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Introduction tc National Agriculture Training Academ)' (NATA)

1. The Academy

National Agriculture Tlaining Academy (NATA) is the apex training institute for human lesoul'ce

development of officers (grade-9 and above) under the Ministry of Agriculture (MoA) for pror idrnu

training on diversified tields of professional interest in agriculture sector. The Academy organizes

various training prograrlmes related to agriculture throughout the year. The academy is established in

Gazipur as Central Exte nsion Resources Development Institute (CERDD on 14 March 1975 with the

financial assistance of Japan Intemational 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 NAT,\ as an independent orgarrzation of MoA and on 07 June 2014, NAT.\
has been stafied as a t'aining academy.

Initially. the Acaderny started its functions u ith only l0 laculty members. Thotrch

Government approverl strength is 184, at present NATA has 84 staff members including 30

faculty members.

2. Location

The Academy is 25 km away from Dhaka city and 3 km away fi'oll'i

JoydevpurChanclanaChowrasta towards Gaztpur district head quarter. It is located adjacent

to Bangladesh Rice ll-esearch Institute (BRRI) and occupted 49 acres of land. The acadenlr

provides the trainees an ample scope to have free access to the adjacent instirutions lrke

Bangladesh Agricultrre Research Institute (BARI), Bangladesh Rice Research Institrtl.'

(BRRI), Seed Cert fication Agency (SCA), Bangabondhu Sheikh Mujibur Rahuran

Agricultural University (BSMRAU), Telecommunication College, and other so\elxnrir-:
offlrces in Gazipur.

3. Vision

National Agriculture Training Academy becomes a center of excellence :t':
competent human reslurces in agnculture sector.

J

4. Mission

We are

i.

ii.

iii

tr',

Develop hunLan resource of all organtzatrons under \'1o-\
training, resez.rch and development and publications:
Enhance linkage between education, research and extensi.-,n . -'- - ' -:I'l - Ll :."''

service delivery system;
Network witll reputed institution of home and abr.-ai ilrr trr{tiliZ.1iionai iapac-:i

building: and

Foster a cuhure of continuous learnins tor der eloplilent of knou ledge-in:eus'r.-

agriculture se:vice.



5. Functions

The NATA has been entrusted to perform the following functions:

vii.
viii.

ix.

Hurnan resoufce development of the government, semi-government, autonomous

organrzation under MoA through training of modern and sustainable agriculture
technology:
Transfer rnod:rn and sustainable agriculture technology developed by the research

organizations f,or the developmeni of socio-economic conditions o[ f,armers;

Conduct demt,nstration. adaptive research and research of proven technologies;
Impart all sor.s of in-service training with special'emphasis on induction, foundation
and senior sta Tcourse:
Exchange pulrlications. participants and resource persons in seminars. workshops.

.r^r-^t^^tJ^..^.conferences and training among the stakeholders; '

Advice govefilment and other orgatizatrons on training, achier,ing food and nutrition
security, ICl', transfer of agriculture technology, a-rro-based industries and

conservation t'nvironments etc. :

Help govemrent and policy makers in framing and analyzLrrg agricultural policies:

Conduct different training activities of academy in consonance ri'ith provision of the

public admini;tration training policy 2003; and
Perform all kinds of duties directed by the government.

6. Sessions

Everyday the sessiorr is stafied at 9.00 am in the rnon-ring and ends at -1:30 pm in the

afternoon. There are two breaks starled at 11.00 am and 12.30 pnt ibr tea and lunch with
prayer respectively. Participants are advise<l to attain the class rn time u ithout fail for
avoiding any kinds o-'disciplinary action.

Duration
09.00-9. 1,i

9.15-10 3C

Health br,:ak 10:30-11:00

2nd Sessicn 1 1:00-12.oo

ftq$1q 12.00-1.00

Lunch an'

4'1'sessio
I

! Health br
] 5'h sessio

7. Norrns to be fcliowed during the training
o No casual leaoze is allowed during training period.
o Participants l:ving in the dormitory are advised to follou,the nonns of the domitory
o The campus rrrea is a "Non Smoking i1one". Parlicipants are advised to refrain flrorl

srnoking insi< e the Acadel:ry.
o Participants are not allowed to enter the dorraitory after 1 1:00pm at night

Dailv Schedule

1

I Pra
I
:ak
1

1.00-2. Li

4.00-5.00

vi.

