‡bvU Ki‡Z n‡e|   

webó‡hvM¨ bw_mg~‡ni wbeÜb ewn:                                                                               †µvocÎ-

12 

.................m‡b bw_mg~n webó Ki‡Z n‡e| 

bw_ b¤̂i ‡kÖYxweb¨vm (L A_ev M) 

1 2 
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Module-3 

Title                         :  e-Filing  

objectives  : To teach  participants about Introduction of e-Filing so    

                                       that, the participants can conceptualize e-filling and use   

                                       the new concept in running the own office activities 

Learning Outcomes : At the end of the session the participants will be able to: 

 define e-filing 
 create the file; 

 prepare draft; 

 forward the letter 
Reference Lesson Topic Method 

1.3.18 1 Identification of e-file system, system 

login and profile management, ideas on 

citizen corn, postal upload (citizen / 

official), post forwarding, postal tracking, 

postal mail, postal resolution; 

Lecture and 

Discussion & 

Exercise 

1.3.19 2 Create documents on documents (create 

document type, create documents, edit 

document and edit previously created 

documents) Submit in postal document, 

write paragraph, send to the next 

recipient, view the documents sent; 

 

 

Lecture and 

Discussion & 

Exercise 

1.3.20 3 Decide in the document, postalize, 

documented call; 

Lecture and 

Discussion & 

Exercise 

1.3.21 4 Preparation of draft letter on e-file 

(document) system, issue of letter, letter 

editing and lettering, disposal of 

documents; 

 

Lecture and 

Discussion & 

Exercise 

1.3.22 5 Procedure for attachments of different types    

(prior letter, law and order rules etc) draft in 

notesheet 

 

Lecture and 

Discussion & 

Exercise 
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Lesson plan 

Lesson-18                                                                                        Ref. No. 1.3.18 

Title                        : Identification of e-file system, system login and profile                   

                                         management, ideas on citizen corn, postal upload (citizen /   

                                         official), post forwarding, postal tracking, postal mail,                                         

                                         postal   resolution; 

Target Population : Officers of different organization under MoA. 

Duration                  :  60 minutes 

Aims                        :  To teach participants about Introduction of e-Filing so that, 

the participantscan conceptualize e-filling and use the new 

concept in running the own office activities. 

Learning outcomes :  At the end of the session the participants will be able to: 

 . 

Content Methods/                 

Techniques 

Resource

s/ Aids 

Time 

(Minute) 

Introduction 

 Ice breaking (greetings) 

 Linkage with previous 

learning/experience 

 Pre-assessment (Q+A) 

 Topic: e-Filling 

 Importance: faster and smooth 

functioning of office activities. 

 Outline of the content 

 

Lecture/ 

Discussion 

Q+A 

 6 

Development 

 Introducing the e-Filing 

 Log in the system of e-filing 

 Profile management 

 preparation of draft 

 Concept of public corner   

 Motivation (energize the group) 

 Practice/Exercise on e-Filling 

 Check attention (making wrong 

statement) 

 Feedback (Q+A) 

Lecture, 

Exercise/ 

Practice/ 

Demonstration        

Q+A 

 
45 

Conclusion 

 Assessment of LOs 

 Summarization by using KWs 

 Motivation (application of learning) 

 References 

 Forward planning 

Discussion, 

Q+A 
 9 

Equipment and aids: Multimedia, white board, WB Marker, Pointer, Duster etc. to be 

available in the class room. 

 

Behavior/Performance                            Conditi                               Criteria 
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Lesson Plan 

Lesson -19                                                                                         Ref. No.1.3.19 

Title  : Create documents on documents, Submit in postal    

                                          document, write paragraph, send to the next recipient,              

                                          view the documents sent 
Target Population :  Officers of different organization under MoA. 

Duration :  60 minutes 

Aims  :  To teach participants about Management of the post so 

that,  the participants can manage the post for successfully 

running the e-filing activities. 

Learning outcomes :  At the end of the session the participants will be able to: 

 upload the post; 

 track the application;  

 print the receipt; 

 preserve, forward,track the post; and 

 observe and finish the post. 

Content Methods/                 

Techniques 

Resources

/ Aids 

Time (Minute) 

Introduction 

  Ice breaking (greetings) 

  Linkage with previous learning/experience 

  Pre-assessment (Q+A) 

  Topic: e-Filling 

  Importance: faster and smooth functioning 

of      office activities. 

  Outline of the content 

 

Lecture/ 

Discussion 

Q+A 

 6 

Development 

 Uploading the post (official and Public) 

 The system of application tracking 

 Receipt printing, register book and 

preservation the post 

 Forwarding the post 

 Tracking the post 

 Observing and finishing the post 

 Motivation (energize the group) 

 Practice/Exercise on e-Filling 

 Check attention (making wrong statement) 

 Feedback (Q+A) 

Lecture, 

Exercise/ 

Practice/ 

Demonstrati

on        Q+A 

 
45 

Conclusion 

 Assessment of LOs 

 Summarization by using KWs 

 Motivation (application of learning) 

 References 

 Forward planning 

Discussion, 

Q+A 
 9 

Equipment and aids: Multimedia, white board, WB Marker, Pointer, Duster etc. to be 

available in the class room. 

 

Behavior/Performance                               Condition                                                  Criteria 
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Lesson plan 

Lesson-20                                                                                            Ref. No.1.3.20 

Title  :  e-Filing : Preparation of file   

Target Population :  Officers of different organization under MoA. 

Duration :  60 minutes 

Aims  :  To teach participants about Preparation of File (Nothi) so 

that the participants can prepare file (nothi) and can do 

related work in file for quick office activities. 

Learning outcomes :  At the end of the session the participants will be able to: 

 Apply their know to prepare file by e-Filing; 

 put the post in file; 

 write note; 

  present the note; and 

  give the different attachment in note sheet;  
Content Methods/                 

Techniques 

Resources

/ Aids 

Time 

(Minute) 

Introduction 

  Ice breaking (greetings) 

  Linkage with previous learning/experience 

  Pre-assessment (Q+A) 

  Topic: e-Filling 

  Importance: faster and smooth functioning 

of     

 office activities. 

  Outline of the content 

 

Lecture/ 

Discussion 

Q+A 

 6 

Development 

 Concept of file (nothi) 

 File creation (type of file, putting 

permission on file, finishing the prepared 

file ) 

 Putting the post in file 

 Writing note and present the note.  

 Giving different attachment in note sheet 

(onward letter, law, act and regulation etc.  

 Motivation (energize the group) 

 Practice/Exercise on e-Filling 

 Check attention (making wrong statement) 

 Feedback (Q+A) 

Lecture, Exercise/ 

Practice/ 

Demonstration        

Q+A 

 
45 

Conclusion 

 Assessment of LOs 

 Summarization by using KWs 

 Motivation (application of learning) 

 References 

 Forward planning 

Discussion, Q+A  9 

Equipment and aids: Multimedia, white board, WB Marker, Pointer, Duster etc. to be 

available in the class room. 

 

Behavior/Performance                              Condition                                                  Criteria 
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Lesson plan 

 

Lesson-21                                                                                           Ref. No.1.3.21 

Title  :  e-Filing: File  Management 

Target Population :  Officers of different organization under MoA. 

Duration :  60 minutes 

Aims  :  To teach participants about File (Nothi) Management so 

that the participants can manage the different file for 

smoothly running own office activities. 

Learning outcomes :  At the end of the session the participants will be able to: 

 Develop their knowledge  on file management; 

  
Content Methods/                 

Techniques 

Resources

/ Aids 

Time 

(Minute) 

Introduction 

  Ice breaking (greetings) 

  Linkage with previous learning/experience 

  Pre-assessment (Q+A) 

  Topic: e-Filling 

  Importance: faster and smooth functioning of   

 office activities. 

  Outline of the content 

 

Lecture/ 

Discussion 

Q+A 

 6 

Development 

 Observing the sending file. 

 Making decision on file and sending the 

respective person Letter uploading 

 Preparation of draft. 

 Editing on draft. 

 Finishing and sending the letter.  

  Practice/Exercise on e-Filling 

 Practice/Exercise on e-Filling 

 Motivation (energize the group) 

 Check attention (making wrong statement) 

 Feedback (Q+A) 

Lecture, 

Exercise/ 

Practice/ 

Demonstration        

Q+A 

 
45 

Conclusion 

 Assessment of LOs 

 Summarization by using KWs 

 Motivation (application of learning) 

 References 

 Forward planning 

Discussion, 

Q+A 
 9 

Equipment and aids: Multimedia, White board, WB Marker, Pointer, Duster etc. to be 

available in the class room. 

 

Behavior/Performance                           Condition                              Criteria 
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Lesson plan 

 

Lesson-22                                                                                            Ref. No.1.3.22 

Title  :  Procedure for attachments of different types  

                                              (prior letter, law and order rules etc) draft in notesheet 

Target Population :  Officers of different organization under MoA. 

Duration :  60 minutes 

Aims  :  To teach participants about Procedure for attachments of  

                                            different types  draft in notesheet so that the participants can              

                                  manage the different file for smoothly running own office activities. 

Learning outcomes : At the end of the session the participants will be able to: 

 be conscious about the process of different types file 

attachment on notesheet;  

  
Content Methods/                 

Techniques 

Resources

/ Aids 

Time 

(Minute) 

Introduction 

  Ice breaking (greetings) 

  Linkage with previous learning/experience 

  Pre-assessment (Q+A) 

  Topic: e-Filling 

  Importance: faster and smooth functioning of   

 office activities. 

  Outline of the content 

 

Lecture/ 

Discussion 

Q+A 

 6 

Development 

 Observing the sending file. 

 Making decision on file and sending the 

respective person Letter uploading 

 Preparation of draft. 

 Editing on draft. 

 Finishing and sending the letter.  

  Practice/Exercise on e-Filling 

 Practice/Exercise on e-Filling 

 Motivation (energize the group) 

 Check attention (making wrong statement) 

 Feedback (Q+A) 

Lecture, 

Exercise/ 

Practice/ 

Demonstration        

Q+A 

 
45 

Conclusion 

 Assessment of LOs 

 Summarization by using KWs 

 Motivation (application of learning) 

 References 

 Forward planning 

Discussion, 

Q+A 
 9 

Equipment and aids: Multimedia, White board, WB Marker, Pointer, Duster etc. to be 

available in the class room. 

 

Behavior/Performance                           Condition                              Criteria 
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Module 4 

 

 Administrative Communication 

 

Objective: To teach participants about administrative communication so that the 

participants can apply acquired knowledge and skills in communicating 

administrative affairs in both vertical and horizontal directions in their own 

working places. 

 

Learning Outcome: After completion of Module 3 the participants will able to: 

 write down and maintain Office correspondence to and from all concerned; 

 describe the procedure of conducting meeting; 

 conduct meeting, seminar, symposium etc. in communicating information to all 

concerned; and 

 explain note and summary writing procedure. 

 ascertain Role and Responsibility of DDOs 

 

Reference  Lession Topic Method 

7.4.23 1 
Office Correspondence: Forms of writen 

communication (Official letters, DO and Office 

memorandum) 

L and E 

7.4.24 2 Conduct Meeting, Prepare notice, working 

paper and minutes 

L and D 

7.4.25 3 Writing note,Draft and summary, Report 

writing 

L and D 

7.4.26 4 
Role and Responsibility of DDOs 

 

7.4.27 5 Delegation of Administrative and Financial 

Authority 
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Lesson plan 

Lesson-23                                                                                                  Ref:1.4.23 

Title                         :  Office correspondence: Forms of written 

communication 

Target population :  Officers (Grade 9 and above) of different organizations 

under MoA. 

Time                        : 1hour 

Aims                     : To teach participants about different types of forms of 

written communication, so that they can maintain official 

communication efficiently.  

Learning outcomes :  After completion of the session the participants will be 

able to: 

 define communication; 

 list different types of communication; and 

 write down different types of letter for both vertical and 

horizontal communication. 

Content Techniques/ 

Methods 

Aids/ 

 Resources 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:  Forms of written 

communication 

 Importance:Maintain official 

communication  

 .Outline of content 

 

Lecture/ 

Discussion/ 

Q+A 

 

  

Development 

 Types of communication 

 General components of different 

types of letter 

 Individual form of different types 

of letters 

 Motivation (Energize the group) 

 Check attention (wrong 

statement) 

 Feedback (Q+A) 

 

Lecture/ 

Discussion/ 

Q+A 

 45 

Conclusion 

 Assesment of LOs 

 Summerization by using Key 

Words 

 Mmotivation (application of 

learning) 

 References 

 Forward planning 

 

Discussion/ 

Q+A 

 9 

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  

should be available in the class room. 

 

 Behaviour/Performance                  Condition                     Criteria 
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Office Correspondence: Forms of written communication 

Abul Kashem Md. Borhan Uddin 

 

`vßwiK †hvMv‡hvM 

`vßwiK †hvMv‡hvM wK ? 

cÖ‡qvR‡bi ZvwM‡` A‡b¨i m‡½ fve wewbgq ev gZ wewbgq‡K †hvMv‡hvM ejv nq|  GB fve wewbgq ev gZ wewbgq ev 

†hvMv‡hvM hw` GK `ß‡ii mv‡_ Av‡iK `ß‡ii nq Zv‡K `vßwiK †hvMv‡hvM ejv nq| 

 

wewfbœ cÖKvi †hvMv‡hvM t 

 e¨w³MZ mv¶vrKvi ev Avjvc-Av‡jvPbvi gva¨‡g 

 †Uwj‡dv‡bi gva¨‡g 

 †U‡j· ev d¨v‡·i gva¨‡g 

 B-†gBj/B›Uvi‡b‡Ui gva¨‡g 

 cÎvjv‡ci gva¨‡g 
 

cÎvw`i cÖKvi‡f` (Forms of Written Communication) 

mwPevjq wb‡ ©̀kgvjv, 2008-Gi wb‡ ©̀k 133 Abyhvqx wjwLZ cÎmg~n wbgœewY©Z †Kvb bv †Kvb cÖKv‡ii n‡et 

(K) miKvix cÎ (Official Letter) 

(L) Awdm ¯§viK (Office Memorandum) 

(M) Awdm Av‡`k (Office Order) 

(N) cwicÎ (Circular) 

(O) Avav-miKvix/DcvbyôvwbK cÎ (Demi-official Letter) 

(P) AbvbyôvwbK †bvU (Un-official Note) 

(Q) Abywjwc ‡cÖiY/c„ôv¼b(Copy Ciculated/Endorsement) 

(R) cÖÁvcb (Notification 

(S) wm×všÍ cÖ Í̄ve (Resolutation) 

(T) †cÖm B‡¯Ínvi/†cÖm †bvU (Press Communique/Press Note) 

(U) d¨v·, B-‡gBj, wRBwc I mvBdvi evZ©v (Fax, E-mail, GEP and Cypher Message) 
 

miKvix cÎ (Official Letter) t 

134| (1)  †hB c‡Î miKv‡ii gZvgZ ev Av‡`kvejx Ávcb Kiv nB‡Z‡Q ewjqv eySvq Zvnv Aek¨B miKv‡ii 

wb‡ ©̀‡k wjwLZ nBqv‡Q ewjqv my¯úófv‡e D‡jøL Kiv nB‡e|  mycÖxg †KvU©, miKvwi Kg© Kwgkb, miKvix ms ’̄vmg~n Ges 

e¨w³ we‡kl‡K mKj AvbyôvwbK gÄyixi welq I evZ©v Ávc‡bi Rb¨ miKvix cÎ e¨envi Kiv n‡e|  mshy³ `ßi I 

Aa Í̄b Awdm¸wj‡K miKv‡ii AvbyôvwbK gÄywimg~‡ni welq RvbvBevi Rb¨I GB cÎ e¨envi Kiv hvB‡Z cv‡i|  Bnv 

miKv‡ii wewfbœ gš¿Yvjq/ wefvMmg~‡ni g‡a¨ cÎ wewbg‡qi †¶‡Î e¨eüZ nB‡e bv|  mKj †¶‡Î evûj¨ I AcÖ‡qvRbxq 

kã cwinvi Kwi‡Z nB‡e| 

(2) miKvwi cÎ wbgœewY©Z Dcv`vb jBqv iwPZ nB‡e t- 

(K) MYcÖRvZš¿x evsjv‡`k miKvi Ges gš¿Yvjq/wefv‡Mi bvghy³ cÎ wk‡ivbvg; 

(L) cÎ msL¨v I ZvwiL; 

 (N) cÖvc‡Ki c`bvg I wVKvbv ( „̀wó AvKl©Y, hw` cÖ‡qvRb nq) 

(O) welq 

(P) m¤¢vlY †mŠRb¨ Dw³ (Rbve/g‡nv`q;  †emiKvix cÖwZôv‡b †cÖi‡Yi †¶‡Î wcÖq Rbve/g‡nv`q) 

(Q) c‡Îi cÖavb e³e¨; 

(R) ‡mŠRb¨ Dw³ (Subscription);   
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(S) †cÖi‡Ki †Uwj‡dvb b¤̂imn ¯v̂¶i, bvg, cwiwPwZ b¤¦i (hw` _v‡K), c`bvg I B-‡gBj wVKvbv| 

(3) miKvwi Kg©KZ©vM‡Yi bv‡g †cÖwiZ cÎvw`i ïiæ‡Z Rbve/g‡nv`q' m¤¢vlY Ges †k‡l Avcbvi GKvšÍ myPK 

†mŠRb¨-Dw³ DwjøwLZ _vwK‡e|  †emiKvix Kg©KZ©v ev e¨w³e‡M©i bv‡g †cÖwiZ cÎvw`i ïiæ‡Z wcÖq 

g‡nv`q/g‡nv`qMY m¤¢vlY Ges Dnv‡`i †k‡l Avcbvi/Avcbv‡`iB wek¦ Í̄ †mŠRb¨-Dw³ DwjøwLZ _vwK‡e|  

(miKvwi cÎ wjL‡bi GKwU bgybv 119 c„ôvq †µvocÎ-16-G `ªóe¨) 

Awdm ¯§viK (Office Memorandum)t 

135| (1)  mvaviYZ Aat Í̄b Awdm nB‡Z Da¦©Zb Awd‡m Awdm ¯§vi‡K cÎ wjwL‡Z nB‡e|  GZØ¨ZxZ wbgœwjwLZ 

†¶‡Î Awdm ¯§viK e¨eüZ nB‡e t- 

wewfbœ gš¿Yvjq/wefv‡Mi g‡a¨ cÎ wewbgq; 

miKvwi Av‡`‡ki mgZzj¨ b‡n Ggb †Kvb Z_¨ mshy³ `ßi, Aa¯Íb Awdm/KZ©„c¶, wefvMxq Kwgkbvi, ‡Rjv I Dc‡Rjv 

Kg©KZ©v Ges miKv‡ii Aaxb¯’ Ab¨vb¨ Kg©KZ©vi wbKU †cÖiY; Ges 

`iLv¯Í, wb‡qv‡Mi Rb¨ Av‡e`bcÎ BZ¨vw`i DËi `vb| 

(2) Awdm ¯§viK bvg cyiæ‡li fv‡l¨ (in the third person) wjwLZ nB‡e Ges Bnv‡Z †cÖiYKvix Kg©KZ©v ¯^v¶i, 

bvg, cwiwPwZ b¤¦i (hw` _v‡K), c`bvg I B-‡gBj wVKvbv e¨ZxZ †Kvb m¤¢vlY ev Dcmsnv‡i †mŠRb¨ Dw³ _vwK‡e bv|  

c„ôvi wbgœ evg†Kv‡Y bvg I wVKvbv wjwL‡Z nB‡e|  miKv‡ii wb‡ ©̀‡k Rvwi nB‡Z‡Q eySvBevi Rb¨ GBiƒc ¯§vi‡K 

wb‡ ©̀kµ‡g kã e¨eüZ nB‡e (Awdm ¯§viK wjwLevi bgybv 120 c„ôvq †µvocÎ-17-G ª̀óe¨)| GB ¯§vi‡Ki weZiY 

As‡k Kvh©v‡_© Kvnv‡K cÖ`vb Kiv nBj Ges ÁvZv‡_© Kvnv‡K cÖ`vb Kiv nBj Zvnv c„_Kfv‡e D‡jøL Kwi‡Z nB‡e| 

(3) cÖwZ¯’vwcZ ¯§viKt   mvaviYZ †Kvb RvwiK…Z c‡Î Zvr¶wYKfv‡e †Kvb fyj cwijw¶Z nB‡j GKwU ms‡kvabx 

Rvwi Kwi‡Z nB‡e|  Z‡e D³ ms‡kvabx Rvwi nB‡j ga¨eZx© mg‡qi Rb¨ †Kvb AvBb I wewaMZ RwUjZvi m„wó nIqvi 

AvksKv _vwK‡j D³ RvwiK…Z Av‡`k GKB b¤¦i I Zvwi‡L cÖwZ¯’vwcZ Kwi‡Z nB‡e|  GB‡¶‡Î ¯§viK/c‡Îi ZvwiL I 

b¤¦i GKB _vwK‡e Ges Bmy¨ ‡iwRóªv‡ii mswkøó¯’v‡b ¯§viK/cÎ cÖwZ¯’vwcZ nBqv‡Q g‡g© kvLvi `vwqZ¡cÖvß Kg©KZ©v 

Abym¦v¶i Kwi‡eb| 

 

Awdm ¯§vi‡Ki Dcv`vbmg~n t 

wk‡ivbvg 

¯§viK msL¨v I ZvwiL 

welq (m~Î hw` _v‡K) 

c‡Îi g~j e³e¨ 

†cÖi‡Ki ¯̂v¶i, bvg, c`ex  I †Uwj‡dvb b¤^i 

cÖvc‡Ki bvg, c`ex I wVKvbv ( „̀wó AvKl©Y hw` cÖ‡qvRb nq)| 

 

Awdm Av‡`k (Office Order) : 

136| Awd‡mi AbymiYxq wb‡`©kvejx Ávcb, Af¨šÍixY c`vqb I bb-†M‡R‡UW Kg©PvixM‡Yi wb‡qvM, c‡`vbœwZ, QywU 

BZ¨vw` weÁvwcZ Kwievi Rb¨ Awdm Av‡`k e¨envi Kiv nB‡e| Awdm Av‡`‡ki bgybv 121 c„ôvq †µvocÎ 18-G 

ª̀óe¨| 

 

 



100 

cwicÎ (Circular) : 

137| GKvwaK Awdm ev e¨w³i bv‡g cÎ Rvwi Kwievi cÖ‡qvRb nB‡j cwicÎ AvKv‡i Rvwi Kwi‡Z nB‡e|  †¶Î 

we‡k‡l cÖ‡qvRb Abyhvqx Abywjwci AvKv‡i Bnv Rvwi Kiv hvB‡Z cv‡i|  cwic‡Îi bgybv 122 c„ôvi †µvocÎ-19-G 

ª̀óe¨| 

 

Avav-miKvix ev DcvbyôvwbK cÎ (Demi-official Letter)t 

138| (1)  †Kvb welq cÖvc‡Ki e¨w³MZ g‡bv‡hvM AvKl©Y cÖ‡qvRbxq we‡ewPZ nB‡j miKvwi Kg©KZ©vM‡Yi g‡a¨ cÎ 

wewbg‡qi †¶‡Î Avav-miKvix cÎ e¨envi Kiv nB‡e|  GB cÎ Kg©KZ©vi m¦xq c¨v‡W †jLv hvB‡Z cv‡i| 

 

(2) GB cÎ cÖvcK Kg©KZ©vi bvg D‡jLc~e©K Zuvnvi wbKU †cÖwiZ nB‡e| Bnv   ‘ wcÖq ..........’ (bvg)   ‘ 

Rbve/g‡nv`q   .......’ m¤¢vlYmn DËg cyiæl GKeP‡b (in the first person singular) wjwL‡Z nB‡e Ges Bnvi 

†k‡l AvšÍwiKfv‡e Avcbvi/GKvšÍfv‡e Avcbvi †mŠRb¨m~PK Dw³ _vwK‡e|  cÖvcK Kg©KZ©v GKB c`gh©v`vm¤úbœ ev 

Kwbô (junior) nB‡j wcÖq .......” (bvg) Ges hw` cÖvcK Kg©KZ©v c`gh©v`vq cÎ †cÖiK GK ev GKvwaK D”PZi ch©v‡qi 

nq, Zvnv nB‡j wcÖq Rbve/wcÖq g‡nv`q” m¤¢vlY e¨envi Kwi‡Z nB‡e|  Aek¨ hw` cÖvcK Kg©KZ©v cÎ †jLK A‡c¶v 

wZb ev Z‡ZvwaK D”P ch©v‡qi nb Zvnv nB‡j wcÖq g‡nv`q” Awfev`b e¨envi Kwi‡Z nB‡e|  cÎ †cÖi‡Ki bvg I c`bvg 

c‡Îi cÖ_g c„ôvq kxl© ¯’v‡bi Wvbw`‡K _vwK‡e|  †cÖi‡Ki †Uwj‡dvb b¤^i I B-‡gBj wVKvbv Aek¨B c‡Î D‡jøL Kwi‡Z 

nB‡e|  Avav-miKvix c‡Îi bgybv 123 c„ôvi †µvocÎ-20-G ª̀óe¨| 

 

Avav-miKvix ev DcvbyôvwbK c‡Îi Dcv`vbmg~n t 

wk‡ivbvg (Qvcv‡bv c¨v‡W) 

DcvbyôvwbK cÎ msL¨v I ZvwiL 

†mŠRb¨ Dw³ (wcÖq bvg, Rbve, g‡nv`q) 

c‡Îi g~j e³e¨ 

we`vq m¤¢vlY (AvšÍwiKfv‡e Avcbvi) 

†cÖi‡Ki ¯̂v¶i, ZvwiL I bvg 

cÖvc‡Ki bvg, c`ex  I wVKvbv| 

 

