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1.0 Introduction 

The core of spirit of our struggle for freedom and great liberation war is to build a glorious nation, a 

developed and prosperous Bangladesh-free from all kind of exploitation and injustices. To build a 

prosperous, developed and exploitation-free nation a contingent of civil servants need to be shaped 

as a member of an institute with specific degree of professionalism and integrity, and a good 

knowledge of national and global issues. Public servants must be subject to a set of legal conditions, 

which enable them to effectively execute their functions and contribute to the achievement of 

national goal in a proper and lawful manner, across all public administration settings. 

Mere knowledge on laws, rules and regulations is not enough to deliver public services effectively 

and professionally. Knowledge, technology and technological know-how are ever-changing and the 

pace of change is becoming faster and competitive. Service providers are required to be more 

responsive to the needs of the recipients to sustain in the competitive environment. Private sector is 

becoming more participative in the public domain. 

To attain Vision 2021 and Sustainable Development Goals (SDGs) by 2030, the government officials 

must have a specific degree of professionalism and integrity and capability of translation of 

knowledge of administrative and constitutional laws into action. They must possess analytical insight 

to constructs, functions and responsibilities in an appropriate manner across all public administration 

settings.  

 

1.1 Introduction to BPATC 
 

Bangladesh Public Administration Training Centre (BPATC) is the apex training institution in 

Bangladesh where almost all BCS Cadre officials and non-cadre officers of various government 

departments, autonomous, semi-autonomous and non-government organizations are imparted 

training in an excellent environment. The Centre was established on 28 April 1984 as an autonomous 

organization by merging former Bangladesh Administrative Staff College (BASC), National Institute 

of Public Administration (NIPA), Civil Officers’ Training Academy (COTA) and Staff Training 

Institute (STI). The Centre is located 28 kilometres to the north-west from Dhaka city along Dhaka-

Aricha highway. It has four regional Centres located in Dhaka, Chattogram, Rajshahi and Khulna. 

The Centre is headed by a Rector who is a Secretary to the Government. Rector is supported by Six 

Member Directing Staff (MDS) of the rank of Additional/Joint Secretary to the Government and 

equivalent status. Headed by MDS each division consists of a number of departments, each 

department headed by a Director of the rank of Deputy Secretary and Equivalent. Deputy Directors, 

Assistant Directors, Librarians, Medical Officers, Assistant Systems Analyst, Programmers,   

Assistant Programmers, Publication Officers, Research Officers and Evaluation Officers etc. work 

under the guidance of the Directors of relevant department.  

BPATC as the top government training institution of the country perceives and expresses common 

aspirations and expectations of its key stakeholders, the civil servants, who will uphold and remain 

committed to the core values of the nation i.e. Democracy, Nationalism, Secularism and Social 

Justice. Vision and Mission of BPATC, thus, always inspire and create a sense of purpose and 

commitment in the mind of all the trainees and employees of the organisation. BPATC also believes 

and practices some fundamental principles and values which create a strong, unique and innovative 

culture in the organisation.  
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1.2 Vision 

BPATC becomes a Centre of excellence for developing patriotic, competent and professional civil 

servants dedicated to public interest. 

1.3  Mission    

We are committed to achieving the shared vision through     

 developing competent and professional human resources by imparting quality training and 

development programmes; 

 conducting research, publishing books and journals and extending consultancy services for 

continuous improvement of public service delivery system;  

 establishing effective partnership with reputed institutions of home and abroad for developing 

organisational capacity; and 

 promoting a culture of continuous learning to foster a knowledge-based civil service.   

1.4  BPATC Theme 

Building Capacity for Effective, Inclusive and Accountable Public Administration System. 

1.5  Core Values  

BPATC cherishes the spirit of our great liberation war, fundamental principles of state policy and 

patriotism; and strives to infuse those among the stakeholders effectively in all spheres of activities. 

BPATC’s operating principles are built on core values of discipline, integrity, inclusiveness, 

professionalism, innovation, team spirit and learning for results. These values influence how we 

work together, how we serve our clients, how we make decisions and how we determine our 

priorities. They strengthen our respect for the people we serve, our colleagues, and among ourselves. 

As a public sector human resource development organisation, we value: 

a)  Discipline 

We maintain discipline of highest order in every step of our activities. We believe in mutual 

respect and dignity. 

b) Integrity 

We demonstrate patriotism and ethics in our activities. We do what we say. We practise integrity 

by ourselves and encourage our trainees to uphold it in their activities. 

c) Inclusiveness 

We are committed to achieving a diverse and highly professional workforce at all levels of the 

organisation and to ensuring equity and equal opportunities for all irrespective of faith, creed, 

ethnicity, language, age, race, gender and physical infirmity. We promote social inclusion and a 

culture of tolerance and peace. We are committed to creating an environment where all views, 

opinions and inputs are encouraged and valued. 

d) Professionalism 

We show leadership and strive for excellence in our activities by means of professionalism and 

competencies. We are passionate about the work we do and foster pro-people attitude.  

e) Learning for results 

We impart training for results and take follow up actions to stay relevant. We value and maintain an 

enabling environment for continuous learning for our clients and ourselves 
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f) Innovation 

We draw inspiration from our shared history and tradition. We are equally committed to find out 

creative and sustainable solutions to problems in an ever-changing global context. We highly 

regard innovations in governance and public management.  

g) Team spirit 

We foster esprit de corps in our activities and share our achievements as well as failures among 

ourselves. We consider every individual of the organization as a valued member of the team 

where contribution by everybody is recognized. We take careful initiatives to instil team spirit 

among participants of our programmes.  

1.6 Training Programmes of BPATC 

BPATC conducts three kinds of training courses, namely core courses, short courses and special 

training courses. 

 Core courses are Foundation Training Course (FTC), Advanced Course on Administration 

and Development (ACAD) and Senior Staff Course (SSC). FTC is designed for the new 

entrants to the Bangladesh Civil Service (BCS), while ACAD for Deputy Secretary and their 

equivalent officers of defense services and public sector departments. Senior Staff Course 

(SSC) is designed for the Joint Secretary to the government and their equivalents from 

defence services and public sector departments. BPATC also arranges Policy Planning and 

Management Course (PPMC) for the Additional Secretaries and Lunch time/Dinner time 

seminar/workshop for the Secretaries to the Government 

 Short courses are arranged with a view to focusing on the development of the specific 

clientele from officials of cadre services, public sector departments and NGOs.  Project 

Management, Communicative English, Environmental Management, Financial Management, 

Efficiency Enhancement are some of the short courses run by the Centre.  .  

 Special training courses are organised to focus on the development of the specific clientele 

from officials of cadre services, public sector departments, autonomous bodies and NGOs. 

BPATC arranges special foundation training courses on request of various government and 

autonomous organisations.  

1.7  Other Activities of BPATC  

 BPATC carries out research in the fields relevant to public service management. 

 It provides consultancy service, another core function of BPATC to the Government. 

 It publishes journals, periodicals and research reports. 

 It organises joint programmes with other training institutes, academies and universities of 

home and abroad. 

 It networks through e-library. 

 It organises international programmes. 
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2.0 About DoICT 

 
The Department of ICT has been working relentlessly to implement of quality education, 

knowledge-based economy and good governance. The department provides training to empowerment 

of women through ICT and established 4176 (Four Thousand One Hundred Seventy-Six) Sheikh 

Russel Digital Labs in educational institutes. 501(Five Hundred One) women have already emerged 

as entrepreneurs. Department is working to improve ICT education and infrastructure in abolished 

enclaves. By organizing BPO Summit and Programming Contest perennially, a large number of 

people are turning to wealth. To commemorate the declaration of “Digital Bangladesh”, the 

department plays a key role to celebrate “Digital Bangladesh Day” nationwide. 

 
02.01 At a glance of DoICT: 

 

Name of Organization  : Department of Information and Communication Technology 

Administrative Division  : Information and Communication Technology Division 

Ministry   : Ministry of Posts, Telecommunications and Information Technology 

Date of Establishment : 31 July, 2013 

Office    : ICT Tower, Agargaon, Dhaka. 

 
Vision 
Reliable and secure Information and Communication Technology (ICT) towards Sustainable 

Development. 

 
Mission 
Support attainment of overall socio-economic development of the country by establishing universal 

access to ICT for all through research, development successful utilization and digital management of 

ICT.   
 

