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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-1
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;



ii.  Transfer modern and sustainable agriculture technology developed by the
research organizations for the development of socio-economic conditions of
farmers;

ili.  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
(i) 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
e Administration and Support Services
e Planning and Publications

2) Department of Training
Agronomy
Horticulture
Plant Pathology
Entomology



Soil Science

Genetics and Plant Breeding

Agricultural Extension and Rural Economy
Environment and Agroforestry

e Agricultural Implements and Water Management and
e 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.



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

1% Session  09:00-10:00

2"d Session  10:00-11:00

Tea Break 11:00-11:30

3 Session  11:30-12:30

Lunch and Prayer 12:30-02:30
4™ Session  02:30-03:30
5t Session  03:30-04:30

1.13. Norms to be followed during the training:
e No casual leave is allowed during training period.
e Participants living in the dormitory are advised to follow the norms of the
dormitory.
e The campus area is a “Non Smoking Zone”. Participants are advised to refrain
from smoking inside the Academy.
e Participants are not allowed to enter the dormitory after 11:00pm at night.



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
1% 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.



PART Il

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




Title
Objectives

Learning Outcomes

Module-1

: Personnel management & Service Rules

To teach the participants about personnel management, so
that the participants can conceptualize the issue and apply
it in their own working environments.

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

e  define service;
e  state service rules;
o mention various service rules and regulations;
e  describe Office manner , etiquate and protocol,
e  describe procedure for disciplinary action;
e  discuss Office inspection procedure; and
e  mention Flag rules and National Anthem rules
Reference | Lesson Topic Method
1.11 1 General Condition of Services L&D
1.1.2 2 Recruitment, Training and Promotion Land D
Procedure
1.1.3 3 The Government Servants (Conduct) Land D
Rules, 1979
1.1.4 4 The Government Servants (Discipline Land D
and Appeal) Rules, 2018
115 5 Procedure for Disciplinary action Land D
(Practical) and Grievens Handling
1.1.6 6 The Public Servants (Dismissal on Exercise
conviction) Ordinance, 1985
1.1.7 7 Prescribed Leave Rules,1959 L and D, Excercise
The Public Employees Discipline
118 8 (Punctual Attendance)Ordinance, LandD
1982
1.1.9 9 The Public Servants (Special L and D
Provision)Ordinance,1979
1.1.10 10 Joining time, Travelling Allowances L and D
Rules
1111 11 Manner, Etiquettes and Protocol Land D
Performance Evaluation and Annual ]
1.1.12 12 L and D, Excercise
Confidential Report (ACR) writing
1.1.13 13 Office Inspection L and D
1.1.14 14 Anticorruption Commission Act-2016 Land D
Flag Rules and National Anthem
1.1.15 15

Rules

Land D




Lesson

Title

Target population

Time
Aims

Learning outcomes

Lesson Plan

1

General Condition of Services

MoA.
1 hour

Ref.No.1.1.1

. Officers (Grade 9 and above ) of different organizations under

To teach participants about General Condition of Services, so

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

e realize
servant;

e comply with instruction for Government servant;
e help to build as a efficient worker.

After completion of the session the participants will be able to:
General Condition of Services as a Government

Content Methpds/ Resoprces T_ime
Techniques /Aids (Minute)
Introduction
¢ Ice breaking: greetings
¢ Linkage with previous learnin
/exper?ences P ) Le_cture _and
_ Discussion/
e Pre-assessment: (Q+A) Q+A 6
e Topic: General Condition of Services
¢ Importance: Office norms and values/
Office
e OQutline of content
Development
e General Condition of Services
e Bangladesh service ruless Le_cture gnd
. - Discussion
e Motivation (Energize the group)
) . and Q+A 45
e Precautionary measures in
implementing conduct rules
e Check attention
o Feedback (Q+A)
Conclusion
e Assessment of Los
e Summarize by using Key Words Discussion 9
¢ Motivation (application of learning) and Q+A
e References
e Forward planning
Equipment and Aids : Multimedia, White board, Marker, Pointer, Duster etc.
should be available in the class room.
Behaviour/Performance Condition Criteria




Bangladesh Service Rules (Part 1 Rule 7-34)

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

 Incase of 3 & 4™ 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.



* InaLien 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.
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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:

e Govt. servant will no more in the service if he/she remains absent from the
service with or without leave for consecutive five years.

11



Lesson Plan

Lesson 22 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.

After completion of the session the participants will be able to:
e state ‘Recruitment’ rules for govt. job properly.
e illustrate the applicability of the Rules; and

Learning outcomes

e 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

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

Behaviour/Performance

Condition

Equipment and Aids : Multimedia, White board, Marker, Pointer, Duster etc.
should be available in the class room.

Criteria

12



Lesson Plan

Lesson 03

Title

Target population
MoA.

Time 1 hour

Aims

Ref.No0.1.1.3

The Government servants (conduct) Rules, 1979
Officers (Grade 9 and above ) of different organizations under

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:

e define ‘Public servant’ and ‘family members of Public

servant’;

e name the major conduct rules of Government servant;
e state major conduct rules of Government servant;
e illustrate the applicability of the Rules; and
e describe precautionary measures in implementing conduct rules
Content Methpds/ Resoprces T_ime
Techniques /Aids (Minute)
Introduction
¢ Ice breaking: greetings
¢ Linkage with previous learnin
/exper?ences P ’ Lgcture _and
. Discussion/
e Pre-assessment: (Q+A) Q+A 6
e Topic: Conduct Rules
¢ Importance: Office norms and values/
Office
e Outline of content
Development
e Concept of public servant /conduct rules
o Description of different conduct rules Lecture and
o Application of conduct rules. Discussion
e Motivation (Energize the group) and Q+A 45
e Precautionary measures in implementing
conduct rules
e Check attention
o Feedback (Q+A)
Conclusion
Assessment of Los
Summarize by using Key Words Discussion 9
Motivation (application of learning) and Q+A

References
Forward planning

should be available in the class room.

Behaviour/Performance

Condition

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

Criteria

13
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Lesson Plan

Lesson 4

Title
Target population

Time
Aims

Learning outcomes

MoA.
1 hour/60 minute

discipline and appeal rules,1985” and
so that the participants may aware about the
rules and can apply the rules in appropriate situation.

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.

Ref.No. 1.1.4
: The Government Servants (Discipline and Appeal) Rules,2018

: To teach the participants about ‘“The Government servants

Officers (Grade 9 and above) of different organizations under

After completion of the session the participants will be able to:
name the discipline and appeal rules and dismissal on

References
Forward Planning

Content Met_hc_)ds/ Aids/ T_ime
Techiniques | Resources | (Minute)

Introduction
¢ Ice breaking: greetings
¢ Linkage with prewous learning/experience Lecture and
o Pre-assessment: (Q+A) X .

P Discussion/ 6
e Topic: Discipline and Appeal Rules and Q+A
¢ Importance: Smooth functioning of Office/

Ensure proper administration and management.

e Outline of content
Development
e Description of Rules and Ordinance
o Application of Rules and Ordinance
e Penalty and ground of penalties Lecture and
¢ Investigation procedure of major penalty Discussion/
¢ Investigation procedure of minor penalty Experience 45
o Investigation procedure of subversive activities sharing/
o Appeal and review procedure Q+A
¢ Motivation (Energize the group)
e Check attention (wrong statement)
o Feedback (Q+A)
Conclusion
e Assessment of Los
e Summarize by using key words Le_zcture _and

A . . Discussion, 9
¢ Motivation (application of learning) Q+A

Behaviour/Performance

Condition

Criteria

Equipments and Aids: Multimedia, White board, Marker, Pointer, Duster etc. should be
available in the classroom
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Lesson Plan

Lesson: 5

Title

Aims

Handling

Ref: 1.1.5
: Procedure for Disciplinary action (Practical) and Grievens

: 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 :
e define major and minor penalty;
e state the reasons of major and minor penalty;
e mention steps of investigation procedure for minor/ major

penalties/ subversive activities; and
e prepare an inquiry report.

e 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

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

Behaviour/Performance

Condition

Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc. should
be available in the classroom

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:
e 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/ Resources/ Time
Techniques Aids (Minute)

Introduction
Ice breaking: greetings
Linkage with previous learning Lecture/

lexperiences Discussion/
Pre-assessment: (Q+A) >

Topic: Leave Rules Q+A
Importance:Smooth functioning of
administration

e Qutline of content

Development

o Different types of leave
e Counting working day for leave
e Due benefits during enjoying leave I__ectur_e/
e Condition for sanctioning PRL D'SCUS§'°n/
Exercise/ 45
e Leave statement Q+A
e Motivation (Energize the group)
e Practice/Exercise
e Check attention (wrong statement)
o Feedback (Q+A).
Conclusion:
Assesment of Los
e Summerization by using Key Words Discussion 10
e Motivation(application of learning) Q+A

e References
e Forward planning

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 . 1hour

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:
e Define leave

o list different types of leave;
o explain different types of leave rules;
e calculate different types of leave;
e state the leave statement;
e Condition for sanctioning PRL; and
e discuss benifits during leave period.
Content Methods/ Resources/ Time
Techniques Aids (Minute)
Introduction
e Ice breaking: greetings
e Linkage with previous learning Lecture/
/experiences Discussion/
e Pre-assessment: (Q+A) Q+A 5
e Topic: Leave Rules
e Importance:Smooth functioning of
administration
e QOutline of content
Development
o Different types of leave
e Counting working day for leave
e Due benefits during enjoying leave Dli_sec(fjt:sri%/n /
e Condition for sanctioning PRL X
Exercise/ 45
e Leave statement Q+A
e Motivation (Energize the group)
e Practice/Exercise
e Check attention (wrong statement)
o Feedback (Q+A).
Conclusion:
e Assesment of Los _ _
e Summerization by using Key Words Discussion 10
 Motivation(application of learning) Q+A
e References
e Forward planning