AbvbyôvwbK †bvU (Unofficial Note) t 

139| gš¿Yvjq/wefvMmg~n Ges mshy³ `ßimg~‡ni g‡a¨ civgk© I gZvgZ MªnY Ges gš¿Yvjq/wefv‡Mi 

Af¨šÍixY †hvMv‡hv‡Mi †¶‡Î AbvbyôvwbK †bvU e¨eüZ nB‡e|  Bnv mswkøó bw_‡Z wjwLqv †cÖiY Kwi‡Z nB‡e|  

¯̂qsm¤ú~Y© nB‡j GBiƒc ‡Kvb †bvU bw_ QvovI †cÖiY Kiv hvB‡Z cv‡i| 

Abywjwc †cÖiY/c„ôv¼b (Copy Circulated/Endorsement) t 

140| hLb †Kvb c‡Îi Abywjwc g~j cÖvcK QvovI Ab¨vb¨‡`i wbKU †cÖiY Kwi‡Z nh, ZLb AeMwZi 

Rb¨/AeMwZ I cÖ‡qvRbxq e¨e¯’v Mªn‡Yi Rb¨ Abywjwc †cÖwiZ nBj wjwLqv †cÖiY Kwi‡Z nB‡e|  

cÖÁvcb (Notification) :  
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141| AvBb (Act), Aa¨v‡`k (Ordinance), wewa (Rulels), cÖweavb (Regulations), Av‡`k (Order), 

†M‡R‡UW Kg©KZ©vM‡Yi wb‡qvM Av‡`k, QywU I e`jx Ges Ab¨vb¨ welqvw`, †hB¸wj evsjv‡`k †M‡R‡U cÖÁvwcZ 

Kiv cÖ‡qvRb, †mB¸wji Rb¨ GB ixwZ AbymiY Kiv nB‡e|  cÖÁvc‡bi bgybv 125 c„ôvi †µvocÎ 22-G ª̀óe¨| 

wm×všÍ cÖ Í̄ve (Resolutation) : 

142| miKvix bxwZ msµvšÍ ¸iæZ¡c~Y © welqvw` miKv‡ii wm×všÍmg~n cÖKvk, KwgwU MVb ev Z`šÍ Kwgkb wb‡qvM 

Ges GBiƒc KwgwU ev Kwgk‡bi ¸iæZ¡c~Y© cÖwZ‡e`b ev mgx¶vi djvdj evsjv‡`k †M‡R‡U miKvixfv‡e †NvlYv 

Kwievi Rb¨ Bnv e¨envi Kiv nB‡e| Bnv h_vh_ KZ©„c¶ KZ©„K Aby‡gvw`Z nB‡Z nB‡e| 

†cÖm BkZvnvi/†cÖm‡bvU (Press Communique/Press Note): 

143| hLb miKv‡ii †Kvb wm×vš— cÖPvi Kwievi cÖ‡qvRb nq ZLb GKRb ¶gZvcÖvß Kg©KZ©v KZ©„K †cÖm BkZvnvi 

ev †cÖm†bvU Rvwi Kiv nB‡e|  Bnv mvaviYZt Z_¨ Awa`ßi (Press Information Department) -Gi mwnZ 

civgk©µ‡g cÖ¯‘Z I Dnvi gva¨‡g Rvix Kiv nB‡e|  

d¨v·, B-‡gBj, wfBwc I mvBdvi evZ©v (Fax, E-mail, GEP and Cypher Message): 

144| (1)  cÖ‡qvRbxq †¶‡Î d¨v·, B-‡gBj I wRBwc †cÖiY Kiv nB‡e|  mKj †¶‡ÎB Bnv‡`i g~jKwc cÖvcKM‡Yi 

wbKU Wv‡K †cÖwiZ nB‡e|  d¨v· evZ©vi e¨envi h_vm¤¢e nªvm Kwiqv e¨q ms‡Kv‡Pi Rb¨ mxwgZ ivwL‡Z nB‡e|  Bnvi 

cÖvcK welqwU Riæwi ewjqv MY¨ Kwiqv cÖvß d¨v· evZ©v m¤ú‡K© Awej‡¤¦ Kvh©µg MªnY Kwi‡eb|  GB evZ©vi bgybv 

h_vµ‡g 126 I 127 c„ôvi †µvocÎ 23K I 23L-G ª̀óe¨| 

(2) hLb †Kvb evZ©v mvBdv‡i †cÖiY Kiv nB‡e ZLb m¦vfvweK evsjvq I Bs‡iRx‡Z evZ©vi Lmov iwPZ nB‡e|  

¸ß ms‡KZ cwi`ßi (Cypher Department) KZ©„K Aby‡gvw`Z ms¯’vi gva¨‡g mvBdvi evZ©v¸wj †cÖiY Kwi‡Z 

nB‡e|  †cÖwiZ mKj mvBdvi evZ©vi †¶‡Î m¦ivóª gš¿Yvjq KZ©„K RvwiK…Z †kÖYxweb¨vmKiY, m¤úv`bv I msL¨v 

cÖ`vb msµvšÍ wb‡ ©̀kvejx mZK©Zvi mwnZ cvjb Kwi‡Z nB‡e|  mvBdvi-G evZ©v †cÖiY †KejgvÎ †kÖYxweb¨vmK…Z 

welqvw`‡ZB mxgve× ivwL‡Z nB‡e;  KviY 

 GB¸wj‡K mvs‡KwZK fvlvq mvRvB‡Z Ges †mB fvlv‡K m¦vfvweK fvlvq iƒcvšÍwiZ Kwi‡Z mg‡qi 

cÖ‡qvRb; Ges 

 wbwe©Pv‡i e¨env‡ii d‡j HMywji wbivcËv ¶yYœ nIqvi Avk¼v _v‡K| 
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‡µvocÎ-16 

MYcÖRvZš¿x evsjv‡`k miKvi 

gš¿Yvjq/wefvM --------- 

 

 

cÎ msL¨v-mg/AcÖ-1/wewcGwUwm-14/02-           ZvwiL t 

 
cÖvcK, 

c`bvg  ------------------------------------ 

Awd‡mi wVKvbv--------------------------- 

 -------------------------------------------------------- 

 

welq t ----------------------------------------------------------------------------| 

m~Î (hw` _v‡K)  -------------------------------------------------------------- 

 

Rbve/g‡nv`q, 

 Dchy©³ welq I my‡Îi eiv‡Z wb‡`©kµ‡g RvbvB‡ZwQ †h, --------------------------------------------

-----------------------------------------------------------------------------------------------------------

-------------------------------------------| 

 

2| --------------------------------------------------------------------------------------------------

-------------------------------------------------------------------| 

 

Avcbvi GKvšÍ, 

 

m¦v¶i----------------------- 

bvg ------------------------ 

cwiwPwZ bs (hw` _v‡K)------ 

c`bvg---------------------- 

†dvb ----------------------- 

B-‡gBj -------------------- 

 

cÎ msL¨v-        ZvwiL t 

 

 AeMwZ I cÖ‡qvRbxq (cÖ‡hvR¨ †¶‡Î) e¨e¯’v Mªn‡Yi Rb¨ Abywjwc †cÖiY Kiv nBj t 

1|    gš¿Yvjq/wefvM| 

2|  

 

m¦v¶i ---------------------- 

bvg------------------------- 

c`bvg---------------------- 

 

 

 

 

  

01 fv ª̀, 1414 
16 AvMó, 2008 
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†µvocÎ-17 

 

MYcÖRvZš¿x evsjv‡`k miKvi 

gš¿Yvjq/wefvM --------- 

 

¯§viK msL¨v-              ZvwiL t    

 

welq t ----------------------------------------------------------------------------| 

m~Î (hw` _v‡K)  -------------------------------------------------------------- 

 

 

 Dchy©³ welq m~‡Îi cÖwZ m`q „̀wó AvKl©Ycye©K Rvbv‡bv hv‡”Q †h, ------------------------------------

----------------------------------------------------------------------------------------------------------| 

 

2| wb‡ ©̀kbv/D‡Ïk¨/eY©bv -----------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------wb‡`©kµ‡g 

Aby‡iva Kiv nj| 

 

m¦v¶i ---------------------- 

bvg ------------------------ 

cwiwPwZ bs (hw` _v‡K)------ 

c`bvg --------------------- 

†dvb ----------------------- 

weZiY t 

Kvh©v‡_© t 

---------------------------------------- 

----------------------------------------- 

 

¯§viK msL¨v-              ZvwiL t    

m`q ÁvZv‡_©/ÁvZv‡_© t 

 

m¦v¶i  --------------------- 

bvg------------------------- 

c`bvg --------------------- 

‡µvocÎ-18 

MYcÖRvZš¿x evsjv‡`k miKvi 

gš¿Yvjq/wefvM --------- 

 

 

cÎ msL¨v-mg/AcÖ-1/wewcGwUwm-14/02-           ZvwiL t 

 

Awdm Av‡`k 

 --------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------| 

 -------------------------------------------------------------------------------------------------| 

 

 

m¦v¶i ---------------------- 

bvg ------------------------ 

c`bvg --------------------- 

†dvb  ---------------------- 
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cÎ msL¨v-        ZvwiL t 

 

 AeMwZ I cÖ‡qvRbxq (cÖ‡hvR¨ †¶‡Î) e¨e¯’v Mªn‡Yi Rb¨ Abywjwc †cÖiY Kiv nBj t 

 

1| ------------------------------------------| 

2| ------------------------------------------| 

 

‡cÖiYKvixi m¦v¶i ------------------ 

bvg------------------------- 

c`bvg---------------------- 

‡µvocÎ-19 

 

MYcÖRvZš¿x evsjv‡`k miKvi 

gš¿Yvjq/wefvM --------- 

 

¯§viK msL¨v-mg/AcÖ-1/wewcGwUwm-14/02-           ZvwiL t 

 

cwicÎ 

 

welq t   -----------------------------------------------------------| 

 

 -----------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------| 

 

2| -------------------------------------------------------------------------------------- 

---------------------------------------------------------------------------------------------------------------------

---| 

 

3| -------------------------------------------------------------------------------------- 

-----------------------------------------------------------------------------------------------------------

-------------| 

 

4| -------------------------------------------------------------------------------------- 

---------------------------|  

 

 

m¦v¶i ---------------------- 

bvg ------------------------ 

cwiwPwZ bs ----------------- 

c`bvg --------------------- 

†dvb  ---------------------- 

 

 

weZiY t 

 

1| ------------------------------------------| 

2| ------------------------------------------| 

3| ------------------------------------------| 
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†µvocÎ-20 

 

(Awdwmqvj c¨vW) 

 

      cÎ †cÖi‡Ki bvg --------------------- 

c`bvg ----------------------------- 

‡dvb ----------------------- 

        d¨v· ------------------------- 

B-‡gBj --------------------- 

 

wW,I, bs/Dcvt cÎ msL¨v-mg/AcÖ-1/wewcGwUwm-14/02-         ZvwiL t    

 

wcÖq  --------/Rbve/g‡nv`q, 

(m¤¢vlY m¦n‡¯Í wjLb) 

 

 c~e©vci D‡jøLc~e©K c‡Îi welqe Í̄y------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------

------------------------ | 

 

2| mywbw ©̀ó cÖ Í̄vebv -----------------------------------------------------------------------------------

---------------------------------------------------------------------------- | 

 

 kª×v‡šÍ/ï‡f”Qv‡šÍ 

 (m¦n‡¯Í wjLb) 

 

 

Avš—wiKfv‡e Avcbvi/GKvšÍfv‡e Avcbvi 

 

 

 

(m¦v¶iKvixi bvg) 

 

cÖvc‡Ki bvg --------------------- 

c`bvg -------------------------- 

wVKvbv --------------------------- 
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†µvocÎ-21 

 

-----------------gš¿Yvjq 

-------------kvLv/AwakvLv 

 

welq  t    ------------------------------------------------------------------| 

 

m~Î (hw` _v‡K) ------------------------------------------------------------- 

 

 ‡bv‡Ui welqe Í̄y eY©bv -----------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------

------------------------------------------------------------------| 

 

 cÖ Í̄vebv ------------------------------------------------------------------------------------------ 

----------------------------------------------------------------| 

m¦v¶i -------------------- 

bvg ---------------------- 

c`bvg ------------------- 

†dvb  -------------------- 

 

cÖvc‡K c`bvg ----------------------------------| 

wVKvbv   ----------------------------------------| 

 

--------------------------------------------------------------------------------------- 

 

BD, I, †bvU bs----------------------------------  ZvwiL t ------------------ 

 

 

†µvocÎ-22 

 

MYcÖRvZš¿x evsjv‡`k miKvi 

gš¿Yvjq/wefvM -------- 

 

cÎ msL¨v ---------------------------     ZvwiL t  ----------- 

 

cÖÁvcb 

 

 --------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------

--| 

 

2| --------------------------------------------------------------------------------------------------

-----------------------| 

 

ivóªcwZi Av‡`kµ‡g 

 

m¦vÿi 

m¦v¶iKvixi bvg ----------------------- 

c`bvg -------------------------------- 

cwiwPwZ bs (hw` _v‡K)----------------- 

†dvb ---------------------------------- 
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cÎ msL¨v ------------------------   ZvwiL t ------------------------ 

 

 Abywjwc m`q AeMwZ I cÖ‡qvRbxq e¨e¯’v Mªn‡Yi Rb¨ †cÖiY Kiv nBj t 

 

1| ---------------------------| 

2| ---------------------------| 

3| Dc-wbqš¿K, evsjv‡`k miKvwi gy`ªYvjq, gy`ªY, †jLmvgMªx, dig I cÖKvkbv Awa`ßi, †ZRMuvI, XvKv, 

evsjv‡`k †M‡R‡U cÖKv‡ki Aby‡ivamn| 

 

 

 

†µvocÎ-23K 

 

MYcÖRvZš¿x evsjv‡`k miKvi 

gš¿Yvjq/wefvM -------- 

 

d¨v· evZ©v bs- -------------------------------   ZvwiL t  ------------------ 

 

†cÖiK  t bvg -------------------------(eo A¶i) 

  c`bvg ------------------------- 

  Kg© ’̄j ------------------------- 

 

cÖvcK  t bvg --------------------------(‡QvU A¶i) 

  c`bvg ----------------------- 

  Kg© ’̄j ----------------------- 

 

welq t ----------------------------------------------------------------------| 

m~Î (hw` _v‡K) ---------------------------------------------- 

 

g‡nv`q, 

 (evZ©vi welqe Í̄y ----------------------------------------------------------------- 

-----------------------------------------------------------------------------------------------------------

-----------| 

 ï‡f”Qv‡ššÍ-- 

 

Avcbvi wek¦ Í̄, 

 

m¦v¶i ------------------------ 

†cÖiYKvix bvg ---------------- 

†dvb ------------------------- 

d¨v· ------------------------- 

 

 Abywjwc m`q AeMwZ I cieZx© e¨e¯’v Mªn‡Yi Rb¨ †cÖiY Kiv nBj t 

 

1| -------------------------------| 

2| --------------------------------| 
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Lesson plan 

Lesson-24                              Ref: 1.4.24 

Title : Conduct meeting, Prepare notice, Working Paper and 

Minutes 

Target population :  Class-1 officers of different organizations under MoA 

Time : 1 hour 
Aims : To discuss about the procedure of conducting meeting, 

preparation of working papers and process of writing 

minutes, so that they can arrange and conduct meeting, 

prepare working paper and write down minutes in proper 

way. 

Learning outcome : After completion of the session the participants will be 

able to:                  

 define the meeting, working paper and minutes ; 

 explain working paper and  minutes writing procedure; 

 distinguish between working paper and minutes; and 

 discuss the precaution of writing minutes. 

Content Techniques/ 

Methods 

Resources/ 

Aids 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:  Conduct meeting....... 

 Importance: Smooth functioning of 

organization. 

 Outline of content 

 

 

Lecture/ 

Discussion/ 

Q+A 

 

 6 

Developments 

 Elements of conduction of a 

meeting 

 Fixation of agenda of a meeting 

 Working paper preparation 

 Types of minutes and parts of 

minutes 

 Conduction of meeting 

 Procedure and precaution of writing 

minutes 

 Motivation (Energize the group) 

 Check attention (wrong statement) 

 Feedback (Q+A) 

Lecture/ 

Discussion/ 

Q+A 

 45 

Conclusion 

 Assesment of LOs 

 Summerization by using Key Words 

 Motivation (application of learning) 

 References 

 Forward planning 

Discussion/ 

Q+A 
 9 

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  should be 

available in the class room. 

                

Behaviour/Performance                       Condition                              Criteria 
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Conduct Meeting, Prepare notice, working paper and minutes 
Abul Kashem Md. Borhan Uddin 

 

What is Meeting : 

 

a)  Specific Subject/Agenda. 

b)  Subjective/ Objective. 

c)  Two or more than two members. 

d)  Specific Venue, Date and Time. 

e)  Systematic Discussion/Formal Discussion. 

f)  Specific Decision /Proposal. 

g)  Resolution 

i)  Executing Agency Selection 

Elements for Fruitful Conduction of a Meeting: 

a)  Specific Agenda. 

b)  Working Paper. 

c)  Notice of the Meeting. 

d)  Specific Venue and Sitting     Arrangement. 

e)  Specific Date and Time for Holding  Meeting. 

Meeting’s Agenda: 

a)  Prepared before meeting. 

b)  Helps to ease discussion. 

c)  Subject based preparation. 

d)  Lay-out of the discussions. 

e)  Inform the members by giving a notice reasonable time before the meeting. 

f)  List of long agenda separately placed with notice. 

g)  Earlier information to the members . 

h)  Helps the members to take preparation for contribution. 

Working Paper Preparation : 

a)  Statement of necessary information. 

b)  Placed before the members at least 24 hours of holding meeting. 

c)  Some cases it placed on the table when it is  urgent/secret. 

d)  Back ground of the subject. 

e)  Touch of necessary information/data, laws,  rules and regulations. 

f)  Previous incidence of decision if any. 

g)  Matters on which decisions required. 

h)  Helps to take quick decision on the issues by supplying relevant data/information 

etc. 

i)  Alternative ways and means/way outs /suggestion. 
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j)  Member Secretary/Assigned Officer prepares working paper. 

k)  Specific format can be developed that contains  1)Serial number (2) Subject 

matter (3) Relevant laws/rules/regulations etc. (iv) relevant instance etc. 

Proceeding/Minutes of the Meeting : 

1) Confirmation of the previous minute if any. 

2)  Recording of discussion according to agenda and  working paper. 

3) Recording will be in brief and as per order of the  subject. 

4)  Recording of decision in brief with executing agencies / bodies. 

5)  Proceeding for  the relevant authorities for necessary  action/information. 

6)  Simple, easy, specific, positive and to use easy/ understandable language. 

7)       Responsibility goes to the member-secretary or the relevant officer-in- charge for 

preparation of minutes. 

8) Starts with title, venue, time, name of the chairperson with designation (if any). 

9) Name and designation of the officers/persons present. 

10)Start with welcome address of the chairperson. 

11)Written based on working paper/agenda/chronological order of the discussions. 

12) Miscellaneous subject may be included in case of need for discussion and decision. 

13) Thanks by the chairperson at the end 

14) Date and signature of the chairperson 

Types of minutes 

a)  Minutes of narration that is report form (emphasis on the discussion). 

b)  Minutes of resolution or decision form (emphasis on the decision). 

c)  Vertical form (Pro-form type minute  book Generally used in educational 

 institutions) 

d)  Running order form (digital number  ) 

Parts of Minutes: 

Heading : 

a)  Name of the organization.   

b)  Types of meeting (AGM, EGM, Coordination etc.) 

c)  Place of Meeting. 

d)  Day, date and time. 

 

Name of persons present. 

Non-members present: The name of non-member i. e. secretary, auditor, legal advisor etc 

present are recorded 

Minutes of previous meeting : 

 A reference to the circulation of minutes of  previous meeting and its approval of 

the chairperson is recorded at the opening of minutes. 
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Agenda wise decision of current meeting: 

The agenda wise decision is taken in the current meeting and recorded either by minutes 

of narration or minutes of resolution. 

Signature of the chairperson. 

Procedures  and Precautions of writing minutes: 
 

►  De-joined (in one sentence) sentence for heading. 

 ►  Use third person not second or first person. 

 ►  Use active voice, avoid passive voice. 

 ►  Provide references of Act, Regulations/Rules. 

 ►  Articulate the essential decision and synthesis. 

 ►  Do not use meaningless, irrelevant, words/phrases and sentences. 

Use one word for one meaning in the whole minutes 

 ►  Do not make spelling mistake particularly in writing name. 

 ►  Stay within one subject matter in one resolution. 

 ►  Use the word as per one dictionary. 

 ►  A serial number on the left hand side of the  heading. 

 ►  All pages of the minutes must be initialed by the chairperson who will also sign 

in the last page. 

Discipline of the meeting  

(1)  Controlling irrelevant and unnecessary matters. 

(2)  Maintaining time for discussion 

(3)  Personality of the chairperson 

(4)  Democracy in taking discussion 

(5)  Controlling strategy of the chairperson 

(6)  Law abiding decision throwing proper respect  to democratic discussion 

(7)  Spontaneous participation/Contribution to decision making 

(8)  Entertainment/refreshment as per budget /dignity. 

(9)  Equal respect to others for contribution. 
 

Conclusion 

The fruitfulness of the meeting depends upon the desires, personality, attitude, 

knowledge and relevant information of the members. On the other hand, chairperson of 

the meeting has to control the unusual affairs motivating the members and realizing the 

motives kept in their mind. Proper selection of agenda, preparation of working paper and 

adoption of previous norms/ standards are also very important for taking quick 

decision/disposal of issues. 
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Lesson plan 

Lesson-25                                                                            Ref: 1.4.25 

Title                         : Writing note and Summary 

Target population : Officers (Grade 9 and above) of different organizations 

under MoA 

Time                       : 1hour 

Aims                     : To discuss about note and summary writing procedure, 

so that the participants can perform these activities in 

proper way at their espective workplaces. 

Learning outcomes :  After completion of the lession the participants will be 

able to: 

 define note and summary; 

 explain writing procedure and importance of note and 

summary; 

 list the materials required for noting; 

 illustrate the tiers of noting; 

 explain the necessity of writing summary; and 

 describe note and summary writing procedure. 

Content Techniques

/Methods 

Resources/ 

Aids 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:Writing note and summary 

 Importance: Proper communication 

 Outline of content 

 

Lecture/ 

Discussion/ 

Q+A 

 

 6 

Development 

 Materials required for noting and 

tiers of noting 

 Necessity of writing summary 

 Note and summary wtitting 

procedure 

 Motivation (Energize the group) 

 Precautions in writing summary and 

notes. 

 Check attention (wrong statement) 

 Feedback (Q+A) 

 

Lecture/ 

Discussion/ 

Q+A 

 45 

 Conclusion 
 Assesment of LOs 

 Summerization by using Key Words 

 Mmotivation(application of learning) 

 References 

 Forward planning 

 

Discussion/ 

Q+A 

 9 

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  should be 

available in the class room 
 

Behaviour/Performance                       Condition                              Criteria 
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Writing note, Drafting and summary 

Abul Kashem Md. Borhan Uddin 

 

Notes: 
Note means the notes recorded in a case to facilitate its disposal and may include a 

precis of previous papers,a statement or an analysis of the questions requiring decision, 

suggestions regarding the course of action and final order passed thereon. Note is written 

on a note sheet of Foolscap size having a marginon the left side measuring 1/5thof the 

breadth of paper.   

Materials required 
 Note sheet 

 Pen 

 Pencil 

 Flag 

 Eraser 

 Case/ PUC/ Correspondence (Letter) 

Tiers 
As a rule, not more than three officers (excluding the  Secretary) will note upon a case 

before its final disposal except where more than one Section may have to be consulted.   

No detail note, if the matter is: 

  Disposable by Section Officer 

  Paper is self-explanatory: Incases where only a perusal of the paper 

under consideration is sufficient to enable a higher authority to take 

decision. 

  Only Suggestion for action 

Content: 
Formal note if the matter is- 

 

  It will be in the format of a statement of the case. Any remarks on a receipt by 

higher officer they will be copied out on the note sheet before subsequent notes 

are recorded. Source of the case (Letter) subject matter of the case will point out/ 

write. 

 The facts of the case (any mistake or error or misstatement of facts in PUC need 

to be  pointed out)  

  The statutory or customary procedure to be adopted in dealing with the case. 

 Any other related facts or figures. 

 Any rules or regulations having a bearing on the case 

 The points for decisions 

 The suggested course of action(also a draft correspondence). 

 Signature with date & designation. 

 Note will be written in ink or computer typed. 

 Size of note sheets: Foolscap size (1713) with a quarter margin (1/5 of the 

breath). 

 Note sheets are to be strung together. 

 Sufficient blank note sheets for noting by higher officers are to attached. 

 No note sheet will be written on the receipt of the breath 

 The paragraphs of all notes will be numbered consecutively. 

 No notes in files will be pasted and unwanted portion of notes in a file will be 

struck out. 
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Procedure of Writing Note: 
Verbatim extracts from PUC should be avoided. All notes will be temperately written 

and be free from personal remarks. If any opinion is to be criticized, it will be done in 

respectful language.  There will be only one series of notes for each case, in the order of 

serial number of the papers of the file.The paragraphs of all notes will be numbered 

consecutively. Page  numbers should be at the middle-top of note sheet while 

correspondence number should be at right top corner. When a case is submitted, 

sufficient blank note sheets for noting by higher officials are to be attached. All previous 

papers, rules etc to which references are made should be indicated by giving the number 

of the page in pencil and where necessary, by a single numbered slip (called a flag). 

 

File note 
Procedure before Submitting a file to higher officers: 

 All files will be placed in file boards or bands. The subject and the number of the 

file will be written on the file-cover or typed on a slip and pasted on it; 

 Page numbers will be entered prominently and consecutively on all pages of 

correspondence enough to the right top corner of each page. 

