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Tel: - 03529-56393; Mobile: 01811424735
¢ mail # dea kaptai@gmail.com ; deakaptai@yahoo.com
QUALITY MANAGEMENT SYSTEM Doccument No. QF-TRN-03
QUALITY FORMS Revision No.:- 00
TITLE : Draft Course Schedule Effective Date: 04 July, 2024.
In pursuance of the Director General, BWDB, Dhaka’s Diary No. 12806, dated: 30.06.24, detailed Course Schedale Is furnished below:
Memo No.-27.11.8436.203.04.012.24. 850 T Date: 01/07/2024.
Name of the Course APA & it’s Components, Departmental and Legal Proceedings.
Course Code No.-C-01 (2024-2025)
Participant Officers of BWDB.
Duration of the Course | : | 04/07/2024 to 11/07/2024.
Venue | Engineering Academy, BPDB, Kaptai
Course Director Engr. Md. Kaisar Alam. Jt. Director, Engg. Academy, Kaptai (Mob.# 01777-760008).
Course Co-Ordinator Mr. Md. Giash Uddin, DD, Engineering Academy, Kaptai (Mob. 01717-160535/01842-160535)
Asstt. Course Co-Ordinator Mr. Shajadul Islam, SAE(civil), Engineering Academy, Kaptai (Mob. 01859-237563)
Name of topic content and resource person
1" Session:09.00 hr to 10.20 hr 3"!Session :12.01 br to 13.20 hr Chass | Group
Date/Day 2! Session:10.21 br to 11.40 hr Lunch & Prayer Break: 13.21 br to 14.00 hr | 1o3 fsenssion
Tea Break: 11.41 hr to 12.00 hr 4" Session :14.01hr to 15.20 hr to 16.03 Wo:.kr{
Tea Break: 15.21 br to 15.30 br 16,01 hrto
17.00 br
Registration;Briefing about rules & National Integrity Strategy (NIS)
regulations of Academy;Inauguration of the Discussion on BWDB’s National Integrity
course. Introduction & briefing about the Strategy (NIS). Cabinet Division’s Instruction e Greep
course contents,Importance of the Training 2024-25& Preparation of Documents for NIS. Test | Diseussion
04/07/2024 and this Course. Why NIS is very important for BWDB.
Thursday DG, BWDB, Dhaka. ) Mr. Md. Obaidil Islam,
Mr. Mohammad Imam Hossain Director
Director, E.A., Kaptai. Board Secretariat, BWDB, Dhaka. Course Co-Ordinator,
- Engr. Md. KaisarAlam. Assistant Course Co-
‘ Jt. Director & Course Director,E.A., Kaptai. Ordinator
DD (Admn) & Course Coordinator,
Engineering Academy, Kaptai.
05/07/2024 Study tour
Friday Guide by EA, Kaptai.
Discussion on Annual Performance. Etiquette, Manner, Conducting official
Agreement(APA).Components & Importance meeting. Importance of Human Relations in Class Group
06/07/2024 of APA,Performance & Achievements of Office Management. Test | Discussion
Saturday BWDB in APA in previous years.
Mr. Dr. Sarfaraz Banda Course C°‘°“‘“‘“é’:
CSO to DG, BWDB, Dhaka. Assiint Commse
General Discussion on Discipline, Appeal, How to Conduct Departmental Proceedings as
Misconduct, Desertion, Censure, Dismissal per Ministry of Public Administration’s - -
. and Removal from Services, Departmental Departmental Proceeding Settlement Teit | ‘Discussion
07/07/2024 | Proceeding, Different types of Punishments Guidelines 2021.
Sunday | etc. as per BWDB’s Probidhanmala 2013.
Mr. Shaikh Masudul Haque Course Co-Ordinator
Director, Welfare, BWDB, Dhaka. e el
ya
’




Primary Concept on Cases, Legal Notice, | Needs and  Procedure to file
Tiers of the Courts; Management of Cases Appeal/Revision/Review on behalf of
pending before the Courts related to BWDB; | BWDB; Execution Process of the Judgment
— Preparation of Statement of Fact or Para wise | or Order/Decree of “the Courts; Conflict
Monday Statement of the cases. Resolving through Altemative Dispute
Resolution (ADR); Legal Management of
Acquired land etc.
Mr. Md. Saiful Islam Coucta Co-Créinsty,
DD (Legal), Board Secretariat, BWDB, Dhaka. Assivon Soume Co-
\ { Discussion on APA on Field level (70 Right to Information (R2I)
{ | -iarks oriented) Discussion on Right to Information (R2I),
: Preparation of Documents & Reports for | Cabinet Divisidn’s Instruction 2024- Class | I
! f072004 | Field level APA (70 marks) 2024-25. 25&Preparation of Documents of R2I for | Test |~ o
IT \{" Tuesday | Zone wise performance on Field level APA purposes.
L APA.
Mr. Sourav Kumar Das
i EE, Processing
{ BWDB, Dhaka.
[ Citizen Charter of BWDB . | Grievance Redress System (GRS),
‘, Discussion on BWDB’s Citizen Charter.” | Cabinet Division’s Instruction 2024-
| l Cabinet Division’s Instruction 202425 | 25&Preparation of Documents of GRS for
| ’ for Citizen Charter. Preparation of A-I; A P“"p"ses'& o Class Dmmm'
s e-Governance & innovation Test
; o Eg':ﬁ_m of Citizen Charter for APA | (-0} et Division’s Instruction 2024-25& "
Preparation of Documents of e-
Governance for APA purposes.
i Mr Md. Moinul Islam
' AD, THRD
' BWDB, Dhaka.
Computer based Presentation in Englishon | Review of the course;
selected Topics of Group - A, Group-B, Open Discussion;
Group-C Group-D & Group-E Problem solving issues;
Post-Course Evaluation (Final examination) ; | Guideline speech. *
11/07/2024 | Mr. S. M. AjiorRahman Mr. S. M. AjiorRahman
Thursday ADG (Admin), BWDB, Dhal;a. ADG (Admin), BWDB, Dhaka.
Mr.. Mohsmmad Imam Hossain Mr.. Mohammad Imam Hossain
" Director, E.A, BPDB, Kaptai. Director, E.A, BPDB, Kaptai.
| Engr. Md. Kaisar Alam. Engr. Md. Kaisar Alam.
| Jt. Director & Course Director. Director & Course Director.
| Course Coordinator, E.A., Kaptai. Course Coordinator, E.A., Kaptai
Certificate Giving & Closing Ceremony
Aﬁ“hri‘” g Chief Guest, ADG (Admin), BWDB, Dhaka.
Director, Joint Director (Course Director),
Course Coordinator & Asst. Course Coordinator, All officers of E/A, Kaptai.
Training Asstt. Staff Md. Tofazzal Hossain, Office Sahayok, EA, BPDB, Kaptal, Mob-01689-843008

(Engr. Mohaml'n;df hﬁZﬁ)

Engineering Acadmy, BPDB, Kaptai.

?

NB: Guest Lecturers are requested to Bring Objective Type Questionnaires (10 marks) for evaluation after Lecture and send soft
copy of Lesson note & and e-TIN to e-mail address (deakaptai@gmail.com) of Engineering Academy, BPDB, Kaptai before
Training Class.





{"type":"Form","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Form","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Form","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Form","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Form","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Form","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}