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 -8
Title

Target population:

Time
Aims

Learning outcome :

Lesson Plan

Ref: 1.1.8
The Public Employees Dicipline
Attendence)Ordinance, 1982
Officers(Grade 9 and above) of different organizations under
MoA.
lhour
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.
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,

(Punctual

198.
Content Methods/ | Resources/ Time
Techniques Aids (minute)

Introduction
o Ice breaking: greetings
e Linkage with previous learning Lecture/

lexperiences Discussion/
e Pre-assessment: (Q+A) O+A 6
e Topic: Punctual attendance and Special
¢ Importance: Official discipline/smooth

management.
e Qutline of content
Development
o Penalty for absence from office
e Penalty for repeatation of the offences Lecture/
. Offenpes undc.er"The Pgblic Servants Discussion/

(Special Provision)Ordinance, 1979’ £ . 45
¢ penalties and Investigation procedure xper.lence
e Appeal and review procedure sharing/
o Motivation (Energize the group) Q+A
e Check attention (wrong statement)
o Feedback (Q+A).
Conclusion
e Assesment of Los ) )
e Summerization by using Key Words Discussion/ 9
e Mmotivation (application of learning) Q+A
o References
e Forward planning
Equipments and Aids : Multimedia, White board, Marker, Pointer, Duster etc. should be
available in the class room
Behaviour/Performance Condition Criteria




(IR e (Fafire THifEfe) S, s} (SobR AT 08 TR ALTA))
Dr. Abu Sayed Miah

S1 o KRG FICANIT - 9% Sgyeae A e (e SHfgfe) i), Seby T wfefke
2374 |

Q| G @3 SGRITACH TR SAfaeifY g w1 e -

(Q) T AT IR FAT WL PP FEF TEE G AGIACH NGO FEoNTH
TS G AT Sfig FAFS] A TG4 FATI;

@ o e guetar @ R[fiwm gm ShHhRE [RE
Rty qR1-2(9)ee ews Fel el AFAfS, @ e CFe@ AFATe AP T, ¢7 FoeT
TSR CFCT AR, NSRS A G RS et gasel FHFe! A1 F9rF fored e s,
AT G2 FLATR N FEATHFT Fo! T FHET | (997 AR 8-3¢8-WE/vrd, ©IfFds 23 (¥,
SObS) |

O I AR ST QYT - FNoIar TS oy (I W3 AT [ENE U @@ w4y
TG SIFa *Sleice AR 752 It AFF 71 (T 93 NG FIEF9 23 |

81 fRemufers wite wAEfen o me - (@I (oI SR THeT TEHATHE Jufe Jfocacs
gbre (it A fare w0 wHifEe QA Few efsfee weifgfer oy Te s qafreaa Te
(S FO B |

¢ fREIgers e o o WS - TR bR ST BAIEI AN SR SO TR
ST GO SRET oftel ST, T Gt effs TR 9 e o7 (o Fo FRC |

TR 3 93 TLIA FEF ARTE TR-AN G/ br3-500 T ¢ 58 GITHTF, dobR T T @
IR (oM @ 9 27 O ¢ T2 SR I TECR - (T AT AgeifEe Qfere Afe A
St Gl g6 (ot fHre AR o1 | (K6 TR FE @R 29N WISl AgAgoq e
T Nl 230 | ST R IS A AN G AR 2R Tl e fofeesaa ARt
TR 2NIfe 230e 230F | TASIFTIS FARLWMACE [ROPNT FHEN A7 7T 27 NS Wi FRCS 2 |

Y| ey Tl v - @ b ST [y 2ifew 130, I affs g e Reiy
Toiffoq Ty @3 T 61 TToH Fod PR |

AT ¢ O TG T0F ARFE -2 fG/AaT/r2-309 ST ¢ 58 GITHTF, dSdbR AT WY @
IR e &R 40 27 O © TR SR <6 AR aiee i swew s G ey Sefge
2308 3 NG ANGI3 VT Wi FA1 22(F | ARSI 2IN\G3, T 78 R, #A-fer AfSoT
SIS RS (MR, SEEay GfeTe T, IiE Teors Fiae A azeary 236 =1 |

Q1 SR NG T W - (P N o e faea foew 8 A1 ¢ 1 v i I Wty
G=IfEsara ST, FEF WS e e M JoT (Fo Fo e AR |

b1 SCAwE co (Representation) - 8 A ¢ A b A Q (K AW (@FF GG ([T TS
SO 2T T 28T, AGHET T 0Ly IRFEB {011 FEATH (W6 A[] AL (ST

46



G WM PRce AR @R oneefEFEre T @ IR e Reavar e, o g
SRS ST ALY, JifoeT 7 IR IRCS A& |

51 RS AfSH ST TS AN LT T2 - @3 FGITR Fh (@I 70w “iferss 7S
R TS 2INedT ArEs 230 7

S0 | WSS QST ¥ - G AGACI TH R (I SN T A FE T AT &%
T2l 41 AR A |

T 3 O3 LA FE ARE TR-ANfG/[AGA/br3-500 B ¢ 98 GITHRA, dob] «F TN @
TR e ST 41 = (@RI R JE1 R

S1 oo TR ARFeT NS THAfEfe Wi-e wara w3 Seeifire w3t T Fa e Q4w
SR ST P G2 T ST FACT | AT o107 ToifFfs a1 saanne srgeifgfs ar s&iqwfs
ST AP SN (L G TLGIACHT AT TS QAICT GIATCT FETHCE SAIY FHO! (AT JCACR |
QT T3S LB AR Yol ST AfGTY FAFS!, FAGRMI NPT TRwe T Mi-e FacT e
SIS Sgeif3ied & JfEreeid Wil e |

31 e A S SNieRity SR R (9) AR RGNS FEATHF FAS! AR &
FAS! Y FAFS! [@Rel SR | FFeE W fofare [ifeg  @da Fies/amRima o=y @=ifes
TS S FAFO] Tael T4 AT |

O | TOF NPT AMRFOI S SFToF G @*ifs @GBIT THelT ™o Fhre 2301 | @G i aa
T I @ ST Tyt FRCS AR | TE @ABIT FHFSI/FERIT A, ST SITa ST, SfeoT
IR T, Q3R ST SIS N ferfoiam Fce 234 |

8 | B TR W [T 23r e wg 9 57T AWM FCe 20F | T FAbE! fofced [KeT fee
TSIl R20 OIRICF (o e 220® Meed WY Fed T ot frce =303 e Foaeam s e
SRFET (2 IRCS 22CA | T 6T (o7 e 2800 neod 0 e 7 SR Wl ST Fe 75
T T SR |

¢ | IR b A KT AW fofere eqifTg Ot (@3e ATFR 7%e A9, die o «3e
e i +419 etaiee 231 |

47



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 : lhour

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:
e explain different types of offences and investigation procedure;
and

e describe different types of offences and penalties under ‘The
Public Servants (Special Provision)Ordinance, 1979’
Content Methods/ | Resources/ Time

Techniques Aids (minute)

Introduction
o Ice breaking: greetings

¢ Linkage with previous learning Lecture/
/experiences Discussion/
e Pre-assessment; (Q+A) O+A 6

e Topic: Public Servants Special Provision
¢ Importance: Official discipline/smooth
management.
Outline of content
Development
e Offences under ‘The Public Servants Lecture/
(Special Provision)Ordinance, 1979’

¢ penalties and Investigation procedure D'SCU‘?S'O”/

e Appeal and review procedure Experience 45
e Motivation (Energize the group) sharing/

e Check attention (wrong statement) Q+A

o Feedback (Q+A).

Conclusion

e Assesment of Los ) )

e Summerization by using Key Words Discussion/ 9
e Mmotivation (application of learning) Q+A

o References

e Forward planning

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: 5
Title :
Target population:

MoA.
Time lhour
Aims

Learning outcomes:

Ref : 1.1.11

Office manner , etiquette & Protocol
Officers (Grade 9 and above) of different organizations under

To discuss about office manner , etiquette & protocol so that the
participants can maintain and express appropriate behavior in
their respective working place.

e define etiquette and manner;
e distinguish between etiquette and manner; and

e explain dress code, table manner, telephone manner, washroom

At the end of the session the participants will be able to:

manner, manner toward women and meeting manner etc.

e mention Protocol

References
Forward planning

Content Methods/ Aids/ Time
Techniques | Resources | (Minutes)
Introduction
o Ice breaking: greetings
¢ Linkage with previous learning
lexperiences Lecture/
e Pre-assessment: (Q+A) Discussion/ 6
e Manner and etiquette Q+A
o Importance: identify civilization of a
person
o Outline of content
Development
o Different types of manner
o Difference between Manner and
etiquette
o lllutration of different types of Lecture/
manner Discussion/ 45
e Motivation (Energize the group) Q+A
e Maintain various types of codes in
and outside Office
e Check attention (wrong statement)
o Feedback (Q+A).
Conclusion
o Assesment of Los
Summerize by using Key Words Discussion/ 9
Mmotivation (application of learning) Q+A

Behaviour/Performance

Condition

Equipments and Aids: Multimedia, White board, Marker, Pointer, Duster etc. should be
available in the classroom

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.
IT) A person’s outward being or way of behaving towards others

Manner reflects ones

Family background
Education

Home Environment
Common sense

Moreover Human quality.
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Etiquette:

« The customary code of polite behavior in a society or among members of a
particular profession of group.
Manner

e Dress code

¢ Manners in table

« Telephone manners

¢ Manners in washroom

e Manners in 52ffice52

¢ Manners towards women
« Manners in meeting
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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.

NGB
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Lesson-12
Title
Target population

Time

AiIms

Learning outcome

Lesson plan
Ref: 1.1.12
Performance Appraisal and ACR writting
Officers(Grade 9 or above) of of different organizations
under MoA
1hours

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.