 All previous papers (including recorded collections) put up with a case will be 

chronologically arranged, the oldest being at the bottom of the file; 

 If any reference books have to be put up, they will, if of the same size as the file-

board or the file-cover, be placed at the bottom; and if of a smaller size, at the 

top; 

 References are correctly flagged/ and there is no duplication of flags; 

 When it is necessary to submit two or more separate files together current file 

will be placed on top of the other and fastened with a binder or if the files are 

heavy, with a buckle strap. The uppermost file will bear a label showing the file 

number on which orders are required; 

 When a A.S/ S.A.S has completed his note in a case, he will append his signature 

with date on the left hand side of the note sheet showing his designation. 

 To get the order of higher officer, he will mark the file to the said officer by 

recording his designation horizontally on the right hand side of his own signature 

in the same line. 

 For the downward movement of the file, which may be from any level, the 

marking will always be on the left. Thus the marking during upward movement 

of a file will be on the right and the downward movement will be on the left. 

 Margin should not be used for marking files to superiors officers. 

 Margin is primarily meant for referencing purposes. 

 To expedite disposal of a case and specially in emergency in formal discussion 

of the same Ministry/ Divisions/ Offices will resorted to the telephone will be 

forcely used. 

  All executive actions of the government will be taken in the name of the President. 

 

Noting 

Use of labels to indicate relative urgency[80] 

Yellow slip: Indicates top-priority.It must be dealt with immediately by every person 

into whose hands it comes to the exclusion of all other works. 

Red slip: To be used only in cases extraordinary urgency requiring instant attention by 

the persons to whom they are addressed. 

Blue slip: To be used in cases requiring attention without delay. 
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Middle Top. 

Sample of Note Sheet 

 

Paragraph No. 

 …………………………………………………………………. 

 …………………………………………………………………. 

 ……………………………………………………… 

Signature    

 (M.A Karim)   

 Assistant Secretary Deputy Secretary  Joint Secretary 

 

2. …………………………………………………………………. 

 …………………………………………………………………. 

Signature    

 (M.A Samad)   

 Joint Secretary   Secretary 

ASDSJS 

Drafting[128-32] 
What Draft is :  Draft means  draft of a letter which is prepared for  the approval of 

higher authority before issue.Draft should be placed before the higher authority with the 

note. Higher authority will approve it after necessary correction(if needed) and should 

sign on the draft approved. 

Features of a draft: 

 

 A draft will convey the exact intention of the order passed. 

 The language will be clear, concise and incapable of misinterpretation. 

Lengthy sentences, abruptness, redundancy, superlatives and repetitions, whether of 

words, expressions or ideas will be avoided.  

 

Preparing a draft: 
 The subject matter will be stated in the first paragraph. 

 The draft will be concise, but must give all facts so that the reader has not to 

guess anything. 

 The last paragraph should highlight the main points in case of long and complex 

draft. 

 In writing to members of the public, commercial firms and other non-official 

bodies, the style will be simple, direct and friendly and free from undue use of 

official expressions. 

 Information regarding secret issues should be asked without mentioning the 

intention.  

 Typed in double space on both sides of paper. 

 Address would be the Head of the office. In case of emergency or if the matter is 

urgent, letter may be sent directly to subordinate officers. A copy should be 

forwarded to the office head. 

 A slip bearing the expression ‘Draft For Approval’ will be attached to the draft. 

 Appropriate priority marking will be included in the draft. 

 Mode of dispatch (at right side of the top)-i.e. By Special Messenger. Registered 

Fost, Under Certificate of Posting, Express Delivery etc. 

 Papers required to sent back with the letter should be clearly stated in a separate 

paragraph.  
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 Number of enclosure at the bottom left side of the draft. 

 It may be placed with the noting. 

 Get it initiated by the approving authority as sign of approval. 

 In the draft clearly state name. ID number (if any), designation and telephone 

number of sender. 

Summary writing 
Why do we  write a summary? 

 As per Secretariat Instructions,2014 –no.115-116 : 

 Summary needs to inform the matter to Most Respected President,Hon’ble Prime 

Minister,  National Purchase Committee, Cabinet Committee and/or secretary- 

committee    

We need: 

 A-3 size green paper, specific file cover with monogram 

 Proper reference of concerned rules/regulations/order 

 Summary for cabinet committee should follow the instruction of Rules of 

Business,1996, rule-19 

 

Manner of submission of cases to the President, the Prime Minister, the 

Prime Minister and the President.⎯ 
A case submitted to the President, the Prime Minister or to the Prime Minister and the 

President shall include a self-contained, concise and objective summary stating the 

relevant facts and points for decision. The summary shall include the specific 

recommendations of the Minister-in-charge and shall be accompanied by a draft 

communication, wherever appropriate. 

Reference to the President directly.⎯(i) Cases specified in Schedule III to the 

Rules of Business-1996 shall be submitted to the President.  

(ii) Periodical reports and other papers as indicated in Schedule VI the Rules of 

Business-1996 shall be laid before the President for information.  

Reference to the Prime Minister and the President.⎯All cases of the nature 

specified in Schedule IV to the Rules of Business-1996 shall, before issue of orders 

thereon, be submitted to the Prime Minister and the President.  

Reference to the Prime Minister.⎯(i) Cases specified in Schedule V to the Rules of 

Business-1996 shall be submitted to the Prime Minister.  

(ii) Periodical reports and other papers as indicated in Schedule VII to the Rules of 

Business-1996  shall be laid before the Prime Minister. 

Manner of submission of cases to the Cabinet.⎯ 

(1)In respect of all cases to be submitted to the Cabinet, the Secretary of the Ministry 

concerned shall transmit to the Cabinet Secretary a concise and clear memorandum of 

the case, thereinafter referred to as the “Summary” giving the background and relevant 

facts, the points for decision and the recommendations of the Minister-in-charge. The 

summary shall be self-contained as far as possible, and shall include as appendices such 

relevant papers as may be necessary for proper appreciation of the case. The number or 

sets of the summary to be supplied shall be specified by the Cabinet Secretary.  

       (2)Where a case concerns more than one Ministry/Division the summary shall, in 

terms of the provision of Rules 10 (1) contain the recommendations of the Ministries if 

agreement is reached amongst them, or shall state the points of differences and the 

recommendations of each Ministry/Division concerned if no agreement is reached.  
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(3)In case of any proposal involving expenditure or abatement of revenue, the views 

of the Finance Division shall be obtained and recorded in the Summary. In case of 

development expenditure, the views of the Planning Commission should also be obtained 

and recorded in the Summary.  

(4)A case for inclusion in the agenda of a meeting of the Cabinet must reach Cabinet 

Division at least four clear days in advance of meeting : 

Provided that a case received later may be included if it relates to an urgent issue and 

prior approval of the Prime Minister is obtained for its inclusion by the Minister-in-

charge.  

(5) It shall be the duty of the Cabinet Secretary to satisfy himself that the papers 

submitted by a Secretary are complete and in appropriate form.  

 

Cases to be brought before the Cabinet.⎯The cases enumerated below shall 

be brought before the Cabinet:⎯ 

(i)Cases involving legislation, including the promulgation of Ordinance. 

(ii)Cases relating to commencement or cessation of a state of war and related 

matters. 

(iii)Proposals to appoint public commissions of inquiry of national importance and 

consideration of the reports of such commissions. 

(iv)Cases in which a Minister desires a decision or direction of the Cabinet in a 

matter of importance on a subject assigned to his charge.  

(v)Any proposal to withdraw otherwise than in accordance with competent legal 

advice, any prosecution instituted by or at the instance of the Government of 

the People’s Republic of Bangladesh. 

(vi)Addresses and Messages of the President to Parliament. 

(vii)Cases relating to proclamation or revocation of Emergency. 

(viii)Proposal for floatation of loans. 

(ix)Proposals relating to : 

(a)creation of new corporations or companies wholly owned by the 

government or by a public sector undertaking;  

(b)participation by the government or a public sector undertaking in 

providing share capital to a new corporation/company or any existing 

corporations or companies;  

(c)winding up and or amalgamation of public sector undertakings;  

(d) cases in which a difference of opinion arises between two or more 

Ministers and the decision of the Cabinet is desired;  

(e)cases involving vital, political, economic and administrative policies; and  

(f)proposals relating to change of any existing policy or Cabinet decision.  

(x)The budget, before the presentation of the annual financial statement. 

(xi)Cases involving negotiations with foreign countries on treaties and agreements, 

opening and or closing of Bangladesh mission abroad.  

(xii)Any other cases which the Prime Minister may, by general or special order, 

require to be brought before the Cabinet.  

(xiii)Any other cases which the President may request the Prime Minister to refer to 

the Cabinet. 
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Lesson plan 

Lesson-26                                                                                                            Ref:1.4.26 

Title                         :  Role and Responsibility of DDOs 

Target population :  Officers (Grade 9 and above) of different organizations 

under MoA. 

Time                        : 1hour 

Aims                     : To teach participants about Role and Responsibility of 

DDOs, so that they can maintain financial activities of 

office management efficiently.  

Learning outcomes :  After completion of the session the participants will be 

able to: 

 describe Role and Responsibility of DDOs 

 ascertain Role and Responsibility of DDOs 

  

Content Techniques/ 

Methods 

Aids/ 

 Resources 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:  Role and Responsibility of 

DDOs 

 Importance:Maintain official 

communication  

 .Outline of content 

 

Lecture/ 

Discussion/ 

Q+A 

 

 6 

Development 

 Role and Responsibility of DDOs  

 Motivation (Energize the group) 

 Check attention (wrong 

statement) 

 Feedback (Q+A) 

 

Lecture/ 

Discussion/ 

Q+A 

 45 

Conclusion 

 Assesment of LOs 

 Summerization by using Key 

Words 

 Mmotivation (application of 

learning) 

 References 

 Forward planning 

 

Discussion/ 

Q+A 

 9 

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  

should be available in the class room. 

 

 Behaviour/Performance                  Condition                     Criteria 
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Lesson plan 

Lesson-27                                                                                                            Ref:1.4.27 

Title                         :  Delegation of Administrative and Financial Authority 

Target population :  Officers (Grade 9 and above) of different organizations 

under MoA. 

Time                        : 1hour 

Aims                     : To teach participants about Delegation of Administrative 

and Financial Authority, so that they can maintain 

Administrative and Financial communication efficiently.  

Learning outcomes :   

 After completion of the session the participants will be able to: 

 explain Delegation of Administrative and Financial Authority; 

 list different level of Delegation of Administrative and Financial 

Authority; and 

 ascertain activities of Delegation of Administrative and Financial 

Authority for both vertical and horizontal communication. 

Content Techniques/ 

Methods 

Aids/ 

 Resources 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:  Delegation of 

Administrative and Financial 

Authority Importance:Maintain 

official communication  

 .Outline of content 

 

Lecture/ 

Discussion/ 

Q+A 

 

 6 

Development 

 Delegation of Administrative and 

Financial Authority in different 

level 

 Individual form of different types 

of letters 

 Motivation (Energize the group) 

 Check attention (wrong 

statement) 

 Feedback (Q+A) 

 

Lecture/ 

Discussion/ 

Q+A 

 45 

Conclusion 

 Assesment of LOs 

 Summerization by using Key 

Words 

 Mmotivation (application of 

learning) 

 References 

 Forward planning 

 

Discussion/ 

Q+A 

 9 

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  

should be available in the class room. 

 

 Behaviour/Performance                  Condition                     Criteria 
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Module 5 

Title                    :  Leadership and change management 

Objective                 : To teach participants about Leadership and change management, 

                                    so that the participants can conceptualize the issues to manage &                                                                       

                                    motivate their employees for better performance.. 

Learning . Outcomes :  After completion of Module 4, the participants will be able to:. 

 define Leadership and change management; 

 mention different aspects of motivation; 

 state the purpose of Human Resourse Management 

 conceptualize Team building, mindset & attitude.  

Reference  Session Topic Method 

1.5.28 1 Managerial Leadership and Conflict 

Management 

L&D 

1.5.29 2 Human Resource Management  

1.5.30 3 Motivation, Supervision and Coordination  

1.5.31 4 Team Building   

1.5.32 5 Decision Making Process  

1.5.33 6 Time management  

1.5.34 7 Mindset, attitude and aptitude  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



121 

Lesson Plan 

Lesson No. 28                                                                        Ref: 1.5.28 

Title : Managerial Leadership and Conflict Management 

Target population : Officers (Grade 9 and above) of different organizations under 

MoA 

Time :  60 minutes 

Aims : To teach participants about ‘Managerial Leadership and Conflict 

Management so that participants can conceptualize that organizational 

performance is influenced by a competitive and innovative culture. 

Organizational Culture is influenced by leadership style and consequently & 

apply conflict intervention strategies such as coaching, negotiation, 

mediation, and system design in the management and resolution of conflict  

Learning outcomes : At the end of the session the participants will be able to: 

• identify and explain types, style and behavior of good leadership; 

• list and discuss different types and style of power;  

• analyze and describe the nature of small and large-scale conflicts; and  

• demonstrate the role of communication in generating productive conflict 

outcomes;  

Content Methods/ 

Techniques 

Resources/ 

Aids 

Time 

(Minute) 

Introduction: 

 Ice breaking: greetings 

 Linkage with previous learning/ experience 

 Pre-assessment (Q+A) 

 Topic: Managing Conflicts and Developing 

Negotiation Skills. 

 Importance: Manage conflict and negotiation 

 Outline of content 

Lecture/ 

Discussion/ 

Case Study/ 

exercise 

Q+A 

 

 6 

Development: 

 Concepts of managing and resolving conflicts 

 Link between effective negotiation skills and 

effective leadership. 

 Synthesize, think critically, solve problems, and 

make decisions. 

 Practical exercise 

 Check attention (wrong statement) 

 Feedback ( Q+A) 

Lecture/ 

Discussion/ 

Case Study/ 

exercise 

Q+A 

 45 

Conclusion: 

 Assessment of LOs 

 Summarization by using KWs 

 Motivation (Application of  learning) 

 References 

 Forward planning 

Discussion/ 

Q+A 
 9 

Equipment’s and Aids: Multimedia, White board, marker, pointer, VIVE card, mounting tap, 

color pen, art paper and duster should be available in the class room. 
 

Behavior/Performance                                    Condition                                        Criteria 
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Managing Conflicts and Developing Negotiation Skills 
 

Conflict 

• ‘Conflict is the  perception of differences of interests among 
people’ 

• A process that begins when  one party perceives that another 
party  has negatively  affected or is about to  affect , something 
that the first party cares about.( Thomas, KW) 

Conflict is a process of social interaction involving a struggle over  claims 

to resources , power and status, beliefs and other preferences and desires. 

(Bisno 

• Baron after reviewing a number of definitions of conflict  
concluded that  although  definitions are not identical , they 
overlap with respect to  the following elements: 

– Conflict includes opposing interests 
– Such opposing interests must be recognized for 

conflict to exist 
– Conflict  involves beliefs, by each side, that the other 

will thwart or thwarted its interest; 
– Conflict is a process , it develop out of existing 

relationships and reflect their past  interactions and 
the context; 

– Actions by one or both sides do, in fact , produce  
thwarting of others’ goals. 

 

 

        Transition in Conflict Thought 

          Traditional/Classical View of Conflict 
• The belief that all conflict is harmful and must be avoided. 

  Human Relationist / New Classical View 
• The belief that conflict is natural  and inevitable outcome in any 

group. 

  Integrationist View of Conflict 
• The belief that  conflict is  not only a positive force  in a group 

but is absolutely necessary  for a group to perform  effectively 

 

Causes of Conflict 

• Some principal causes of conflict are: 
– Communication failure 
– Personality conflict 
– Value differences 
– Goal differences 
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– Methodological differences 
– Substandard performance 
– Lack of cooperation 
– Differences regarding  authority 
– Differences regarding responsibility 
– Competition over resources 
– Non-compliance with rules 

 

 

 

 

 

 

 

 

Functional and Dysfunctional Conflict 

• Functional Conflict - works towards the goal of  an 

organization  or group. 
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• Dysfunctional  Conflict -  blocks  an organization  or group  from 

reaching its goals. 

• Task Conflict – contents and goals of the work. 

• Relationship Conflict – Interpersonal relationship 

• Process conflict – how work gets done. 

 

Functional Conflict 

• Constructive Conflict 

• Increases information and ideas 

• Encourages innovative thinking 

• Unshackles different points of views 

• Reduces stagnation 

 

 

 

  

 

 

 

 

Dysfunctionally High  Conflict 

  

• Tension, anxiety, stress 

• Drives out low conflict tolerant people 

• Reduced trust 

• Poor decision because of  withheld or distorted  information 

• Excessive management focus on the conflict 
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Dysfunctionally low Conflict 

• Few new ideas 

• Poor decisions from lack of innovation and information 

• Stagnation  

• Business as usual 

 

 

 

Effects of Constructive and destructive Conflict 

 

• Constructive Conflict 
– Opens up an issue in a confronting manner 
– Develops clarification of an issue 
– Improves problem solving quality 
– Increases involvement 
– Provides more spontaneity  in communication 
– Initiates growth 
– Strengthens a relationship when creatively resolved 
– Helps increase productivity 

 

• Destructive Conflict 
– Diverts energy from real task 
– Destroys morale 
– Polarizes individuals and groups 
– Deepens differences 
– Obstructs cooperative action 
– Produces irresponsible behavior 
– Creates suspicion and distrust 
– Decreases productivity 

 

 

Levels and Types of Conflict 

 

• Levels of Conflict 
– Organization 

– Group  

– Individual  
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• Types of Conflict 
– Within and between organization 

–  Within and between groups 

– Within and between 

–  

Intraorganizational Conflict 

• Conflict that occurs within an organization  

• At interfaces of organization function 

• Can occur along the vertical or horizontal dimensions of the 

organization 

• Vertical Conflict between managers and subordinates 

• Horizontal Conflict between  departments and work groups 

 

Intra-group Conflict 

• Conflict among members of a group 

• Early stages of group development 

• Ways of  doing  tasks or reaching group’s goals 

   Inter-group Conflict 
•  Conflict between two or more groups 

– Interdependence 

– Political indeterminism 

– Diversity  

Interpersonal Conflict 

• Between two or more people 

• Differences in views  about what  should be done 
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• Differences in orientation to work  and time in different  parts of 

an organizatio  

 

Intrapersonal Conflict 

• Occurs within an individual 

• Threat to a person’s values 

• Feeling  of unfair  treatment 

• Multiple and contradictory sources of socialization 
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Inter-organizational Conflict 

• Between two or more organizations 

• No competition 

• Examples:  suppliers and  distributors, especially within close 

links now possible 

 

 

 

 

 

 

 

 

 

 

The Effect of Conflict on Organization Performance 

 

 

 

High 

Optimum level of conflict leads to effective 

Decision making and high  performance 
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Desired  Outcome of Conflict 

• Agreement – strive for equitable  and fair  agreement that last 

• Stronger relationships – Build bridges of good will  trust for  the 

future 

• Learning – Greater self Awareness and  creative problem solving  

Tips for Manageress  Whose Employees are Having  a 

Personality Conflict 

• Follow company / office policies for diversity,  

antidiscrimination etc. 

• Investigate and document conflict 

• If  appropriate take corrective action 

• If necessary  attempt informal dispute resolution  

Refer difficult conflict to human resources  specialists or hired   counselors 

for formal resolution attempts and other  interventions. 

How to Build Cross-cultural Relationships and Minimize  

Conflict 

Level  

Of  

Organization 

performance 

Low 

Low 

Too low conflict causes 

performance to suffer 

Level of Conflict 

High 

Too much conflict causes 

Performance to suffer 

A C 

B 
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• Be a good listener 

• Be sensitive to the needs of others 

• Be cooperative rather than overly competitive 

• Advocate inclusive ( participatory) leadership 

• Compromise rather than dominate 

• Build rapport through conversation 

• Be compassionate and understanding  

• Avoid conflict by emphasizing harmony 

• Nurture others ( develop and mentor)  

 

Five Conflict Handling Styles 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

High 

C 

O 

N 

C 

E 

R 

N 

F 

O 

R 

O 

T 

H 

R 

E 

R 

S 

Low 

Concern for self 

High 

Low 

Collaborative 

Sharing 

Competitive 

Accommodative 

Avoiding 
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Conflict Resolution 

• Confrontation and Problem Solving 

• Constructive Holding of Criticism 

• Negotiating & Bargaining  

Alternative Dispute Resolution (ADR) Technique 

• Facilitation: Third party gets  disputants to  deal directly and  
constructively  with each other 

• Conciliation : Neutral third party  acts as  communication link 
between the disputants 

• Peer review: Impartial  co-workers  hear both  sides and render 
decision that may  or may not  be binding 

• Ombudsman : Respected and trusted  member of the  
organization  hears grievances  confidentially 

• Mediation : Trained third party   guides disputants towards their 
own solution 

• Arbitration: Neutral  third party  hears both  sides  in a court like  
settings and  renders  a binding decision 
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Lesson Plan 

Lesson No.29                                    Ref: 1.5.29 

Title : Human Resource Management 

Target population : Officers (Grade 9 and above) of different organizations under 

MoA 

Time :  60 minutes 

Aims : To teach participants about ‘Basics of Human Resource 

Management, so that participants can familiarize of Human 

Resource and organizational performance. 

Learning outcomes : At the end of the session the participants will be able to: 

 define and mention components of Basics of HR; 

 assess performance management program; 

 explain organizational development strategies aimed at promoting   

 organizational effectiveness; 

 state current and emerging information technologies to support the   

  human resources function; and 

 mention importance of the work/life balance and ethical conduct. 
 

Content Methods/ 

Techniques 

Resources/ 

Aids 

Time 

(Minut

e) 

Introduction: 

 Ice breaking: greetings 

 Linkage with previous learning/ experience 

 Pre-assessment (Q+A) 

 Topic: Basics of HRM 

 Importance: Life balance and ethical conduct 

 Outline of content 

Lecture/ 

Discussion/ 

Q+A 

 

 6 

Development: 

 Definition/Concept component of Basics of HRM 

 Description management of Basics of HRM 

 Roll/ function  Basics of HRM 

 Usage of Basics of HRM in an organizational 

development. 

 Motivation (Energize the group) 

 Practical exercise 

 Check attention (wrong statement) 

 Feedback ( Q+A) 

Lecture/ 

discussion/ 

exercise/ 

Q+A 

 45 

Conclusion: 

 Assessment of LOs 

 Summarizations by using KWs 

 Motivation (Application of  learning) 

 References 

 Forward planning 

Discussion/ 

Q+A 
 9 

Equipment’s and Aids: Multimedia, White board, marker, pointer, VIVE card, mounting tap, 

color pen, art paper and duster should be available in the class room. 
 

Behavior/Performance                                       Condition                                          Criteria 
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Basics of Human Resources Management 

• Basics of HRM-Outlines 

• HRM Trends 

• Definition 

• History of HRM 

• Difference between PM and HRM 

• HRM Functions 

• Responsibilities of HR Department 

• Challenges of HRM 

HRM-Trends 

• Increased complexity of the organizations, employment and a clear hierarchy of 

owners, managers and workers.  

• Increased the number of employers, self-employed and enlarged size of workforce.  

• Enhance the need of training in view of increased requirements of specialized skills.  

• Public interventions and legal complications in employee and employer relationships.  

• Enhanced training and development of managers and professionalization of 

management education.  

• Possibility of employment explosion in view of ever increasing size of workforce.  

• Rising the formal level of education of rank and file employees who becoming 

increasingly critical of management malpractice and errors.  

• Rank and file employees rapidly growing demands in different employment situations.  

• Recognizing of close relationships between profits and earnings and ability to manage 

human resources. 
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HRM-Trends 

 

 

 

 

 

 

 

 

 

 

 

•  

•  

 

HRM 

• In Pynes’s view, HRM is a dynamic and evolving process. 

• Human resource management involves planning, acquisition, development and 

retention of human resources necessary for organizational success (Klingner 2009:3). 

• Three major components of any organization are- Product/service, competent 

employees and a viable market. 

• HR is that field of management which has to do with planning, organizing and 

controlling the functions of procuring, developing, maintaining and utilizing a labor 

force such as that  

• The objective of the organization is achieved effectively 

• Objective of all levels of personnel are served to the highest possible degree and  

• Objectives of society are served (Michael J. Jucious) 

HRM 

• According to the Invancevich and Glueck, “HRM is concerned with the most effective 

use of people to achieve organizational and individual goals.  

• It is the way of managing people at work, so that they give their best to the 

organization”.  
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History of HRM-1 

 

 

History of HRM-2 
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Difference between PM and HRM 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

HRM Functions. 
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Staffing, Training and Development Functions 

• The components of the staffing function include strategic human resource planning, 

recruiting, and selection. The goal of the staffing function is to locate and secure 

competent employees.  

• The training and development function includes orientation, employee training, 

employee development, organization development, and career development.  

• The goal of the development function is to adapt competent workers to the 

organization and help them obtain up-to-date skills, knowledge, and abilities for their 

job responsibilities. 

Motivation and Maintenance Functions 

• The components of the motivation function include motivation theories, appropriate 

job design, reward and incentive systems, compensation, and benefits.  

• The goal of the motivation function is to provide competent, adapted employees who 

have up-to-date skills, knowledge, and abilities with an environment that encourages 

them to exert high energy levels. 

• The components of the maintenance function include safety and health issues and 

employee communications.  

• The goal of the maintenance function is to help competent, adapted employees with 

up-to-date skills, knowledge, and abilities and exerting high energy levels maintain their 

commitment and loyalty to the organization. 

Core HR-Related Functions 

1. Legal issues 

2. Employment process 

3. Testing 

4. Compensation 

5. Performance management 

6. Benefits administration 

7. Employee relations 

8. Training and development 

9. Human Resource Information System (HRIS) 

Responsibilities of HR Dept. 

• Recruiters: Maintain contact within the community and perhaps travel extensively to 

search for qualified job applicants. 

• Equal employment opportunity (EEO) representatives or affirmative action 

coordinators: Investigate and resolve EEO grievances, examine organizational practices 

for potential violations, and compile and submit EEO reports. 