For more information, please visit: www.doict.gov.bd 

 

 03. Special Foundation Training Course for the Officials of DoICT 

Foundation Training Course (FTC) is the basic training programme on administration and 

development conducted by Bangladesh Public Administration Training Centre (BPATC). FTC is 

a compulsory training for all new entrants to the Bangladesh Civil Services. Although 

compulsory for all new recruits, FTC is not any cadre or service oriented training course rather a 

very generic type of programme which is conducted with the general aim of situating a new 

recruit in the service. It provides the foundation for subsequent professional training organised by 

various cadre-oriented training institutes. A candidate through a competitive examination steps 

into the structured system of government. FTC is the link point between the candidate pre-work 

http://www.doict.gov.bd/
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life and the professional life and acts as a bridge between these two. It facilitates the transition 

process of probationers and sets the foundation to ease the process of their entry into the 

government system. It is not exclusively meant for developing their skills in line with the true 

sense of arranging training programme rather the prime intentions of conducting FTCs are to 

create some common core values among the new recruits and to develop their knowledge base 

required for a career-based service where generating some skill on some specific aspects relating 

to modern administration and management remains an add-on objective. This underlying 

philosophy of the foundation training course is equally applicable for all new recruits to the 

government service. As such, BPATC on request conducts special Foundation Training Course 

for officials of various departments. This Special Foundation Training Course (SFTC) for the 

officials of DoICT is one of such courses. 

The contents of this course have carefully been selected so that the participants acquire the basic 

knowledge of various theories, concepts and issues on administration and development. The 

course aims at building personality, stimulating creativity and instilling leadership qualities into 

the officers. The course also provides an opportunity to the officers to familiarise themselves 

with various dimensions of socio-economic development of the country. 

04.  Objectives of the Course 

The general objective of this course is to develop leadership competencies of the participants for 

managing their own organization strategically with professional excellence. The principal aim is 

to foster participants’ capacity to meet the upcoming challenges that the country will face. 

05. The Specific Objectives of the Course 

 Through this course participants will be able to- 

 recognise their role as public servants in a changing national and global environment; 

 identify individual strengths and weaknesses and promote interpersonal relations in overall 

management through interaction among the trainee officers of various cadres; 

 develop an insight on national goals and objectives through analyzing socio-cultural, political 

and economic development issues, strategies and processes realistically; 

 understand and adhere to the basic service norms, rules, policies and procedures; 

 learn skills on the practical aspects of management process; 

 communicate in English with accuracy and reasonable fluency; 

 foster esprit de corps, empathy, common perception and understanding among diverse 

stakeholders; and 

 enhance work skill through physical and mental labour to meet arduous challenges. 

 Develop the team spirit in performing their task to achieve the organisational goal. 

 

 

 

 



 

7 

06. Requirements of the Course  

Successful completion of the course demands strict adherence to the following conditions: 

As a participant of the course you must- 

 maintain the tradition, discipline, norms and values of BPATC; 

 attend and actively participate in all sessions and other activities on time, preferably at least 

ten minutes earlier than the scheduled time; 

 attend written examinations, submit individual assignments, group reports and participate in 

such other tasks as may be assigned by the Course Management Team (CMT); 

 stay compulsorily in the dormitory of the Centre and abide by the rules and regulations 

thereof; 

 Refrain from carrying and using of cell phone in classroom, mosque, library and during 

formal programmes or walking on the corridor since it is prohibited;  

 secure at least  50% marks in all assignments, reports and other evaluation related activities;  

 wear formal dresses during academic sessions and official functions; 

 follow table manners during breakfast, lunch and dinner; 

 be punctual in attending all activities prescribed for the course; and 

 have 100% attendance. Exceptions are made only in case of unforeseen emergency. In case of 

such emergency, maximum 5% absence is permitted only for the reasons exempted in the 

Evaluation Policy of BPATC. However, marks allotted for attendance shall be deducted 

proportionately in such case as per Evaluation Policy of the Centre. 

07. Training Duration 

The duration of the course is 60 days and this duration is distributed in the following manner: 

Sl. No. Activities Days 

1 Inauguration, Course Briefing & Formation of Different Committees 1 

2 Days for Training Sessions 34 

43 Field Attachment Programme 4 

4 Study Tour 2 

5 Visit to Bangabandhu’s Samadhi Soudho at Tungipara 1 

5 Certificate Awarding and Closing Ceremony 1 

6 
Domestic exposure Visit: Bangabandhu Memorial Museum, 

Dhanmondi 32/CRP/Hi-Tec Park/Liberation Museum 
1 

6 Total Working Days   
44 

(Tentative) 

7 Weekends and Public Holidays                             16 

8 Total Days            60 
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08.  Tentative Daily Schedule 
 

Time Activity 

06:00 - 07:00 Physical Exercise* 

07:30-08:15 Breakfast 

08:30- 09:30 1st Session 

09:40 - 10:40 2nd Session 

10:40 - 11:05 Health Break 

11:05 - 12:05 3rd Session 

12:15 - 13:15 4th  Session 

13:15 - 14:00 Lunch and Prayer Break 

14:00 - 15:00 5th Session 

15:05 - 16:05 6th Session 

16:30 - 17:30 Games & Sports* 

18:00 - 20:00 Extension Lecture*  

20:15 - 21:15 Dinner 
 

* Subject to sun rise and sun set  

09. Training Methods  

Various training methods like lecture, group discussion, exercise, case study, role play, syndicate 

group work, presentation, attachment, film show and reading assignment will be employed. 

Despite certain limitations the lecture and discussion method is extensively used in this course. 

However, the course management team (CMT) believes that this method of instruction can 

significantly be improved by active participation of the participants. The speakers will encourage 

the participants to take part in the discussions. 

Moreover, study tour will be organised to expose the participants to real life situation in the field. 

The study tour, an integral part of the course, will provide them with an opportunity to relate 

important theoretical issues to real-life situation. 

Other activities would mainly be team based requiring maximum interaction among group 

members for the accomplishment of a group task. Each group, usually will consist of 5 

participants. A participant is responsible individually and jointly for the quality of the report. 

Each group will present its report before the other syndicates in a plenary session. 

10. Training session 

 Usually there will be Six sessions every day. However, additional sessions may be arranged if 

and when felt required. Moreover, sometimes there will be evening sessions and first session of a 

day will start at 08.30 a.m.  

11. Medium of Instruction 

The medium of instruction of the course will be English. Further, since the Centre encourages the 

participants to develop their oral English skills, they are expected to speak English as far as it is 

possible with other colleagues at least during their time in BPATC.  
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12. Course Content 

In order to meet the training needs of the officers, the designed course curriculum has been 

accumulated following modules:  

 

1. Bangladesh & Bangabandhu Studies  2. Constitution and Others Legal 

Provision Relating to Public Service 

Delivery   

3. Public Procurement & Management 4. Digital Leadership & Strategic 

Planning 

5. Essential Service Rules 6. Office Management 

7. Administrative and Organizational 

Management 

8. Achieving Sustainable Development 

Goals (SDGs) and Project 

Management 

9. Behavioral Governance 10. Financial Management 

11. Book Review 12. Field Attachment and Report Writing 

13. English Language Skill Development 14. Physical Conditioning and Games 

15. Research and Development 

Management 

16. ICT Related Laws, Regulations and 

other Important Issues 

17. Contemporary Issues   

          Each module has several topics. The details of course contents are given in Annex-1. 

 

13. Domestic Exposure Visit 

Participants of the course will visit one or more places of interest under the Know Bangladesh 

Programme during the course to explore the country. 

14. Field Attachment Programme 

A four-day-long field study programme adds an important dimension to the Training Course. On 

the basis of data collected during field attachment programme participants will have to present 

both individual and group reports. During field visit programme staying days and nights in the 

selected place is compulsory for all participants. 

15. Book Review  

Book Review is another important component. Each participant will write critical review of one 

book (Bangla/English) and will present the review in a session before other participants. The 

presentation of the review will be followed by a question-answer session. 

16. Extension Lecture 

A number of extension lectures are conducted with external resource persons. Extension lectures 

will be held in the evening. These lectures will focus on the issues of national/international 

importance and will offer the participants a scope to interact and share experiences with senior 

government officials and renowned personalities. After each lecture every participant has to 

submit a one page summary (learning points in bullet form) on the lecture in the following 

morning. 
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17. Reading Assignment 

There will be no classroom session on some topics of different modules rather concerned faculty 

members will provide participants with handouts on those issues. 

18. Physical Training and Games 

The Centre has a 2.2 kilometer jogging track. Participating in the jogging session, in the early 

morning, is compulsory. It is also compulsory for the participants to take part in morning 

physical exercise and afternoon game sessions.  

19. Group Work 

Participants are required to carry out syndicate/group works. The Module Director will give the 

topics, which are discussed and deliberated by the group members. The group will select a 

chairperson and a rapporteur and a secretary among their group to conduct the exercise session. 

The exercise will be followed by the presentation of the syndicate/ group work amongst their 

group report. 