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/ Aids/ Time
Methods Resources | (Minute)

Introduction
o Ice breaking: greetings
/experiences

e Pre-assessment: (Q+A)
e Topic: ACR writing

ACR appropriately
e QOutline of content

e Linkage with previous learning Lecture/

e Importance: Fill up ACR form andgive

Discussion/ 5 min.
Q+A

Developments

Filling up Procedure
Authorities

Practice/Exercise

Feedback (Q+A)

Familiar with ACR form
Different parts of ACR
Common mistakes in ACR writing

Motivation (Energize the group)
Check attention (wrong statement)

of ACR Lecture/
Discussion/ 45 min.

Exercise/
Q+A

Conclusion
Assesment of LOs

References
Forward planning

Summerization by using Key Words 10 min
Motivation( application of learning) Q+A

Discussion/

Behaviour/Performance

Equipments and Aids: Multimedia, White board, Marker, Pointer, Duster etc. should be
available in the class room.

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 (RI1O)
Counter Singing Officer (CSO)
Officer’s Service Record (OSR)

ocoo0o0oo

What is ACR:

O 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

O Customarily one year, but can be for the part of the year
Q Itis printed in the Bangladesh Form No 290 D, 1990;
O Itisapart 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:

O Active Dossier: Evaluation will be done on the basis of Active Dossier
U 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

o0 Ooo0oOdo

Limitation of ACR System:

O Can be biased

O Faulty/Lengthy Form

U Manipulation/influence/tempering
O Limited use/No use
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U Preservation system is not scientific
O 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

e Usually once in a calendar year

®* ORU isto serve at least 3 month under any RI0O for getting an ACR

* No specific time to serve under CSO but to serve under him or her for that period

Part ACR:

® |n a same calendar year if any ORU serves under more than one RIO in one or

more station

e Minimum three month or more under one RIO in any station

e Part ACR can be submitted at any time of the year

Special ACR:

e Special instruction from the competent authority is a must

No bar on calendar year

year

No bar on calendar year

year

Time frame for submission of ACR:

e For ORU: ACR must be submitted by 31

Working period must be at least 3 months under one RIO; no bar for calendar

Special instruction from the competent authority is a must

Working period must be at least 3 months under one RIO; no bar for calendar

January every year

e For RIO: After proper initiation it must be sent to the CSO by 28™ February

every year

e For CSO: After proper counter signing ACR must be sent to the dossier keeping

authority by 31 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 1% 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 intime of  deputation

ORU must submit ACRtothe RIObya  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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e Generally direct supervising officer will be the RIO and next supervisor will be
the CSO if otherwise not declared by the appropriate authority prior.

e ACR should be signed and sealed properly with ID/code number of
ORU/RIO/CSO respectably

e The Secretary of the Ministry does not require to submit ACR, but a health report
only.

e ACR must be Submitted with medical report & date

e 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:

e Health report is a must for an ACR

e In case of part ACR; health report for the first part may not be inserted but last
part of the year is a must

e 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
¢ |t should be consistent with the marks given

e Fifth part (graph) can not be kept unfilled

e Explanation for late submission in every stage is needed

Instructions when RIO/CSO is not available:

e |f 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

e |f 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

e |f both RIO&CSO is not available then ACR is waved but need to inform the
authority

Instructions for privileged staff:

e ACR of the privileged staff ( PS, PO, PA etc) need not be countersigned
e 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

CSO/RIO to give his/her reply within 30 days

Decision of the Ministry/Competent Authority of Expunge/Confirmation

on adverse comment will be final

o ks

Exercise:

5t 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

5™ 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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Title :
Target population:
Time :
Aims

Learning outcome:

Lesson 13

Office inspection Ref: 1.1.13
Officers(Grade9 & above)of different organizations under MoA
1hour

Todiscuss with the participants about ‘Office Inspection’, SO
thattheycan apply their acquired knowledge when visiting a
subordinate office.

After completion of the session the participants will be able to:
define ‘Office Inspection’;

explain the objectives of Inspection;

e list the points to be considered during Inspection;
e design the Inspection report; and

e discuss positive effect of Inspection.

Content Methods/ Resources Time
Techniques /Aids (Minute)

Introduction
¢ Ice breaking: greetings
e Linkage with previous learning

/experiences Lecture/
e Pre-assessment: (Q+A) Discussion/
e Topic: Office Inspection Q+A 6
¢ Importance: Speed up activities/

Smooth functioning of administration

and management.
e Qutline of content .
Development
e Objectives of inspection
¢ Points to be considered during

inspection
¢ Precondition of Inspection Lecture/
o Positive effect of Inspection . . 45
¢ Inspection report Discussion/

. Group work/

o Features of Inspection report Q+A
¢ Motivation (Energize the group)
e Check attention (wrong statement)
o Feedback (Q+A).
Conclusion
e Assesment of Los
e Summerization using Key Words Lecture/ 9
¢ Motivation (application of learning) Discussion/
e References Q+A
e Forward planning
Equipments and Aids : Multimedia, White board, marker, pointer, duster etc.
should be available
Behaviour/Performance Condition Criteria




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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* ltiselaborate

* Itis crucial examination and evaluation of work done and current work
* Itis the examination of standard or work and success

« Examination of whole things and aspects

* ltisinstant

* ltisshort

» Itisageneral inquiry about current works

* Itisto 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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Title
Objective

Learning Outcomes

Module 2

File and Record Management

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.

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: Lecture and
docketing, filing, Referencing, Discussion &
Flagging and Digital File Numbering, Exercise
Guard file
1.2.17 2 Management of different types of | Lecture and

registers: Index, Movement, | Discussion
Dispatch,  Receive, Stock and
Condemn Register, Peonbook, Leave
Registar
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Lesson:16
Title

Target population:

Time
Aims

Learning outcomes:

Lesson plan

Ref: 1.2.16

Office management procedure: docketing, filing, Referencing
and Flagging

Officers (Grade9 and above) of different organizations under
MoA.

1 hour

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.

After completion of the lession the participants will be able to:
define and explain filing, docketing, referencing and flagging;

e define draft and describe the features of a draft;
o list essential parts and materials required for a file;
e describe the procedure of digital file numbering ;
e describe the Procedure before submitting file to higher authority;
and
e explain draft preparation procedure.
Content Technique | Resources/ Time
s/Methods Aids (Minute)
Introduction
Ice breaking: greetings
Linkage with previous learning /experiences I__ectur_e/
Discussion/

Outline of content

Pre-assessment: (Q+A) 6
Topic: Office management procedure...
Importance: Smooth functioning of Office

Q+A

Development

file

o Definition of Fileand materials required for a

o Essential parts of a file& file management
e Procedure for diaring and disposal of paper
e Opening of a new file and recording/ indexing

of file Lecture/
o Digital File numbering Discussion/ 45
o Drafting, feature of a draft&preparing a draft Q+A
o Procedure before submitting a file to higher
authority
e Docketing , Referencing, Flagging
o Motivation (Energize the group)
o Check attention (wrong statement)
o Feedback (Q+A)
Conclusion
e Assesment of LOs
e Summerization by using Key Words Discussion/ 9
e Mmotivation (application of learning) Q+A
o References
e Forward planning

available

Equipments and Aids : Multimedia, White board, marker, pointer, duster etc. should be

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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() 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.

 ldentical 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;

) 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. and date of From whom Brief Date of Record of | Remarks
no receipt received Subject File final movement
No. | disposal

No Date

Opening of files
No files will be opened unnecessarily. A new file may be opened:

i.  onthe 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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Audit of the accounts of the Dhaka District | Audit
Council

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.AS.

= 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

¢) annual indexing & printing of files

D00 0D
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Registration of letters and procedure of disposal

O According to Secretariat Instructions,2014:schedule 29-39

U Taking necessary actions with proper consideration

U Review the received letters and make a priority list

O 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.

o000

Procedure of disposal: schedule-35-38

O Files of other ministry/division should be in registrar
Q Prior file related letters

O Routine papers/periodicals

O 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

o000 0

Opening new file: schedule40-54

U Using catch words and number as per requirement
U Registrar-notification
U 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)

1%t January-31° December is the chronology of file numbers

o000 00O
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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 : lhour

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:
e list different types of registers; and
describe different types of register and their maintenance
procedure .

Content Methods | Aids/ Resources | Timing

Introduction 5

e Ice breaking: greetings

e Linkage with previous learning
/experiences

e Pre-assessment: (Q+A)

e Topic: Management of different types
of registers

e Importance: Smooth functioning of
Office

e QOutline of content

Development

1. Different types of register L&D Multimedia, 45

2. Maintenance of different types PowerPoint,

of registers White board
Conclusion White board 10

Assesment of LOs

Summerization by using Key Words
Mmotivation (application of learning)
References

Forward planning

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
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Title
objectives

Learning Outcomes :

Module-3
e-Filing

: 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

e define e-filing
create the file;

e prepare draft;

e forward the letter

At the end of the session the participants will be able to:

Reference | Lesson Topic Method

1.3.18 1 Identification of e-file system, system Lecture and
login and profile management, ideas on Discussion &
citizen corn, postal upload (citizen / Exercise
official), post forwarding, postal tracking,
postal mail, postal resolution;

1.3.19 2 Create documents on documents (create | Lecture and
document type, create documents, edit Discussion &
document and edit previously created Exercise
documents) Submit in postal document,
write paragraph, send to the next
recipient, view the documents sent;

1.3.20 3 Decide in the document, postalize, | Lecture and
documented call; Discussion &

Exercise

1.3.21 4 Preparation of draft letter on e-file Lecture and
(document) system, issue of letter, letter Discussion &
editing and lettering, disposal of Exercise
documents;

1.3.22 5 Procedure for attachments of different types | Lecture and
(prior letter, law and order rules etc) draft in | Discussion &
notesheet 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:
o .
Content Methods/ Resource Time
Techniques s/ Aids (Minute)
Introduction
e Ice breaking (greetings)
e Linkage with previous
learning/experience Lecture/
e Pre-assessment (Q+A) . . 6
. - Discussion
e Topic: e-Filling
Q+A
e Importance: faster and smooth
functioning of office activities.
e Qutline of the content
Development
¢ Introducing the e-Filing
e Log in the system of e-filing
e Profile management Lecture,
e preparation of draft Exercise/
e Concept of public corner Practice/ 45
e Motivation (energize the group) Demonstration
o Practice/Exercise on e-Filling Q+A
e Check attention (making wrong
statement)
o Feedback (Q+A)
Conclusion
e Assessment of LOs
e Summarization by using KWs Discussion, 9
¢ Motivation (application of learning) Q+A
e References
e Forward planning

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. N0.1.3.19

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 :  Atthe end of the session the participants will be able to:
e upload the post;
e track the application;
e print the receipt;
e preserve, forward,track the post; and

e observe and finish the post.