• Job analysts: Collect and examine detailed information about job duties to prepare job 

descriptions. 
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• Compensation managers: Develop compensation plans and handle the employee 

benefits program. 

• Training specialists: Plan, organize, and direct training activities. 

• Labor relations specialists: Advise management on all aspects of union–management 

relations. 

HRM-Challenges 

• HR practitioners continue to address many workplace challenges, including: 

• • Diversity 

• • Workplace illiteracy 

• • Telecommuting and virtual management 

• • Integrating a contingent workforce 

• • Work/life programs 

HRM-Challenges 

• Diversity- Organizations face challenges in responding to the needs and demands of an 

increasingly diverse workforce. 

• Diversity includes group differences such as age, race, gender, sexual orientation, and 

disabilities, and individual differences, such as communication style and career 

experience. 

• Workplace Illiteracy- Many enter the workforce each year; who are functionally 

illiterate, unable to read, write, calculate, or solve even simple problems; and one-half 

of our nation’s industrial workers read at or below the eighth-grade level.  

HRM-Challenges 

• Workplace Illiteracy- The impact of illiteracy on business is far-reaching, including a loss 

of billions of dollars in profits each year; lowered productivity; declining international 

competitiveness; and reduced promotability. 

• HR practitioners in the areas of employment, testing, training, and strategic planning 

recognize that a strong partnership between employers and educational institutions 

may help to reduce the impact of illiteracy on business. 

HRM-Challenges 

• Telecommuting and virtual management 

• • Integrating a contingent workforce 

• Work/Life Programs 

• By offering employees flexible hours and more benefits, such as on-site wellness 

programs, aerobics and yoga classes, and educational advancement opportunities, 

organizations with work/life programs point to reduced turnover, more highly 

motivated employees, and improved productivity. 
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Lesson Plan 

Lesson No. 10                                                                          Ref: 1.5.30 

Title : Motivation, Supervision and Coordination 

Target population : Officers (Grade 9 and above) of different organizations under 

MoA  

Time :  60 minutes 

Aims : To teach participants about ‘Motivation, Supervision and 

Coordination t, so that participants can conceptualize 

motivating and creation of motivation programs is an actual 

theme that will change depending on the needs of them and the 

needs of the economy simultaneously. 

Learning outcomes : At the end of the session the participants will be able to: 

• explain the effect of workforce diversity on motivational 

practice; 

• describe how entrepreneurs motivate their  employee; 

• explain the roll, characteristics, skill of  supervisor ; 

• describe the roll of equity in human motivation and behavior; 

and 

• differences between extrinsic and intrinsic outcomes.    

Content Methods/ 

Techniques 

Resources/ 

Aids 

Time 

(Minute) 

Introduction: 

 Ice breaking: greetings 

 Linkage with previous learning/ experience 

 Pre-assessment (Q+A) 

 Topic: Motivation, Supervision and Coordination 

Importance: useful to study an 

institution/organization 

 Outline of content 

Lecture/ 

Discussion/ 

Case study 

Q+A 

 

 6 

Development: 

 Definition of Different Types of Motivation 

 Describe techniques of Motivation 

 A manager's ability to motivate employees, 

create a work environment and organizational 

culture. 

 Create an environment that will motivate 

employees. 

 Employee recognition and self-actualization 

 Motivation (Energize the group) 

 Practical exercise 

 Check attention (wrong statement) 

 Feedback ( Q+A) 

Lecture/ 

discussion/ 

Case study 

 

Q+A 

 45 

Conclusion: 

 Assessment of LOs 

 Summarization by using KWs 

 Motivation (Application of  learning) 

 References 

Discussion/ 

Q+A 
 9 

https://www.thebalance.com/what-makes-up-your-company-culture-1918816
https://www.thebalance.com/what-makes-up-your-company-culture-1918816
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 Forward planning 

Equipment’s and Aids: Multimedia, White board, marker, pointer, VIVE card, mounting tap, 

color pen, art paper and duster should be available in the class room. 
 

Behavior/Performance                                    Condition                                      Criteria 

 

Motivation techniques and working environment 

 

Motivation means influencing somebody to work to achieve goal. Motivation is that 

set of attitudes which predisposes a person to act in a specific goal directed way. 

 Motivation is thus an inner state which energizes channels, and sustains 

human behaviour to achieve goals. Motivation is derived from motive which is a 

drive, impulse, or desire that move one towards a goal. 

Maslow's Theory :- 

Study of human behaviour in organization links needs and goals of officials which 

prompted action or behaviour. Abraham Maslow categorized human behaviour 

into five types and organized them in hierarchical order. 

The needs are shown in the hierarchical order in the table below 

Maslow's needhierarchy 

theory  

Herzberg's two factor theory challenging 

work  

Self actualization  Achievement Growth in the job 

responsibility.  

Esteem or Status  Advancement Recognition Status  

Affiliation or acceptance  Interpersonal relation Company policy 

and administration  

Security or safety  Working condition Job security  

Psysiological needs  Salary Personal life  

 

Donglas Mc Gregor's Theory: 

A major contribution toward the understanding of administrative behaviour came 

from Mc Gragor who presented two opposite types of assumptions about human 

nature in relation to work. 

Theory X : 
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It represent conservative and traditional points of view and assumes that people are 

selfish, lazy and responds only to economic rewards. They dislike work and will 

avoid it as much as possible. The average person must be threatened, controlled, 

coerced and directed. He wants to be directed to avoids responsibility, has little or 

no ambition and only wants security. 

 This theory represents more realistic picture of human beings. It says work 

can be source of pleasure and satisfaction and most people want to work under 

proper condition or environment. They will not only accept but seek responsibility 

and exercise self direction and self-control. Security is valued but not above every 

thing else. Employees are capable of demonstrating creativity, imagination and 

ingenuity. 

But every thing depends on the creation of the appropriate conditions that will 

allow employees to achieve satisfaction on the job. 

 Theory X and Y depict humans in extreme shades of evil and good. It may 

be realistic to assume that different people will be found at different points along 

the continuum. 

      X                   Y 

           evil                                                          Good 

 

Job design for Motivation : 

A job in an organization is a unit of work that a single employee is responsible for 

performing. 

  Job design is application of motivational theories to the stratums of 

work for the purpose of improving productivity and satisfaction. Approaches to job 

design are classified as job simplification, job rotation, job enlargement, job 

enrichment 

Job simplification pursues  task efficiency by reducing the number of task one 

person must do. Tasks are designed to be simple, repetitive and standardized. 

  Job rotation systematically moves employees from one job to another 

thereby increases the number of different task an employee performs. Job 

enlargement combines a service of task into one new, broader job. Instead one job, 

an employee may perform 3 or 4 job and will have more time to do those job.Job 

enrichment incorporate high-level motivators into the work including job 

responsibility, recognition, opportunities for growth, learning and achievement. 

 

Other Motivational Programmes: 
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1. Merit pay or pay for performance. 

2. Modified work schedule  

     Modifications include four day week,   

      flex time and job sharing. 

3.   Lump Sum Salary Increase, Eid   

     Bonus, Bonus for extra work. 

4.  Open Salary Information- Salaries may be published to all  employees. 

How to improve morale 

 

1. Control greed. 

  2. Be on time in action. 

   3. Increase dependence on divine power. 

     4. Be truthful & trust worthy. 

      5. Increase transparency. 

 

Morale at Work Place: 

The prevailing situation in the work place motivates people to work. It is true that 

though people are lazy, averse to work but it responds to economic rewards. But 

when the economic reward is outside compensation package, it leads to corruption 

which is immoral. 

So morale is the norms or principle which differentiates between right or wrong, 

good or bad. 

Like Maysia there may be integrity committee at local as well as central level to 

oversee the integrity at all levels. There must be some legal baking for that. 

Institutions and Legal Framework which can significantly increase the level of 

integrity or morale are 

1.Higher standard of education 

2. Support of institutions like family,  community, civil society. 

3. Strong legal framework and impartial  applications of law. 

4. History, culture, traditions. 

5. Citizen's Charter 
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Lesson Plan 

Lesson No.31                                                                                     Ref: 1.5.31 

Title                        :  Team Building  

Target population : Officers (Grade 9 and above) of different organizations under 

MoA 

Time :  60 minutes 

Aims : To teach participants about ‘Team Building, so that participants 

can structure their planning time to produce maximum results, as 

well as learn avoid the planning pitfalls that every leader faces. 

Moreover, they get to learn guidelines for keeping the team 

focused on productive planning. 

 Learning outcomes : At the end of the session the participants will be able to: 

 defines objectives and goals clearly a team builder; 

 identify barriers to effective team work in a good  

environment and propose solutions; 

  list the characteristics of a team player;  

 identifies a team’s strengths and weaknesses; and 

 demonstrate organizational productivity 

Content Methods/ 

Techniques 

Resources/ 

Aids 

Time 

(Minute) 

Introduction: 

 Ice breaking: greetings 

 Linkage with previous learning/ experience 

 Pre-assessment (Q+A) 

 Topic: Team Building  

 Importance: useful to study an 

institution/organization 

 Outline of content 

Lecture/ 

Discussion/ 

Case Study/ 

Exercise 

Q+A 

 

 6 

Development: 

 Definitions Team building  

 Outline management objectives for team building 

 Highlight the importance of team building 

 Identify the management objectives of team 

building events. 

 Be transparent about career progression and 

reward processes 

 Motivation (Energize the group) 

 Practical exercise 

 Check attention (wrong statement) 

 Feedback ( Q+A) 

Lecture/ 

Discussion/ 

Case Study/ 

Exercise 

Q+A 

 45 

Conclusion: 

 Assessment of LOs 

 Summarizations by using KWs 

 Motivation (Application of  learning) 

 References 

 Forward planning 

Discussion/ 

Q+A 
 9 
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Equipment’s and Aids: Multimedia, White board, marker, pointer, VIVE card, mounting tap, 

color pen, art paper and duster should be available in the class room. 

Behavior/Performance                                    Condition                          Criteria 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Lesson Plan 

Lesson No. 33                                                                                              Ref: 1.5.33 

Title                           :   Time Management 

Target population : Officers (Grade 9 and above) of different organizations under 

MoA  

Time :  60 minutes 

Aims : To teach participants about ‘Time management, so that 

participants can apply tools and techniques to maximize staff 

effectiveness, minimize wasted time and control. To analyze 

workloads, prioritize tasks, overcome procrastination and create 

time management systems that increase productivity and 

effectiveness a staff. 

 Learning outcomes : At the end of the session the participants will be able to: 

 identify factors that lead to poor time management; 

 apply a variety of time management methods ; 

 describe the effect of poor organization and its relationship 

to stress; 

 explain major time wasters and learn to control; and  

 apply tools and techniques to overcome procrastination  
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Content Methods/ 

Techniques 

Resources/ 

Aids 

Time 

(Minute) 

Introduction: 

 Ice breaking: greetings 

 Linkage with previous learning/ experience 

 Pre-assessment (Q+A) 

 Topic: Time management 

 Importance: Tools and techniques to Maximize staff 

effectiveness, Minimize wasted time and control 

workload 

 Outline of content 

Lecture/ 

Discussion/ 

exercise 

Q+A 

 

 6 

Development: 

 Time management/ Personal management for 

achieving better quality of life. 

 Time management systems that increase 

productivity 

 Managing time in a more efficient way. 

 Motivation (Energize the group) 

 Practical exercise 

 Check attention (wrong statement) 

 Feedback ( Q+A) 

Lecture/ 

discussion/ 

exercise/ 

Q+A 

 45 

Conclusion: 

 Assessment of LOs 

 Summarizations by using KWs 

 Motivation (Application of  learning) 

 References 

 Forward planning 

Discussion/ 

Q+A 
 9 

Equipment’s and Aids: Multimedia, White board, marker, pointer, VIVE card, mounting tap, 

color pen, art paper and duster should be available in the class room. 

 

Behavior/Performance                                       Condition                                 Criteria 

 

 

Time Management 

 

At this talk you will learn to: 
 

• Clarify your goals and achieve them 

• Handle people and projects that waste your time 

• Be involved in better delegation 

• Work more efficiently with your boss/advisor 
• Learn specific skills and tools to save you time 

• Overcome stress and procrastination 

 

 

= = really important point 
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Remember that time is money 

             Ben Franklin, 1748 

                 Advice to a young tradesman 

 

Outline 
 

• Why is Time Management Important? 
• Goals, Priorities, and Planning 
• TO DO Lists 
• Desks, paperwork, telephones 
• Scheduling Yourself 
• Delegation 
• Meetings 
• Technology 
• General Advice 

 

  Why Time Management is Important 

 

• “The Time Famine” 

• Bad time management = stress 

• This is life advice 

•  

The Problem is Severe 

By some estimates, people waste about 2 hours per day.  Signs of time 

wasting: 

– Messy desk and cluttered (or no) files 

– Can’t find things 

– Miss appointments, need to reschedule them late 

and/or unprepared for meetings 

– Volunteer to do things other people should do 

– Tired/unable to concentrate 

 

Hear me Now, Believe me Later 

 

• Being successful doesn’t make you manage your time well. 
• Managing your time well makes you successful. 

 

Goals, Priorities, and Planning 

  

• Why am I doing this? 
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• What is the goal? 

• Why will I succeed? 

• What happens if I chose not to do it? 

•  

The 80/20 Rule 

 

• Critical few and the trivial  many 

• Having the courage of your convictions 

• Good judgment comes from experience 

• Experiences comes from bad judgment 

 

Inspiration 

“If you can dream it, you can do it” 

Walt Disney  

 

• Disneyland was built in 366 days, from ground-breaking to first 

day open to the public. 
 

Planning 

 

• Failing to plan is planning to fail 

• Plan Each Day, Each Week, Each Semester 

• You can always change your plan, but only once you have one! 

 

TO Do Lists 

 

• Break things down into small steps 

• Like a child cleaning his/her room 

• Do the ugliest thing first 

 

 

 

 

 

 

 

 

At this talk you will learn to: 

• Clarify your goals and achieve them 

• Handle people and projects that waste your time 

• Be involved in better delegation 
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• Work more efficiently with your boss/advisor 

• Learn specific skills and tools to save you time 

• Overcome stress and procrastination 

 

 

 

 

Outline 

• Why is Time Management Important? 

• Goals, Priorities, and Planning 

• TO DO Lists 

• Desks, paperwork, telephones 

• Scheduling Yourself 

• Delegation 

• Meetings 

• Technology 

• General Advice 

• Why Time Management is Important 

• “The Time Famine” 

• Bad time management = stress 

• This is life advice 

• The Problem is Severe 

By some estimates, people waste about 2 hours per day.  Signs of time wasting: 

– Messy desk and cluttered (or no) files 

– Can’t find things 

– Miss appointments, need to reschedule them late and/or unprepared for 

meetings 

– Volunteer to do things other people should do 

– Tired/unable to concentrate 

• Hear me Now, Believe me Later 

• Being successful doesn’t make you manage your time well. 

• Managing your time well makes you successful. 

• Goals, Priorities, and Planning 

• Why am I doing this? 

• What is the goal? 

• Why will I succeed? 

• What happens if I chose not to do it? 

• The 80/20 Rule 

• Critical few and the trivial many 

• Having the courage of your convictions 

• Good judgment comes from experience 

• Experiences comes from bad judgment 

• Inspiration 

“If you can dream it, you can do it” 

Walt Disney 

Remember that time is money 

Ben Franklin, 1748 

Advice to a young tradesman 
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• Disneyland was built in 366 days, from ground-breaking to first day open to the 

public. 

• Planning 

• Failing to plan is planning to fail 

• Plan Each Day, Each Week, Each Semester 

• You can always change your plan, but only once you have one! 

• TO Do Lists 

• Break things down into small steps 

• Like a child cleaning his/her room 

• Do the ugliest thing first 

• The four-quadrant TO DO List 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



151 

 

 

Paperwork 

• Clutter is death; it leads to thrashing.  Keep desk clear: focus on one thing at a 

time 

• A good file system is essential 

• Touch each piece of paper once 

• Touch each piece of email once; your inbox is not your TODO list 
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• Telephone 

• Keep calls short; stand during call 

• Start by announcing goals for the call 

• Telephone 

• When done, get off 

• If necessary, hang up while you’re talking 

• Group outgoing calls:  just before lunch and 5pm 

• Reading Pile 

• Only read something if you’ll be fired for not reading it 

• Note that this refers to periodicals and routine reading, which is different than a 

research dig 

• Office Logistics 

• Make your office comfortable for you, and optionally comfortable for others 

• No soft comfortable chairs!  I have folding chairs, some people cut off front legs 

• Scheduling Yourself 

• You don’t find time for important things, you make it 

• Everything you do is an opportunity cost 

• Learn to say “No” 

• Learn to say “No” 

• Will this help me get tenure? 

• Will this help me get my masters? 

• Will this help me get my Ph.D? 

• Keep “help me” broadly defined 

• Gentle No’s 

• “I’ll do it if nobody else steps forward” or “I’ll be your deep fall back,” but you 

have to keep searching. 

• Moving parties in grad school… 

• Everyone has Good and Bad Times 

• Find your creative/thinking time.  Defend it ruthlessly, spend it alone, maybe at 

home. 

• Find your dead time.  Schedule meetings, phone calls, and mundane stuff during 

it. 

• Interruptions 

• 6-9 minutes, 4-5 minute recovery – five interruptions shoots an hour 

• You must reduce frequency and length of interruptions (turn phone calls into 

email) 

• Blurting:  save-ups 

• E-mail noise on new mail is an 

interruption -> TURN IT OFF!! 

• Cutting Things Short 

• “I’m in the middle of something now…” 

• Start with “I only have 5 minutes” – you can always extend this 

• Stand up, stroll to the door, complement, thank, shake hands 

• Clock-watching; on wall behind them 

• Comfort Zones 
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• Identify why you aren’t enthusiastic 

• Fear of embarrassment 

• Fear of failure? 

• Get a spine! 

• Delegation 

• No one is an island 

• You can accomplish a lot more with help 

• Delegation is not dumping 

• Grant authority with responsibility.  

• Concrete goal, deadline, and consequences. 

• Treat your people well 

• Challenge People 

• People rise to the challenge:  You should delegate “until they complain” 

• Communication Must Be Clear:  “Get it in writing” – Judge Wapner 

• Give objectives, not procedures 

• Tell the relative importance of this task 

• Sociology 

• Beware upward delegation! 

• Reinforce behavior you want repeated 

• Ignorance is your friend – I do not know how to run the photocopier or the fax 

machine 

• Meetings 

• Average executive:  > 40% of time 

• Lock the door, unplug the phone 

• Maximum of 1 hour 

• Prepare:  there must be an agenda 

• 1 minute minutes:  an efficient way to keep track of decisions made in a meeting:  

who is responsible for what by when? 

• Technology 

• Laptop computer (and docking station) 

– You can scavenge time & work anywhere 

– At CMU, you still have internet access 

– one machine in your life is the right number 

• WWW; only do things once (post them) 

• Google  (now with image search!) 

• ACM Digital Library (I haven’t been in the library in over five years) 

• Randy’s Magic E-Mail Tips 

• Save all of it; no exceptions 

• If you want somebody to do something, make them the only recipient.  

Otherwise, you have diffusion of responsibility.  Give a concrete request/task and 

a deadline. 

• If you really want somebody to do something, CC someone powerful. 

• Nagging is okay; if someone doesn’t respond in 48 hours, they’ll probably never 

respond. (True for phone as well as email). 

• Care and Feeding of Advisors 
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• Write things down 

• When’s our next meeting? 

• What’s my goal to have done by then?  

• Who to turn to for help? 

• Remember: advisors want results ! 

• The Seven Habits 

From “The Seven Habits of Highly Effective People: Restoring the Character Ethic” by 

Stephen R. Covey, Simon and Schuster, 1989 

1. BE PROACTIVE: Between stimulus and response in human beings lies the 

power to choose.  Productivity, then, means that we are solely responsible for 

what happens in our lives.  No fair blaming anyone or anything else.  

2. BEGIN WITH THE END IN MIND: Imagine your funeral and listen to what you 

would like the eulogist to say about you.  This should reveal exactly what matters 

most to you in your life.  Use this frame of reference to make all your day-to-day 

decisions so that you are working toward your most meaningful life goals. 

• The Seven Habits 

From “The Seven Habits of Highly Effective People: Restoring the Character Ethic” by 

Stephen R. Covey, Simon and Schuster, 1989 

3. PUT FIRST THINGS FIRST. To manage our lives effectively, we must keep our 

mission in mind, understand what’s important as well as urgent, and maintain a 

balance between what we produce each day and our ability to produce in the 

future.  Think of the former as putting out fires and the latter as personal 

development.   

4. THINK WIN/WIN.  Agreements or solutions among people can be mutually 

beneficial if all parties cooperate and begin with a belief in the “third alternative”: 

a better way that hasn’t been thought of yet. 

• The Seven Habits 

From “The Seven Habits of Highly Effective People: Restoring the Character Ethic” by 

Stephen R. Covey, Simon and Schuster, 1989 

5. SEEK FIRST OT BE UNDERSTANDING, THEN TO BE UNDERSTOOD.  

Most people don’t listen.  Not really.  They listen long enough to devise a 

solution to the speaker’s problem or a rejoinder to what’s being said.  Then they 

dive into the conversation.  You’ll be more effective in you relationships with 

people if you sincerely try to understand them fully before you try to make them 

understand your point of view 

• Seven Habits 

From “The Seven Habits of Highly Effective People: Restoring the Character Ethic” by 

Stephen R. Covey, Simon and Schuster, 1989 

6. SYNERGIZE. Just what it sound like.  The whole is greater than the sum of its 

parts.  In practice, this means you must use “creative cooperation” in social 

interactions.  Value differences because it is often the clash between them that 

leads to creative solutions.   

• Seven Habits 

From “The Seven Habits of Highly Effective People: Restoring the Character Ethic” by 

Stephen R. Covey, Simon and Schuster, 1989 
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7. SHARPEN THE SAW. This is the habit of self-renewal, which has four 

elements.  The first is mental, which includes reading, visualizing, planning and 

writing.  The second is spiritual, which means value clarification and 

commitment, study and meditation.  Third is social/emotional, which stress 

management includes service, empathy, synergy and intrinsic security.  Finally, 

the physical includes exercise, nutrition and stress management. 

• Tips for Working in Groups 

By Randy Pausch, for the Building Virtual Worlds course at Carnegie Mellon, Spring 

1998 

• Meet people properly.  It all starts with the introduction.  Then, exchange contact 

information, and make sure you know how to pronounce everyone’s names.  

Exchange phone #s, and find out what hours are acceptable to call during. 

• Find things you have in common.  You can almost always find something in 

common with another person, and starting from that baseline, it’s much easier to 

then address issues where you have difference.  This is why cities like 

professional sports teams, which are socially galvanizing forces that cut across 

boundaries of race and wealth.  If nothing else, you probably have in common 

things like the weather.  

• Tips for Working in Groups 

By Randy Pausch, for the Building Virtual Worlds course at Carnegie Mellon, Spring 

1998 

• Make meeting conditions good.  Have a large surface to write on, make sure the 

room is quiet and warm enough, and that there aren’t lots of distractions.  Make 

sure no one is hungry, cold, or tired.  Meet over a meal if you can; food softens a 

meeting. That’s why they “do lunch” in Hollywood 

• Let everyone talk.  Even if you think what they’re said is stupid.  Cutting 

someone off is rude, and not worth whatever small time gain you might make.  

Don’t finish someone’s sentences for him or her; they can do that for themselves.  

And remember:  talking louder or faster doesn’t make your idea any better. 

• Tips for Working in Groups 

By Randy Pausch, for the Building Virtual Worlds course at Carnegie Mellon, Spring 

1998 

• Check your egos at the door.  When you discuss ideas, immediately label them 

and write them down.  The labels should be descriptive of the idea, not the 

originator:  “the troll bridge story,” not “Jane’s story.” 

• Praise each other.  Find something nice to say, even if it’s a stretch.  Even the 

worst of ideas has a silver lining inside it, if you just look hard enough.  Focus on 

the good, praise it, and then raise any objections or concerns you have about the 

rest of it.   

• Tips for Working in Groups 

By Randy Pausch, for the Building Virtual Worlds course at Carnegie Mellon, Spring 

1998 

• Put if in writing.  Always write down who is responsible for what, by when.  Be 

concrete.  Arrange meetings by email, and establish accountability.  Never 

assume that someone’s roommate will deliver a phone message.  Also, remember 
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that “politics is when you have more than 2 people” – with that in mind, always 

CC (carbon copy) any piece of email within the group, or to me, to all members 

of the group.  This rule should never be violated; don’t try to guess what your 

group mates might or might not want to hear about.   

• Be open and honest.  Talk with your group members if there’s a problem, and 

talk with me if you think you need help.  The whole point of this course is that 

it’s tough to work across cultures.  If we all go into it knowing that’s an issue, we 

should be comfortable discussing problems when they arise – after all, that’s 

what this course is really about.  Be forgiving when people make mistakes, but 

don’t be afraid to raise the issues when they come up.   

• Tips for Working in Groups 

By Randy Pausch, for the Building Virtual Worlds course at Carnegie Mellon, Spring 

1998 

• Avoid conflict at all costs.  When stress occurs and tempers flare, take a short 

break.  Clear your heads, apologize, and take another stab at it.  Apologize for 

upsetting your peers, even if you think someone else was primarily at fault; the 

goal is to work together, not start a legal battle over whose transgressions were 

worse.  It takes two to have an argument, so be the peacemaker. 

• Phrase alternatives as questions.  Instead of “I think we should do A, not B,” try 

“What if we did A, instead of B?”  That allows people to offer comments, rather 

than defend one choice.   
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Module- 6: Cross Cutting Issues 

 

Objective  : To teach participants about cross cutting issues of development   

                                      so as to enable the participants be aware about these issues and  

                                      practice in their working places. 
 