20. Evaluation 

BPATC follows a two way evaluation method. Performance of the participants is evaluated 

through written examination, presentation, exercise, assignment and overall participation in every 

activity of the course. Apart from this, the course administration and/or other faculty members 

would evaluate the participants outside the course based on their out-fit, behavior and 

personality. The participants would also get an opportunity to evaluate the speakers as well as the 

course management and other aspects of the course. However, participants of the course will be 

evaluated on 900 marks in total. Marks are distributed as follows: 

Module 

No 
Title of the Modules 

Evaluation Methods and 

Marks 

Individual Group Total 

1. Bangladesh & Bangabandhu Studies - GR-25 25 

2. Constitution and other Legal Provision 

Relating to Public Service Delivery 
WE-25 - 25 

3. Public Procurement and Management 
IR-25 GE-25 50 

4.  Digital Leadership & Strategic Management - GA-50 50 

5.  Essential Service Rules WE-50 - 50 

6. Office Management  IE-50 - 50 

7. Administrative and Organizational 

Management 
WE-40 GA-25 65 

8. Achieving Sustainable Development 

Goals(SDGs ) & Project Management 
WE-25 GE-50 75 

9. Behavioral Governance WE-35 - 35 

10. Financial Management IE-25 GE-25 50 

11.  Book Review R-30, Pr-20 - 50 

12.  Field Attachments and Report Writing - GR-25 25 

13.  English Language Skill Development CT-50 - 50 

14. Physical Conditioning and Games IA-75, 

WE-25 
- 100 
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15 Research and Development Management WE-30, 

IA-30 
- 60 

16. ICT Related Laws, Regulations and Other 

Important Issues   
WE-40 GA-20 60 

17. Contemporary Important Issues - GA-25 25 

18 Evaluation by Evaluation Department 

i. Attendance (20) 

ii. Speaker Evaluation (10) 

30 - 30 

19 Evaluation by Course Management Team 

25 - 25 

 i)  Punctuality (5) 

 ii) Table Manners (5) 

 iii) Dress (5) 

 iv) Overall Conduct and Discipline(5)  

 v) Participation in co-curricular activities (5) 

Total 630 270 900 

Grand Total 900 
 

Note: WE- Written Examination, IA- Individual Assignment, IE- Individual Exercise, R-Report, Pr- 

Presentation, IA- Individual Assessment, GR- Group Report, GA- Group Assignment, GE- Group 

Exercise,  

21. Grading 

According to the Evaluation Policy of BPATC, marks, participants obtained in the course in different 

assessments, will be based on a quantitative scale and will be graded in the following way: 

Sl. Percentage of Marks Grading 

1 95 and above A+ (Outstanding) 

2 90- 95 A (Excellent) 

3 85-  90 A- (Very Good) 

4 80- 85 B+ (Good) 

5 70-  80 B (Satisfactory) 

6 60-  70 B- ( Above Average) 

7 50- 60 C ( Average) 

8 50 Fail 

 

22. Visit/ Meet Faculty Members 

No participant will meet or otherwise be called by any faculty member in his/her office room. In 

case of urgency, the meeting between the participant and the faculty member may be held in the 

Course Office intimating the Course Management. Course Management will brief the 

participants accordingly and arrange the interview as and when necessary. 

23. Committee Activities 

The participants will be encouraged to form various committees among themselves. These 

committees will manage different activities of the course. Mess Committee, Sports Committee, 

Cultural Committee, Literary and Publication Committee and Environment Committee are 

formed with a view to developing leadership qualities among the officers. 
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24. Discipline 

A strict conformity with the rules of the Centre is important for successful completion of the 

course. Violation of any rules, activities subversive of discipline or code of conduct, adopting 

unfair means in the examinations or unauthorised absence by any participant will render him/her 

liable to disciplinary action. The course management and the evaluation department may visit the 

dormitory at any time and check the presence of the participants. All participants must wear 

name badges in all occasions except sports activities. Cell phone uses and carries are strictly 

prohibited in the class.  

25. Dress Code 

a) Male participants  

Formal Sessions: All participants must wear formal dresses in all academic sessions and 

formal occasions. Male participants will wear tie and full-sleeved shirts with or without suit. 

It is advisable that male participants wear suits during mess nights, guest nights and at official 

dinner. Participants may wear sherwani/prince coat for religious ground. 

PT and game Session: All participants must wear white-coloured English/tennis half pant/ 

tracksuit, white-coloured T-shirt and white-coloured keds with white-coloured socks. 

b) Female participants 

Formal Sessions: Female participants are encouraged to wear sari in all academic sessions 

and all officials programmes. However, they must wear sari in official functions and other 

formal activities. 

PT and game Sessions: All female participants must wear white-colored three-

pieces/tracksuit and white-coloured keds with white-coloured socks.  

26. Table Manners 

Government officials attend banquettes with guests from home and abroad. Besides, they have to 

arrange formal dinners on various occasions. Thus, to acquaint the participants with table 

manners and to enable them to practice it, several dinners with formal etiquette are arranged. The 

participants are expected to attend these dinners in formal dress. 

27. Accommodation and Food 

The Course is residential.  The participants will have to stay in the room allocated to them at 

BPATC dormitory. Leaving the Centre without permission is treated as misconduct. Meals are 

arranged through Mess Committee formed by the participants. The participants will take their 

breakfast, lunch, evening tea and dinner in scheduled time at the specific dinning place of the 

Centre. The Mess Committee is responsible for maintaining the overall quality of meals. 

         Please note that discipline, dress codes, table manners and                                                              

other dinning norms will be observed and evaluated. 

28. Library facility 

The Library of BPATC is modern and well equipped with various books, journals and audio-

visual aids. In its possession there are almost 1, 12,000 books for circulation to the readers. 

Participants will have ready access to the reading facilities. Photocopy facilities are also available 

on payment. Library remains open from 8:00 a.m. to 10:00 p.m. Sunday to Thursday, from 4:00 
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p.m. to 6 p.m. on Friday and from 4:00 p.m. to 10 p.m on Saturday. The participants are 

encouraged to use the library facilities at the maximum effort.  

29. Medical Facilities 

The centre, which is run by three qualified doctors, maintains a small clinic with limited medical 

facilities. Participants are given free medical consultation, prescriptions and limited medical care. 

The participants are entitled to have medical prescription free of charge and some common 

medicines that are available at the clinic, especially on emergency basis. However, the medical 

facilities can only meet the primary needs or minor cuts and injuries.  The clinic provides 

ambulance services on payment in case of serious illness.  

30. Recreation 

Since Foundation Course is very intensive, there is very limited scope for recreation. However, 

there are some television sets in the dormitories with cable connection. Facilities for playing 

Table Tennis, Carom, Chess, and Billiard etc. are available in the dormitories and indoor games 

hall as well. Participants arrange cultural programmes and mess nights every month. They are 

also taken to visit different places of interest. 

31. Prayer facility 

There is a beautiful mosque within the premises of the Centre, but no separate prayer room in the 

dormitory. Interested participants can offer their prayer in the mosque. However, female 

participants can offer their prayer in their respective rooms. 

32. Smoking or Taking Drugs to Alcohol Prohibition 
 

Smoking and taking drugs and alcohol in BPATC is strictly prohibited and as such, participants 

are advised to refrain from such abusive manner during their stay in the Centre. Disciplinary 

actions may be taken for violation of such norms. 

33. Any Question or Query? 

This Course Guidelines give an outline of the various aspects of the Foundation Training Course. 

If, there are any queries, participants may contact the Coordinators and Course Director 

personally. Daily schedule of activities, list of faculty speakers, list of participants are shown in 

Annex. In case of any emergency, participants may contact with Course Director or Course 

Coordinators through their office and residence telephone numbers which are attached.  
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Annex-1 
   

Module-01  : Bangladesh & Bangabandhu Studies            

Total Marks  : 25 

Evaluation Method : Group Report-25 

Module Objectives    : The participants will be able to-  

 Analyze social, political, scientific and cultural aspects of Bangladesh. 

 

 

Topic 

Code 

Session 

Hour 

Topic Facilitator Training 

Method 

1.01 01 Historical Background of Bangladesh Faculty/GS L&D 

1.02 02 Contribution of Different Events those Let do 

Evolve Leadership Capacity of the Father of the 

Nation. 