Content Methods/ | Resources | Time (Minute)
Technigques / Aids

Introduction

o |Ice breaking (greetings)

Linkage with previous learning/experience
Pre-assessment (Q+A) Lecture/
Topic: e-Filling Discussion
Importance: faster and smooth functioning Q+A
of  office activities.
¢ Outline of the content

Development

¢ Uploading the post (official and Public)

o The system of application tracking

e Receipt printing, register book and
preservation the post

e Forwarding the post

e Tracking the post

e Observing and finishing the post

o Motivation (energize the group)

o Practice/Exercise on e-Filling

e Check attention (making wrong statement)

o Feedback (Q+A)

Lecture,

Exercise/

Practice/
Demonstrati
on Q+A

45

Conclusion

e Assessment of LOs
e Summarization by using KWs Discussion,
e Motivation (application of learning) Q+A

o References

e Forward planning

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-20
Title
Target Population

Duration

Aims

Lesson plan

Ref. N0.1.3.20
e-Filing : Preparation of file
Officers of different organization under MoA.
60 minutes
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 :  Atthe end of the session the participants will be able to:
e Apply their know to prepare file by e-Filing;
e put the post in file;
e write note;
e  present the note; and
e  give the different attachment in note sheet;
Content Methods/ Resources | Time
Techniques / Aids (Minute)
Introduction
o |Ice breaking (greetings)
o Linkage with previous learning/experience
o Pre-assessment (Q+A) Lecture/
e Topic: e-Filling Discussion 6
e Importance: faster and smooth functioning Q+A

of
office activities.

Outline of the content

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/ 45

Demonstration
Q+A

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 :  Atthe end of the session the participants will be able to:

e Develop their knowledge on file management;
[

Content Methods/ Resources Time
Technigques / Aids (Minute)
Introduction
o Ice breaking (greetings)
o Linkage with previous learning/experience
o Pre-assessment (Q+A) Lecture/
o . . 6
e Topic: e-Filling Discussion
o Importance: faster and smooth functioning of Q+A
office activities.
e Outline of the content
Development
e Observing the sending file.
¢ Making decision on file and sending the
respectl\{e person Letter uploading Lecture,

e Preparation of draft. .

.. Exercise/
¢ Editing on draft. . 45
¢ Finishing and sending the letter. PraCt'CE/.

. . - Demonstration

e Practice/Exercise on e-Filling
o Practice/Exercise on e-Filling Q+A
o Motivation (energize the group)
e Check attention (making wrong statement)
o Feedback (Q+A)
Conclusion
o Assessment of LOs
e Summarization by using KWs Discussion, 9
e Motivation (application of learning) Q+A
o References
e Forward planning

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. N0.1.3.22
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:

e be conscious about the process of different types file
attachment on notesheet;
[ ]

Content Methods/ Resources Time
Techniques [ Aids (Minute)
Introduction
o |Ice breaking (greetings)
o Linkage with previous learning/experience
e Pre-assessment (Q+A) Lecture/
. - . . 6
e Topic: e-Filling Discussion
¢ Importance: faster and smooth functioning of Q+A
office activities.
¢ Outline of the content
Development
e Observing the sending file.
¢ Making decision on file and sending the
respectl\{e person Letter uploading Lecture,

o Preparation of draft. .

A Exercise/
¢ Editing on draft. Practice/ 45
¢ Finishing and sending the letter. i
e Practice/Exercise on e-Filling Demonstration
o Practice/Exercise on e-Filling Q+A
¢ Motivation (energize the group)
e Check attention (making wrong statement)
o Feedback (Q+A)
Conclusion
e Assessment of LOs
e Summarization by using KWs Discussion, 9
¢ Motivation (application of learning) Q+A
o References
e Forward planning

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:
e write down and maintain Office correspondence to and from all concerned;
e describe the procedure of conducting meeting;
e conduct meeting, seminar, symposium etc. in communicating information to all
concerned; and
e explain note and summary writing procedure.
e ascertain Role and Responsibility of DDOs

Reference Lession Topic Method

7.4.23 1 Land E
Office Correspondence: Forms of writen

communication (Official letters, DO and Office

memorandum)

7.4.24 2 Conduct Meeting, Prepare notice, working | L and D
paper and minutes

7.4.25 3 Writing note,Draft and summary, Report | Land D
writing

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/ Aids/ Time
Methods Resources | (Minute)

Introduction

Ice breaking: greetings
Linkage with previous learning
/experiences

Pre-assessment: (Q+A) I__ectur_e/

. . Discussion/
Topic: F_orms of written Q+A
communication
Importance:Maintain official
communication
.Outline of content

Development

Types of communication
General components of different
types of letter

Individual form of different types Lecture/
of letters Discussion/
Motivation (Energize the group) Q+A
Check attention (wrong
statement)

Feedback (Q+A)

45

Conclusion

Assesment of LOs
Summerization by using Key
Words . .

— . Discussion/ 9
Mmotivation (application of Q+A
learning)
References
Forward planning

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

AiREE Q@
e Q@ & 2

ARTECE ©Ifw St Ao © [fSwg 1 e [T @t 76 =7 @3 o] [y 3 we [&fawg ar
AT IW GF SRR MY ANTE WET ] OICF WSRE @ o0 =7 |

Jfeq eI T 8

Q e AT I SAA-SCHGAR AL
Q GeeeEa g

O G a9 FCHS MG

Q 3-E2e/2BRE0 N

Q =@ eTteR e

Aqifng gwcen (Forms of Written Communication)
HAOAETR AT, Jo0b-9F fTi Swo ST fifie @R fRaffe @@ 71 @ IF oF i 203

)
Q)
Q)
S
(®)
®)
®
(=)
S
(%)
®

sar <@ (Official Letter)

et =7 (Office Memorandum)

e wiea=r (Office Order)

sf=i@ (Circular)

Sr1-T=IR/B AP @ (Demi-official Letter)
SR @6 (Un-official Note)

e+ temel/=prEa(Copy Ciculated/Endorsement)
geao (Notification

e @wiE (Resolutation)

@ T3/ (76 (Press Communique/Press Note)
T, 8-Twed, &3 ¢ AgF R et (Fax, E-mail, GEP and Cypher Message)

s <@ (Official Letter) s

208

I (3) (@2 G TRSIEE Voo I SR Wi F41 230008 Il JAT OfF ¥ THIES

e ferfie 233MTr T =BT Srard F41 28R | JAN (FI6, TSI FH S, FISE! IFPTR IR
Ife e s wgpive Tt RET 8 ST WNET & RSN G (IR T K | AIE 0T @
@ ARPALRE T AT TgeTEd [E9 SR T «3 g IR FT AI0O MF | 3
TRIIRR ey w@oery/ fetrres W Aa RIIEe (F@ I9%e 3@ 1 | A (F0Q I 8 NG
7 AT FRCe 22 |

()

(@) oTeErear AECTH TP IR NFAE/ROT T 7@ R

(¥) oq 7T 8 Sifere;

(@) R AN 8 AT (7R S, i eraree =)

() f=@

(G) R Clewy BfF (SIR/IEvE; (@EREr ARSI (@R (g A Sw/aEm)
(®) AET Y IS47;

(&) ol Sf® (Subscription);

98



@) (@ GRS TR W, W, AR T (3 A1), v @ 3-tw3e e |
(©) RS FAFSINER T (2lfTe Aqig wFre SuR/AEmR FEET @32 (KT AN GFE A5
ciew-efe Sfafke aifem) e ateer a gfeela T @ffe saffr wwre fog
AR/ RS qq TR (T A/ SEe. [ ehewr-Sfe Sfafie Aifd |
(R @ BT G TAT S35 PR (@ IA-Su-9 73))

e =ss (Office Memorandum)s

NOC | (Y) TTHRTS NLGTT AP T30 GO AT WF AE 27 ffiee 230 | qegrers fgfafis
CR(Q S S 9% 230 ¢-

fifog wEaER/fRetem T «q [,

IR ST AT TR G (I O AYS N, N S17/FG 7, 19T IR, el 8 St
FAFST AR FIFIER NATZ ST FHF 6 (2Fel; @

W1, IR ey Sitamasia eyifng Ted wie |

(x) S RS 9 2FEd oy (in the third person) ke 2303 @3k 22Te (@6 ST A,
T, +ifafofe T (FW ATE), AW 8 Z-WIT TR TOre (TN TEE I TANE CNEy Sf e A |
PR fy I AW ¢ wmr ffkee 28w eI fies ift 23rete IRAR T G3HA RS
RO@eT *% I9%e 22 (A WEF FR-AT T 320 PR (FGa-39-9 FB)) | 93 WA [oqd
S I FIRICT A Fl I GR WISI0d FIRICT WIS T4 22T OIF] FLFOI0T ST FCo 2204 |