Learning outcomes : At the end of the module the participants will be able to: 

 apply Right to Information Act,2009 at their working place 

 mention ethical values of organizational administration and 

management; 

 explore information essential for fostering development 

process; and 

 identify and use innovation in service delivery process. 

 

Reference Topic Method  

1.6.35 National Integrity Strategy (NIS) Lecture and Discussion 

1.6.36 Right to Information Act,2009 Lecture and Discussion 

1.6.37  APA Lecture and Discussion 
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Lesson Plan 
Lesson: 33                      Ref:7.6.35 

Title :  Right to Information Act, 2009.  

Target population :  Officers (Grade 9 and  above) of different organizations under 

MoA. 

Time :  1hour 

Aim :  To discuss about ‘The Right to Information Act, 2009’, so 

that the participants can make provisions for ensuring free 

flow of information and establish transperancy and 

accountibilty in the office. 

Learning outcomes :  After completion of the session the participants will be able to: 

 define Appellate Authority, information commission,Third 

party, Designated officer; 

 describe the power and activities of Information commission 

(IC); 

 explain  the procedure of request for information and 

providing  information; 

 list the composition and functions of selection committee; 

 explain the procedure of submission of complaint and appeal. 
Content Methods/ 

Techniques 

Aids/ 

Resources 

Time 

(Minute) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:  Right to Information Act,2009...... 

 Importance: Establish transperancy and 

accountibilty 

 Outline of content 

Lecture 

/Q+A 
 6 

Development 

 Structure of Information commission, 

power & activities of Information 

commission 

 Right to preservation and access to 

information 

 Procedure of request for information  

 Appoinment, tenure and resignation ofIC, 

 Appeal and  complaint procedure 

 Motivation (Energize the group) 

 Check attention (wrong statement) 

 Feedback (Q+A). 

Lecture / 

Discussion/Q

+A 

 
45 

 

Conclusion 

 Assesment of Los 

 Summerization by using Key Words 

 Motivation(application of learning) 

 References 

 Forward planning 

Discussion/ 

Q+A 
 9 

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  should be 

available in the classroom. 
 

Behaviour/Performance                       Condition                              Criteria 
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The Right To Information Act, 2009 

Khabirun Nahar 

 

The Act was notified in the Bangladesh Gazette on Monday, 6 April, 2009. It received 

the President’s assent on 5 April 2009. 

  

Preamble: 
The Act makes provisions for ensuring free flow of information and people’s right to 

information. The freedom of thought, conscience and speech is recognized in the 

Constitution as a fundamental right and the right to information is an alienable part of it. 

Since all powers of the Republic belong to the people, it is necessary to ensure right to 

information for their empowerment.  

The right to information shall ensure that transparency and accountability in all public, 

autonomous and statutory organizations and in private organizations run on government 

or foreign funding shall increase, corruption shall decrease and good governance shall be 

established. It is expedient and necessary to make provisions for ensuring transparency 

and accountability. 

Comes into force: Section 1  

All provisions of the Act have come into force since 20 October 2008 except for Sections 

8, 24, 25 which shall come into effect from 1 July 2009. This includes the sections on 

request for obtaining information (Sec.8), appeals mechanism (Sec.24) and complaints 

mechanism (Sec. 25).  

Authority and Information Providing Unit: Section 2  

�

People’s Republic of Bangladesh;  

�

in Article 55(6) of the Constitution;  

� body or institution established by or under any Act;  

�

from the government exchequer;  

 

�  

� s or institution that undertakes public functions in accordance 

with any contract made on behalf of the Government or made with any public 

organization or institution;  

�

official gazette from time to time.  

The Information Providing Units include: 

� -district 

(upazila) office of any department, directorate or office attached to or under any 

ministry, division or office of the government;  
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� -district 

(upazila) office of an authority. 

Third Party: Section 2  

Third Party is any other party associated with the information sought, other than 

requester applying for information or the authority providing the information.  

Information means: Section 2  

According to the Act, information is in relation to an authority’s constitution, structure 

and official activities and includes any: memo, book, design, map, contract, data, log 

book, order, notification, document, sample, letter, report, accounts statement, project 

proposal, photograph, audio, video, drawing, film, any instrument prepared through 

electronic process, machine readable documents and any other documentary material 

regardless of its physical form or characteristics.  

Information does not include office note sheet or photocopies of note sheets.  

Right to Information: Section 4  

Every citizen has a right to information from the Authority and the Authority shall on 

demand from a citizen be bound to provide information.  

What is not open? – Section 7  

Publication or providing certain types of information is not mandatory.  

None of the authorities will be obliged to give the citizens the following information:  

1) Information disclosure of which would be a threat to the security, integrity and 

sovereignty of Bangladesh;  

2) Information related to any foreign policy, the disclosure of which would lead to 

harming existing relationships with any foreign state, or international institution or any 

regional bloc or organization;  

3) Information received in confidence from a foreign government;  

4) Information related to commercial or business confidence, copyright or intellectual 

property right, the disclosure of which would harm the intellectual property rights of any 

third party;  

5) Information the disclosure of which would either benefit or harm an individual or 

institution, such as : 

a) any advance information regarding income tax, customs, VAT and law 

relating to excise, budget or change in the tax rate;  

b) any advance information regarding changes related to exchange rate and 

interest rate ;  

c) any advance information regarding the management and supervision of 

financial institutions including banks;  

6) Information the disclosure of which would obstruct the enforcement of law or incite 

any offence;  

7) Information the disclosure of which would endanger the security of the people or 

would impede the due judicial process of a pending case;  
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8) Information the disclosure of which would harm the privacy of the personal life of an 

individual;  

9) Information, the disclosure of which would endanger the life or physical safety of any 

person;  

10) Information given in confidence by a person to help a law enforcement institution;  

11) Information related to any matter pending in any court of law and which has been 

expressly forbidden to be published by any court of law or tribunal or the disclosure of 

which may constitute contempt of court;  

12) Information related to any matter which is under investigation whose disclosure 

might impede the investigation process;  

13) Information, the disclosure of which would affect any criminal investigation process 

and the arrest and prosecution of the offenders;  

14) Information, which according to law is liable to be published only for a specified 

time period;  

15) Information obtained through technical or scientific experiments which is expedient 

to be kept secret for strategic and commercial reasons;  

16) Information related to any purchase processes before it is complete or before any 

decision is taken regarding the purchase or the processes involved;  

17) Information whose release may lead to breach of privileges of National Parliament 

(Jatiya Sansad);  

18) Information regarding any person which is to be kept in confidence by law;  

19) Advance information regarding question papers of an examination or the marks 

obtained;  

20) Documents including summaries to be placed before the Cabinet or as the case may 

be, in the meetings of the Council of Advisors and information relating to deliberations 

and decisions made, provided that the decisions of the Cabinet or the Council of 

Advisors, the reasons and material basis upon which the decisions were taken shall be 

made public. Provided as per this section if information is not to be disclosed then the 

related authority must take prior approval from the Information Commission.  

Partial Disclosure: Section 9  

Partial access to information contained in records covered by the clause where 

information is not mandatory for publication, is allowed. A portion of the information 

requested can be separated from the portion that is not mandatory for publication and be 

given to the applicant.  

Who are excluded? – Section 32 and Schedule  

The following organizations and institutions involved with national security and 

intelligence as mentioned in the schedule shall not be covered by the RTI Act:  

1. National Security Intelligence (NSI)  

2. Directorate General of Forces Intelligence (DGFI)  

3. Defence Intelligence Units  

4. Criminal Investigation Department (CID), Bangladesh Police  

5. Special Security Force (SSF)  

6. Intelligence Cell of the National Board of Revenue  

7. Special Branch, Bangladesh Police  
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8. Intelligence Cell of Rapid Action Battalion (RAB)  

The number of institutions mentioned in the list above can be decreased or increased by 

the Government by amending the schedule in consultation with the Information 

Commission from time to time by notification published in the government gazette.  

Information relating to corruption and human rights must be given. If a request for such 

information is received, then the concerned organization or institution must give the 

information, subject to the approval of the Information Commission within 30 days from 

the date of receiving the request.  

Authority’s Duties: Section 5, 8  

1) To maintain information in a catalogued and indexed form and preserve it in an 

appropriate manner;  

2) Each authority shall computerize all information that can be computerized within a 

reasonable time limit and connect them through a country-wide network to 

facilitate access to information;  

3) Each authority shall follow the guidelines and directives as given by the 

Information Commission for the maintenance and management of information;  

4) Each authority shall prepare, publish and publicise a list of information that will be 

given free of cost based on the directives of the Information Commission (s. 8(6)).  

Information Disclosure by Authorities: Section 6  

Each authority has to publish and publicise all information in an indexed manner which 

is easily accessible to the citizens regarding any decision taken, proceeding or activity 

executed or proposed. In disclosing this information, no authority shall conceal or limit 

access to any information;  

Each authority must publish a report each year which will contain the following 

information:  

1) The particulars of an authority’s organizational framework, functions and duties 

and responsibilities of its officers and employees and the description of decision-

making processes;  

2) List of all laws, acts, ordinances, rules, regulations, notifications, directives, and 

manuals etc. of authorities and classification of all information available with the 

authorities.  

3) Description of the terms and conditions under which any person can obtain from 

an authority, license, permit, grant, allocation, consent, approval or the 

description of any other facilities and description of such terms and conditions, 

that require the authority to make transactions or enter into agreements with him;  

4) Description of all facilities in order to ensure the right to information of the 

citizens and the name, designation, address, and where applicable fax number and 

e-mail address of the Responsible Officer.  

If an authority frames any important policy or takes any important decisions, then it must 

disclose these and if necessary, explain the reasons and causes in support of these 

policies and decisions.  
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Reports prepared by an Authority under this section shall be made available for public 

inspection free of charge and copies shall be kept for sale at a nominal price;  

All publications made by an authority shall be made easily available to the public at a 

reasonable price;  

The authorities shall publish and publicise matters of public interest through press 

releases or any other method;  

The Information Commission through regulations shall lay down guidelines and 

directives to be followed by the authorities to publish, publicise and obtain information.  

Responsible Officer: Section 10  

1) One Responsible Officer must be nominated within 60 days from the notification 

of the Act by each authority established before and after the enactment of this Act 

for each “information providing unit”. Also, all offices created by authorities 

after the notification of the Act must nominate one Responsible Officer in each 

office as well as in each of the newly created “information providing units”.  

       2) Each authority shall inform the Information Commission, the names, 

designations, addresses    

and where applicable the fax numbers and e-mail addresses of the Responsible Officers 

within      

         15 days from the date of appointment.  

3) Any other officer whose support is sought by the Responsible Officer while 

discharging his/her duty shall be bound to extend necessary help.  

4) Any other officer, whose assistance has been sought by the Responsible Officer, 

shall render all assistance, and for the purposes of any contravention of the 

provisions of this Act, such other officer shall be treated as the Responsible 

Officer.  

 

Duties of Responsible Officer: Section 9  

1) The Responsible Officer should provide assistance to an applicant who is sensorily 

disabled to access records and also provide assistance in case of inspection;  

2) Must inform the applicant the reasons for failing to provide the requested 

information within 10 working days;  

3) In case the information sought is available with the Responsible Officer then he 

shall fix a reasonable price of that information and request the applicant to pay 

the amount within 5 working days;  

4) If information sought has been supplied by third party or is treated as confidential 

by the third party, then the Responsible Officer must give written notice to the 

latter within 5 days of receiving the information request for written or oral 

opinion. The Responsible Officer shall take its representation into consideration 

and make a decision in respect of providing information to the applicant.  

Application Procedure: Section 8  

1) Apply in writing or electronically or by e-mail to the Responsible Officer;  

2) In the application, the following information must be given:  
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� -mail address of the 

applicant;  

�  

�

requested information;  

�

inspecting, taking photo copies, taking notes or any other approved method. 

3) The information request can me made either in the form printed by the authority or 

in the prescribed format. However, if the forms are not printed or are not easily 

available or the format has not been prescribed, then the application can be 

written on a plain white paper by giving all the information mentioned above or 

can be sent through electronically or by e-mail;  

4) The applicant will have to pay reasonable fees as may be prescribed by the 

Responsible Officer;  

5) The government may in consultation with the Information Commission prescribe 

the application fees and if necessary the cost of information by notification in the 

official gazette. The government may also exempt an individual or class of 

individuals or any other class from paying the fees.  

Procedure and Time Limits for providing information: Section 9  

1) Responsible Officer shall provide information within 20 working days from the 

date of receipt of application;  

2) In case more than one “information providing unit” or authority is involved with 

the information requested, then information shall be given in 30 working days 

from the date of application;  

3) In case the Responsible Officer rejects a request, then he must inform the applicant 

the decision and reasons for rejection within 10 working days from the date of 

application;  

4) In case basic information concerning any person’s life or death, arrest and release 

from jail is sought then it must be given within 24 hours from receiving the 

request;  

5) In case the requested information is available with the Responsible Officer then he 

must calculate the reasonable fee and inform the applicant to pay the fees within 

5 working days. The fees for printed publications, information in electronic 

format or photocopies or print outs shall not be more than the actual costs;  

6) No action on application within the specified time limits of 20 and 30 working 

days and 24 hours as mentioned above is a deemed refusal.  

Appellate Authority and Appeals Mechanism: Section 2, 24  

1) In case of the “information providing unit” the appellate authority is the 

administrative head of its immediate superior office. In case the unit does not 

have a superior office, then the appellate authority is the administrative head of 

that unit.  

2) If any person is not given information within the time period specified in Section 9 

or is aggrieved by the decision of the Responsible Officer, then he/she can appeal 
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before the appellate authority within the next 30 days from receiving the decision 

or after the expiry of the time period;  

3) If the appellate authority is satisfied that the appellant for justifiable reasons could 

not submit the appeal within the specified time period of 30 days then he may 

accept the appeal even after the expiry of that time;  

4) The Appellate Authority shall within 15 days from the date of receiving the 

appeal:  

�

information; or  

�  

5) In case the Responsible Officer is directed to provide the information by the 

appellate authority, then he must provide the information within the time specified in 

Section 9 to the appellant.  

Complaints Mechanism: Sections 25, 26  

1) Any person for the following reasons may submit a complaint with the 

Information Commission:  

a) As given in Section 13 (1) i.e.:  

7 � -appointment of a Responsible Officer by an authority or refusal to accept 

applications for information;  

� any information;  

�

specified time period as given in the Act;  

�

which he/she thinks are unreasonable;  

�

misleading; and  

�

under this Act. 

 

b) If the person is aggrieved by the decision on his appeal under Section 24;  

c) If the person does not get the information from the Responsible Officer within the 

time limits specified i.e. 20 days (if information is sought from one unit), 30 days (if 

information is sought from more than one unit or authority) and 24 hours 

(information related to life and death or arrest and release from jail).  

In case of point a) given above, a complaint can be filed with the Information 

Commission any time and in case of points b) and c) the complaint can be filed 

within 30 days from the date of getting a decision or as the case may be. If the 

Information Commission is satisfied that the complainant could not file the complaint 

due to reasonable causes within the specified time period, then the Commission can 

receive the complaint even after the expiry of the time period.  

2) On the basis of a complaint, or if the Information Commission is satisfied that any 

authority or Responsible Officer has failed to carry out any function then the 

Commission has been given the powers to take action against the authority or the 

Responsible Officer;  
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3) The Chief Information Commissioner or if the responsibility is delegated to an 

Information Commissioner has the power to enquire into any complaints received. 

After the completion of the enquiry a decision-paper regarding the complaint shall be 

prepared within 30 days from receiving the complaint. This paper has to be presented 

before the Information Commission in the next meeting where the decision will be 

taken;  

4) During the enquiry, any authority or the Responsible Officer against whose 

decision, the complaint is being made will be given a reasonable opportunity to be 

heard;  

5) In case a third party is involved in the case of a complaint, then the third party will 

be given an opportunity to present his opinion;  

6) Ordinarily the Information Commission shall take 45 days to dispose off a 

complaint from the date on which the complaint is received. However, in certain 

cases, the time could be extended if required, to complete the enquiry and depositions 

of the witnesses. However, the time limit for disposing a complaint shall not exceed 

more than 75 days including the extended time;  

7) While taking a decision on a complaint, the Information Commission shall have 

the following powers:  

(i) To direct the authority or the Responsible Officer to take the following steps:  

           �  

�  

�  

� n the procedures followed by the authority with 

regard to preservation, management or publication of information;  

�  

�  or other detriment 

suffered;  

(ii) To impose Penalty as provided in the Act;  

      (iii) To uphold decisions of the authorities;  

(iv) To reject complaints;  

(v) Re-classification of information by the authorities;  

(vi) To interpret any matters relating to nature, classification, preservation, 

publication and supply of information as per the Act.  

The decisions of the Information Commission in cases of complaints shall be binding on 

all concerned;  

The decisions of the Information shall be communicated to all parties in writing;  

The Information Commission shall through procedures prescribed in the regulations, take 

other steps in disposing complaints.  

Representation before the Information Commission -The parties to a complaint may 

present their statements before the Commission either personally or through a lawyer.  
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Establishment and Composition of the Information Commission: 

Sections 11, 12  

1) The Information Commission must be established within a maximum period of 90 

days from the date on which the Act comes into force. It shall be an independent 

statutory body;  

2) The Information Commission includes 1 Chief Information Commissioner and 2 

other Information Commissioners of whom one person shall be a woman. The 

Chief Information Commissioner is the Chief Executive of the Commission.  

3) The Headquarters of the Information Commission will be based in Dhaka. If 

needed, branch offices may be established in other parts of the country by the 

Commission.  

Appointment Process, Qualifications and Terms of Service: Sections 14, 

15, 17  

Selection Committee  

 1) In order to provide recommendations for the appointment of the Chief Information 

Commissioner and the Information Commissioners a Selection Committee shall be 

constituted which includes the following 5 members:  

�

shall be the Chairperson of the Committee;  

�

Bangladesh;  

�

Speaker while the Parliament is in session;  

�

have the capabilities/ qualifications to be an editor or from amongst the 

prominent members of society.  

2) The Ministry of Information shall be responsible for constituting the Selection 

Committee and it shall also provide the necessary secretarial assistance. Presence 

of a minimum of 3 members will constitute the quorum for the Selection 

Committee meetings.  

3) In order to appoint the Chief Information Commissioner and the Information 

Commissioners, the Selection Committee shall on the basis of majority decision 

of the members present at the meeting, recommend 2 names against each vacant 

post to the President. In case of a tie in the Selection Committee while voting, the 

Chairperson has the right to cast the deciding vote. The Selection Committee will 

decide the procedure of its meetings.  

Appointment, tenure, salaries etc: Section15 

1) The Chief Information Commissioner and Information Commissioners shall be 

appointed from persons having vast knowledge and experience in law, justice, 

journalism, education, science, technology, information, social work, management or 

public administration.  

2) The Chief Information Commissioner and Information Commissioners shall be 

appointed by the President based on the recommendations of the Selection 

Committee.  
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3) The Chief Information Commissioner and Information Commissioners shall hold 

office for 5 years from date of appointment or till they attain the age of 67 years, 

whichever is earlier. Persons who are more than 67 years old are not eligible to be 

appointed as Chief Information Commissioner or Information Commissioners.  

4) The Chief Information Commissioner and Information Commissioners are not 

eligible for reappointment for the same post. However, Information Commissioners 

shall not be ineligible for appointment to the post of Chief Information 

Commissioner.  

5) In case of vacancy of the position of the Chief Information Commissioner or in 

case of his absence due to ill health or is unable to carry out his functions due to 

other reasons, or the newly appointed Chief Information Commissioner has not 

joined office, then the senior most Information Commissioner will take up the 

responsibilities of the Chief Information Commissioner.  

6) The designation/rank, remuneration, allowances and other facilities shall be 

determined by the Government. 

Removal of Chief Information Commissioners and Information 

Commissioners: Section 16  

1) The Chief Information Commissioner and Information Commissioners can be 

removed due to the same reasons and procedures by which a Judge of the 

Supreme Court can be removed.  

2) The President may order removal of the Chief Information Commissioner and 

Information Commissioners if the person –  

a) Is adjudged insolvent by an appropriate court of law;  

b) Engages in any paid employment outside the duties of his office;  

c) Is adjudged a lunatic by an appropriate court of law;  

d) Is convicted of an offence involving moral turpitude  

 

Information Commission – Powers and Functions: Sections 13  

Powers:  

1) The Information Commission has the power to receive complaints from any 

person, inquire into and dispose off complaints received on the following issues -  

a) Non-appointment of Responsible Officer by an authority or its refusal to 

accept requests for information;  

b) Refusal upon request for any information;  

c) Not being given either a response or the information requested for within 

the specified time period;  

d) If the applicant is asked to pay a fee or is compelled to pay an amount of 

fee which he/she thinks are unreasonable;  

e) If the applicant feels that the information given is incomplete, false or 

misleading;  

f) In respect of any other matter relating to requesting or obtaining 

information under this ordinance.  
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2) Information Commission may on its own accord or upon a complaint, conduct an 

inquiry regarding a complaint made under the Act;  

3) The Information Commission or the Chief Information Commissioner or 

Information Commissioners may exercise powers of Civil Court as per the Code 

of Civil Procedure 1908 in respect of following matters, namely -  

a) summon and enforce attendance of persons, compel them to give oral or 

written evidence on oath and to produce documents or things;  

b) Examine and inspect information;  

c) Receive evidence on affidavit;  

d) Requisition information from any office;  

e) Issue summons for witnesses or documents; and  

 f) Any other matter which may be prescribed in the rules to 169ffice169 the 

objectives of the Act.  

4) While inquiring into a complaint, the Information Commission or the Chief 

Information Commissioner or Information Commissioners have the power to 

examine on spot any information kept in custody with any authority.  

Functions:  

The functions of the Information Commission include the following:  

�

publicity and access to information;  

�  authority 

and fix the appropriate price of information;  

�

implementation of citizens’ right to information;  

�

169ffice169r169169 under the Constitution or any other law in force and provide 

recommendations to the Government for their effective implementation by 

indicating the impediments;  

�  

right to information and recommend appropriate solutions to the Government;  

�

international instruments and documents and recommend to the Government for 

their implementation;  

�

right to information, and in case of dissimilarities and in order to harmonize with 

the international instruments make suitable recommendations to the Government 

or the appropriate authority;  

�

information;  

provide support to educational and professional institutions for their implementation;  



170 

sections of society through dissemination and publication of information and 

other methods;  

ake the necessary laws and 

administrative directives for preservation and implementation of the right to 

information;  

right to information and the civil society;  

research and organize seminars, symposium, workshops and similar other 

measures to increase people’s awareness on right to information and to disseminate 

the results obtained from the research ; 

the aim to ensure the 

right to information;  

 

-portal for Bangladesh to ensure the right to information;  

 

Officers and Employees of the Information Commission: Section 23  

The Information Commission shall have a Secretary. In order to carry out its functions in 

an effective manner, the Commission shall also appoint as many officers and employees 

as may be necessary with approval from the government in respect of the organizational 

framework. The salaries, allowances and terms of employment of the Secretary and other 

officers and employees will be decided by the Government. Moreover, the Government 

on request from the Information Commission may depute its officers and employees with 

the Commission.  

Information Commission’s Annual Report: Section 30  

1) The Information Commission shall submit an annual report to the President on the 

previous year’s activities by 31 March each year.  

2) Each report shall contain the following details:  

�  

�

and description of the provisions in the Act under which these decisions 

were made;  

� filed against the decisions of the Responsible 

Officers and the results of these appeals;  

�

their officers;  

 

�  

� the various activities undertaken by the authorities;  

�

ensuring right to information of citizens;  

�  
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� e actions taken by the Information Commission in 

dealing with the complaints received;  

�

descriptions of such punishments;  

� ed by the 

Information Commission;  

�  

�  

�

considers necessary to be included in the report;  

�

case it is noticed that a particular authority is not following the provisions 

of the Act.  

3) The President after receiving the report shall place it before the National 

Parliament;  

4) The Information Commission shall publish and publicise the annual report through 

the mass media and the website;  

5) Every authority shall provide the necessary documents and other related assistance 

to the Information Commission as needed in preparing this report.  

Penalty Provisions: Section 27  
While deciding on a complaint, or if the Information Commissioner believes that for any 

reason given below, any Responsible Officer will be liable for fine of 50 Taka per day up 

to a maximum of 5,000/- Taka for –  

 

i) Refusing to accept an application or appeal without any reasonable cause;  

ii) Not furnishing information or not taking a decision on this matter within 

the time specified;  

iii) Malafidely denying the request for information or appeal;  

iv) Instead of giving the information requested, giving incorrect, incomplete 

or misleading or distorted information and ; 

v) Obstructing furnishing of information in any manner.  

 

The Information Commission has the power to impose this penalty from the date of the 

abovementioned actions till the date the information is provided. However, the 

Information Commission shall give the Responsible Officer a reasonable opportunity of 

being heard before the penalty is imposed on him. In addition to the penalty, if the 

Information Commission is satisfied that the Responsible Officer creates impediments in 

providing information, it may recommend the concerned authority to take departmental 

action against such misconduct and request the authority to keep the commission 

informed about the actions taken.  

In case of failure to recover the penalty or compensation from the Responsible Officer, 

then that amount can be recovered through such procedures as are applicable for 

recovery of land revenue in accordance with the provisions of the Public Demands 

Recovery Act, 1913.  
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Application of Limitation Act of 1908: Section 28  
In case of appeals or complaints filed under this Act, the provisions of the Limitation 

Act, 1908 will be as far as possible be applicable.  

 

Rules and Regulations Making Power: Section 33, 34  
The Government in consultation with the Information Commission will frame the rules 

and notify in the official gazette. In case of the regulations, the Information Commission 

with prior approval of the Government will frame them and notify in the official gazette.  

 

Power to Deal with removal of ambiguity: Section 35  
If any ambiguity arises in implementing any provisions in the Act, then the Government 

through a notification in the official gazette and subject to consistency with the 

provisions in the Act shall remove such ambiguity.  