Faculty/GS L&D 

1.03 01 Liberation War of Bangladesh: Background and 

Spirit 
Faculty/GS L&D 

1.04 01 Potential Resources of Bangladesh: Natural 

Resources & Tourism  
Faculty/GS L&D 

1.05 01 Social Structure and Cultural Heritage of 

Bangladesh 
Faculty/GS L&D 

1.06 02 Ten Special Initiatives of the Honorable Prime 

Minister of Bangladesh 
GS 

L&D 

1.07 02 Bangladesh on the March Towards Prosperity Faculty/GS L&D 

1.08 02 Vision 2021, SDGs by 2030, Vision 2041 and 

Bangladesh Delta Plan 2100 

Faculty/GS L&D 

1.09 02 Historic Speech of 7 March: 1971 Declaration of 

Independence  

Faculty/GS Film show 

&  

L&D 

- - Visit to Bangabandhu’s Samadhi Soudho at 

Tungipara and Bangabandhu Memorial Museum, 

Dhanmondi 32 

CMT Visit 
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Module-02  : Constitution and other Legal Provisions relating to Public Service Delivery 

Total Marks  : 25 

Evaluation Method : Written Examination-25 

Module Objectives :  The participants will be able to - 

 Recognize the functions of the executive, legislature judicial organs of the 

government and 

 Adhere to the basic rules and procedures appropriately. 

 

Topic 

Code 

Session 

Hour 

Topic Facilitator Training 

Method 

2.01 01 
Salient Features of Bangladesh Constitution and 

Fundamental Rights 
Faculty/GS L&D 

2.02 01 
Different Organs of the State (Executive, 

Legislature & Judiciary) 
Faculty/GS L&D 

2.03 01 
Constitutional Body of the Nation (EC, PSC, 

C&G etc.) 
Faculty/GS L&D 

2.04 01 
Rights and Obligations of Public Servants and 

Constitutional Provisions 
Faculty/GS L&D 

2.05 02 Local Government of Bangladesh Faculty/GS L&D 

 

 

Module-03  : Public Procurement and Management 

Total Marks  : 50 

Evaluation Method : IR-25, GE-25 

Objectives                   : The participants will be able to – 

 To make the trainees understand the procurement act, rules and procedures; 

 To make the trainees understand the electronic government procurement. 
 

Topic 

code 

Session 

Hour 
Topic Facilitator 

Training 

Method 

3.01 02 Overview of PPA 2006 and PPR 2008 Faculty/GS L&D 

3.02 02 
Procurement Methods of Goods, Works and 

Services 
Faculty/GS L&E 

3.03 01 
Public Procurement Committees  

 
Faculty/GS 

L&E 

3.04 01 Annual Procurement Plan Faculty/GS L&E 

3.05 02 
Direct Cash Purchase, Delegation of Financial 

Power 
GS 

L&E 

3.06 03 
Request for Quotation Method (RFQM) 

PG-1 
GS 

L&E 

03.07 03 Electronic Government Procurement (E-GP) GS L&E 
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Module-04  : Digital Leadership & Strategic Planning 

Total Marks  : 50 

Evaluation Method : Group Assignment-50 

Objectives  : The participants will be able to - 

 Digital Bangladesh Strategy; and  

 How to Promote different e-services in field level offices. 
 

Topic 

Code 

Session 

Hour 

Topic Facilitator Training 

Method 

4.01 02 
Digital Bangladesh and Four Pillars of 

Bangladesh  
GS L&E 

4.02 02 Digital Leadership: Overview and Practices   

4.03 02 National e-Services Implementation GS L&P 

4.04 02 

Importance of E-Services: E-Nothi, Web Portal, 

E-Mutation, Data Center etc and its 

Implementation strategy in Field Level 

Faculty/GS L, GD 

4.05 02 
Frontier Technologies (AI, IoT, Big Data, Bloack 

Chain etc), E-Waste Management  
Faculty/GS L, GD 

4.06 02 e-Government: Concept and Architecture Faculty/GS L, GD 

4.07 02 Innovation in Service Delivery Platform Faculty/GS L, GD 

4.08 02 
SPS: Methodology and Present Status of 

Bangladesh 
  

4.09 02 

Strategic Management: SWOT Analysis, Crafting 

Strategies, Setting SMART Objectives, 5 Force 

Model 

Faculty/GS L, GD 

4.10 01 Total Quality Management (TQM) Faculty/GS L, GD 

 

Module-05  : Essential Service Rules 

Total Marks  : 50 

Evaluation Method : Written Examination-50 

Objectives  : The participants will be able to – 
 

 To acquaint with essential service rules and regulations  

Code Hour(s) Topic Facilitator 
Training 

Method 

5.01 01 Bangladesh Service Rules (Part 1 & Part 2) Faculty/GS L & D 

5.02 01 General conditions of government service Faculty/GS L & D 

5.03 01 Recruitment, joining time, promotion and Seniority Rules Faculty/GS L & D 

5.04 01 Prescribe Leave Rules, 1959 Faculty/GS L & D 

5.05 01 The Government Servant Special Provision Ordinance (1979), 

The Government Servant Dismissal on Conviction Ordinance, 

1985 and The Government Servant Discipline (Punctual 

Attendance) Ordinance, 1982  

Faculty/GS 

Faculty/GS 

Faculty/GS 

L & D 
L & D 
L & D 

01 

01 

5.06 
01 

The Government Servant Conduct Rules, 1979, Protocols, 

Etiquette, Netiquette and Manners  
Faculty/GS L & D 

5.07 02 The Government Servant (Discipline and Appeal) Rules 2018 Faculty/GS L & D 

5.08 
01 

Administrative Tribunal and Administrative Appellate Tribunal 

Act 
Faculty/GS L & D 

5.09 01 Flag Rules, Emblem Rules, National Anthem Rules  Faculty/GS L & D 
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Module-06: Office Management 

Total Marks : 50 
Evaluation Method:  Individual Exercise-50 

 

Objective: To enable to apply official procedures effectively and efficiently 

Code Hour(s) Topic Facilitator 
Training 

Method 

6.01 01 Office procedure: docketing, filing and referencing Faculty /GS L & D 

6.02 
01 

Records management (relevant part of The Bengal records 

Manual, 1943) 

Faculty /GS 
L & D 

6.03 02 Noting, Drafting and Summary writing Faculty /GS L & D 

6.04 02 Forms of written communication Faculty /GS L & D 

6.05 02 Organizing meeting, writing working paper and minutes Faculty /GS L & D 

6.06 01 Equipment, Store and Stationary Management Faculty /GS L & D 

6.07 01 Office inspection Faculty /GS L & D 

 

Module-07  : Administrative and Organizational Management 

Total Marks  : 65 

Evaluation Method : a) Written Examination-40 

      b) Group Assignment-25 

Objective  : The participants will be able to – 

 Discharge the duties assign to them to achieve organizational goals.  

 

Topic 

Code 

Session 

Hour 
Topic Facilitator 

Training 

Method 

7.01 02 Secretariat Instructions 2014 Faculty/GS L&D 

7.02 01 The Government Servants (Conduct) Rules, 1979 Faculty/GS L&GD 

7.03 02 ȀǼǢȄȅǼ ǧȄʹȅǼ Ǘǘǵ+ ȚȘșȠ Faculty/GS L&GD 

7.04 01 Rules related to Leave Faculty/GS L&E 

7.05 02 Seniority Rules and Pension Faculty/GS L&E 

7.06 01 Writing Notes and Preparation of Drafts Faculty/GS L&E 

7.07 02 
Conducting Meeting, Writing Working Paper and 

Minutes 
Faculty/GS L&E 

7.08 01 
Forms of Written Communications (MoU/ DO 

Letter/ UO Note/ Government Letter etc.) 
Faculty/GS L&E 

7.09 01 Office Inspection Faculty/GS L&D 

7.10 01 
Equipment, Store & Stationary Management in 

Organization 
Faculty/GS L&P 
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Module 08  : Achieving Sustainable Development Goals (SDGs) and Project  

     Management 

Total Marks  : 75 

Evaluation Method : a) Written Examination-25 

       b) Group Excercise-50 

Objectives   : The participants will be able to – 

  provide idea about challenges of implementing SDGs; 

  get the trainees acquainted with the departmental roles in implementing 

SGDs; and   

  get a holistic picture of strategies and the process of sustainable 

development of Bangladesh. 

  make the trainees understand the different stages of project cycle. 

 

 

Module-09  : Behavioral Governance       

Total Marks  : 25 

Evaluation Method : Written Examination-25 

Module Objectives : The participants will be able to- 

 Understand the human and office behavior in work place; and 

 Apply basic office procedures appropriately. 