I r:r

'tl

Activities
Recaoitul ttion
1" Sessio:r

2.15-3.30
3.30--+.00

rga r:$



8. Er aluation
c'''rllrse Drrector a.tcl other faculty members are given responsibility to evaluate theranicipants' The co rrse is evaluatedcluring pi;;;;"rt training situation wirhin 100 *arks.
|o: ffi :ff ;ffi'" i l:ffif :f*;i:;,J ;i;#;',,ce to evaruate the racurties and guest

9. Facilities

9.1. Phvsical F ac lities
The Academy is w':ll equipped rvith ph'sical facirities in or.ganizing training programsthough it began its 1o rrney:tt.i,rir . Erisiin-e racir,tres of trre academy are as follows.c Olfice buildirg_2

r Class room- 3o Laboratory (S lbject rv;se technical)r Plant protectic n museum_ 1o Conference ro tm_ 1o Auditorium_1
o Dormitory_ 4c Cafeteria_ 1o Greenhouse_ 3o Workshop-1

9.2.DigitaIComprttercumLanguageLab.andITfaciIities
There is one Digital (omputer.r* fungrilge t_atr,r-ifr. a.uO..y. lll, to.uted on the l,r ,,,
floor of the Administ; ative uuir,ring tt rac]lltie, ir.]rd. LAN ,ro iv,-ei and the whole icampus under wi-Fi c( verase. ro ex-pedit.j":.,;;,;6;;?;#;, il;A set up a Digitar ,,,,
computer cutn Larrgurge Lab' as part of tlre AcadJrny-s drive for capacity buirding of:ilffi1il.l;T'iil+i:'''o"ts can avail ihe .,ppon,nty or rearnirs;; roreign ranguage

The Academyhas a recreation rooill with r:nln. T\/;_, +r.^ r^.. :

are availabte in recreatirn roorn il;|]|t#:,Hn|" irr the dormitory. The daily neu.spapers .

.t
9-4. Linkage with or.her Training OrganizationsNATA maintains gootl relatlon, *'iri, other training aiuo.*i.s in the cornrn, r.nnr,,ri-^ 

-

BPATC, RpATc, ecs ea,"inrrt uiiurn.Academy" BrAN{;HM^ # ;oo:rKf;iffiplan to collaborate with Lntemutl"rul,.uining irsirrutes;; ;;;#iiil, nr*an resourcesi.NATA aiso collaboraie'\vith national,.r.u..h organizations in research in agricurture sector. ;,

a

t



Course at a glance

Need based training progra xs are organizedby NATA for sixteen organization under MoA.

In the present day scenario establishment and maintenance of an office are afl art in itself. A
great sense of professionaiism is required for running an ottce efficiently to meet the ever

increasing demand of tra.ned erecutives for various administrative levels. To increase

efficiency of office manaser. a modem office management courses have been designed by

NIATA. The course sen es as a sr-ritable career oriented course, keeping in view the latest

technological advancement and modern trends. By perusing modern office management

course,candidates become prol-essionally trained in various aspects of modern office

management,It also provrd: prottssional expertise for the candidates and result in increased

productivity and effictency' lor the organization.

Course objectives

1.To equip the parlicipants \\rth necessatr.knorvledge of office management.

2.To enhance the parlicipants' prtrbier:r soir ing skills so that they can efficiently manage their

o ffice.

Target population

Grade-9 and above officers ot'sirteen orsanization under MoA.