 

Publication of a translated English version: Section 36  
A translated English version of the Act will be made and in case of any conflict between 

the Bengali and English versions, the former shall prevail.  

 

Repeal: Section 37  

The Right to Information Ordinance 2008 is repealed. However, in spite of it being 

repealed all proceedings and systems accepted under the Ordinance will continue under 

the Act. 
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Lesson Plan 
Lesson: 34                      Ref: 1.6.36 

Title :  National Integrity Strategy (NIS) 

Target population:  Officers (Grade 9&above) of different organizations under MoA. 

Time :  1hour 

Aims :  To discuss about NIS, so that the participants can apply the ethical 

values in their respective working place and prepare a plan and NIS 

report. 

Learning outcomes : After completion of the session the participants will be able to: 

 define the concept of NIS; 

 describe the background of NIS; 

 analize the necessity of NIS; 

 mention the challenges and recommendations; and 

 evaluate the ethical behavior. 

Content Methods/ 

Techniques 

Aids/ 

Resources 

Time 

(Minutes) 

Introduction 

 Ice breaking: greetings 

 Linkage with previous learning 

/experiences 

 Pre-assessment: (Q+A) 

 Topic:  National Integrity Stategy 

 Importance: Practice ethical values  

 Outline of concept 

Lecture and 

Discussion 

Q+A 

 6 

Development 

 Background of NIS 

 Concept, mission and vision of NIS 

 Necessity of NIS and System of NIS 

 Reporting procedure 

 Challenges 

 Recommendation for NIS 

 Motivation (Energize the group) 

 Check attention (wrong statement) 

 Feedback (Q+A) 

Lecture and 

Discussion 

Q+A 

 45 

Conclusion 

 Assesment  of Los 

 Summerize by using Key Words 

 Mmotivation application of learning 

 References 

 Forward planning 

Lecture and 

Discussion 

Q+A 

 9 

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc.  

should be available in the classroom 

        

Behavior/Performance                     Condition                            Criteria 
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National Integrity Strategy 

                                                             Mir Nurul Alam 

 “Corruption is a key element in economic underperformance  

and a major obstacle to poverty alleviation and development”. 

                                                                                     Kofi A. Annan 

RvZxq ï×vPvi †KŠk‡ji cUf’wg 

 Rb¥jMœ †_‡K evsjv‡`k RbM‡Yi Kj¨vb ivóªxq Kg©Kv‡Û D”Pv`k© cÖwZlVvq wb‡ew`Z| 

 Avgv‡`i ¯v̂axbZvi †NvlYvc‡Î ÓRbM‡Yi Rb¨ mvg¨, gvbweK gh©v`v I mvgvwRK mywePvi wbwðZKi‡bi Ó 

cÖZ¨q e¨v³ Kiv n‡q‡Q| 

 iæcKí2021- G evsjv‡`k‡K ÿzav, †eKviZ¡ I `vwi`ªgy³ Kivi jÿ wba©vib Kiv n‡q‡Q| 

 G jÿ c~i‡Y mykvmb cÖwZôv Z_v  `~b©xwZ `gb I ï×Pvi cÖwZcvjb Acwinvh©| 

 RvZxq ï×vPvi †KŠkj n‡”Q ~̀b©xwZ `g†bi  GkwU mgwš̂Z D‡`¨vM| 

 

ï×vPv‡ii aviYv 

G bxwZ `wj‡j ï×vPvi n‡”Q: 

-‰bwZKZv mZZv Øviv cÖfvweZ AvPiYMZ DrKl© Ges; 

-‡Kvb mgv‡Ri Kv‡jvËxY© gvb`Û, cÖ_v I bxwZi cÖwZ AvbyMZ¨ 

 e¨w³ ch©v‡q Gi A_© n‡”Q KZ©e¨wbôv I mZZv 

 e¨w³i mgwó‡ZB cÖwZôvb m„wó; cÖvwZôvwbK ï×vPvi cÖwZôvqe¨w³ ch©‡q ï×vPvi Abykxjb ¸iæZ¡c~Y© 

 mgwš̂Z AvKv‡i cÖvwZôvwbK ï×vPvi AbykxjbI ¸iæZ¡c~Y© 

ï×vPvi †KŠkj cÖYq‡bi cÖ‡qvRbxqZv 

Av_©- mvgvwRK Dbœq‡bi Rb¨ `~b©xwZ `gb I mykvmb cÖwZôv MyiæZ¡c~Y©; 

mykvmb cÖwZôvq cÖYxZ AvBb I cÖwZôvwbK e¨e¯’vi g‡a¨ mvgÄm¨weavb I mgwš̂Z D‡`¨vM MönY; 

we¯Í„Z AZ©‰bwZK I mvgvwRK Kvh©µ†gi ‡cÖÿc‡U ~̀b©xwZi weiæ‡× miKv‡ii wewfbœgyLx D‡`¨v‡Mi Kvh©Ki mgš̂q; 

RvwZms‡Ni `~Y©xwZwe‡ivax Kb‡fbkb Abymv‡i ~̀Y©xwZ cÖwZ‡iv‡a GkwU mgwš̂Z †KŠkj cÖYqb 

ï×vPv‡ii j‡ÿ¨ B‡Zvg‡a¨ M„wnZ c`‡ÿc 

evsjv‡`‡ki msweav‡bi †PZbvq b¨vq wfwËK , ï×vPvix mgvR cÖwZôi wb‡ ©̀kbv 

my`~iAZxZ †_‡K ~̀b©xwZ cÖwZ‡iv‡ai weavb we`¨gvb, eZ©gv‡bI Ae¨vnZ| h_v: 

1860 Gi Penal Code 

1947 Gi `~b©xwZ `gb AvBb 

2004 Gi c~bi©wVZ ~̀b©xwZ `gb Kwgkb 

2009 Gi Z_¨ AwaKvi AvBb 

2011 Gi Rb¯^v_©- mswkøó Z_¨ cÖ`vb (myiÿv) AvBb 

2012 Gi gvwbjÛvwis cÖwZ‡iva AvBb 

iƒcKí(Vision):myLx-mg„× †mvbvi evsjv 

Awfjÿ(Mission): ivóªxq cÖwZôvb I mgv‡R mykvmb cÖwZôv 
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RvZxq ï×vPvi e¨e¯’v  

10wU ivóªxq I 6wU Aivóªxq cÖwZôvbAšÍf©~³; 

cÖwZôvbmg~‡ni †cÖÿvcU I P¨v‡jÄ wPwýZKiY 

ï×vPvi wbwðZKi‡b cÖwZôvbmg~‡ni jÿ wba©vib 

jÿ¨ AR©‡b ¯̂í, ga¨ I `xN©‡gqvw` mycvwik mwbœ‡ek 

mycvwik ev Í̄evq‡b mgqve× Kg©cwiKíbv cÖYqb 

PviwU Aa¨vq 

‡gvU mycvwik 103 wU 

Kg©cwiKíbv 113 wU(¯̂í †gqv‡`-36 wU, ga¨‡gqv‡` 35 wU, `xN©‡gqv‡` 13 wU, Ae¨vnZfv‡e 27wU Ges mKj 

†gqv‡` 2wU) 

ivóªxq cÖwZôvbmg~n: 

wbe©vnx wefvM I RbcÖkvmb 

RvZxq msm` 

wePvi wefvM 

wbe©vPb Kwgkb 

A¨vUwb© †Rbv‡i‡ji Gi Kvh©vjq 

miKvwi Kg©Kwgkb 

gnvwnmve-wbqš¿K I wbixÿ‡Ki Kvh©vjq 

b¨vqcvj  

`yb©xwZ `gb Kwgkb 

¯’vbxq miKvi 

Aivóªxq cÖwZôvbmg~n 

ivR‰bwZK `j 

‡emiKvwi Lv‡Zi wkí I evwbwR¨K cÖwZôvb 

GbwRI I mykxjmgvR 

cwievi 

wkÿvcÖwZôvb 

Mygva¨g 

wbe©vnx wefvM I RbcÖkvmb 

jÿ¨: 

RbM‡bi Pvwn`v I `vexi cÖwZ `ªæZ mvov cÖ`v‡b mÿgGes RbMb I msm‡`i wbKU `vqe× ¯^”Q wbe©vnx wefvM 

cÖwZôv| 

P¨‡jÄmg~n: 

wmwfj mvwf©m AvBb cÖYqb 

DbœZZi `vqe×Zv mn cvewjK mvwf©‡mi AwaKZi ¯^vaxbZv 

cÖkmwbK Kg© cÖwµqvq AwaKZi `ÿZv I Kvh©KvwiZv 
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m¤úvw`Z Kv‡Ri m‡½ c‡`vbœwZ, e`jx I cÖ‡Yv`bvg~jK cvwi‡Zvwl‡Ki ms‡hvMmvab 

µgvš̂‡q cÖwZ‡hvwMZvg~jK †eZb I myweav KvVv‡gv cÖeZ©b 

wewfbœ K¨vWv‡ii g‡a¨ my‡hv‡Mi AwaKZi mvgÄm¨weavb 

cvewjK mvwf©‡mi mvgwMÖK ms¯‹vimvab 

AwaKZi bvMwiK evÜe AvBb-m„sLjv evwnbx 

RbcÖkvm‡b „̀wóMÖvn¨ wbi‡cÿZv Aej¤^‡b †hvM¨Zi Kg©KZ©v wb‡qvM 

 

¯í̂‡gqvw` mycvwik 

 cÖwZeQi Kg©KZ©v-Kg©Pvix‡`i m¤ú‡`i weeiY Rgv`vb wbwðZKiv 

 Z_¨cÖ`vbKvix e¨vw³‡`i myiÿvi Rb¨ ÕRb¯^v_© mswkøó Z_¨cÖ`vb (myiÿv)AvBbÕ ev Í̄evqb 

 miKvwi `ß‡i Grievance Redress System Gi AvIZvq Awf‡hvM e¨ve¯’vcbv c×wZi cÖeZ©b 

 miKvwi Kg©KZ©v‡`i Rb¨ hy‡Mvc‡hvwM Kg© - g~j¨vqb c×wZ Ges cÖ‡Yv`bv I cvwi‡ZvwlK e¨e¯’vi cÖeZ©b 

 

ga¨ I `xN©‡gqvw` mycvwik 

 wmwfj mvwf©m AvBb cÖYqb 

 Kg©KZ©v-Kg©Pvix‡`i Rb¨ ÕKg©Rxeb Dbœqb cwiKíbvÕ cÖYqb 

 Kg©KZ©v-Kg©Pvix‡`i Kg©Kvjxb cÖwkÿY Ges cÖwkÿY cÖwZôvbmg~‡ni mZ&lgZv e„w× 

 Kg©KZ©v-Kg©Pvix‡`i Rb¨ RxebhvÎvi e¨‡qi m‡½ mvgÄm¨c~Y© †eZbKvVv‡gv wba©viY 

 B-Mf‡bÝ cÖeZ©b I cÖmvi 

 

Kg©cwiKíbv-1 

µg Kvh©µg Kg© m¤úv`b m~PK mgq `vwqZ¡ mnvqZvKvix 

1 wmwfj mvwf©m AvBb 

cÖYqb 

 

wmwfj mvwf©m 

AvBb cÖYxZ 

 

ga¨‡gqv‡` RbcÖkvmb 

gš¿Yvjq 

‡jwRm‡jwUf I 

msm`welqK wefvM 

2 ÕKg©Rxeb Dbœqb 

cwiKíbvÕ cÖYqb 

ÕKg©Rxeb Dbœqb 

cwiKíbvÕ cÖYxZ 

I Abym„Z; 

c‡`vbœwZ‡Z ¯”̂QZv 

I †hŠw³K 

bxwZgvjv Abym„Z 

ga¨‡gqv‡` RbcÖkvmb 

gš¿Yvjq 

 

3 AskMÖnYg~jK 

m¤úvw`Z Kg©- 

g~j¨vqb c×wZcÖeZ©b 

bZzZfv‡e M„nxZ 

g~j¨vqb c×wZ 

Abym„Z 

¯í̂‡gqv‡` RbcÖkvmb 

gš¿Yvjq 

mKj gš¿Yvjq 

4 weavb Abymv‡i Avq I 

m¤ú‡`i weeiY 

wbqwgZfv‡e wba©vwiZ 

KZ©„c‡ÿi wbKU 

Rgv`vb 

RgvK…Z weeiYx 

cÖwZ‡e`b 

¯í̂‡gqv‡` RbcÖkvmb 

gš¿Yvjq 

mswkøó 

gš¿Yvjq/wefvM 

  

 

 



177 

Kg©cwiKíbv-2 

µg Kvh©µg Kg© m¤úv`b m~PK mgq `vwqZ¡ mnvqZvKvix 

5 miKvwi Kg©KZ©v I 

Kg©Pvix‡`i DbœZZi 

†eZb I myweavw` cÖ̀ vb 

¯’vqx †eZb I mvwf©m 

Kwgkb cÖwZwôZ 

`xN©‡gqv‡` A_©wefvM gš¿cwil`wefvM 

6 B-Mf‡bÝ cÖeZ©‡bi 

Rb¨ Z_¨ I †hvMv‡hvM 

cÖhyw³ AeKvVv‡gv 

cÖwZôv 

K) mKj gš¿Yj‡q Z_¨ I 

†hvMv‡hvM cÖhyw³i cÖPjb 

I e¨envi 

L) B-Mf‡bÝ Gi gva¨‡g 

jä miKvwi †mevi msL¨v 

I gvb e„w× 

¯í̂‡gqv‡` weÁvb Ges 

Z_¨ I 

†hvMv‡hvM 

gš¿Yvjq 

gš¿cwil`wefvM 

7 Awf‡hvM e¨e¯’vcbv 

c×wZ cÖeZ©b 

miKvwi `ßi mg~‡n 

Awf‡hvM e¨e¯’vcbvi Rb¨ 

†dvKvj c‡q›U wba©vwiZ 

Ges RbmvaviY †m 

m¤ú‡K© AewnZ 

¯í̂‡gqv‡` gš¿cwil`wefvM mKj gš¿Yvjq 

8 gš¿Yvjq mg~‡ni ¸”Q 

MVb 

¸”Q MwVZ I †M‡R‡U 

weÁwß cÖKvwkZ 

`xN©‡gqv‡` RbcÖkvmb 

gš¿Yvjq 

mKj gš¿Yvjq 

 

Kg©cwiKíbv-3 

µg Kvh©µg Kg© m¤úv`b m~PK mgq `vwqZ¡ mnvqZvKvix 

9 Rb¯v̂_© mswkøó Z_¨ 

cÖ`vb (myiÿv) AvBb 

2011 cÖYqb 

‡M‡R‡U AvBb 

cÖKvwkZ 

ev Í̄evwqZ ‡jwRm‡jwUf I 

msm` welqK 

wefvM 

gš¿cwil`wefvM 

10 gvgjv Z`‡šÍ c„_KZ`šÍ 

wefvM cÖeZ©b Kiv 

‡M‡R‡U AvBb 

cÖKvwkZ 

m¦í‡gqv‡` m¦ivóª gš¿Yvjq ‡jwRm‡jwUf I 

msm` welqK 

wefvM 

RbcÖkvmb 

gš¿Yvjq, 

A_©wefvM 

11 f’wg e¨e¯’v 

AvaywbKxKiY I f’wg 

e¨envi cwiKíbv 

ev Í̄evqb 

f’wg e¨e¯’vq 

wWwRUvBRW c×wZ 

cÖwZwôZ 

ga¨‡gqv‡` f’wg gš¿Yvjq RbcÖkvmb 

gš¿Yvjq 

12 K‡Vvifv‡e L&`¨ I 

c‡Y¨i †fRvj cÖwZ‡iva 

†fRvj cÖwZ‡iva 

AvBb Gi myôz 

ev Í̄evqb 

m¦í‡gqv‡` 

Ges 

Ae¨vnZfv‡e 

weGmwUAvB m¦ivóª gš¿Yvjq 

 

  



178 

Ab¨vb¨ ms ’̄vi Rb¨ ¸iæZ¡c~Y© mycvwik 

µwgK 

bs 

Mycvwik 

1 msm` m`m¨M‡Yi m¤ú‡`i weeiY Rbmg‡ÿcÖKv‡ki e¨e¯’v cÖeZ©b 

2 msm` m`m¨M‡YiRb¨ GkwU AvPiYwewa cÖYqb 

3 mwcÖg‡Kv‡U©i wePviK wb‡qv‡Mi wel‡q AvBb/wewa/bxwZgvjv cÖYqb 

4 wbe©vPb KwgkbviM‡Yi wb‡qvM I myweavw` m¤ú‡K© AvBb/wewa/bxwZgvjv cÖYqb 

5 A¨vUwb© †Rbv‡ij‡K wbw ©̀ó mg‡qi Rb¨ wb‡qvM; 

A¨vUwb© mvwf©‡mm AvBb cÖYqb; 

6 miKvwi Kg©Kwgk‡bi mfvcwZ I m`m¨M‡Yi g‡bvbqb msµvšÍ wewagvjv cÖYqb 

7 ‡KvUv c×wZi †hŠw³KxKiY I †gav †KvUv e„w× 

8 wbixÿv AvBb cvk Kiv; wbixÿv I wnmve Kvh©µ‡gi c„w_KxKiY 

9 Kvh©Ki b¨vqcvj `ßi cÖwZôv 

10 `~b©xwZ`gb Kwgk‡bi mÿgZv e„w×KiY Ges Z`šÍ cwiPvjbvq c~Y© ¯v̂axbZv cÖ`vb 

11 ivR‰bwZK `‡ji AvPiY m¤ú‡K© m¤§Z wewa cÖYqb I `jxq Znwej e¨e¯’vcbvq ¯̂”QZv Avbqb  

12 ‡fv³v AwaKvi AvB‡bi myôz ev Í̄evqb 

13 GbwRI †`i Kvh©µ‡g AwaK ¯^”QZv Avbqb 

14 GbwRI I miKv‡ii Dbœqb Kvh©µ‡gi ˆØZZv cwinv‡i 

15 wkÿv cÖwZôv‡bi mv‡_ gvZv-wcZv‡`i gZ wewbgq 

16 wkï wK‡kvi, ZiæY-ZiæYx‡`i †¯”̂Qv †mev, †`k‡cÖgI Rb‡mevg~jK Kg©Kv‡Û Drmvn I mnvqZv cÖ`vb 

17 cÖ_wgK I gva¨wgK ¯Í‡ii mKj wkÿv cÖwZôv‡b ˆbwZK wkÿv Kvh©µg †Rvi`viKiY 

18 ‡cÖm KvDwÝj kw³kvjxKib I Mygva¨‡g ï×vPvi wbwðZKiY 

19 Z_¨ AwaKvi AvBb cÖ‡qvM 

  

 

RvZxq ï×vPvi †KŠkj ev Í̄evq‡bi c×wZ: 

 ‡K› ª̀xq ch©v‡q RvZxq ï×vPvi Dc‡`óv cwil`: bxwZ wba©viY I mvwe©K wb‡`©kbv 

 Dc‡`óv cwil‡`i wbe©vnx KwgwU 

 gš¿xcwil` wefv‡M RvZxq ï×vPvi ev Í̄evqb BdwbU ’̄vcb 

 cÖ‡Z¨K gš¿Yvjq Ges mvsweavwbK I mswewae× cÖwZôv‡b ˆbwZKZv KwgwU MVb 

 cÖ‡Z¨K gš¿Yvjq/ cÖwZôv‡b †dvKvj c‡q›U g‡bvbqb 

 †dvKvj c‡q›U Gi mnvqZvq Kg©cwiKíbv Abyhvqx Kvh©µg cÖYqb I ev Í̄evqb cwiexÿY 
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National Integrity System 

 

 

 

Fig: National Integrity Strategy Plan 

1. Institutional Arrangement  

a) Formation of Ethics committee  

b) Meeting of Ethics committee  

c) Reporting to Ministerial Ethics committee  

2. Awareness Rising  

a) Hold awareness meeting/seminar  

3. Capacity Development  

 a) Conduct training of NIS for officials  

 b) Incorporate NIS as a module of training  

4. Rewards for Officers  

a) Provision of integrity awards for good practices  

b) Introduction of performance evaluation including integrity element.  

 5. Service Up-gradation  

a)  Meeting for post up-gradation/creation/abolishment  

6. E-governance  

a)  Update citizen’s Charter 

b) Update Website  

c) Internet facilities 

d) On line response system 

e) Introduction of Video conference 

f) Introduction of online complaint(only e-mail) 

g) Introduction of service portal 

h) Introduction of E-procurement 

11. Grievance Regress System (GRS) 

 a) Introduction of on line GRS  

National Integrity 
Advisory 

Executive Committee of 
NIAC 

NGOAB/MoSW/ 
MoWCA 

Media 

NIS Institutions  
(Parliament, Judiciary, EC, CAG, PSC, AG, ACC, 

LG) (Focal Point) 

Ethics Committee of Ministries  
(Focal Point) 

Political 
Parties 

Ministry of 
Commerce 

Private 
sector 

NGO/civil 
society 

Family Education 
Institutions 

National 
Integrity 

ImplementatiMinistry of 

Information Election 

Commission 

Ministr
y of 
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7.  Innovation Team 

       a) Regular meeting of Innovation team 

8. Right to Information  

a)  Information Officer  

b) Proactive disclosure of information as per regulation  

c) Disposal of application for information  

d) Annual report  

   

 9. Internal Audit  

a) Introduction of internal audit to maintain NIS  

   

10.  Budget allocation  

a) Prepare send budget for the MoA for the NIS implementation  

10.  Monitoring  

a) Formation of monitoring report 

b) Submission the report to NISU  

 
Dcmsnvi 

 RvZxq ï×vPvi †KŠkj GkwU ms‡kvab‡hvM¨, weKvkgvb `wjj 

 Õ cwi‡cÖwÿZ cwiKíbv, 2010-2021Õ- G ỳb©xwZ `gb‡K Av‡›`vj‡b cwiYZ Kivi A½xKvi 

i‡q‡Q 

 G A½xKvi ev¯Íevq‡bi j‡ÿ cÖYxZ ï×vPvi †KŠkj †mvbvi evsjv Movi c‡_djcÖm~ f’wgKv 

ivL‡e 
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Lesson Plan 
Lesson: 37                      Ref: 1.6.37 

Title :  Annual Performance Agreement (APA) 

Target population:  Officers (Grade 9&above) of different organizations under MoA. 

Time   :  1hour 

Aims                      :  To teach participants about management techniques of Annual  

                                        Performance Agreement so that the participants can work properly   

                                             according to Annual Performance Agreement with related  

                                              organization  

Learning outcomes :    At the end of the session the participants will be able to: 
 define Annual Performance Agreement ; 

 explain rules of making Annual Performance Agreement and 

 state management techniques of Annual Performance Agreement. 
 

Content 
Methods/ 

Techniques 

Resources/       

Aids 
Time 

(Minute) 

Introduction 

   Ice breaking (greetings) 

   Linkage with previous learning/experience 

   Pre-assessment (Q+A) 

   Topic: Annual Performance Agreement  

Importance: Faster development /modernization  

  globalization/part of daily life policy    

  issues/smooth office activities 

   Outline of content 

Lecture/ 

Discussion 

Q+A 

 6 

Development 

 Briefly discussion on Annual Performance 

Agreement  

 Rules of making Annual Performance Agreement  

 Management techniques of Annual Performance 

Agreement 

 Motivation (energize) 

 Check attention (wrong statement) 

 Feedback (Q+A) 

Lecture, 

Exercise/ 

Practice/ 

Demonstration        

Q+A 

 
45 

Conclusion 

 Assessment of LOs 

 Summarization  by using KWs 

 Motivation (application of learning) 

 References 

 Forward planning 

Discussion, 

Q+A 
 9 

Equipment and Aids: Multimedia, White board, WB Marker, Pointer, Duster etc. to be available 

in the class room. 