 

Topic 

Code 

Session 

Hour 

Topic Facilitator Training 

Method 

09.01 02 Know Thyself/ Understanding self to achieve 

improvement goals 
Faculty/GS L&E 

09.02 
05 

Changing Attitude and Mindset for better service 

delivery 
Faculty/GS 

Saturday 

Workshop 

09.03 01 Art of Civility Faculty/GS L&D 

09.04 01 Art of Communication Faculty/GS L,GD 

09.05 01 Problem Solving and Decision-Making Process Faculty/GS L&E 

09.06 
06 Public Service Values  Faculty/GS 

Saturday 

Workshop 

 

Topic 

Code 

Session 

Hour 
Topic Facilitator 

Training 

Method 

8.01 02 Socio Economic Indicators of Bangladesh Faculty/GS L&GD 

8.02 01 
Sustainable Development: Concept and Issues in 

context of Bangladesh 
Faculty/GS L&D 

8.03 01 Disaster Management and SDGs Faculty/GS L&D 

8.04 02 
Preparation and approval process of DPP and 

TAPP 
Faculty/GS L&D 

8.05 02 Introduction to project Cycle Management  Faculty/GS L&D 

8.06 02 G2G: Public Private Partnership (PPP)  Faculty/GS L&D 
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Module-10  : Financial Management 

Total Marks  : 50 

Evaluation Method : a) Individual Exercise-25 

      b) Group Exercise-25 

Objectives  :  The participants will be able to - 

 Understand, analyse and explain constitutional and legal aspects of 

financial management system of Bangladesh; and 

 Enable participants to apply standard financial management practice in 

their day to day financial activity.  

 

Topic 

Code 

Session 

Hour 
Topic Facilitator 

Training 

Method 

10.01 02 Budgetary System of Bangladesh and MTBF Faculty/GS L&E 

10.02 01 
Government Accounting: Concepts and 

Principles 
Faculty/GS L&E 

10.03 01 
Duties and Responsibilities of Drawing and 

Disbursing Officer 
Faculty/GS L&D 

10.04 01 General Financial Rules Faculty/GS L&P 

10.05 02 Audit Objections and its Disposal GS L&E 

10.06 01 
Delegation of Power: Financial and 

Administrative 
Faculty/GS L&D 

10.07 01 Financial Rules & Regulations: BSR Part 1& 2 Faculty/GS L, GD 

10.08 02 Travelling Allowance (TA) & DA Rules Faculty/GS D&E 

10.09 02 

Introduction to iBAS++ System.  

Employee Pay bill and Budget distribution to 

Field level offices.  

Faculty/GS D&E 

 

Module -11  : Book Review 

Total Marks  : 50 

Evaluation Method : a) Report-30 

     b) Presentation-20 

Objectives  : The participants will be able to –  

 Develop the skills of critically reviewing and analyzing Research books 

and scientific journals; 

 Use of audio-visual aids in presentation; and 

 Develop competency in presenting issues before audience. 

 

Topic 

Code 

Session 

Hour 
Topic Facilitator 

Training 

Method 

11.01 01 Guidelines for Writing Book Review Faculty/GS L&D 

11.02 06 Presentation Faculty P 
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Module -12  : Field Attachment and Report Writing  

Total Mark  : 25 

Evaluation Method : Group Report-25 

Objectives  : The participants will be able to –  

 Develop their analytical capability for problem solving, draw possible 

solution and they will be aware of different projects relevant to their 

profession and their implementation mechanism. 

 

Topic 

Code 

Session 

Hour 
Topic Facilitator 

Training 

Method 

12.01 01 Briefing on Field Attachment Report Faculty Briefing 

- - Field Visit Faculty Study Visit 

12.02 02 Presentation on Field Study Report Faculty Presentation 
 

 

 

 

Module-13   : English Language Skill Development 

Total number  : 50 

Evaluation Method : Class Test-50 

Objectives  : The participants will be able to –  

 Identify and rectify the common mistakes in everyday use of English and 

improve the basic knowledge in English language; and 

 Have knowledge on IELTS exam and prepare them for achieving 

scholarship in higher education. 

 

Topic 

Code 

Session 

Hour 
Topic Facilitator 

Training 

Method 

- 08 RECAP CMT Presentation 

13.01 08 

Listening Skill Faculty/GS L&E 

Speaking Skill Faculty/GS L&E 

Reading Skill: Reading techniques Faculty/GS L&E 

Writing skill: Descriptive writing,  

argumentative writing 
Faculty/GS L&E 

13.02 03 Extempore  Speech Faculty/GS Presentation 

13.03 01 
Vocabulary: Administrative and Common 

office Use 
Faculty/GS L&E 
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Module-14  : Physical Conditioning and Games 

Total number  : 100 

Evaluation Method : Individual Assessment-75; WE-25  

Objectives  : The participants will be able to –  

 Realise the importance of physical activities and games and keep one fit by 

ideal exercise.  

 

Topic 

Code 

Session 

Hour 
Topic Facilitator 

Training 

Method 

14.01 01 Effects of Sedentary Lifestyle and Management Faculty/GS L&D 

14.02 01 Effects of Exercise on Different Organs Faculty/GS L&D 

14.03 01 Managing Wellness Faculty/GS L&D 

14.04 - 

Practical:  Physical Conditioning (Morning); 

Walking, Jogging, Freehand Exercises, Ground 

Exercise, Stretching, Yoga. 
Faculty Exercise 

Games (Evening): According to the Participants’ 

Interest  (Volleyball, Tennis, Badminton & other 

activities) 
 

 

 

Module -15   : Research and Development Management 

Total Marks   : 60 

Evaluation Method              : a) Written Examination-30 

                                                   b) Individual Assignment-30 

Objectives   : The participants will be able to –  

 Understand research methodology, prepare research papers and focus 

on output as well as outcomes of R&D projects. 

 

Topic 

Code 

Session 

Hour 
Topic Facilitator 

Training 

Method 

15.01 02 
Introduction to Research, developing Research 

Question, Data and Variable 
Faculty/GS L&D 

15.02 01 
Sampling Techniques and Methods of Data 

Collection 
Faculty/GS L&E 

15.03 02 Data Analysis and Tabulation Faculty/GS L&E 

15.04 01 Writing Research Proposal Faculty/GS L&E 

15.05 01 Writing Research Report Faculty/GS L&E 
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Module 16: ICT Related Laws, Regulations and other Important Issues   

Total Marks: 60 

 Evaluation Method: WE-40  

 Study Tour/Field Visit-  

 Evaluation Method: GA-20 
 

 Objectives: The objectives of the module are: 

a) to enhance knowledge on departmental laws and rules; 

b) to enable the participants in using departmental rules and regulations. 

 

Topic 

Code 

Session 

Hour 
Topic Facilitator 

Training 

Method 

16.01 02 Bangladesh National Digital Architecture (BNDA)  Faculty/GS L&D 

16.02 02 Bangladesh National ICT Policy 2018  Faculty/GS L&D 

16.03 02 Email Policy-2018 Faculty/GS L&D 

16.04 02 Digital Security Act 2018 Faculty/GS L&D 

16.05 02 
Frontier Technologies and Different on-going 

Projects related to ICTD 
Faculty/GS L&D 

 

Module-17    : Contemporary Issues 

Total number : 25 

Evaluation Method : Group Assignment-25 

Objectives    : The participants will be able to -  

 Identify and analyse issues of national importance; and 

 Explore opportunities to apply new learning to practical life. 

 

Topic 

Code 

Session 

Hour 

Topic Facilitator Training 

Method 

17.01 02 Corporate Social Responsibility in Bangladesh  Faculty/GS L&D 

17.02 
02 

Blue Economy: Sustainable Use of Marine 

Resource 
Faculty/GS L&D 

17.03 02 Demographic Transformation and Land  Faculty/GS L&D 

17.04 02 Autism & Its Management Faculty/ GS L&D 

17.05 
02 

Income Tax Rules and Exercise on Assessment 

of Income Tax 
Faculty/GS L&E 

17.06 01 Right to Information Act, 2009 Faculty/GS L&D 

17.07 02 Combating against Corruption Faculty/GS L&D 

17.08 
04 

P4D: NIS; APA; Citizen Charter; RTI; Cyber 

Security and GRS etc 
Faculty/GS 

Workshop/

L&D 

17.09 02 Mujib Borsho and Bangladesh Faculty/ GS L&D 
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Annexure-02 

Important Telephone Numbers 
 

BPATC PABX: 7745010-16, 7742080-85 

Fax: 7745029 

       

Sl 

No 
Name Designation 

PABX Extension and Cell 

Number 

Course Management 

1 Md Rakib Hossain, ndc Rector (Secretary)  
Ph: 7745028  
rector@bpatc.org.bd  

2 Md. Nasir Uddin Ahmed MDS  & Course Adviser  
Cell: 01715091089 
Email: mdsmd@bpatc.org.bd 

3  Md. Sharif Hasan Director & Course Director  
Cell: 01911308396 

Email: sharifhelenn@yahoo.com 

4 Afia Rahman Mukta 
Research Officer & Course 

Coordinator  

Cell: 01914890462 

Email: afiaju2003@gmail.com 

8 Mohammad Mamun 
Research Officer & Course 

Coordinator  

Cell: 01912146407 

Email: mamun235@gmail.com 

9 
Mohammad Mozaherul 

Islam 

Assistant Director & 

Liaison Officer 
Cell: 01912972652 
Email: mozaher.bpatc@gmail.com 

10 Course Office Course Coordinator 4648 

Support Service 

1 
Dr.  Md. Mustafizur 

Rahman 
Medical Officer 

Ext: 4143 (O), 4443  

Cell: 01932791761 

2 Dr. Bilkis Laila  Medical Officer  
Ext: 4308 

Cell: 01711073636 

3 Mir Md. Toufiqul Islam 
Assistant Director 

(Logistics) 

Cell: 01911121956 

Ext: 4146. 