Duration of each Session:60 mir.r-rtes

Prerequisite of the corrrse

coordinator even in case of emergenc-v:

:l'.1',,



-1

ar

Course Content
\Iodure-1: personnel management & service RuresCieneral Condition of ServicesI Rectuitrnent. Training and promotion procedure
-r ' The Go'emmer t Serianti ic"iia".ij Rures, r 979-l The Govemment servants (Discipline and Appear) Rules,201g
-i Procedure for D sciplinary action (Practical) *d G.i"rens uandling6.The public s".u,r1r'lnismissal oo 

"orrri.rion) ordinance, 1 9g5T.prescribed Leav : Rules, 1 959
8'The Pubiic Emp oyees Discipline (Punctual Attendance)ordinanc e,19g2
?J.n" 

p,blic S".r,,rt. (Special provision)Ordinance,lgTg
I 0.Joining tirne. T.avelling Allowances Rules
1 1.Manner, Etiquettes and Frotocol

,,, , l4.Anticorruption lomrnission Act_2016

t, 
Module-2:File ,,rrJ R".ord Management

,- 
^ 

Digitar Fire riurnbering, G,ard fire 
,9, rr1r,g1 r(ererenc

2' Management o'different types of registers: Index, Movement, Dispatch, ReceiveStock and Conc emn Register, peo,bl"k, i";;;-i;;'r..iJ.'. Module-3: e-nting^ieaxcral
t " l' t-+-rtq (TRt) FrcrD.;oRfiG, ffi* Efllr \3 {$.FRE <,uEr.{t, o,.tko +-{rr Rxm {ffi,u[s.sT.-mrs.. 1+"rk-o7t'iek-o), ui<'+mmr6e<r, rrofrfrq, cqftE urs fiqI, sroffi+-<t;.: r. t-fit{ FB frrsnr xFr ilsR FRR *" &, oE l"a, "rftrc *fr,.T cn€rl. s r,( boRT-o 4ft qqqE;''' {fl) urs ffiftu c"ft o-fl. q{rqq- mt., "rr<-ff qIt+To ql}rfl, cqRs aK ffi?ff;t,).,,, ,c. rRftEfrq-,. ffi.\err. or..*il;,;F*#-#* *,.,1' s ' i-sTt{ rqFI; ftr:ilr: rl.q-or qq ffi, "n-eT eFfil, ,rq' qB|lq-iT s 't-<qtfr<,-Eq, {lT q(Iser bofr, {R ffi n-<t,,r- c m}frcDnrur yr+" ftfu "m. etq ffi, AAA*tsfifr) x{fu qqt{, crTgt,rqfofr 

r":,': Mod.ule-4:Admftristrative crommunication
.1 I 'office corespon. 

"r.", Foms ,f ;;rrc"-;ommunication (official letters),i ' Do,1:Lgf!gS _.porandrlm).
2.conduct tvteetirig, i;ffiu.. noiice, working paper and minutes' 3.writing note,Dr# "JI;;;;:'_*H'i".,,,',*. 4.Role and Responsibility of-DDOs ij

r .M anagerial Leader ship and Contt ict Malagement.
2.Human Resource Nranagernent. b!r'|rv,L'

3-N{otivation, Supe^ ision and coordi,ation.. : 4.Team Building
5.Decision Making p rocess.
6.Time management.
T.Mindset, attitude ar d aptitude.
Module-6: Cross Cur ting Issues
l.Nationat Integrity StraGgy NlS)2.Right to Informatio r act.iOOq
3. Annual perfonnanr e Agl.eement

"' '1' I 'l'1 t.rrl'i(,ffi-,,r\,.]r*-., ,.,. iiiri(x
-,'1 ..;*'.:i..:,t&' 1',. ,r- ,, l



List of Resource Personnel

Sl. \o, \rnrr Address

- 1 f' l- -.,t- P""'-""Oeitt-e"ttf
l', 1-:l-: '. I l -, E\tensio11' BAU'

\1r'mensingh

Cell

a1712024623I Dr' \1.1. .\bu SaYec

\liah
DD (Plant Pathology),

NATA, GaziPur

Additional SecretarY &
PD, Joyita Foundation,

Rapa Plaza. Dl'ranmondi,

Dhaka

rouf" finrp @ gniail. corn
\Id. AbdurRouf

5 Dr. Md.
Moniruzzaman, JS,

MoPA, Mob. No'

Joit S..t.t"r1v, Ministry of
Public Adminstration.