 
Behaviour/Performance                               Condition                                 Criteria 

 

  



182 

আল োচ্যসূচ্ী 

১. কর্ মসম্পোদন ব্যবস্থোপনো সম্পর্কমত ধোরনো  

২. বোর্ষ মক কর্ মসম্পোদন চুর্ি  

৩. বোর্ষ মক কর্ মসম্পোদন চুর্ি করোর র্নয়র্  

৪. বোর্ষ মক কর্ মসম্পোদন চুর্ি ব্যবস্থোপনো পদ্ধর্ত  

৫. বোর্ষ মক কর্ মসম্পোদন চুর্ি প্রণয়লন সহোয়ক কর্র্টি  

৬. কৃর্ষ র্ন্ত্রণোল য়র বোর্ষ মক কর্ মসম্পোদন চুর্ি ২০১৮-১৯ ও অর্মন  

৭. একনর্লর কৃর্ষ র্ন্ত্রণোল য়র বোর্ষ মক কর্ মসম্পোদন চুর্ি 

কর্ মসম্পোদন ব্যবস্থোপনো বো Performance management 

 কর্ মসম্পোদন ব্যবস্থোপনো হ  এর্ন একটি ব্যবস্থো যেখোলন প্রোর্তষ্ঠোর্নক অভীষ্ট অর্মলনর  লযয র্নর্দ মষ্ট উপোয় 

র্চ্র্িতকরলণর নকশো করো হয়;  

 এই ব্যবস্থোয় কর্ মচ্োর্রলদর কোলর্র র্োন উন্নয়লনর র্ন্য র্নয়র্র্ত মুল্যোয়ন (Assessment) ও ফ োবতমক 

(Feedback) েোচ্োইলয়র পর্রকল্পনো করো থোলক। 

 এটি কর্ মচ্োর্রলদর একটি চ্ র্োন মুল্যোয়ন প্রর্িয়ো েোর র্োধ্যলর্ তোলদর  যয প্রর্তষ্ঠোলনর  লযযর সোলথ সঙ্গর্তপূণ ম 

করো েোয়। এর ফল  কর্ মরতলদর কর্ মদযতো বৃর্দ্ধ পোয়।। 

 কর্ মসম্পোদন ব্যবস্থোপনো হ  এর্ন একটি চ্ র্োন প্রর্িয়ো/ব্যবস্থো যেখোলন দপ্তর/সংস্থোসমূলহর কর্ মসম্পোদন ব্যবস্থো 

মূল্যোয়ন কলর প্রোর্তষ্ঠোর্নক অভীষ্টলক র্নধ মোর্রত সর্লয় অর্মন করোর যচ্ষ্টো করো হয়। 

কর্ মসম্পোদন ব্যবস্থোপনোর পাঁচ্টি যর্ৌর্ ক উপোদোন রলয়লে, েথোাঃ  

 পর্রর্োপ (Measurement);  

 ফ োবতমন (Feedback);  

 ইর্তবোচ্ক শর্ি বৃর্দ্ধ (Positive Reinforcement);  

 সং োপ (Dialogue) 

 বোর্ষ মক কর্ মসম্পোদন সূচ্ক (Annual Performance Agreement). 
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 কর্ মসম্পোদন ব্যবস্থোপনোর ইর্তহোস ইর্তহোস ঘোটল  যদখো েোয়, প্রোয় দুই সহস্র বের ধলরই র্বর্ভন্ন আর্ঙ্গলক 

কর্ মসম্পোদন ব্যবস্থোপনো পদ্ধর্ত প্রলয়োগ হলয় আসলে। আঠোলরো’শ শতোব্দীলত র্শল্প র্বপ্ললবর সর্য় কোরখোনো 

ব্যবস্থোপকগণ তোলদর উৎপোদলনর র্োত্রোর সোলথ শ্রর্র্লকর কর্ মদযতোর গুরুত্ব সম্পলকম সলচ্তন র্েল ন। 

 ১৯৬০ এর দশলক আলর্র্রকোর ৬০ শতোংলশরও যবশী প্রর্তষ্ঠোলন “Performance Appraisal” 

পদ্ধর্ত চ্োলু র্ে । তলব যসনোবোর্হনীর কর্ মকতমোগলণর র্ন্য কর্ মসম্পোদন ব্যবস্থো পদ্ধর্তর কোলে উি পদ্ধর্ত মুখ 

থুবলর পল ়ে। মূ তাঃ তখন যথলকই প্রোর্তষ্ঠোর্নক উৎকষ মতোর র্ন্য র্বর্ভন্ন কর্ মসম্পোদন মূল্যোয়ন পদ্ধর্ত 

উদ্ভোবলনর র্ন্য গলবষণো চ্ লত থোলক। ফ তাঃ বতমর্োলন পৃর্থবীর র্বর্ভন্ন যদলশ ফ োফ  র্ভর্িক কর্ মসম্পোদন 

ব্যবস্থোপনো পদ্ধর্ত চ্োলু আলে। 

 আর্োলদর প্রর্তলবশী যদশ ভোরলত ২০০৯ র্িষ্টোলব্দ Performance Monitoring & 

Evaluation System (PMES) চ্োলু করো হলয়লে েোর অধীলন বোৎসর্রক র্ভর্িলত Results 

Framework Document (RFD) প্রস্তুত করো হয়। 

সরকোর্র কর্ মসম্পোদন ব্যবস্থোপনোর ইর্তহোস  (বোং োলদশ)  Government Performance 

Management (GPMS) 

 জনপ্রেোসন সংস্ কোর করর্েন প্ররর্টবদটন, ২০০০ এবং জোর্ীয় শুদ্ধোচোি ককৌেল, ২০১২-কর্ GPMS 

প্রবর্েটনি স্যপোরিে কিো হয়। িষ্ঠ পঞ্চবোরিক পরিকল্পনোয়ও এি উটেখ আটে;  

 এরপ্রল, ২০১৪ কর্ ঢোকোয় অনুরষ্ঠর্ সোকেভুি কদেসমুটহি র্রন্ত্রপরিিদ সরচবেটণি সটেলটন GPMS প্রবর্েটনি 

কেটে আঞ্চরলক সহটযোরের্ো ৃদরদ্ধি অেীকোি কিো হয়; 

 ইটর্োর্টধ্য MTBF বো র্ধ্য কর্য়োদী বোটজ  কোঠোটর্োি আওর্োয় রবরভন্ন র্ন্ত্রণোলয়/রবভোটেি Key 

Performance Indicator (KPI) রনধ েোিণ কিো হয়; 

 GPMS রবিটয় প্রধোনর্ন্ত্রীি কোয েোলটয়ি েভ েটনন্স ইটনোটভেন ইউরন  (GIU) এবং র্রন্ত্রপরিিদ রবভোে 

সর্রন্বর্ উটযোে গ্রহণ কটি এবং রবরভন্ন কর্য়োটদ সকল র্ন্ত্রণোলয়/রবভোটেি কর্ েকর্েোটদি  প্ররেেটণি আটয়োজন 

কিয্। বোংলোটদে করম্পউ োি কোউরন্সল  এ রবিটয় একটি সফ ওয়যোি প্রস্তুর্ কযর; 

 সব েটেি ইংটিরজটর্ ৩১ পৃষ্ঠো সম্বরলর্ একটি নীরর্র্োলো প্রণয়ন কিো হয় যো Guidelines for Annual 

Performance Agreement, 2014-15 নোটর্ অরভরহর্;  

 GPMS এি র্ত্ত্বোবধোন এি দোরয়টে আটে র্রন্ত্রপরিিদ রবভোটেি সর্ন্বয় ও সংস্কোি ইউরন । 

 

র্বর্ভন্ন নোলর্ র্বর্ভন্ন যদলশ - ১ 

Australia Performance Agreement 

Bhutan Performance Agreement 

Brazil Result Agreement 

Canada Performance Contract 

Denmark Contract 

France Contract 
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র্বর্ভন্ন নোলর্ র্বর্ভন্ন যদলশ - ২ 

 

বোর্ষ মক কর্ মসম্পোদন চুর্ির পটভূর্র্ (APA Background)  

• বোং োলদশ সরকোলরর র্ভশন-২০২১ বোস্তবোয়লন সু-শোসন র্নর্িত করো সবলচ্লয় গুরুত্বপূণ ম; 

• সরকোর েথোেথভোলব র্চ্র্িত কলরলে যে, অর্ধকতর ভো  শোসন ব্যবস্থো র্নর্িত করোর র্ন্য একটি কোে মকর, দয, 

এবং শর্িশো ী প্রশোসন ব্যবস্থো অতযোবশ্যক; 

• এর র্ন্য প্রোর্তষ্ঠোর্নক স্বচ্ছতো, র্বোবর্দর্হতো, সম্পলদর েথোেথ ব্যবহোর এবং সব মপর্র প্রর্তষ্ঠোর্নক দযতো বৃর্দ্ধ 

করো প্রলয়োর্ন; 

• এ  লযয বোর্ষ মক কর্ মসম্পোদন চুর্ি স্বোযর ব্যবস্থো সরকোর্র প্রর্তষ্ঠোনসমূলহর কর্ মকতমো-কর্ মচ্োর্রলদর স্বচ্ছতো ও 

দোয়বদ্ধতো বৃর্দ্ধ, সম্পলদর েথোেথ ব্যবহোর র্নর্িতকরণ এবং প্রোর্তষ্ঠোর্নক সযর্তো উন্নয়লনর র্ন্য সরকোর্র 

দপ্তর/সংস্থোসমূলহ সরকোর্র কর্ মসম্পোদন ব্যবস্থোপনো পদ্ধর্ত (Government Performance 

Management System-GPMS) প্রবতমলনর র্সদ্ধোন্ত গৃহীত হয়;  

 

বোর্ষ মক কর্ মসম্পোদন চুর্ি (Annual Performance Agreement) 

• বোর্ষ মক কর্ মসম্পোদন চুর্ি হ  র্ন্ত্রীলক র্নগন প্রদি ম্যোলেলটর একটি প্রলয়োর্নীয় যরক ম, এবং একটি 

র্ন্ত্রণো য়/র্বভোলগর সর্চ্লবর দোর্য়ত্ব হ  এই ম্যোলেলটর বোস্তবোয়ন করো। 

• বোর্ষ মক কর্ মসম্পোদন চুর্ি একটি র্ন্ত্রণো য়/র্বভোলগর সবলচ্লয় গুরুত্বপূণ ম ফ োফ সমূলহর সোর-সংলযপ েো 

র্ন্ত্রণো য়/র্বভোগ একটি অথ মবেলর অর্মন করলত চ্োয়। 

• এলত শুধুর্োত্র স্বীকৃত উলেশ্যসমূহ থোলক নো, এলত উলেশ্যসমূহ বোস্তবোয়ন অগ্রগর্ত র্নরুপলনর র্ন্য কর্ মসম্পোদন 

সূচ্ক এবং  যযসমূহ থোলক। 

 

 

 

 

Indonesia Performance Contract 

Kenya Performance Contract 

Malaysia Performance Agreement 

New Zealand Annual Performance Agreement 

United Kingdom Framework Agreement 

United States Programme Agreement 



185 

বোর্ষ মক কর্ মসম্পোদন চুর্ির  র্ভর্ি (Foundation of the Annual Performance 

Agreement) 

• Allocation of Business 

• পঞ্চ বোর্ষ মক পর্রকল্পনো (৭র্) [Five Year Plan (7th)] 

• যটকসই অভীষ্ট  যয (SDG) 

• নীর্ত সম্পর্কমত দর্   (ের্দ থোলক) [Policy Document (if any)] 

• র্ধ্য যর্য়োর্দ বোলর্ট কোঠোলর্ো [Mid-term Budgetary Framework (MBF)] 

 

কৃর্ষ র্ন্ত্রণো লয়র সরকোর্র কর্ মসম্পোদন চুর্ি স্বোযর 

 বোংলোটদটে ২০১৪-১৫ অথ ে বেটি ১র্ GPMS পদ্ধরর্ চোলু হয়; 

 ২০১৪-১৫ অথ ে বেটি ৪৮টি র্ন্ত্রণোলয়/রবভোটেি সোটথ APA স্বোেরির্ হয়; 

 ২০১৫-১৬ অথ ে বেটি র্ন্ত্রণোলয়/রবভোে এবং আওতোধীন দপ্তর/সংস্থোর সোটথ বোরি েক কর্ েসম্পোদন চুরি স্বোেরির্ 

হয়; 

 ২০১৬-১৭ অথ ে বেি হলত সক  র্ন্ত্রণোলয়/রবভোগ এর আওতোধীন সক  পে মোলয়র কোে মো য়সমূলহর সোটথ বোরি েক 

কর্ েসম্পোদন চুরি স্বোেরির্ হযচ্ছ;  

 ২০১8-২০১9 অথ ে বেি পে মন্ত  বোরি েক কর্ েসম্পোদন চুরি স্বোেরির্ হযয়লোঃ 

         ক. র্ন্ত্রণোলয় পে মোলয় -৫র্ বোর 

         খ. দপ্তর/সংস্থো পে মোলয়- ৪থ ম বোর এবং  

         গ. র্বভোগীয়, আঞ্চর্ ক কোে মো য় ও যর্ ো পে মোলয়র কোে মো য়সমূলহর র্ন্য -৩য় বোর। 

 

বোর্ষ মক কর্ মসম্পোদন চুর্ি প্রণয়ন করোর র্নয়র্ (Rules of making APA) 

বোর্ষ মক কর্ মসম্পোদন চুর্ির নীর্তর্ো ো বো গোই  োইন অনুসোলর বোর্ষ মক কর্ মসম্পোদন চুর্ি প্রণয়ন এবং ব্যবস্থোপনোয় ৫ টি 

ধোপ রলয়লে। েথোাঃ 

1. বোর্ষ মক কর্ মসম্পোদন চুর্ির কোঠোলর্ো  

2. বোর্ষ মক কর্ মসম্পোদন চুর্ির মূল্যোয়ন পদ্ধর্ত 

3. বোর্ষ মক কর্ মসম্পোদন চুর্ি সম্পোদন 

4. বোর্ষ মক কর্ মসম্পোদন চুর্ির সর্য়সীর্ো  

5. বোর্ষ মক কর্ মসম্পোদন চুর্ির কোে ম প্রর্িয়ো 

 

বোর্ষ মক কর্ মসম্পোদন চুর্ির  ধোপসমূহ (Stages of Annual Performance Agreement): 

• প্রস্তুর্ত (Preparation) 



186 

• স্বোযর (Signing)  

• কর্ মলকৌশ  (Work plan for Action) 

• বোস্তবোয়ন (Implementation)  

• র্র্নটর্রং (Monitoring) 

• প্রর্তলবদন দোর্খ  (Reporting) 

• মুল্যোয়ন (Evaluation) 

 

২. বোর্ষ মক কর্ মসম্পোদন চুর্ির  কোঠোলর্ো (Framework of APA) 

বোরি েক কর্ েসম্পোদন চুরির নীরর্র্োলো অনুযোয়ী চুরিটর্ এবং র্নম্নবর্ণ মত কসকেন ও সংটযোজনীসমূহ অন্তভূ মি িটয়টে্াঃ 

• কর্ েসম্পোদটনি সোরব েক রচে;  

• উপক্রর্র্ণকো;  

• কসকেন-১: র্ন্ত্রণো য়/র্বভোলগর রূপকল্প, অর্ভ যয, ককৌেলের্ উটেশ্য এবং কোে মোব ী; 

• কসকেন-২:র্ন্ত্রণোলয়/রবভোটেি র্বর্ভন্ন কোে মিলর্র চূড়োন্ত ফ োফ /প্রভোব (outcome/impact); 

• কসকেন-৩:ককৌেলের্ উটেশ্য, অগ্রোরধকোি, কোে মির্, কর্ েসম্পোদন সূচক ও লেযর্োেো; 

• সংলেোর্নী-১: শব্দ সংলযপ; 

• সংলেোর্নী-২: কর্ েসম্পোদন সূচকসমূহ, বোস্তবোয়নকোর্র দপ্তর/সংস্থোসমূহ এবং পর্রর্োপ পদ্ধর্ত;  

• সংলেোর্নী-৩: কর্ েসম্পোদন  যযর্োত্রো অর্মলনর যযলত্র অন্যোন্য র্ন্ত্রণো য়/র্বভোলগর ওপর    র্নভ মরশী তো। 

 

২.১ র্ন্ত্রণো লয়র কোে মসম্পোদলনর সোর্ব মক র্চ্ত্র [Overview of the Performance of the 

Ministry] 

র্ন্ত্রণো য়/র্বভোলগর কোে মসম্পোদলনর র্চ্ত্র তুল  ধরোর  লযয বোর্ষ মক কর্ মসম্পোদন চুর্িলত র্নম্নর্ র্খত র্বষয়গুর্  অন্তভূ মি 

থোকলবাঃ 

• র্বগত র্তন বেলরর প্রধোন অর্মনসমূহ 

• কোে মসম্পোদলনর যযলত্র সর্স্যো ও চ্যোল ন্র্সমূহ (Problems and 

Challenges) 

• ভর্বষ্যত পর্রকল্পনো (Future Planning) 

• চ্ র্োন বেলরর সম্ভোব্য প্রধোন অর্মনসমূহ (Main Achievement of the 

Previous Year) 

2. বোর্ষ মক কর্ মসম্পোদন চুর্ির  কোঠোলর্ো (Framework of APA) 

২.২ উপক্রর্র্ণকো (Preamble): বোর্ষ মক কর্ মসম্পোদন চুর্ির শুরুলত একটি উপক্রর্র্ণকো থোকলব েোলত র্নলম্নোি 

র্বষয়সমূহ উলেখ থোকলবাঃ 
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 চুর্ির উলেযশ্য;  

 পযসমূহ; এবং  

 চুর্িলত বর্ণ মত ফ োফ সমূহ অর্মলনর র্বষলয় পযদ্বলয়র সম্মর্ত। 

২.৩ কসকেন-১: কসকেন-১ এি র্টধ্য ৪ টি র্বষয় িটয়টে, েথোাঃ 

 (ক) র্ন্ত্রণোলয়/রবভোটেি রূপকল্প (Vision);  

 (খ) অরভলেয (Mission); 

 (ে) ককৌেলের্ উটেশ্য (Strategic Objectives); এবং  

 (ঘ) কোয েোবলী (Functions)। 

 

২.৩ (ক) র্ন্ত্রণো য়/র্বভোলগর রূপকল্প (Vision)]:  

• রূপকল্প (Vision) মূ তাঃ র্ন্ত্রণোলয়/রবভোটের ভর্বষ্যৎ আদশ ম অবস্থো র্নলদ মশ কলর। একটি 

র্ন্ত্রণোলয়/রবভোেযক তাঁর যনতৃলত্ব ভর্বষ্যলত যকোন অবস্থোয় যদখলত চ্োয় রূপকলল্প তোর একটি বৃহির 

র্চ্ত্র পোওয়ো েোয় এবং এর ধরন সোধোরন ও ব্যোপক;  

• একটি র্ন্ত্রণোলয়/রবভোটেি রূপকল্প সোধোরণত ৫-১০ বেযরর র্ন্য wba©viY করো হয়। ফল  

র্ন্ত্রণো য়/র্বভোলগর কোঠোলর্োগত পর্রবতমন নো হল  বো কোলর্র ধরলন ব্যপক পর্রবতমন নো হল  রূপকল্প 

র্ববৃর্ত বের বের পর্রবতমন হলব নো; 

• রূপকল্প র্নগণলক ঊদ্বুদ্ধ এবং উজ্জীর্বত করলব, যো হলব একইসটে অজেনটযোগ্য এবং চযোটলরজং; 

• এটি জনেটণি কল্পনোয় ধোিণ কিোি র্র্ সংরেপ্ত ও কজোিোটলো হটব যো েন্তব্য রনটদ েে করলব, রকন্তু এটি 

েন্তব্য কপৌৌঁেোটনোি পথ নকেো নয়। 

 

2.3 (খ) র্ন্ত্রণো য়/র্বভোলগর অর্ভ যয (Mission):  

 অরভলেয রূপকল্প অজেটনি জন্য গৃহীর্ কোয েক্রর্সমুহ রনটদ েে কটি; 

 এ ো অবশ্যই রূপকটল্পি সটে সোর্জস্যপূন ে হটর্ হটব;  

  রূপকল্প মূ তাঃ বৃহির কল্পনো এবং অরভলেয রূপকল্প অর্মলনর র্ন্য গৃহীত কোে মির্সমূহ র্নলদ মশ 

কলর। অরভলেয ব্যি কিোি লটেয ৪ টি রবিয় রবটবচনো কিটর্ হটব যথো্াঃ 

 র্ন্ত্রণো য়/র্বভোলগর যর্ৌ  উলেশ্য কী;  

 র্ন্ত্রণো য়/র্বভোগ কী অর্মন করলত চ্োয়; 

  কীভোলব অর্মন করলত চ্োয়; এবং 

 কোি জন্য অজেন কিটর্ চোয় অথ মোৎ এর সম্ভোব্য উপকোরলভোগী কোরো। 

২.৩ (গ) র্ন্ত্রণো য়/র্বভোলগর ককৌেলের্ উটেশ্য (Strategic Objectives):  

ককৌেলের্ উটেশ্য বলটর্ রনরদ েষ্ট সর্টয়- স্বল্প, র্ধ্য ও দীঘ ে কর্য়োদী-র্ন্ত্রণোলয়/রবভোেয্র রনরদ েষ্ট নীরর্র্োলো এবং কর্ েসূরচ 

বোস্তবোয়বোটনি র্োধ্যটর্ র্োি অরধটেটে কয সকল উন্নয়ন লেয অজেন কিটর্ চোয় কসগুরলটক বুঝোটব।  
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প্রর্তটি র্ন্ত্রণোলয়/রবভোে ককৌেলের্ উটেশ্য প্রণয়লনর যযলত্র র্কছু র্বষয় পে মোল োচ্নো করলত হয়, েথোাঃ  

1) সরকোলরর রূপকল্প-২০২১; 

2) যটকসই অভীষ্ট  যয (এসর্ র্র্); 

3) ৭র্ পঞ্চবোর্ষ মকী পর্রকল্পনো;  

4) অন্যোন্য যকৌশ গত দর্  ; 

5)  সংর্িষ্ট র্ন্ত্রণোলয়/রবভোেয্র নীর্ত সংিোন্ত দর্  সমূহ; এবং  

6) র্ধ্য যর্য়োর্দ বোলর্ট কোঠোলর্ো; 

 

২.৩ (ঘ) কোে মোব ীসমূহ (Functions):  

• র্ন্ত্রণো য়/র্বভোলগর প্রধোন কোে মোব ী এই যসকশলন র্ র্পবদ্ধ করলত হলব; 

• কোয েরবরধর্োলো (Rules of Business) এি র্ফরসল-১ (Allocation of Business) 

এ বরণ ের্ কোয েোবলীি রভরতটর্ র্ন্ত্রণোলয়/রবভোটেি কোয েোবলীি র্োরলকো প্রস্তুর্ কিযব হলব;  

• Allocation of Business পর্রবর্তমত নো হওয়ো পে মন্ত বোর্ষ মক কর্ মসম্পোদন চুর্ির যকোন 

পর্রবতমন করো েোলব নো; 

• এটো যকোন ইচ্ছোর তোর্ কো নয়, এটো র্বদ্যর্োন আইনগত/প্রশোসর্নক বোস্তবতোর প্রর্তফ ন। 

• 2.4 যসকশন-২: র্ন্ত্রণো য়/র্বভোলগর কোে মির্সমূলহর চূড়োন্ত ফ োফ /প্রভোব  (Outcome/Impact) 

• র্ন্ত্রণো য়/র্বভোগসমূহ-যক চূড়োন্ত ফ োফ   অর্মলন র্নম্নর্ র্খত প্রোসর্ঙ্গক তথ্যোর্দ সংগ্রহ/প্রদোন করলত হলবাঃ  

• ১. চূড়োন্ত ফ োফ /প্রভোব (Outcome) 

• ২. কর্ মসম্পোদন সূচ্ক (Performance Indicators) 

• ৩. একক (Unit) 

• ৪. প্রকৃত অর্মন (Actual Achievement)  

• ৫.  যযর্োত্রো (Target) 

• ৬. প্রলযপন  (Projection) 

• ৭.  যযর্োত্রো অর্মলনর সোলথ সংর্িষ্ট অন্যোন্য প্রর্তষ্ঠোনসমূহ (Other organization 

concerned) 

• ৮. উপোি সূত্র (Source of Data) 

* প্রর্তটি চূড়োন্ত ফ োফল র র্বপরীলত এক বো একোর্ধক কর্ মসম্পোদন সূচ্কসহ  (Performance 

Indicators) প্রোসর্ঙ্গক তথ্যোর্দ প্রদোন করলত হলব। 

২.৫ যসকশন-৩ (Section-3): ককৌেলের্ উটেশ্য, অগ্রোরধকোি, কোয েক্রর্, কর্ েসম্পোদন সূচক এবং লেযর্োেোসমুহ্াঃ  

বোরি েক কর্ েসম্পোদন চুরিি সবটচটয় গুরুেপূণ ে অংে হল কসকেন-৩, এটি মূ তাঃ একটি েক যেখোলন  ১-১৫ টি ক োলর্ 

বোরি েক কর্ েসম্পোদন চুরিি র্বর্ভন্ন ধোপসমূহ  র্বন্যস্ত করো হলয়লে, (Link) েথোাঃ  

 ককৌেলের্ উটেশ্য; 
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 অগ্রোরধকোি; 

 কোয েক্রর্; 

 কর্ েসম্পোদন সূচক; এবং 

  লেযর্োেোসমুহ। 

২.৫ ক োর্-১: র্ন্ত্রণো য়/র্বভোলগর যকৌশ গত উটেশ্যসমূলহর তোর্ কো 

• যসকশন ৩ এর ক োর্ ১ এ যকৌশ গত উটেশ্যসমূহ এবং আবর্শ্যক যকৌশ গত উটেশ্যসমূহ র্ববৃত 

থোলক, েো যসকশন ১ এ বর্ণ মত যকৌশ গত উটেশ্যসমূলহর অনুরূপ হলব;  

• র্ন্ত্রণো য়/র্বভোলগর যকৌশ গত উটেশ্যসমূলহর প্রকৃত কর্ েসম্পোদনয্র র্ন্য ৭৫ নম্বর এবং 

এবংআবর্শ্যক যকৌশ গত উটেশ্যসমূলহর প্রকৃত কর্ েসম্পোদনয্র র্ন্য ২৫ নম্বর র্নধ মোর্রত রলয়লে; 

• অথ মবের সর্োপ্ত হওয়োর পর র্ন্ত্রণো য়/র্বভোগসমূলহর প্রকৃত কর্ েসম্পোদন সব মলর্োট ১০০ র্োলনর 

(Weight) র্ভর্িলত পর্রর্োপ হলব;  

• ২০১৮-১৯ অথ মবেলর কৃর্ষ র্ন্ত্রণো লয়র বোরি েক কর্ েসম্পোদন চুরিযত যকৌশ গত উটেশ্য ৫ টি এবং 

আবর্শ্যক যকৌশ গত উটেশ্য ৪ টি। 

২.৫ ক োর্-২: যকৌশ গত উটেশ্যসমূলহর আলপর্যক র্োন বরোেকরণ 

• যকৌশ গত উটেশ্যসমূলহর গুরুত্ব ও তোৎপে ম ির্োনুসোলর আলপর্যক র্োন বন্টন করলত হলব।  

• এলযলত্র অর্ধকতর গুরুত্বসম্পন্ন উলেলশ্যর র্োন যবশী হলব এবং কর্ গুরুত্বসম্পন্ন উলেলশ্যর র্োন কর্ 

হলব। 

•  যকৌশ গত উটেশ্যসমূলহর র্লধ্য র্োনবন্টলনর যযত্র েোলত ভোরসোম্য রর্যত হয় তো র্নর্িত করলত 