4 Md Shamim Hosen 
Assistant Director 

(Dormitory) 

Cell: 01717563992 

Ext:4145 

5 Md. Fharid Mia Class Room Attendant  Cell: 01727888022 

6 Manager, Sonali Bank - 4282 

7 Library (Counter) - 4649, 4650 

8 Library (Journal Section) - 4262 

9 BPATC Main Reception - 4220 

Please Press  9 to reach the Telephone Exchange 

 

 

 

 

 

 

 

mailto:sharifhelenn@yahoo.com
mailto:afiaju2003@gmail.com
mailto:mamun235@gmail.com
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 Annexure-03 

 

List of Faculty Members 

          (Not on Seniority Basis) 

 

 

Sl. Name & Designation Code 

1.  MD. RAKIB HOSSAIN ndc, Rector (Secretary to the Govt.) Rector 

2.  Mohammad Munir Hossain, MDS Munir 

3.  Md. Zafar Iqbal ndc, MDS Zafar 

4.  Md. Nasir Uddin Ahmed, MDS Nasir 

5.  Syed Mizanur Rahman ndc, MDS Syed Mizan 

6.  Md. Sanwar Jahan Bhuiyan, MDS Sanwar 

7.  Md. Zakir Hossain, Director Zakir 

8.  Dr. Mohammed Amjed Hossain, Director  Amjed 

9.  Dr. Md. Mizanur Rahman, Director  Mijan 

10.  Md. Siddiqur Rahman, Director Siddique 

11.  Dr. Md. Zohurul Islam, Director Zohur 

12.  Md. Atikuzzaman, Director  Atik 

13.  BM Benojir Ahmed,  Director  Benojir 

14.  Rokeya Fahmida,PhD,  Director  Fahmida  

15.  Mohammad Razibul Islam, Deputy Director  Razib 

16.  Md. Sharif Hasan,  Director  Sharif 

17.  Hasan Murtaza Masum, Director Masum 

18.  Mohammad Saiful Islam, Programmer Saiful(P) 

19.  Md. Abul Basher, Deputy Director Basher 

20.  Mehedi Masud, PhD, Deputy Director  Mehedi 

21.  ATM Arif Hossain, Deputy Director  Arif 

22.  K.M. Abdul Kader, Deputy Director Kader 

23.  Mohammad Tazib Uddin, Deputy Director Tazib 

24.  Mohammad Rezaul Karim, PhD Deputy Director Reza 

25.  Dr. Md. Mostafizur Rahman, Medical Officer Mostafiz 

26.  Abdullah Al Mamun, Deputy Director Mamun 

27.  Dr. Md. Moshiur Rahman, Deputy Director Moshiur 

28.  Md. Motaher Hossain, Deputy Director Motaher 

29.  Parimal Kumar Roy, Deputy Director Parimal 

30.  Dr. Md. Arafe Zawad, Assistant Director (Sports)  Zawad 

31.  Abu Naser Mohammad Sajidul Ahsan, Senior Research Officer Sajid 

32.  Md. Morshed Alom, Senior Research Officer Morshed 

33.  Afia Rahman Mukta, Research Officer Afia 

34.  Tanjur Ahmed Joarder, Assistant Programmer Tanjur 

35.  Mohammad Altab Hossain, Assistant Programmer Altab 

36.   Farjana Afrose, Assistant Director  Farjana 

37.  Jakia Sultana, Evaluation Officer Jakia 

38.  Nasrin Akter, Evaluation Officer Nasrin 

39.  Golam Mahmud, Assistant Director Mahmud 

40.  Mir Md. Taufiqul Islam, Assistant Director Taufiq 

41.  Sanjoy Kumar Sarma, Evaluation Officer Sanjoy 

javascript:void(0)
javascript:void(0)
javascript:void(0)
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Sl. Name & Designation Code 

42.  Razib Mia, Evaluation Officer Razib 

43.  Mohammad Masum Rahman, Assistant Programmer Masum 

44.  Md. Rustom Rabbani, Assistant Programmer Rustom 

45.  Mohammad Mozaherul Islam, Assistant Director Mozaher 

46.  Md. Nazim Uddin, Assistant Director Nazim 
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Annexure-04 

 

ǸȄǔǽȄȋǳǾ ȭǽȄǢ-ʙǾȄȀǵ ʙȅǾʹǰ ȭǢ̊ 
ȀȄǹȄǼ, ǯȄǢȄ 

  

 

ʙȅǾ́ǰȄǲͫȋǳǼ ǢǼǰȆȓ Ǡ ǸǩɝǵȆȓ 
 

ȀȄȅǸɝǢ 

Ǣ. ǢǼǰȆȓ 

 

șǑ ֣̌ ǽȄ Ǡ ȀǺȋȓǼ ʙȅǱ ǺȋǵȄȋǻȄǤȆ ȭȁȄǵǑ  

ȚǑ ȅǸȅǶǞʨȅȀ-ȭǱ ǖǸ͛ȄǵǢȄȋǽ ǮǼȅǺǬȅǼǼ ǸȄǘȋǼ ȀǸɝǳȄǘ  ƚȭǵǺ-ϤȄǩƛ ǶȅǼǴȄǵ ǢξǵǑ 

țǑ ǗǶǵȄǼ ȭǢȄǵ ǢǲȄ ǸȄ ǢȄȋǩ ǻȅǳ ֖ǽ ȁȋȓ ǲȄȋǢ ǱȄȁȋǽ ǱȄ ǖǢǶȋǬ ϖȆǢȄǼ Ǣξǵ ǞǸǔ ԋǕǣ ʙǢȄǾ    ǢξǵǑ 

ȜǑ  ǗǶǵȄǼ ȭǢȄǵ ǖȅǹȋǻȄǤ ǲȄǢȋǽ ǱȄ ȭǢȄȀɝ ǢԇɝǶ́ȋǢ ǩȄǵȄǵǑ ʙȅǾ́ǰ-ϤǸ͛ȄǶǵȄ ȀǔʆȄ̇ ȅǸǿȓ ȁȋǽ ʙǲȋǺ ȭǢȄȀɝ ȀǺεȓȋǢǼ 

ȀȄȋǲ ǢǲȄ Ǹ֟ǵǑ 

ȝǑ  ȭǢǚ ȭǢȄǵ ϤȄǶȄȋǼ ǗǶǵȄǼ ʙȅǱ ȀȄȁȄϦ-ȀȁȋǻȄȅǤǱȄ-ȭȀȐǩϢ ʙǳǾɝǵ ǢǼȋǽ ǱȄȋǢ ǖǸϩǘ ǴϢǸȄǳ ̞ȄǶǵ ǢξǵǑ ȭǢǚ 

ǗǶǵȄȋǢ ǴϢǸȄǳ ǩȄǵȄȋǽ ǗǶȅǵ ǱȄǼ ǩǸȄǸ ȅǳǵǑ 

ȞǑ  ǻǲȄȀ̭Ǹ ȅǵӨ ϖȋǼ ǢǲȄ Ǹ֟ǵǑ 

ȟǑ  ȀǸɝǳȄ ǮȄǵ ǶȄǾ ȅǳȋȓ ȁсӶǵǑ ǢȅǼȋǮȄǼ ȅǳȋȓ ȁсǬȄǼ ȀǺȓ ǶȄǾȄǶȄȅǾ ԋƛǩǵ ȁсǬȋǸǵ ǵȄǑ  

ȠǑ  ӶǢȋǼȄ ǢȄǤǩ/ϤǸϘǱ ʨ֧ʅ ǮȄ͗ȅǸȋǵ ȭǷ֟ǵǑ 

ȡǑ  ȭǢǚ ΚǱ ȭнȋǬ ȭǤȋǽ ǱсȋǢ ǩȄȓǤȄ ǢȋǼ ȅǳǵǑ 

șȘǑ  ȭǶȄǾȄȋǢǼ ϤȄǶȄȋǼ ȅǵȋǳɝǾǵȄǸǽȆ ǻǲȄǻǲǹȄȋǸ ǖԑȀǼǰ ǢξǵǑ 

șșǑ  ȭǢȋ̊Ǽ ǸȄȋȀ ǚǭȄǼ ȀǺȓ ֣ˇǽȄ ǸǩȄȓ ǼȄӝǵǑ 

șȚǑ  ǢȋǲȄǶǢǲȋǵǼ ȀǺȓ ȅǵȋǩ ǸǽȄǼ ǧȄǘȋǱ ǖϢȋǢ ǸǽȄǼ ֧ȋǻȄǤ ȅǳǵǑ ǖϢȋǳǼ ǢǲȄ ǺȋǵȄȋǻȄǤ ȅǳȋȓ ςԑǵǑ 