(o)  efogife mse  AqETe (@ GfFe 4@ SITFATe (@ g Afefire 280 G AT
wifa R 22 | O T FRALA Wi 20T VIS IR & (I WZA ¢ ffeore wfberor 2 e
ST AT T Tifage Wi @92 799 ¢ Oifare efegiore Sfire 23091 GR0F@ WG/ oI ¢
A @32 AR @R TP @WREBET TR /A9 efegifre 23amg T W witgere Fiwst
S S |

ST A SR

faaIT

P TN 8 O

e (73 7w )

A T ISY

(BT A, W, 2MA 8 Gl o=

2R AN, W4T 8 I (92 Seer 3 e =) |

w2 wia=t (Office Order) :

oY | SIFER SPRA fTAIRE Telo/, Sefe@ie AR 8 TH-(oI&e FxoReed e, Jmgfe, gt
Tyl Reifere afia &y SRt Somd e Fh 30T | W W0 T SRS B (@O Sbr-d
789 |

99



sifgo@ (Circular) :

yq | GIIfeE e I Fied T 9 T FRAIT e 280 AReE AFE S FR0e 2806@ |1 0Fq
fRTaTe erarem SIER SR A 3> S F4 ARCS A | ARAET T 322 PR (@FGID-35-9
R |

- A Sorpife g (Demi-official Letter)s

dob | (3) (I AT Lrota e AT S AT DS 220 TR FAFS 0T M 4G
RITIEE R S-S Aq IR I 280K | 2 5@ FHFOR JIF ATCE (FT TRCS AT |

Q) 9T 4@ T FAFOR AW SrAveEE IFF 16 (4 B 1 3 e fAm L T @) e
TER/TERVT ... > TR T JFF «dane (in the first person singular) &ifite 23 W3z 3@

T ARBHFSIE WH/IFGOR AR CIETIHF 6 AR | e FAe! 938 Ammprg I
Ff (junior) 23 2 ......5 () 3R I @lroF FHFST AT 21q (2R € A GFIf4F Twoed A
T, O T30 o SIR/ferm IRmEn EINe GRR FRCS 23 | T AW AT FAFET A (@I A
&7 31 Srelfts TH AT 2 ©IRl 230 AT TRWIs SAGqW TT FIACS 2309 | A (@[T W @ AR
T AN B A Fa TS AR | (2T GRTEE 799 ¢ 3-mee S 9_R #ita Srge Ifare
R | SRR~ T SO IR (FHG-20-9 FE |

Y- AT SIS AET ST 8
PRI (RIS #11Ce)

A 71q e @ wifdd
Oy &% (ferr T, TR, =)

A T TS

R e (VRS )

(2P A, OIfY 8
2o AN, Awar @ o |

SR @5 (Unofficial Note) ¢

305 | NFARR/RSPPNR @9 IS MEPIRT N AT ¢ ToIe 7T IR Ngeler/ e
Jer@dr @R (Fa TNIfe @ I35 28@ | 37 AR qfice Ffar erd sfice 22 |
T RZCST GZHA TH (15 R RTINS (&7 Tl IS AT |

S ceel/=prEe (Copy Circulated/Endorsement) ¢

380 | T FIF AW@H WG T A RGNS Sd 70 (@ FRre =W, O SRefeq
TT/ERAIS 8 QTSR ARF AR T S aifae 23e el oo wfre 2309 |

g (Notification) :

100



3851 ©Eq (Act), wiwrita= (Ordinance), &f (Rulels), afe«s (Regulations), sica=r (Order),
(BT TSI e siea=!, 2fo @ awelt e sy i, @3efer A= (orers aeaifre
T TG, G127 2 A e F41 280@ | @A T 53¢ B (@G 23-9 FB |

e @@ (Resolutation) :

383 | TR NS TEFw sy KA wrwiaa rareomz e, 3G 1o 31 sve Firew et
R G2 PG A ST e Aforama a1 AR T IETAH ICSs APl Caraelt
IR &y 320 IR T 2R | T IAY T 9T WIS T30S 23 |

@ TXeIRF/@eAs (Press Communique/Press Note):

89| TA AT (P FTaI~G &5 BRI e T O (e TSI FHFS! FEF (27 THORIA
I (@D T T 22 |1 TR Mo ooy wigmed (Press Information Department) -« sifRe
R 2ES @ TR AL S F4T 2234 |

7, -3, foRf @ AgwR et (Fax, E-mail, GEP and Cypher Message):

3881 (d) TGN CF@ I, T-TNRA @ TR (oqel a1 R | T (@R TR JoT( SoAwoerd
0 Tt (2fie 22@ | W IS[ AT AP T FA G FLFIGA & SNfro ACe 220 | 324
Ao fafs srefa Jferm oy S ie T AT FNF SR IRGT g2 IRET | 93 ASF T
TG Sy 8 329 PR (TG 0F 8 20%-9 FET |

(R) T (I AT AIEFIE (2 T R30I O FIOIRSF IET @ TLAGITS S 4Gl Ab® 2307 |
@® Fe Afiwed (Cypher Department) F€F SENITe FegR AT AZFR AS[ofer (@7 IRice
R | (&AfTS AT MBFIR A CFC FAG THCATH TGP SfF® @ETAGe, T @ HRAT
YA TGS AT ToFOI AR #NeT TS 230 | ARTR-« AT (@ (A @ AEIAFS
famifce? e ifTe 2307; SR

O W3l Mgsios SRR AR U2 (12 SEE AT SR FoEie FHre TNER
QTAET; A2
Q e IR2E T Qe Farerer Fg 28T SE AE |

101



@G- 50
SYeleeTe T IR T

o@ T /oe- 3 /Rfa -8 /02- oI 8 01®w, 1414
SY 9B, 00k

/TR,

T fmw 8 r@d IS NS eIt e @,

oIq ALY wifed ¢

SIS @ STAGHI (LTS (FTR) AT AR Ty S~ (2= F4T 23 8
S Sgelfers /o |
oy

102



(@FT7@-59

oS @ T FIF
EERIGKIITIC) ) ——
[ AT - Sifqe 8
s R
b I 1L I YU S ——
o e vfeas dfe s e e e Sl AR @, oo
3 s ey /At S —
----------------- -- S, | L TG R
SETY AL |
B o - R —
) -
Afifbfe 2 (IM ACF)------
E LT —
30—
IRISERIH
e ¢
[ 7L - wifae 8
vy Sererd/ereied ¢
B o -
|
E LT —
TG-S
LTSRN IS TSI
EECIGRVICIC ) I—
AG -/ el- 5 R« BR-38 /0r- wifae 8
ST ST
_________________ — o _— -
o e e e e e e |
1
I oo
R L0 R —
32—

103



@ I

\9]%.?18

RIS 8 ATAGI (LTS CFCD) JIZT SR Gy Safert=l (eel Tt 28 8

S e |
2 e |
(RGN

JefeETe@! IETIAN FF

RS AT /ol - 5 [RAFAaBR-38 /o 2-

oG

M e

wifae g

2| —

-

O | L —— - ---

B |  mmmmmmmmmmmemmmmeemmeeceee e
K]l U
1 -
AR MR -
L
e —

[ESERR

S| e |

Sy e |

O | e |

104



(&FIed-0

105

(SIfeforae “mre)
R T [ o —
R —
[ (P —
T [ ——
18,8, T/Ti1g @ TeAT-T/ae- 5 /Rfrafbii-38/03- wifere 8
faﬂ— ________ /Wm9
(T T 1%1‘?5{)
B R TG S [ S S e — --
3| B A ] ) A — e — S
(3BTRS
(T=C fore)
IYRFOIE WA/ IS AT
(ArFRSFIRG )
R [ R —
R ——
L5 ) —



(@G-

(T2

TS @! JIETA TP

g TRt

106




A AL L5 ——

St T SRS @ ARSI 1T AR T (@[ Al 23T 3

S - |
Ny - |
oI To-fmEs, AT TSI e, Jqe, GRS, T 8 AFH! e, (Seine, GIF,
JIETICA=! (ANTSE ST AL |
(FCAG-9F
eSS IR FTPIT
RERIGKIITIS) | p—
I ST - S — ] 1555
@7 8 A (IT oF9)
ST
AT 3 W S — (=15 =)
- [ —
LS
7 (3 A1) e -
T,
(IS B BRI ———— R —— - --
----------- |
BOR[(™S--
S s,
) < S —
CEFOIPIAN AT —-mmmmmmmmmmemem
30 R ——
[ —

S e —
Q| e —-- |

107



Lesson-24
Title

Target population

Time
Aims

Learning outcome

Lesson plan

Ref: 1.4.24
Conduct meeting, Prepare notice, Working Paper and
Minutes
Class-1 officers of different organizations under MoA
1 hour
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.
After completion of the session the participants will be
able to:

¢ define the meeting, working paper and minutes ;
e explain working paper and minutes writing procedure;
e distinguish between working paper and minutes; and
e discuss the precaution of writing minutes.
Content Techniques/ | Resources/ Time
Methods Aids (Minute)
Introduction
o Ice breaking: greetings
e Linkage with previous learning
lexperiences
. Prel?assessment: (Q+A) I__ectur.e/ 6
o ) Discussion/
e Topic: Conduct meeting....... 0+A
¢ Importance: Smooth functioning of
organization.
e Outline of content
Developments
e Elements of conduction of a
meeting
e Fixation of agenda of a meeting
e Working paper preparation
e Types of minutes and parts of Lecture/
minutes Discussion/ 45
e Conduction of meeting Q+A
e Procedure and precaution of writing
minutes
¢ Motivation (Energize the group)
e Check attention (wrong statement)
o Feedback (Q+A)
Conclusion
o Assesment of LOs
e Summerization by using Key Words Discussion/ 9
e Motivation (application of learning) Q+A
o References
e Forward planning
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.