হলব।  

২.৫ ক োর্-৩: র্ন্ত্রণো য়/র্বভোলগর যকৌশ গত উটেশ্যসমূহ অর্মলনর  লযয কোে মির্ সুর্নর্দ মষ্টকরণ 

• প্রর্তটি যকৌশ গত উটেশ্য অর্মলনর  লযয র্ন্ত্রণো য়/র্বভোগ কতৃমক উি উটেটশ্যর র্বপরীলত 

প্রলয়োর্নীয় কোে মির্ র্ র্পবদ্ধ করলত হলব; 

• কখলনো কখলনো একটি যকৌশ গত উটেটশ্যর র্বপরীলত এক বো একোর্ধক কোে মির্ও থোকলত পোলর; 

• বোর্ষ মক কর্ েসম্পোদন চুর্িলত উন্নয়ন ও অনুন্নয়ন বোলর্লটর সলব মোির্ ব্যবহোর র্নর্িতকরণ করলত হলব; 

•  তোেোড়ো যসবোর র্োন বৃর্দ্ধলত সহোয়ক ফ োফ ধর্ী কর্ মসংস্কৃর্তলক উৎসোহ প্রদোন কলর এরূপ 

কোে মির্লক অন্তভূ মি করো েোলব;  

• এ লযয েথোসর্লয় প্রকল্প সম্পন্ন করো এবং প্রকলল্পর গুণগত র্োন র্নর্িত করোলক অন্তভূ মি করলত 

হলব। 

২.৫ ক োর্-৪: কর্ েসম্পোদন সূচকসমূহ এবং এককসমূহ সুর্নর্দ মষ্টকরণ 

• ক োর্-৩ এ বর্ণ মত প্রর্তটি কোে মিলর্র র্ন্য র্ন্ত্রণো য়/র্বভোলগর এক বো একোর্ধক কর্ েসম্পোদন সূচক 

র্নধ মোরণ করলত হলব, েো দ্বোরো বের যশলষ উি কোে মির্ বোস্তবোয়ন অগ্রগর্ত পর্রর্োপ করো েোলব; 

• কর্ েসম্পোদন সূচকসমূহ র্নধ মোরলণর যযলত্র যে যকোন রকর্ দ্বদ্বততো পর্রহোর করো সর্ীচ্ীন হলব।  

২.৫ ক োর্-৫: কর্ েসম্পোদন সূচটকর লেযর্োত্রো পর্রর্োলপর একক (Unit) উলেখকরণ  
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• এই ক োলর্ কর্ েসম্পোদন সূচটকর লেযর্োত্রো পর্রর্োলপর একক উলেখ করলত হলব। 

২.৫ যসকশন-৩ ক োর্-৬:কর্ েসম্পোদন সূচটকর র্বপরীলত আলপর্যক র্োন বরোেকরণ 

• যকোন যকৌশ গত উটেটশ্যর র্বপরীলত একোর্ধক কোে মির্ থোকল  প্রর্তটি কোে মিলর্র বোস্তবোয়ন 

অগ্রগর্ত মুল্যোয়লনর র্ন্য এক বো একোর্ধক  কর্ েসম্পোদন সূচক থোকলব এবং প্রর্তটি কর্ েসম্পোদন 

সূচটকর র্নধ মোর্রত র্োন থোকলব ; 

• র্বর্ভন্ন কর্ েসম্পোদন সূচটকর র্োন এর্নভোলব র্নধ মোর্রণ করলত হলব েোলত সবগুর্  কর্ েসম্পোদন সূচটকর 

যর্োট র্োন সংর্িষ্ট যকৌশ গত উটেটশ্যর র্বপরীলত বরোেকৃত র্োলনর সর্োন হয়। 

২.৫ ক োর্-৭ ও ৮: র্বগত অথ মবেলরর প্রকৃত অর্মন 

• এই ক োর্দ্বলয় েথোিলর্ ২০১৬-২০১৭ এবং ২০১৭-১৮ অথ মবেলরর প্রকৃত অর্মন উেখ করলত হলব; 

• ২০১৬-২০১৭ অথ মবেলরর কর্ েসম্পোদন মুল্যোয়ন প্রর্তলবদলন প্রদর্শ মত প্রকৃত অর্মলনর সোলথ ক োর্ ৭ এ 

প্রদর্শ মত প্রকৃত অর্মলনর সোলথ সোর্ঞ্জস্য থোকলত হলব।  

২.৫ ক োর্-৯-১৩: কর্ মসম্পোদন সূচ্লকর লেযর্োেো সর্নর্দ মষ্টকরণাঃ  

• লেযর্োেো হলচ্ছ কর্ মসম্পোদন উন্নয়লনর চ্োর্ কো শর্ি। তোই  লেযর্োেো একই সোলথ অর্মনলেোগ্য 

এবংউচ্চোকোঙ্খী হওয়ো উর্চ্ত।  

• এখোলন লেযর্োেোসমুহটক রনম্নরূপ ৫ দফো কস্কটল রবন্যস্ত কিো হটয়টে্াঃ 

অসোধোরণ অর্ত উির্ উির্ চ্ র্তর্োন চ্ র্তর্োলনর র্নলম্ন 

১০০% ৯০% ৮০% ৭০% ৬০% 

 

•  লেযর্োেো র্নধ মোরলণর যযলত্র পূব মবতী অথ মবেলরর অর্মনলক চ্ র্তর্োন র্বলবচ্নো কলর পরবতী 

অথ মবেলরর বোর্ষ মক কর্ মসম্পোদন চুর্ির চ্ র্তর্োলনর ক োলর্ উলেখ করলত হলব; 

•  উটেখ্য, ককোন কর্ েসম্পোদন সূচটকি লেযর্োেোি রবপিীটর্ প্রকৃর্ অজেন ৬০% এি নীটচ হটল প্রোপ্ত 

র্োন ধিো হটব ০ (শুন্য)। 

২.৫ ক োর্-১৪ ও ১৫: পরবতী দুই অথ মবেলরর প্রলযর্পত  লেযর্োেো প্রদশ মন 

• এই ক োর্দ্বলয় েথোিলর্ ২০১৬-২০১৭ এবং ২০১৭-১৮ অথ মবেলরর প্রকৃত অর্মন এবং ২০১৮-১৯ 

অথ মবেলরর  যযর্োত্রোর র্ভর্িলত ২০১৯-২০২০ এবং ২০২০-২১ অথ মবেলরর প্রলযর্পত  যযর্োত্রো এই 

ক োলর্ প্রদশ মন করলত হলব। 

২.৬ সংলেোর্নী ১: শব্দসংলযপসমূহ 

• বোর্ষ মক কর্ মসম্পোদন চুর্িলত ব্যবহৃত শব্দসংলযলপর পূণ মরূপ সংলেোর্নী ১ এ সর্ন্নলবশ করলত হলব। 

 

২.৭ সংলেোর্নী -২ : কর্ েসম্পোদন সূচক, বোস্তবোয়নকোর্র দপ্তর/সংস্থো এবং পর্রর্োপ পদ্ধর্তর র্ববরণ  

বোর্ষ মক কর্ মসম্পোদন চুর্ির সংলেোর্নী -২ এ যসকশন ৩ এর ক োর্ ৪-এ উর্ের্খত র্নম্নর্ র্খত র্বষয়গুর্  উলেখ করলত 

হলব:   

• কর্ েসম্পোদন সূচক  
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• প্রর্তটি সূচ্লকর বণ মনো/র্ববরণ  

• বোস্তবোয়নকোর্র দপ্তর/সংস্থোর 

• পর্রর্োপ পদ্ধর্ত ও উপোলির উৎস 

• সোধোরন র্ন্তব্য  

২.৭ সংলেোর্নী-৩ (Annex -3): অন্য র্ন্ত্রণো য়/র্বভোলগর র্নকট সুর্নর্দ মষ্ট কর্ মসম্পোদন চ্োর্হদো 

 যকোন কর্ মসম্পোদলনর সফ তো সরকোলরর এক বো একোর্ধক র্ন্ত্রণো লয়র কর্ মসম্পোদলনর উপর র্নভ মর 

করল  যস সক  র্ন্ত্রণো য়/র্বভোগলক দ  র্হলসলব কোর্ করলত হয়; একক যকোন প্রর্তষ্ঠোন র্হলসলব 

নয়; 

 কোলর্ই, সংর্িষ্ট সক  র্ন্ত্রণো য়/র্বভোগ এ র্বষলয় দ গত  যযর্োত্রো র্নধ মোরণ করলব; 

 দ গত  যযর্োত্রো অর্র্মত নো হল  সংর্িষ্ট সক  র্ন্ত্রণো য়/র্বভোগ তোলদর বোর্ষ মক কর্ মসম্পোদন চুর্ি 

মুল্যোয়লন র্নধ মোর্রত র্োন অর্মলন অসর্থ ম হলব।  

 অন্য র্ন্ত্রণো য়/র্বভোলগর র্নকট প্রতযোর্শত সহোয়তো গ্রহলণর যযলত্র প্রর্তষ্ঠোলনর নোর্, সংর্িষ্ট কোে মির্, 

প্রোসর্ঙ্গক কর্ মসম্পোদন সূচ্ক, প্রর্তষ্ঠোন হলত প্রোপ্ত চ্োর্হদো, চ্োর্হদোর যেৌর্িকতো, চ্োর্হদো পূরণ নো হল  

কী ঘটলব ইতযোর্দ র্বষয়গুর্  র্বলবচ্নো করলত হলব।  

  

বোর্ষ মক কর্ মসম্পোদন চুর্ি ব্যবস্থোপনো পদ্ধর্ত  (Management Techniques of APA) 

৩.বোর্ষ মক কর্ মসম্পোদন চুর্ি মুল্যোয়ন পদ্ধর্ত 

পূব মবতী বেরসমূলহর ধোরোবোর্হকতোয় বৎসরোলন্ত বোর্ষ মক কর্ মসম্পোদন চুর্িলত ধোে মকৃত  যযর্োত্রোর র্বপরীলত 

র্ন্ত্রণো য়/র্বভোগসমূলহর প্রকৃত অর্মলনর র্ভর্িলত যর্োট যকোর (Composite Score) র্নধ মোরণ করো হলব। 

৪. বোর্ষ মক কর্ মসম্পোদন  চুর্ি সম্পোদন প্রর্িয়োাঃ 

৪.১ বোর্ষ মক কর্ মসম্পোদন  চুর্ি প্রণয়ন ও অনুলর্োদনাঃ  

• যকৌশ গত উলেযলশর সোলথ র্র্  যরলখ কোর্ঙ্খত ফ োফ  অর্মলনর র্ন্য র্ন্ত্রণো য়/র্বভোগ সংিষ্ট 

অথ মবেলরর বোলর্ট বরোলের সোলথ র্র্  যরলখ বোর্ষ মক কর্ মসম্পোদন চুর্ির কোে মির্সমূহ র্চ্র্িত কলর 

বোর্ষ মক কর্ মসম্পোদন চুর্ির ১র্ খসড়ো প্রণয়ন করলব; 

• খসড়ো চুর্ি পে মোল োচ্নোর র্ন্য বোর্ষ মক কর্ মসম্পোদন সংিোন্ত র্বলশষজ্ঞ পুল র  কোলে যপশ করলত হলব; 

• বোর্ষ মক কর্ মসম্পোদন সংিোন্ত র্বলশষজ্ঞ পু  কতৃমক প্রণয়নকৃত খসড়ো পে মোল োচ্নোর পর তোলদর 

পরোর্শ মসমূহ অন্তভূ মি কলর র্ন্ত্রণো লয়র বোলর্ট ব্যবস্থোপনো কর্র্টির কোলে উপস্থোপন করলত হলব; 

• বোলর্ট ব্যবস্থোপনো কর্র্টির কতৃমক অনুলর্োর্দত খসড়ো র্র্ন্ত্রপর্রষদ র্বভোলগ যপ্ররণ করলত হলব; 

 

৪.১ বোর্ষ মক কর্ মসম্পোদন  চুর্ি প্রণয়ন ও অনুলর্োদনাঃ 

• র্বর্ভন্ন র্ন্ত্রণো য়/র্বভোগ কতৃমক প্রণীত বোর্ষ মক কর্ মসম্পোদন চুর্িসমুহ সরকোর্র কর্ ম সম্পোদন 

ব্যবস্থোপনো সংিোন্ত কোর্রগর্র কর্র্টি কতৃমক পে মোল োচ্নো ও চূড়োন্ত করো হলব; 
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• সরকোর্র কর্ ম সম্পোদন ব্যবস্থোপনো সংিোন্ত কোর্রগর্র কর্র্টির সুপোর্রশ অন্তভূ মি কলর 

র্ন্ত্রণো য়/র্বভোগসমূহ বোর্ষ মক কর্ মসম্পোদন চুর্ি সংলশোধন/পর্রর্োর্মনপূব মক সংর্িষ্ট র্ন্ত্রণো লয়র 

র্োননীয় র্ন্ত্রীর অনুলর্োদলনর র্ন্য উপস্থোপন করলব; 

• র্োননীয় র্ন্ত্রীর অনুলর্োদলনর পর সংর্িষ্ট র্ন্ত্রণো য়/র্বভোগ বোর্ষ মক কর্ মসম্পোদন চুর্ি যপ্ররণ করলব; 

• র্র্ন্ত্রপর্রষদ র্বভোগ উিসমূহ েোচ্োইপূব মক অনুলর্োদলনর র্ন্য সরকোর্র কর্ ম সম্পোদন ব্যবস্থোপনো 

সংিোন্ত র্োতীয় কর্র্টিলত উপস্থোপন করলব। উি কর্র্টিলত অনুলর্োর্দত বোর্ষ মক কর্ মসম্পোদন 

চুর্িসমূহ সংর্িষ্ট র্ন্ত্রণো য়/র্বভোলগর র্সর্নয়র সর্চ্ব/সর্চ্ব এবং র্র্ন্ত্রপর্রষদ সর্চ্বএর র্‡a¨ 

স্বোযর্রত হলব; 

• স্বোযর্রত বোর্ষ মক কর্ মসম্পোদন চুর্ি স্ব স্ব র্ন্ত্রণো য়/র্বভোলগর ওলয়ব সোইলট প্রকোশ করলত হলব। 

 

৪.২ বোর্ষ মক কর্ মসম্পোদন  চুর্ি সংলশোধনাঃ 

• র্ন্ত্রণো য়/র্বভোগসমূহ র্নলর্রোই বোর্ষ মক কর্ মসম্পোদন চুর্িলত উর্ের্খত যকোন  যযর্োত্রোর সলব মোচ্চ ৫% 

পে মন্ত  যযর্োত্রো হ্রোস-বৃর্দ্ধ করলত পোলর; 

•  যযর্োত্রো পর্রবতমন করো হল  সংর্িষ্ট র্ন্ত্রণো য়/র্বভোলগর সর্চ্লবর অনুলর্োদন গ্রহণপূব মক র্র্ন্ত্রপর্রষদ 

র্বভোগলক অবর্হত করলত হলব; 

•  যযর্োত্রো ৫% এর অর্ধক র্কন্তু ১০ ভোলগর কর্ পর্রবতমন করোর প্রলয়োর্ন হল  যেৌর্িকতো উলেখসহ 

তো সরকোর্র কর্ মসম্পোদন ব্যবস্থোপনো সংিোন্ত র্োতীয় কর্র্টিলত উপস্থোপলনর র্ন্য র্র্ন্ত্রপর্রষদ র্বভোলগ 

যপ্ররণ করলত হলব; 

• র্োতীয় কর্র্টির  অনুলর্োদন সোলপলয উি  যযর্োত্রোসমূহ পর্রবতমন করো েোলব;  

• উভয়লযলত্রই ২০১৮-১৯ অথ মবেলরর বোর্ষ মক কর্ মসম্পোদন চুর্ি স্বোযলরর পর ১র্ যকোয়োট মোর তথো ৩০ 

যসলেম্বর ২০১৮ তোর্রলখর র্লধ্য তো করলত হলব; 

•  ৩০ যসলেম্বর ২০১৮ তোর্রলখর পর ২০১৮-১৯ অথ মবেলরর বোর্ষ মক কর্ মসম্পোদন চুর্িলত উর্ের্খত 

র্বষয়সমূলহর যকোন পর্রবতমন করো েোলব নো।  

৪.৩ বোর্ষ মক কর্ মসম্পোদন  চুর্ি পর্রবীযণ 

• বোর্ষ মক কর্ মসম্পোদন  যযর্োত্রোর র্বপরীলত প্রকৃত অর্মন দ্বত্রর্োর্সক র্ভর্িলত (র্ধ্য-অলটোবর, র্ধ্য-

র্োনুয়োর্র, র্ধ্য-এর্প্র ) সংর্িষ্ট র্ন্ত্রণো য়/র্বভোলগর বোলর্ট ব্যবস্থোপনো কর্র্টি কতৃমক পর্রবীযণ করো 

হলব; 

•  যযর্োত্রোর র্বপরীলত অর্মন র্নিত করলত এ কর্র্টি প্রলয়োর্নীয় র্নলদ মশনো প্রদোন করলব; 

• অথ মবেলরর েয় র্োস অর্তিোন্ত হওয়োর পর র্ন্ত্রণো য়/র্বভোগ র্নধ মোর্রত  যযর্োত্রোর র্বপরীলত েয় র্োলস 

অর্র্মত ফ োফ সহ একটি অধ ম-বোর্ষ মক মুল্যোয়ন প্রর্তলবদন gwš¿cwil` র্বভোলগ যপ্ররণ করলব; 

• অধ ম-বোর্ষ মক অর্মনসমূহ কর্ মসম্পোদন ব্যবস্থোপনো সংিোন্ত র্োতীয় কর্র্টিলত পে মোল োচ্নোর র্ন্য যপশ 

করো হলব। 

৪.৪ মুল্যোয়লনর ধোপসমূহ র্নম্নরূপাঃ 

• অথ মবের যশলষ সক  র্ন্ত্রণো য়/র্বভোগ র্নধ মোর্রত  যযর্োত্রোর র্বপরীলত অর্র্মত ফ োফ  উলেখপূব মক বোর্ষ মক 

কর্ মসম্পোদন মুল্যোয়ন প্রর্তলবদন প্রস্তুত করলব; 
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• বোর্ষ মক কর্ মসম্পোদন চুর্ির র্বপরীলত মুল্যোয়ন প্রর্তলবদন প্রস্তুলতর যযলত্র র্ন্ত্রণো য়/র্বভোগ কতৃমক গঠিত বোর্ষ মক 

কর্ মসম্পোদন চুর্ি সংিোন্ত টীলর্র সদস্যবৃন্দ সলরর্র্র্লন েোচ্োই অলন্ত অর্মলনর সপলয প্রদি সঠিকতো সম্পলকম 

র্নর্িত হলবন; 

• মুল্যোয়ন প্রর্তলবদন প্রস্তুতকোল  সম্পোর্দত সক  কোলর্র র্বপরীলত উপযুি প্রর্োণকসমূহ সংরযণ করলত হলব 

এবং এ সংিোন্ত কোর্রগর্র কর্র্টির চ্োর্হদোর্ত তো সরবরোহ করলত হলব; 

• প্রস্তুতকৃত বোষ মক মুল্যোয়ন প্রর্তলবদন র্বলশষজ্ঞ পুল র সদস্যগণ কতৃমক পে মোল োচ্নোর পর বোলর্ট ব্যবস্থোপনো 

কর্র্টির অনুলর্োদন র্নলয় র্নধ মোর্রত তোর্রলখর র্লধ্য র্র্ন্ত্রপর্রষদ র্বভোলগ প্ররণ করলত হলব; 

• কর্ মসম্পোদন ব্যবস্থোপনো সংিোন্ত কোর্রগর্র কর্র্টি কতৃমক েোচ্োইকৃত ও প্রস্তুতকৃত উি মুল্যোয়ন প্রর্তলবদন 

সরকোর্র কর্ মসম্পোদন ব্যবস্থোপনো সংিোন্ত র্োতীয় কর্র্টির র্নকট উপস্থোপন করলব; 

• সরকোর্র কর্ মসম্পোদন ব্যবস্থোপনো সংিোন্ত র্োতীয় কর্র্টি র্বর্ভন্ন র্ন্ত্রণো য়/র্বভোলগর বোর্ষ মক কর্ মসম্পোদন চুর্ি 

সংিোন্ত মুল্যোয়ন প্রর্তলবদন পরীযো-র্নরীযোর পর সর্র্িত আকোলর র্োননীয় প্রধোনর্ন্ত্রীর র্নকট উপস্থোপন 

করলব। 

 

বোর্ষ মক কর্ মসম্পোদন চুর্ির সর্য়সূর্চ্ (এর্পএ কযোল েোর) 

 বোর্ষ মক কর্ মসম্পোদন চুর্ি র্নধ মোর্রত সর্লয় প্রণয়ন ও  যযর্োত্রো অর্মলন এর্পএ কযোল েোর প্রণয়ন করো হয়।  

 এই কযোল েোলর র্নলম্নর্ র্খত র্বষয়গুল ো র্নধ মোর্রত সর্লয়র র্লধ্য সম্পোদলনর র্ন্য র্নলম্নোি েক অনুসোলর 

সর্য়সূর্চ্ র্নধ মোরন করো হয়াঃ 

    ক. বোর্ষ মক কর্ মসম্পোদন চুর্ি প্রণয়ন ও অনুলর্োদন;  

    খ. কর্ মসম্পোদন পর্রবীযণ; 

    গ. কর্ মসম্পোদন মুল্যোয়ন। 

সর্য়সীর্ো র্বষয় বোস্তবোয়নকোরী কতৃমপয 

 

৬.বোর্ষ মক কর্ মসম্পোদন চুর্ি দোর্খ  প্রর্িয়োাঃ 

(ক) বোর্ষ মক কর্ মসম্পোদন চুর্ির ১০ (দশ) কর্প র্র্ন্ত্রপর্রষদ র্বভোগ প্রদি র্নধ মোর্রত তোর্রলখ ও সর্লয় র্র্ন্ত্রপর্রষদ র্বভোগ 

এর সর্চ্ব সর্িয় ও সংকোর বরোবর  প্ররণ করলত হলব; 

(খ) স্বোযর্রত বোর্ষ মক কর্ মসম্পোদন চুর্িসমূহ র্র্ন্ত্রপর্রষদ র্বভোগ প্রদি র্নধ মোর্রত তোর্রলখর র্লধ্য স্ব স্ব 

র্ন্ত্রণো য়/র্বভোলগরওলয়বসোইলট আপল ো  করলত হলব। 

 

 জোর্ীয় করর্টি: র্রন্ত্রপরিিদ সরচব-সভোপরর্, সদস্য-৯ র্ন, দোর্য়ত্ব-সরকোর্র কর্ েসম্পোদন পদ্ধর্ত বোস্তবোয়ন, 

তোর্রখ-২১.০১.২০১৫ ররিঃ; 

 কোরিেরি করর্টি্াঃ সরচব (সর্ন্বয় ও সংস্কোি), র্রন্ত্রপরিিদ রবভোে-সভোপরর্, সদস্য-৯ র্ন, তোর্রখ-

০১.০২.২০১৫ ররিঃ, দোর্য়ত্ব-জোর্ীয় করর্টিটক সহোয়র্ো প্রদোন;   
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 রবটেিজ্ঞ পুল্াঃ সংর্িষ্ট র্বষলয় অর্ভজ্ঞতো সম্পন্ন র্তনর্ন অবসর প্রোপ্ত কর্ মকতমো, তোর্রখ-০১.০২.২০১৫ ররিঃ, 

দোর্য়ত্ব-বোর্ষ মক কর্ েসম্পোদন ব্যবস্থোপনো চুর্ির (এরপএ) যকৌশ গত উলেযশ্য, কোে মির্ ও  যযর্োত্রো র্নধ মোরণ 

এবং ফ োফ  মূল্যোয়ন ;   

 কর্ েসম্পোদন ব্যবস্থোপনো কর্র্টি/টীর্াঃ সংর্িষ্ট র্ন্ত্রণো লয়র অর্তর্রি সর্চ্ব/যুগ্ম সর্চ্ব-টীর্ র্  োর, দোর্য়ত্ব-

কর্ েসম্পোদন ব্যবস্থোপনোযক ফ প্রসু করো;  

   বোলর্ট ব্যবস্থোপনো কর্র্টিাঃ সংর্িষ্ট র্ন্ত্রণো লয়র সর্চ্ব-সভোপর্ত, দোর্য়ত্ব- কর্ েসম্পোদনয্র  যযর্োত্রোর 

র্বপরীলত প্রকৃত অর্মন দ্বত্রর্োর্সক র্ভর্িলত পর্রবীযণ। 

 

 ২০১8-১9 অথ ে বেটিি জন্য কৃর্ষ র্ন্ত্রণোলয়য্ি বোরি েক কর্ েসম্পোদন চুরি স্বোেি অনুষ্ঠোন সম্পন্ন হটয়টে ের্ 

০৪-০৭-২০১৮ ররিঃ র্োরিটখ।  

 কৃরি র্ন্ত্রণোলটয়ি ‘‘বোরি েক কর্ েসম্পোদন চুরি’’কর্ বরণ ের্ ১নং আবরশ্যক ককৌেলের্ উটেশ্য এি রবপিীটর্ 

কোয েক্রর্ ‘‘আওর্োধীন দপ্তি/সংস্থোি সটে বোরি েক কর্ েসম্পোদন সংক্রোন্ত স্বোেি’’ অনুযোয়ী ের্ ১২ জুন, ২০১৮ 

ররিঃ র্োরিটখ কৃরি র্ন্ত্রণোলটয়ি আওর্োধীন দপ্তি/সংস্থোি সটে ২০১৮-১৯ অথ েবেটিি বোরি েক কর্ েসম্পোদন 

সর্টঝোর্ো স্মোিক স্বোেরির্ হটয়টে।  

 এক নজটি কৃরি র্ন্ত্রণোলটয়ি  APA (২০১৪-১৫ এবং ২০১৮-১৯) 
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