șțǑ  ǞȋǢ ǖǶȋǼǼ ʙȅǱ ǻǲȄǻǲ Ȁ̮Ȅǵ ʙǳǾɝǵ ǢξǵǑ 

șȜǑ  ǢǲȄǸȄǱɝȄ Ǡ ǧȄǽǧǽȋǵ ȀǔǻǺ ʙǳǾɝǵ ǢξǵǑ 

șȝǑ  ȭǩʅ͌ȋǳǼ ǗǤǺȋǵ ǳсȅȑȋȓ Ȁ̮Ȅǵ ʙǳǾɝǵ ǢξǵǑ 

șȞǑ ȭǶȄǿȄȋǢ, ǢǲȄ ǸǽȄȓ Ǡ ǗǧǼȋǰ ǶȅǼǾȆȅǽǱ ȁǚǵǑ 

șȟǑ  ȅȀȅ̃ȋǢǬ/ǗǘȅȀʨ ȅǸȅ̷ǔ ǞǼ ȅмȅȑ ȅǳȋȓ ǵȄǺȄǼ ȀǺȓ Ǘȋ͚ ǢǲȄ ǸǽȋǸǵǑ ǗȋǾ-ǶȄȋǾ ǖϢ ȭǢȄȀɝ ǧǽǺȄǵ ǲȄȋǢǑ 

ǣ. ǸǩɝǵȆȓ 

 

șǑ  ǻǲȄǻǲ ǢԇɝǶȋ́Ǽ ǖԑǺȅǱ ǨȄȑȄ ȭǢȄǵ ǖǸ͛Ȅȓ ȭǢ̊ ǱʅȄǤ ǢǼȄ ǻȄȋǸ ǵȄǑ 

ȚǑ  ȭǢȄǵ ǖǸ͛ȄȋǱǘ ǞǺǵ ȅǢӫ ǢǼȋǸǵ ǵȄ ǻȄȋǱ ȭǶǾȄȅǹȅ˭Ǣ ȅǢǔǸȄ ϤȅʱȋǢȅ̊Ǣ Ȁ̧ȆȅǱ ȅǸǵ͊ ȁȓǑ 

țǑ  ȭǻ ȭǢȄǵ ǶȅǼȅ͛ȅǱȋǱ ǚȋ˭ǩǵȄ ǶȅǼȁȄǼ ǢξǵǑ 

ȜǑ  ǢȄȋǼȄ ϤȅʱǤǱ ǢȄȋǩǼ ȅǸσȄȀ ǸȄ ǖԑ֗ȅǱȋǢ ǗǥȄǱ ǢȋǼ ǢǲȄ ǸǽȋǸǵ ǵȄǑ 

ȝǑ  ȭǻ ȭǢȄǵ ȭ́ȋʔ ȅǸȋǹǳ Ǡ ȮǸǿϥ֚ǽǢ ǗǧǼǰ Ǹǩɝǵ ǢξǵǑ 

ȞǑ  ȭǩʅ͌ȋǳǼ Ȁȋˈ ȭǳǣȄ-ȀȄʹȄִ ǢǲȄ ǸǽȄǼ ȀǺȓ ǶȋǢȋǬ ȁȄǱ ǼȄǣȋǸǵ ǵȄǑ 

ȟǑ  ǢǲȄǸȄǱɝȄ Ǡ ǧȄǽǧǽȋǵ ȁǭǢȄȅǼǱȄ, ǖȀǔǻǺ Ǡ ǹсȑȄȅǺ ǸǩɝǵȆȓǑ 
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ȠǑ  ȭǢȄǵ ǺȅȁǽȄȋǢ ǳ̃ȄȓǺȄǵ ȭǼȋǣ ȅǵȋǩ ǸȀȄ ȀǺȆǧȆǵ ǵȓǑ 

ȡǑ  ȀǱȆǲɝȋǳǼ Ǻȋϡ ȅǵȋǩȋǢ ֟ȅǢȋȓ ǼȄǣȄ ǞǸǔ ȅǵȋǩȋǢ ԍȅ͊ǢӶǹȄȋǸ ǩȄȅȁǼ ǢǼȄ-ǚǹȓǘ ǸǩɝǵȆȓǑ 

șȘǑ  ǢȄǚȋǢ ԌǼ ȭǲȋǢ ǮȄǢȄǮȄȅǢ ǢǼȄ ǸǩɝǵȆȓǑ 

șșǑ  ǖϢȋǢ ȭǨȄǬ ǞǢǔ ȅǵȋǩȋǢ Ǹȑ ǢȋǼ ȭǳǣȄǼ ǺȄǵȅȀǢǱȄ ǶȅǼǱʅȄǤ ǢξǵǑ 

șȚǑ  ǗȋǸǤǱȄȅȑǱ ǹȄǿȄ Ǡ ξ ́ϤǸȁȄǼ ǶȅǼȁȄǼ ǢξǵǑ 

șțǑ  ǢȅǼȋǮȄȋǼ/ǼȄ͚Ȅȓ ǳсȅȑȋȓ ǢǲȄǸȄǱɝȄ ǸǽȋǸǵ ǵȄǑ 

șȜǑ  ȅǸȅǶǞʨȅȀ ԏǺǶȄǵ֙ʱ ǞǽȄǢȄǑ ǱȄǘ ȅǸȅǶǞʨȅȀ-ȭǱ ǖǸ͛ȄǵǢȄǽȆǵ ȀǺȋȓ ԏǺǶȄǵ Ǹǩɝǵ ǢξǵǑ 

șȝǑ  ǻǲȄǻǲ ǢԇɝǶȋ́Ǽ ǖԑȋǺȄǳǵ ϤǱȆǱ ȭǢȋ̊Ǽ ǢǺɝǢǱɝȄ Ǡ ǢǺɝǧȄǼȆȋǳǼ ǩϢ ȅǵǴɝȄȅǼǱ ǶȅǼǸȁǵ ǞǼ ֧ȋǻȄǤ ȭǵȓȄ ǻȄȋǸ ǵȄǑ 

șȞǑ  ȭǵȅǱǸȄǧǢ ǺȋǵȄǹȄǸ Ǹǩɝǵ ǢξǵǑ 

șȟǑ  ȀǺȋȓǼ ǖǶǧȓ ǢǼȋǸǵ ǵȄǑ 

șȠǑ ȀǔȋǸǳǵǾȆǽ ǼȄǩȌǵȅǱǢ Ǡ ǴǺͫȓ ǗǽȄǶǧȄȅǼǱȄ ȭǲȋǢ ȅǸǼǱ ǲȄʹǵǑ 

șȡǑ    ȭǢȄȀɝ ϤǸ͛ȄǶǵȄ ǬȆȋǺǼ ǖԑǺȅǱ ϤȅǱȋǼȋǢ ȭǢȄȀɝ ȀȅǧǸȄǽȋȓǼ Ǣȅ̩ǚǬȄǼ ϤǸȁȄǼ Ǡ ȅʙ̀ ȭǵȓȄ ȅǵȅǿ˸Ǒ 

ȭʠȅǰǢ  ́
Ǣ. ǢǼǰȆȓ 

șǑ  ǖȅǴȋǸǾǵ ςξ ȁǸȄǼ ǖ̇Ǳ: Ƕсǧ ȅǺȅǵǬ ǗȋǤ ǗǸȅϩǢǹȄȋǸ ȭʠȅǰǢȋ́ ȅǵǴɝȄȅǼǱ ǗȀȋǵ Ǹ֧ǵǑ  

ȚǑ  ǸɦȄǼ ʙȅǱ ǻǲȄȋǻȄϛ Ȁ̮Ȅǵ ʙǳǾɝǵ ǢξǵǑ 

țǑ  ǖȅǵǸȄǻɝ ʙȋȓȄǩȋǵ ȭʠȅǰǢȋʹǼ ǸȄǘȋǼ ȭǻȋǱ ȁȋǽ ǸʱȄǼ ǖԑǺȅǱ ȅǵȋȓ ǤǺǵ ǢξǵǑ 

ȜǑ ȀǼǸǼȄȁӜǱ ȁʅȄ̃-ǗǚǬ ǞǢʨ ȅǵȋǩ ʈȁǰ ǢȋǼ ǖǶǼͼȋǽȄ ǶȄȋǾǼ Ȁȁ-ʙȅǾʹǰȄǲͫȋǢ ʈȁȋǰǼ ֧ȋǻȄǤ ǢȋǼ ȅǳǵǑ 