)1:

01912899102 Monir65@gmail'com

6 Additional District Judge,

CazipLrr

7 Md. Hasan

MurtuzaMasum

9

01815597304t0 Dr. Md. Delower
Hossain mazumder

DD (Extension), NATA,
Gazipur

11 Md. Jamal Lrddin DD (EntcrnologY), NATA,
Gazipurr t

017182140Ui

12 Dr. Md. Sayedur

Rahman

Deputy Director

(Admin & SuPPott

Service)

ar55219s564

01. ,116257354
13 Dr. Md. Aklas

Uddin

Deputy Director

(Planning a.nd Publication)

14 Dr. Md. Abdul
Mazed', ,

DD- (LR) and Attached ,

NATA, CaziPur



1'raining Course on Modern Olfice Management
(Duration l0 Days)
Course Schedule

l" Da5 (25-08-19) Sunr ay

le is Subject to Change

2nd Day 19} NIon dav

\2.15 - 2.1s

2.1 5-3.1 5

.- _ -l :t)

-l -j i|

Tirne Subject

8.30-9.00 Registration Sadikunnahar Lucky, Lab demonstrator
9.00-9.30 Pre evaiuation Assistanl Course Coord inator
9.30-10.00 Inaugural Ceremony
10.00- 1 1 .00 Cieneral C rndition of servii:es

11.00-11.20 Tea Bteak
Lt.2A-12.20

12.25-t.25 Procedure lor Disciplinarry action and
Grievens I tandling(Practical)

2.30-3.30

Flag Ruies and Nationai Althem Rules

4.35-5.00 Evening Tea

This Schedule is Subi

. -i--.:-1 ",i- -s SLti''riect to Clranqe

Recourse Person

Md. Hasan Mlurtaza Masum l)D (Finance), BPATC.
Sar er. Dhaka, Mob. 0l 686900243

The Government Servants (Discipline anC
Appeal) R rles, 201E

Md. Hasan Murltaza Masum DD (Finance), BPATC.
Sar er. Dhaka, Mob. 0 I 686900243
N{d. Hasan Murtaza Masum
DD (Furance). BPATC. Saver, Dhaka, Mob.
016869002.13

1.25-234 Lunch and Prayer

The Public Servants (Dismissal on
conviction r Ordirrance, 1985

Md. Hasan Murtaza N1asnm

DD (Finance), BPATC. Sar.er. Dl'raka. Mob.
0 1 586900243

3.3 5 -4.3 5 Md. Hasan Mtrtaza Masunr
DD (Finance), BPATC, Saver. Dhaka, Mob.
0l(,86s00243

Time Subject Recourse Person
9.00-9.15 Reviell. ACC and CC

9.1s-10.i5 Mindsei, Attitude, and Aptitude Kbd. \'fir Nurul Alam, DG, DAE.
Mob. r\o.01755507728

r0.20-ti.20 Managt rial Leadership and Conflict
Managr rnent

Kbd. N4ir Nurul Alarn DG, DAE.
Mob. No. 01755507728

1 1.20-11.45 Tea Break

1 1.,+5-12.45 Time rranagement Kbd. Mit Nurul Alam, DG. DAE.

Mob. No.017555t)7728

Lunch and Ptd&f

Pre'cril ,cd Lerve Rules. 1959 Md. JamalUddin
DD (Enton,ologl ). -.'"-\T,{. Girzipur'. \,1ob. }lc.
0l ; i 311 16tj j

Perforrr Lance Evaluation and Annual
Confidiirtral Reporr (ACR) writing

Dr. \ld. .\bu Saled \Jiair. DG il Charge. NAT{,
Lj.,; :l^L,r'. \1.,h. Ul - 1:0:16ll

Er cning Tea



. , " !!! :: ::::''y:

3'd Day (27-0S-19) 'Tuesday)

Time

9.00-9. 1 5

9.15-10.15 ofl
fili
Nu

10.20-11.20 of
col

ofi

1 1.20-1 1.45

11.45-12.45 Pr
Pr
M

t2.45 -2.t5
2.ls-3.1s

R

3.201434

ffi3I-d
This Schedule is S

4'h Day: (28-08-1

,@e: docketing,

rg, Referencing ,Flagging and Digital File

umbering

tc. C.*.tp"".tance: Forms of written

rnmunication (Official letters, DO and

tlice metnorandun)
Tea Break

,pfi,rg N"tt." Conduct Meeting'

r',parati,on of Worktng Paper and Writing

Lnutes

Lunch and PraYer

Tf te G"""t *-nt Servants (Conduct)

rles" 1 979

Cffice lnsPection

Act. 2015& Rules, 1986

@eandl-inancial
AuthoritY

Recourse Person

ACC and CC

rvta. Xu*t tsta*, NAPD, Chief

Subiect

Insttuctor, NAPD, Mob' No"

