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APt iModule-1: Concepts and Theories
1.
2.
3.

Module-2: Administrative and Financial Rules
1.
2. Delegation of Financial Powers and fund Release Procedures;

. Role and Responsibilities of DDO;

. Pension, Gratuity, GPF & CPF Rules etc.;

. Travelling Allowances Rules;

. Public Procurement Rules-2008

. The Govt. Servants (Conduct) Rules, 1979

. The Govt. Servants (Discipline and Appeal) Rules, 1985

. Leave Rules

10.

11.

12.

Module-3: Tools for Office Management
1.
2. Recruitment, Training and Promotion/ Posting;

. Leadership and Team Building;

. Job Analysis: Job Description and Job Specification;

. Noting, Summary writing and Preparation of Drafts;

. Different forms of Written Communication;

. Conducting Meeting, Preparation of Working Paper & Writing Minutes of Meeting;

. Office Inspection, Office Layout and Office Securities;

. Store Management

10.

. Public Service Innovation (PSI)

12.

Concept of modern office management
Human Resource Management (HRM)
Human Resource Information System (HRIS)

Rules of Business

Public Servant and Anti-Corruption Commission Act;
Right to Information Act-2009.
National Integrity & Strategy (NIS)

Office Procedures, Distribution of Works in the Office

Annual Confidential Report (ACR) Writing and Evaluation;

APA

(@)

ARFEFTE T 8 TTYfB{{ 05-30 TR, 2033 (S0 FHUF)

ST S perretat |

(L)

B RS EEET

{0 G

Q)

TERTER (<7 oifae

Jox I, 2083

)

ARTF A 2P

| @RI oI |

()

ATTE N @A

| TS FRFSIE @0 FA I 71 ob:8¢ b1 GFIS TS HAG F7o 2@ |

(50)

T AfRrFe @T0T AT TATA/MIF/@RANIIAE QT 9F I IFIRT FHEST TANIER G FOHIF N SIS T TN @A FF T ARG O &y s ara
I @ ATIRHIA Ry AP AT, O FAFO!, (A28 0dbdL-308084 (3-Gr2at: lipia2110@gmail.com & 3t @I 1 @S AR | 2Afod F$T A IS 2
a7afifE @1 (NAPD Apps 7°F (@-Co1 T SIS F71 AE) @ oF@ @Ree Ofes 33gi4ar @R “ENROLLMENT” 36w I6@ 7e 3@ @fara<=
T3 759 $@ Submit F1 AR SEL @ TEAS FAFSIR AR TR @IAEICR R TG FHFSITR TETI e 2 Sl @F6 I &= ol T4 2978

[#F 72 [oiesR A @ v e Bem|Erm TR GRS F%92-G1ee Ba]

AT 229 A 979fHHE 0 o1 @I fvaroi=ig ol 7 711 SR T3 2 pers I [{Efb® @)

|
i
i

3-3-0D
(SIRYA TRAN G
ToisAfpTeTe




IESERE IH: SLIdoLE

s) Fifass AfbamR (e 2eigs: thouhidchowdhury65@napd.gov.bd
R) @E [RIATBTT/GR/AR ARG/ AfRsieTe/2 4=

AP ATHB TR (o) /AT MR/ FT

o) R FHETE, LomlAe=Ry/ S |/[ Rt 2 /[ 47/ B AT /o1t

8) (el 2+,

BB 1o A<t B T/ /et /R 2w e B e /Aer<T Sy < @/ raersten e [= A sie A =Telsleg Tl ST /o Tl /AT o2l B ATl 1R ot /<Uereet B/ B /i /<o
Aoy

(ST G 3 (TR AR/GAS SN/ ez Hare =2 [ele /R eere e[ fmiama B Ry

@) Sfsfie @@ =3 (Rt ¢ wizfib)

b) (&l T TS (T3 (@eth)

q) @ T2 {EaT FHFS! (T (@)

b) (& FRrwT ST (TR ()

) (@ AT, (@l AR ¢ fSfSH (7 e

0) (el Uiy fAxE (37<pet erel)

33) EoAATIBIETE,

O /101G Q) /ST R1G A @A /AT T /BT sl AT A Ter =T RY Srrersiey e s{z/sit a<tail /st R =iG /et i A2 7=/ Rty (NS Ren = A==t /<A o /A it/ aersst /gL ray frcaren)
52) BoATHBIeT, I3 T SR (31T (ereth)

So) Bot-AfRpEe, Remafe (1 e

38) Bt TR e (77e)

3¢) SAAIBIEE, (el AASOIRT Frfers

Sv) ATt 1R T, AR

T TIL: R0.09.0000.05b.05.00%5.30.8/5(0D) SIESH M

03 fEETRR 0%
Y o19ifS @ e @9 w2
3) e FAFS!, @i
Y) TRARBIEER BiF Sfmrs (Sfefie 1), T2Heee-93 199, Sior AR ¢ 7 G (97afifE)
©) AFTS 7239, Sfofie TARBEE-97 197, TR AT ¢ TTIF GFCSl (9=afifE)
8) fAI T2 PIR-9T TR U1, AT @ 21 ol &ioR #FamT ¢ Taze 9FIefy (97afifS)
@) FFEHTH FAEHEH, 2T ¢ ol SRt o AfRFamT ¢ Saaw uFsiy (@7afifS)
©) ©IGT @fF ST, AfREed eRfIere), aieiw AfFaal ¢ Tmm aIitefy (91af4fd)

|
A
(o !5
3-3-303D

rers fafor arge
YA TP