9) Resolution

1) 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.

Q) 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.

9) Matters on which decisions required.

h) Helps to take quick decision on the issues by supplying relevant data/information
etc.

)] Alternative ways and means/way outs /suggestion.
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)] 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.

Acrticulate the essential decision and synthesis.

Do not use meaningless, irrelevant, words/phrases and sentences.

vvyvvyvyyY

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
the last page.

vVvVvyYyYyvyy

S

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-25
Title
Target population

Time
Aims

Learning outcomes

Lesson plan

Ref: 1.4.25
Writing note and Summary
Officers (Grade 9 and above) of different organizations
under MoA
lhour
To discuss about note and summary writing procedure,
so that the participants can perform these activities in
proper way at their espective workplaces.
After completion of the lession the participants will be
able to:

e  define note and summary;
e  explain writing procedure and importance of note and
summary;
e list the materials required for noting;
e  illustrate the tiers of noting;
e  explain the necessity of writing summary; and
e  describe note and summary writing procedure.
Content Techniques | Resources/ Time
/Methods Aids (Minute)
Introduction 6
o Ic_e breakln_g. greet_mgs _ Lecture/
o Linkage with previous learning
Jexperiences Discussion/
e Pre-assessment: (Q+A)
e Topic:Writing note and summary Q+A
e Importance: Proper communication
e Qutline of content
Development 45
. I\_/Iaterlals r_equwed for noting and Lecture/
tiers of noting
e Necessity of writing summary Discussion/
e Note and summary wtitting Q+A
procedure
e Motivation (Energize the group)
e Precautions in writing summary and
notes.
e Check attention (wrong statement)
o Feedback (Q+A)
Conclusion 9
e Assesment of LOs Discussion/
e Summerization by using Key Words
e Mmotivation(application of learning) Q+A
o References
e Forward planning
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 1/5"of the
breadth of paper.

Materials required

Note sheet

Pen

Pencil

Flag

Eraser

Case/ PUC/ Correspondence (Letter)

oooooog

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:
O Disposable by Section Officer
U Paper is self-explanatory: Incases where only a perusal of the paper
under consideration is sufficient to enable a higher authority to take
decision.
O Only Suggestion for action

Content:
Formal note if the matter is-

O 1t 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 (17"x13") 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.

o000 O00o0dodoooo O
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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:

O 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;

O Page numbers will be entered prominently and consecutively on all pages of

correspondence enough to the right top corner of each page.

O All previous papers (including recorded collections) put up with a case will be

chronologically arranged, the oldest being at the bottom of the file;

O 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;

O 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.

O 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.

O 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.

O All executive actions of the government will be taken in the name of the President.

oo

ooo

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.

L

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
a

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:

Q

a
a
a

(M

oo

o oOoood

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?

U As per Secretariat Instructions,2014 —no0.115-116 :

U 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:

O A-3size green paper, specific file cover with monogram

O Proper reference of concerned rules/regulations/order

O Summary for cabinet committee should follow the instruction of Rules of
Business,1996, rule-19

U000

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 Il to the
Rules of Business-1996 shall be submitted to the President.

(i) 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.

(i7) Periodical reports and other papers as indicated in Schedule VIl 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.

(if)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

(Fproposals 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.

(xiit)Any other cases which the President may request the Prime Minister to refer to
the Cabinet.

117



Lesson-26
Title
Target population

Time
Aims

Learning outcomes

Lesson plan

Ref:1.4.26
Role and Responsibility of DDOs
Officers (Grade 9 and above) of different organizations
under MoA.
1hour
To teach participants about Role and Responsibility of
DDOs, so that they can maintain financial activities of
office management efficiently.
After completion of the session the participants will be

able to:

e  describe Role and Responsibility of DDOs

e  ascertain Role and Responsibility of DDOs

Content Techniques/ Aids/ Time
Methods Resources | (Minute)
Introduction
e Ice breaking: greetings
e Linkage with previous learning
/experiences
e Pre-assessment: (Q+A) DI__ectur_e/
. - iscussion/ 6
e Topic: Role and Responsibility of Q+A
DDOs
e Importance:Maintain official
communication
o .Outline of content
Development
¢ Role and Responsibility of DDOs
e Motivation (Energize the group) Lecture/ 45
e Check attention (wrong Discussion/
statement) Q+A
e Feedback (Q+A)
Conclusion
e Assesment of LOs
e Summerization by using Key
Words . .
— . Discussion/ 9
e Mmotivation (application of Q+A
learning)
e References
e Forward planning
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
e After completion of the session the participants will be able to:
e explain Delegation of Administrative and Financial Authority;
o list different level of Delegation of Administrative and Financial
Authority; and
e ascertain activities of Delegation of Administrative and Financial
Authority for both vertical and horizontal communication.
Content Techniques/ Aids/ Time
Methods Resources | (Minute)

Introduction
¢ Ice breaking: greetings
e Linkage with previous learning
/experiences Lecture/
. Pre-gssessment:_ (Q+A) Discussion/ 5
e Topic: Delegation of Q+A
Administrative and Financial
Authority Importance:Maintain
official communication
e .Outline of content
Development
e Delegation of Administrative and
Financial Authority in different
level
e Individual form of different types Lecture/ 45
of letters Discussion/
e Motivation (Energize the group) Q+A
e Check attention (wrong
statement)
o Feedback (Q+A)
Conclusion
e Assesment of LOs
e Summerization by using Key
Words . :
L . Discussion/ 9
e Mmotivation (application of Q+A
learning)
e References
e Forward planning
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:.

e  define Leadership and change management;
o mention different aspects of motivation;
e  state the purpose of Human Resourse Management

e  conceptualize Team building, mindset & attitude.

Reference | Session Topic Method

1.5.28 1 Managerial Leadership and Conflict L&D
Management

1.5.29 2 Human Resource Management

1.5.30 3 Motivation, Supervision and Coordination

1531 4 Team Building

1.5.32 5 Decision Making Process

1.5.33 6 Time management

1.5.34 7 Mindset, attitude and aptitude
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Lesson No. 28

Title

Target population

Time
Aims

Lesson Plan
Ref: 1.5.28

Managerial Leadership and Conflict Management

Officers (Grade 9 and above) of different organizations under
MoA

60 minutes

: 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
At the end of the session the participants will be able to:

Learning outcomes :

¢ 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/ Resources/ | Time
Techniques Aids (Minute)

Introduction:
¢ Ice breaking: greetings Lecture/
o Linkage with previous learning/ experience Discussion/
e Pre-assessment (Q+A) Case Study/ 6
e Topic: Managing Conflicts and Developing exercise

Negotiation Skills. Q+A
¢ Importance: Manage conflict and negotiation
e Outline of content
Development:

e Concepts of managing and resolving conflicts

e Link between effective negotiation skills and Lecture/

effective leadership. Discussion/
e Synthesize, think critically, solve problems, and | Case Study/ 45
make decisions. exercise

e Practical exercise Q+A

e Check attention (wrong statement)

o Feedback ( Q+A)
Conclusion:
e Assessment of LOs
e Summarization by using KWs Discussion/ 9
e Motivation (Application of learning) Q+A
e References
e 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
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Managing Conflicts and Developing Negotiation Skills

Conflict

* ‘Conlflict 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

— Conlflict involves beliefs, by each side, that the other
will thwart or thwarted its interest;

— Conlflict 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 difterences

— Substandard performance

— Lack of cooperation

— Differences regarding authority

— Differences regarding responsibility
— Competition over resources

— Non-compliance with rules

Causes of
Relationship Conflicts

1. Miscommumcabon
2 Strong emotions

: Causes of
3. Stereotyping .
v lc"’:‘ °f: 4. Repettve Data Conflicts
T T negasve 1. Lack of information
1. Different ways of life, behavor. 2. Misinformation |
ideology, worldwew, etc. 3. Diffening wews on \
2. Different cntena for data's relevance
evalualing ideas. 4 Different interpretations
of data
Causes of Causes of
Structural Conflicts  Interest Conflicts
1. Unequal authonty. 1. Percesved or actual
2. Unequal cantrol of cCoOmpetson over
resources. inferests
3 Time constraints. 2. Procedural interests.
' 3. Psychological

Interests.

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

Academics

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 1deas

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 u13225200 fotosearch.com

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
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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
* Ifnecessary 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
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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
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Thomas-Kilmann Conflict Modes

Competing Collaborating

) }.fern-aurn orientation + Expand range of possible options
* Winflose power struggle + Achieve win/win outcomes

ASSERTIVENESS

Focus on my needs,
desired outcomes

Compromising
+ Minimally acceptable to all
+ Relationships undamaged

and agenda
Avoiding Accommodating
+ Withdraw from the sttuation + Accede to the other party
+ Maintain neutrality + Maintain harmony
COOPERATIVENESS

Focus on others' needs and mutual relationships

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 No.29

Lesson Plan

Ref: 1.5.29

Officers (Grade 9 and above) of different organizations under

Title Human Resource Management
Target population

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 :

¢ define and mention components of Basics of HR;

® aSSESS performance management program;

At the end of the session the participants will be able to:

o explain organizational development strategies aimed at promoting

organizational effectiveness;

e state current and emerging information technologies to support the

human resources function; and

e mention importance of the work/life balance and ethical conduct.