01552363381

Evening Tea

nbject to Change

)) \\'ednesda.v*
--Sufiect

Reviern'

,{""agan.rrt "f 
dtff.rent types of registers: rrna. N"*t ttt"*, NAPD, Chief

ndex. Movement. Dispatch, Receive' Instructor,NAPD, Mob' No'

0 I 55216338 I
itock and Condemn Register, P"9499k' -ffiD,chief
Vriting note Draft and surnmary

Instnrctor,NAPD, Mob' No"

0155236338i

Tea Break

iolrl,U ti nre" Travelling Allorvances & Md. md"t R"uf, Additional Secretary

Daily Aliowances Rules '&, P,O ; lovtta.fqQ On,, Mob, No

a155242576A

I u*fl urtt PraYer

Md-Etkar,lrt H"ssain, Sr' AD'

NATA, GaziPur, Mob' No'

019386t5225

a17 1911477 5

al552425764

Ma:7bffi''R6"f, Ad ditional Secterarr

fll,l- AUaut fi-o"f Additional Seeretan'

& PD, JoYita Foundation' Mob' No'

& PD, JoYita Foundation, Mot' No

0 i 552125760

Md. N""'l ttl"m. NAPD' Chicf,

fnstrrlctor;NlAP.-D,,'lN!.
0 I s5236338 1

Ma.Nu*l Gl"m, NAPD, Chief

Instructor,NAPD ; Mohr.No.

0t 55236338 I

ACC and CC

9.1 5-10.15

10.20-11.20

12.45 2.1,5 I

Evening Tea

This Schedule i

,,,.,,,,r,,r - i,1r',.-irl; di,iie*d(S$i,_. -.. .r.,r.r).ilriatsirci

rsubj.edttochange

,;::

11.20-11.45



I rime 
f

9.00-9.15
9.1s-i0.1s

11"20-tt.4s
11.45-12"4s

12.45 - 2.15

1.20-5.O0

Sth Day (29-0S-19) Ttrrursday
Subject

Review
Role anc Responsibility of DDOs

10.24-t1.29 Recruitn r ent, Trainin g and Prornotion procedure

Tea Break
Store MlLnagelnent

Lunch Break
2.15-3.15

R-ecourse Person

Mob. No.01912899102
Dr. Md. Monir:rtzzar:,ran, JS, MoPA. 

I

Moh. No. 0l 9 I 289q [0]

Salient I
Banglad,

eah.Ire of the Constitution of
:sh

Drffd l d..uossain:' ':

Additional District Judge,

Efifr(

3.24-4.20 Anticorr rption Comrnission Act-20 16

6'h Day (30-03-19) Frida."* (rveekly Hotida.r,)

7'h Da1' (3t-0S-t9) Sa:urday

Review

q ({ft) FrBIT-{ ",ffi, ftrE({
m #qptq.f, iletks scfir ft{trJ
rs (dTf{67ryskol. -sr€ Trfln"rd
cqfussrs m$, woffia<r

Recoutse Person

ACC and CC

- 
- -,--lDr. Md. Sayedur Rahman. LiD

'r (4Rr)ffi(T ?sfr laF-X {f,4?gfr, qR[
qFffim-e{.i rsr,,,--iJr{i, dQI

TI,, g.Bl),rs-rs 51A,@,,, , trJ311,

t,effitTm. ,, ffi..cl*iir.rrrr- rrr .l''

.Iea Break

frq.ig cE-€TrT. al$'ilftfw'[s or,
e <:<l \91$

Lnnch and Prayer

(Admin and Suppoft Service),
NATA. Gazipur

(Admin and Support Service),
NATA. Gazipur

(Adrnin and Support Service),
r\ATA, Gazipur

q'lt{ s
{K{I,sls'
s3t, urs

10.20-1 1.20

i 1.20- I i.45
11.45-72.45

ffi<6

r.Rrrc
;{R&1

{-q'ri
'r(4q
ffi

{ (:{F.t) fir*zq qtq-gf

,'nmt e a[€-q,rit$3.ic[,

sKl

"m ?s,?, 'kqr qf{.. 
I

qt( ntilpef ffi, "F ]