Content Methods/ Resources/ | Time
Techniques Aids (Minut
€)
Introduction:
¢ Ice breaking: greetings
¢ Linkage with previous learning/ experience I__ectur_e/
e Pre-assessment (Q+A) Discussion/ 6
. . Q+A
e Topic: Basics of HRM
¢ Importance: Life balance and ethical conduct
e Outline of content
Development:
o Definition/Concept component of Basics of HRM
e Description management of Basics of HRM
e Roll/ function Basics of HRM Lecture/
e Usage of Basics of HRM in an organizational discussion/ 45
development. exercise/
e Motivation (Energize the group) Q+A
e Practical exercise
e Check attention (wrong statement)
o Feedback ( Q+A)
Conclusion:
e Assessment of LOs
e Summarizations by using KWs Discussion/ 9
e Motivation (Application of learning) Q+A
e References
e 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
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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.
* Publicinterventions 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

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)

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

TIME FRAME

19308

PEREOMHMELHUMAN RESOURCES' PRIMARY AREAS OF FOCUS

Miscellaneous employes-ralatad tesks

19308

Aecnulting, scraening, and retarring applicants
Recond keeping
Compllance with governmeant regulations
Racreational and soclal programs
Afnledc teams
Company picnics and dinners
Collective-bargaining negotiations
S riottrathomn

Weorkd War (I

Labor elations

Psychological testing
Trarning
Compansation
Auditing social legisiason
Banallts

Safety

Posl Worid Wear 11

Exampt hirlng
Eucational opportunitias

Wage and salary administration
Benaflis anminisiration

PeMormanca appralssl sysiems
Employeramployss raations programs

History of HRM-2
18808

Polides and FII'IZI-EE'dIJI'EFE meanualks
Empioyes handoooks

19608 and 1870s

Equal empicyment cpporiunity
Affirmaive action

19608

HAEE
Organizational development
Caraer planning
Empicyae grievances
Disciplinary proceedings

19608

Empioyment- and termination-at-wil
Megiigant hinng and tarmination
Workplace diversity
Electroric racruitment

in aodition to &l of the above:
Workilfe programs

Diversity
Workpiacs [IIReracy
Telecommuting

Contingent waorkars

Alignment with business side of &n omganization
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Difference between PM and HRM

Human resource

management

Personnel
management
Time and planning Short term, reactive,
perspective ad hoc, marginal
Psychological contract Compliance
Control systems External controls
Employee relations Pluralist, collective,
perspective low trust
Prefemed structures/ Bureaucratic/mechanistic,
systems centralised, formal
defined roles
Roles Specialist/professional
Evaluation criteria Cost minimisation

HRM Functions.
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Long term, proactive,
strategic, integrated
Commitment
Self-control

Unitarist, individual,
high trust

Organic, devolved,
flexible roles

Largely integrated into line
management

Maximum utilisation (human
asset accounting)
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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.

2.

8.

9.

Legal issues

Employment process
Testing

Compensation
Performance management
Benefits administration
Employee relations
Training and development

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:
e Diversity

e Workplace illiteracy

¢ Telecommuting and virtual management

¢ Integrating a contingent workforce

e 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 llliteracy- 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 llliteracy- 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

Title

Target population

Time
Aims

Learning outcomes :

Motivation, Supervision and Coordination

MoA
60 minutes

Ref: 1.5.30

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.

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 ;

Officers (Grade 9 and above) of different organizations under

® describe the roll of equity in human motivation and behavior;

e Motivation (Application of learning)
e References

and
® differences between extrinsic and intrinsic outcomes.
Content Methods/ Resources/ | Time
Techniques Aids (Minute)
Introduction:
¢ Ice breaking: greetings
o Linkage with previous learning/ experience Dli_sf:itsusriegn /
e Pre-assessment (Q+A) Case study 6
e Topic: Motivation, Supervision and Coordination Q+A
Importance: useful to study an
institution/organization
¢ Outline of content
Development:
o Definition of Different Types of Motivation
e Describe techniques of Motivation
e A manager's ability to motivate employees,
create a work environment and organizational Lecture/
culture. discussion/
e Create an environment that will motivate Case study 45
employees.
e Employee recognition and self-actualization Q+A
e Motivation (Energize the group)
e Practical exercise
e Check attention (wrong statement)
e Feedback ( Q+A)
Conclusion:
o Assessment of LOs Discussion/
e Summarization by using KWs Q+A 9
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https://www.thebalance.com/what-makes-up-your-company-culture-1918816
https://www.thebalance.com/what-makes-up-your-company-culture-1918816

e 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 Herzberg's two factor theory challenging
theory 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 hd

evil v 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

Title Team Building
Target population

MoA

Time 60 minutes

Aims

Learning outcomes :

Ref: 1.5.31

Officers (Grade 9 and above) of different organizations under

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.
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;

e list the characteristics of a team player;

e identifies a team’s strengths and weaknesses; and

¢ demonstrate organizational productivity

Content Methods/ Resources/ | Time
Techniques Aids (Minute)
Introduction:
¢ Ice breaking: greetings Lecture/
¢ Linkage with previous learning/ experience Discussion/
e Pre-assessment (Q+A) Case Study/ 5
e Topic: Team Building Exercise
e Importance: useful to study an Q+A
institution/organization
e Outline of content
Development:
e Definitions Team building
e Outline management objectives for team building
e Highlight the importance of team building Lecture/
e ldentify the management objectives of team . .
building events. Discussion/
. Case Study/ 45
e Be transparent about career progression and Exercise
reward processes Q+A
e Motivation (Energize the group)
e Practical exercise
e Check attention (wrong statement)
o Feedback ( Q+A)
Conclusion:
e Assessment of LOs
Summarizations by using KWs Discussion/ 9
Motivation (Application of learning) Q+A

References
Forward planning
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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;
e apply a variety of time management methods ;
e describe the effect of poor organization and its relationship
to stress;
e explain major time wasters and learn to control; and
e apply tools and techniques to overcome procrastination
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Content Methods/ Resources/ | Time
Techniques Aids (Minute)
Introduction:
e Ice breaking: greetings
e Linkage with previous learning/ experience Lecture/
e Pre-assessment (Q+A) Discussion/
e Topic: Time management exercise 6
e Importance: Tools and techniques to Maximize staff Q+A
effectiveness, Minimize wasted time and control
workload

e Outline of content
Development:
e Time management/ Personal management for

achieving better quality of life.
e Time management systems that increase Lecture/

productivity discussion/ 45
e Managing time in a more efficient way. exercise/
e Motivation (Energize the group) Q+A
e Practical exercise
e Check attention (wrong statement)
o Feedback ( Q+A)
Conclusion:
e Assessment of LOs
e Summarizations by using KWs Discussion/ 9
e Motivation (Application of learning) Q+A
e References
e 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

Time Management

At this talk you will learn to:

» Clarify your goals and achieve them

* Handle people and projects that waste your time
* Beinvolved 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

e “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 | doing this?
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* What is the goal?
*  Why will | succeed?
» What happens if | 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
« Beinvolved in better delegation
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Outline

Work more efficiently with your boss/advisor
Learn specific skills and tools to save you time
Overcome stress and procrastination

Remember that time is money

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

Ben Franklin, 1748

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 | doing this?

What is the goal?

Why will | succeed?

What happens if | 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

149



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

Not Due Soon

2

Due Soon

1
3

Important

Not
Important

DOGBERT'S LAW OF BUREAUCRATIC GRIDLOCK

DID YOU GET THE

BUREAUCRATIC 6RIDLOCK INFORMATION I

IS5 CAUSED BY PEOPLE WITH NEED FOR MY

DIFFERENT PRIORITIES IMPORTANT

WHO PRACTICE GOOD TIME PROTECT P
NO. IT'S NOT

MANAGE T

MANASENMEN IN MY TOP
THOUSAND
PRIORITIES.

\

g9

DID YOU BRING THE

NO, BECAUSE

INFORMATION I
REQUESTED FOR MY
IMPORTANT PROJECT.

@

YOUR PROTECT
DOESN'T MATTER
JO2ME

)

L/

THOSE TIME
MANAGEMENT
CLASSES SURE
HAVE FREED UP
OUR SCHEDULES .

(

BUILD A BETTER LIFE BY STEALING OFFICE SUPPLIES Dogbert's Big Book of Business 39
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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

« Putifinwriting. 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
S0 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:
e apply Right to Information Act,2009 at their working place
e mention ethical values of organizational administration and
management;
e explore information essential for fostering development
process; and
e 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: 33
Title
Target population

Time
Aim

Lesson Plan
Ref:7.6.35

Right to Information Act, 20009.

Officers (Grade 9 and above) of different organizations under
MoA.

1hour

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

party, Designated officer;

e describe the power and activities of Information commission

(1C);

. After completion of the session the participants will be able to:
e define Appellate Authority, information commission,Third

e explain the procedure of request for information and
providing information;
e list the composition and functions of selection committee;

e explain the procedure of submission of complaint and appeal.

Content Methods/ Aids/ Time
Techniques | Resources (Minute)
Introduction
o Ice breaking: greetings
¢ Linkage with previous learning
/experiences Lecture
e Pre-assessment: (Q+A) J0+A 6
e Topic: Rightto Information Act,2009......
e Importance: Establish transperancy and
accountibilty
e QOutline of content
Development
e Structure of Information commission,
power & activities of Information
commission
¢ Right to preservation and access to Lecture / 45
information _ _ Discussion/Q
e Procedure of request for information
e Appoinment, tenure and resignation ofIC, +A
e Appeal and complaint procedure
¢ Motivation (Energize the group)
e Check attention (wrong statement)
o Feedback (Q+A).
Conclusion
o Assesment of Los . .
e Summerization by using Key Words Discussion/ 9
¢ Motivation(application of learning) Q+A
o References
e Forward planning
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

T1[JAny organization/institution constituted in accordance with the Constitution of
People’s Republic of Bangladesh;

T[] Any ministry, division or office constituted under the Rules of Business as given
in Article 55(6) of the Constitution;

"] Any statutory body or institution established by or under any Act;

[J[JAny private organization or institution run on government funding or with help
from the government exchequer;

T[] Any private organization or institution run on foreign funding;

CJ[JAny organizations 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;

T[] Any other organization or institution as may be notified by the Government in the
official gazette from time to time.

The Information Providing Units include:

[100The head office, divisional office, regional office, district office or sub-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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[1[0The head office, divisional office, regional office, district office or sub-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.

162



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:

163



"1[JName, address, and where applicable fax number and e-mail address of the
applicant;

C1[0Correct and clear description of the information sought;

[J[JAny other useful and related information that might help in locating the
requested information;

[J[0Description of the method by which information is sought, namely by
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

164



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:

[J[0Direct the concerned Responsible Officer to provide the requested
information; or

[J[JReject the appeal if it not fit for acceptance.

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 [[JNon-appointment of a Responsible Officer by an authority or refusal to accept
applications for information;

T1JRefusal upon request for any information;

[J[ONot being given either a response or the information requested within the
specified time period as given in the Act;

CJ[0If the complainant is asked to pay a fee or is compelled to pay an amount of fee
which he/she thinks are unreasonable;

CJOIf the complainant feels that the information given is incomplete, false or
misleading; and

[J[0In respect of any other matter relating to requesting or obtaining information
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:
[1[0To provide the requested information in a specified particular manner;
[100To appoint Responsible Officers;
[J[0To publish any special information or special class of information;

[100To bring necessary changes in the procedures followed by the authority with
regard to preservation, management or publication of information;

T1[0To impart better training on right to information for officers of Authorities;

[10To provide compensation to the complainant for any loss 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:

[J[JA judge of the Appellate Division to be nominated by the Chief Justice, who
shall be the Chairperson of the Committee;

[J[0Cabinet Secretary to the Government of the People’s Republic of
Bangladesh;

[J[1One member each from the ruling party and the opposition, nominated by the
Speaker while the Parliament is in session;

[J[JA representative nominated by the Government from amongst journalists who
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.

167



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;

¢) 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:

[J[0Issue directives to authorities for preservation, management, publication,
publicity and access to information;

[1[JPrescribe the application procedure for accessing information from an authority
and fix the appropriate price of information;

CJ[0Formulate and publish guidelines and directives for preservation and
implementation of citizens’ right to information;

J0In order to preserve the right to information, consider the provisions
169ffice169r169169 under the Constitution or any other law in force and provide
recommendations to the Government for their effective implementation by
indicating the impediments;

[J[01dentify the impediments against the preservation and implementation of citizen’s
right to information and recommend appropriate solutions to the Government;

[J[JConduct research on agreements related to the right to information and other
international instruments and documents and recommend to the Government for
their implementation;

T1[JExamine the similarities of various international instruments and existing laws on
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;

C1[JAdvise Government to ratify or sign any international instrument on right to
information;

[JConduct research on preservation and implementation of right to information and
provide support to educational and professional institutions for their implementation;
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[JGenerate and increase awareness about the right to information amongst different
sections of society through dissemination and publication of information and
other methods;

[1Advise and provide support to the Government to make the necessary laws and
administrative directives for preservation and implementation of the right to
information;

[JProvide necessary advice and support to organizations and institutions working on
right to information and the civil society;

[1Conduct 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 ;

[JProvide technical and other support to the authorities with the aim to ensure the
right to information;

[1Establish a web-portal for Bangladesh to ensure the right to information;
[JOversee the systems set up under any other law on 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:
CJ[JNumber of information requests received by each authority;

TJ[JNumber of decisions refusing requests for information to the applicants
and description of the provisions in the Act under which these decisions
were made;

1[0The number of appeals filed against the decisions of the Responsible
Officers and the results of these appeals;

[J[JParticulars of any disciplinary actions taken by the authorities against
their officers;

[10The amount of money collected by each authority;
"10Description of the various activities undertaken by the authorities;

C1[JProposals for reform received from different authorities relating to
ensuring right to information of citizens;

TJ[JNumber of complaints received by the Information Commission;
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"10Description of the actions taken by the Information Commission in
dealing with the complaints received;

J00Number of officers penalized by the Information Commission and the
descriptions of such punishments;

[100The total amount of penalties imposed and the amount recovered by the
Information Commission;

[1[0The instructions and regulations issued by the Information Commission;
[J[0The accounts of income and expenditure of the Information Commission;

1JAny other related information which the Information Commission
considers necessary to be included in the report;

CJ[JRecommendations made to the concerned authority to take measures in
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;

i) 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 : lhour
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:
e 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/ Aids/ Time
Techniques | Resources | (Minutes)

Introduction
e Ice breaking: greetings
e Linkage with previous learning Lecture and

/experiences Discussion 6
e Pre-assessment: (Q+A) Q+A
e Topic: National Integrity Stategy
e Importance: Practice ethical values
e Outline of concept
Development
e Background of NIS
e Concept, mission and vision of NIS
e Necessity of NIS and System of NIS Lecture and
e Reporting procedure Discussion 45
e Challenges
e Recommendation for NIS Q+A
e Motivation (Energize the group)
e Check attention (wrong statement)
e Feedback (Q+A)
Conclusion
e Assesment of Los Lecture and
e Summerize by using Key Words Discussion 9
e Mmotivation application of learning
e References Q+A
e Forward planning

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”.
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National Integrity System

National Integrity
SN

Executive Committee of
NIAC

NGOAB/MoSW/ 1
e National A
. Commerce
<> Integrity A
Minidtry of @
Inforrpation Elecfion
Conpmjssion
NGO/civil Private
society <~ N sector
Media Education Political
Institutions

NIS Institutions Ethics Committee of Ministries
(Parliament, Judiciary, EC, CAG, PSC, AG, ACC, (Focal Point)

Fig: National Integrity Strategy Plan

1. Institutional Arrangement
a) Formation of Ethics committee
b) Meeting of Ethics committee
¢) 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
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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
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Lesson Plan

Ref: 1.6.37

Target population: Officers (Grade 9&above) of different organizations under MoA.

Lesson: 37

Title Annual Performance Agreement (APA)
Time lhour

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

e define Annual Performance Agreement ;
e explain rules of making Annual Performance Agreement and
e state management techniques of Annual Performance Agreement.

At the end of the session the participants will be able to:

References
Forward planning

Methods/ | Resources/ .
Content Techniques Aids T_|me
(Minute)
Introduction
o Ice breaking (greetings)
¢ Linkage with previous learning/experience
o Pre-assessment (Q+A) Lecture/
e Topic: Annual Performance Agreement Discussion 6
Importance: Faster development /modernization Q+A
globalization/part of daily life policy
issues/smooth office activities
e Qutline of content
Development
o Briefly discussion on Annual Performance
Agreement Lecture,
¢ Rules of making Annual Performance Agreement Exercise/
e Management techniques of Annual Performance Practice/ 45
Agreement Demonstration
e Motivation (energize) Q+A
o Check attention (wrong statement)
o Feedback (Q+A)
Conclusion
Assessment of LOs
Summarization by using KWs Discussion, 9
Motivation (application of learning) Q+A

in the class room.

Behaviour/Performance

Condition

Criteria

Equipment and Aids: Multimedia, White board, WB Marker, Pointer, Duster etc. to be available
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Performance management

(Feedback)

(Assessment)
/ /
(Measurement);
(Feedback);
(Positive Reinforcement);
(Dialogue)
(Annual Performance Agreement).
Plan Act
Performance Personal Development
Agreement Planning
Performance Performance
Review
Review Monitor
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“Performance Appraisal”

o Performance Monitoring &
Evaluation System (PMES) Results
Framework Document (RFD)

( ) Government Performance
Management (GPMS)
> : : - GPMS
> : GPMS
> MTBF / Key
Performance Indicator (KPI) ;
> GPMS (GIU)
/
> Guidelines for Annual
Performance Agreement, 2014-15 ;
» GPMS
Australia Performance Agreement
Bhutan Performance Agreement
Brazil Result Agreement
Canada Performance Contract
Denmark Contract
France Contract
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Indonesia Performance Contract
Kenya Performance Contract
Malaysia Performance Agreement
New Zealand Annual Performance Agreement
United Kingdom Framework Agreement
United States Programme Agreement
(APA Background)

/ (Government Performance
Management System-GPMS) ;

(Annual Performance Agreement)
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(Foundation of the Annual Performance
Agreement)

* Allocation of Business

. ( ) [Five Year Plan (7t)]
. (SDG)
. ( ) [Policy Document (if any)]
. [Mid-term Budgetary Framework (MBF)]
- GPMS ;
- / APA ;
/ /
> - /
> 8 9

(Rules of making APA)

a ~ W NP

(Stages of Annual Performance Agreement):

. (Preparation)
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. (Signing)

. (Work plan for Action)
. (Implementation)
. (Monitoring)
. (Reporting)
. (Evaluation)
(Framework of APA)
° = / ’ '
. - / / (outcomel/impact);

] H ] 7

. [Overview of the Performance of the
Ministry]

/
. (Problems and
Challenges)
. (Future Planning)
. (Main Achievement of the
Previous Year)
2. (Framework of APA)

(Preamble):
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() / (Vision),
() (Mission);
() (Strategic Objectives);
() (Functions)
() / (Vision)]:
. (Vision) /
/
. / - wba®©viY
/
23() / (Mission):
> / ;
> / ;
>
>
. () / (Strategic Objectives):

/
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- ()

1) -

2) ( );

3) ,

4) ;

5) / ;

6) ;

(Functions):
. / ;
. (Rules of Business) - (Allocation of Business)
/ ;

* Allocation of Business

. : /
- 24 - / / (Outcome/Impact)
. / - /
. / (Qutcome)
. (Performance Indicators)
. (Unit)
. (Actual Achievement)
. (Target)
. (Projection)
. . (Other organization

concerned)
. (Source of Data)
* (Performance
Indicators)
- (Section-3): , , ,
: (,Link)
> ;
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(Management Techniques of APA)

(Composite Score)
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APA( - )
2014-15 201 -1
4 4
85 15
29 12
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