Dr. Md. Sayedur Rahrnan, DD
1.\dmin and Supporr Scr-vicc).
NATA. (iazipur

Dr:., Md;l lSaledur Rahman, DD
i (aC*;, and Supporl Ser..,ir--e )^

C{rrt"it

i<<l"l

-i

f freS tKffisT (tcrr{ elq, nlFr-<riT.r. Rfk
Frrfr) q<1fu emt-{. ?irig-t ffiffi

4qq14!e----- - 
*l

Dr Md. Moniruzzannan, JS, MoP.i\,

Dr. Mcl. Moniruzzaman, JS, MoPA,
Mob. No. Ol9l2899l02

9.1 s-1 0.1 5

Er.,e;ring Tea

I \r rqlrru arru oulf

i NATA, Gaztpur

. S -lr:i1:.1: rs

Dr. Md. lqbal Hussain
Additional I)isrrie t Judgc
Mymensinglr. Mob. No.0l7l l l 8i874

Evening Tea

Time Subject

9.00-9.15

t

12.15 - 2.15

r. 15-3.15

-: :1lr - +.20



8'h Day (01-09-19) Surrday

Time

9.00-9.15

9.1 5- 1 0.1 5 Humar

10.20-tr.20 Motivr
Coord

1 1.20-1 1 .45 Tea Br

tt.45-12.45 Team

12.45 - 2.1s

2.1s-3.ts Decisi

3.20-4.20 The Pr

Provis

4.20-5.00

10.20-1 1.20

r1.45-12.45

Officiar
Internel

Subject

Review

Resource lV{anagement

tion. Supervision and

11g,ffgl1rr',.,,,1,1,:1.1,'1'1,r:;'',.,,:,:,,. ....,.:; ;:';:- ;;.,.;.''

lluilding

irn Making Process

blic Servants (Special
on) Ordinance,lg7g

Recourse Person

ACC and CC

Dr. Md. Shaikh Shamim.,
Head of Dept. Extension.

VIob. 01920156373

Dr. Md. Abdul Momen Mra.

Prof. (Dpt. of Extension), BAU, Mymensingh.

Mob.01712134143

Dr. Md. Abdul l\{omen Mia"

Prof. (Dpt. of Extension). BAU. M.vmensingl.

Mob.01712734143

I-unch and Prayer

Dr. Md. Abdul Momen N4ia.

Proi-. (Dpt. of Extensiori). B-{U. \{ymensingh.

Mob.01712734143

Saiful Islam, Sr. AD, \,\TA. Gazipur

Mob. No. 0171051 117,i

Associate Professor
BSMRAU, gazipur

This Schedule is Subje,:t to Change

9th Da 02-09-19 ilIorrday
Subject

Rer,ierv

Recourse Person

ACC and CC

I Md. Shahadat Hossain Siddiqui, UAO(LP.),
Phd fellorv, BS\{R\U. Gazipur

Dr. k{d. Abdul lrlazed . DD (LR) and

Attached. NAT\. Gazipur, Mob.
0l Bl4B4ir 190

Tea Break

Md. Eskandar Hossain. Sr. AD. NATA,
Gaziprr. Mob. \o. 01938615225

Dr. Md. Ahhlas Uddin DD (Planning &
)ublication). \ATA. Cazipur. Moh.
r) I 7l 6157351

3.ZA-4.20

4.20-s.00

The Pul
(Punctl

Innovation in Service Delivery

Introdu
2014

:tion to Secretariat Instruction.

lanner. Etiqueite and Protocol

Lunch rLnd Prayer

Telephone, Ceilular, Fax and

Policy, 201B

rlic Employees Discipline
al Attendance) Ordinance. l98l

Evening Tea

9.00-9. i 5

9.15-10.15

t2.45 - 2.ts

This Schedule,.is Spbls;a,et to Change
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