ȝǑ  ǖȅǴȋǸǾǵ ǧǽȄǢȄȋǽ ǺȋǵȄȋǻȄǤȆ ȭȁȄǵǑ 

ȞǑ  ȁȄȅǩǼȄ-ǨȋǢ ϖȄʹǼ ǢǼȄǼ ǶǼ  ǶȄσɝǸǱͫ ʙȅǾʹǰȄǲͫǼ ǖԑ͵ȋǽ ΚǱ ǱȄ ȀǼǸǼȄȁ ǢξǵǑ 

ȟǑ  ǢǲȄ ǸǽȄǼ ǗȋǤ ǸʱȄ/ȀǹȄǶȅǱǼ ǖԑǺȅǱ ʈȁǰ ǢξǵǑ 

ȠǑ  Ǳϟ Ȁ̩ ȋǢɝ ȅǵȅ́Ǳ ȁȋȓ ǢǲȄ Ǹ֟ǵǑ 

ȡǑ  ȭʠȅǰǢȋ ́Ǹϊȅǵ͌ Ǡ ʙȄȀȅˈǢ ʙ̈́ ǢξǵǑ ʙ̈́ ǢǼȄǼ ǗȋǤ ȁȄǱ ǚǭȄȋǵȄ ȅǵȓǺǑ ǱȄ ǖԑȀǼǰ ǢξǵǑ  

șȘǑ  ǖȋϢǼ ǺǱȄǺȋǱǼ ʙȅǱ ʠ˸ȄǾȆǽ Ǡ ȀȅȁӃ ȭȁȄǵǑ 

șșǑ  ȭʠȅǰǢȋ ́ʙȋȓȄǩǵ ȁȋǽ ǸʱȄǼ ǖԑǺȅǱ ȅǵȋȓ ǳсȅȑȋȓ ǢǲȄ Ǹ֟ǵǑ  

șȚǑ ǖȅǴȋǸǾǵ ȭǾǿ ǵȄ ȁǠȓȄ Ƕǻɝ̇ ʙȋȓȄǩǵ ǨȄȑȄ ȅǵǼǸǱȄ ǶȄǽǵ ǢξǵǑ 

ǣ. ǸǩɝǵȆȓ 
 

șǑ  ȭʠȅǰǢȋ ́ȭǺȄǸȄǘǽ ȭǷȄǵ Ǹȁǵ, ǴȄǼǰ Ǡ ϤǸȁȄǼ ȀҪǰɝ ȅǵȅǿ˸Ǒ 

ȚǑ  ǖϢ ȭǢǚ ǸʱȄȋǢ ʙ̈́ ǢǼȋǱ ǲȄǢȋǽ ǗǶȅǵ ǶȋǼ ֧ȋǻȄǤ ȅǵǵǑ 

țǑ  ǸʱȄȋǢ ǺȄʔȄȅǱȅǼʱ Ǡ ǖʙȄȀȅˈǢ ʙ̈́ ǢǼȋǸǵ ǵȄǑ 

ȜǑ  ǸɦȄ/ȀǹȄǶȅǱǼ ǖԑǺȅǱ ǵȄ ǶȄǠȓȄ Ƕǻɝ̇ ʙ̈́ ǚǶ͛ȄǶǵ ȅǢǔǸȄ ǢǲȄ ǸǽȄ ȭǲȋǢ ȅǸǼǱ ǲȄʹǵǑ 

ȝǑ  ǗʆǺǰȄ˰Ǣ ʙ̈́/Ǻ̇Ϥ ǢǼȋǸǵ ǵȄǑ 

ȞǑ  ǸɦȄ ǸȄ ȀǱȆȋǲɝǼ ǸɦȋϤǼ ȀȄȋǲ ȅΜǺǱ ȭǶȄǿǰ ǢǼȄ ǻȄȋǸǑ ǱȋǸ ǱȄ ȅǸǵȋȓǼ Ȁȋ̍ ǢǼȋǱ ȁȋǸǑ 

ȟǑ  ǢȄǚȋǢ ǢǬȄʹ ǢȋǼ ȅǢӫ ǸǽȋǸǵ ǵȄǑ ǬʹǱǢɝ Ǟȅȑȋȓ ǧ֟ǵǑ 

ȠǑ  ǖȅǴȋǸǾǵ ǧǽȄǢȄȋǽ ǶȄσɝǸǱͫ ȀǱȆǲɝȋǳǼ ȀȄȋǲ ȭǢȄǵ ǢǲȄ ǸǽȋǸǵ ǵȄǑ 

ȡǑ  ǖȅǴȋǸǾǵ ǧǽȄǢȄȋǽ ǖȅǵǸȄǻɝ ǵȄ ȁȋǽ ǞǸǔ ȅǸǵȄԑǺȅǱȋǱ ȭʠȅǰǢȋ ́ǸȄǘȋǼ ǻȄȋǸǵ ǵȄǑ 

șȘǑ ǾȄǼȆȅǼǢ Ǡ ǺȄǵȅȀǢ ǗʆǺȋǰǼ ʙǸǰǱȄ ȭǲȋǢ ȅǸǼǱ ǲȄʹǵǑ 
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șșǑ      ȭȀǾǵ ǧǽȄǢȄȋǽ ǖǵԑȋǳȄȅǱǳǹȄȋǸ Ǹǘ ǶȑȋǸǵ ǵȄ ǞǸǔ ϨȄǶǬǶ ϤǸȁȄǼ ǢǼȋǸǵ ǵȄǑ 

șȚǑ      ǠȓȄǾ ξȋǺ ȅǤȋȓ ǖʙȋȓȄǩǵȆȓǹȄȋǸ ȀǺȓ ȭʹǶǰ ǢǼȋǸǵ ǵȄǑ 

ȭǣǽȄԎǽȄ Ǡ ǾǼȆǼǧǧɝȄ 

Ǥ.  ǢǼǰȆȓ 

șǑ  ȭǣǽȄǼ ǺȄȋǭ ǖǸϩǘ ȅǵǴɝȄȅǼǱ ȭǶȄǾȄȋǢ ǗȀȋǸǵǑ 

ȚǑ  ȭǣǽȄǼ ǺȄȋǭ ǖǸϩǘ ȅǵǴɝȄȅǼǱ ȀǺȋȓ ǺȄȋǭ ǚǶȅ͛Ǳ ȁȋǸǵǑ 

țǑ  ֧֣̌ǽǹȄȋǸ ǾǼȆǼǧǧɝȄȓ ǖǔǾ ȅǵȋǸǵǑ 

ȜǑ  ȭǣǽȄǼ ǺȄȋǭ ǞǸǔ ǾǼȆǼǧǧɝȄǼ ȀǺȓ ǳǽȆȓ ȭǧǱǵȄȋǢ ǖǸϩǘ Ϥȅɦ-ȭǧǱǵȄǼ ǚȋΠɝ ͛Ȅǵ ȅǳȋǱ ȁȋǸǑ 

ȝǑ ʆȆȑȄ ʙȅǾ́ȋǢǼ ȅǵȋǳɝǾǵȄ/ǶǼȄǺǾɝ ȭǺȋǵ ǧ֟ǵǑ 

ȞǑ  ʆȆȑȄ ʙȅǾ́ȋǢǼ ʙȅǱ ǻǲȄȋǻȄϛ Ȁ̮Ȅǵ ʙǳǾɝǵ ǞǸǔ ʆȆȑȄ ǾȄǣȄǼ ǢǺɝǧȄǼȆǼ ʙȅǱ ȭǾȄǹǵ ǗǧǼǰ ǢξǵǑ 

ȟǑ  ʙȅǱȋǻȄȅǤǱȄǼ ȅǵȓǺ-ǢȄԑȋǵǼ ʙȅǱ ʠ˸ȄǾȆǽ ȭȁȄǵǑ 

ȠǑ  ȭǼǷȄȅǼǼ/ʙȅǾʹȋǢǼ ȅȀ˸Ȅ̇ ȀȁǩǹȄȋǸ ʈȁǰ ǢξǵǑ 

ȡǑ  ȭǣǽȄǼ ȀǺȓ ǖǻǲȄ ǚȋ˭ǩǵȄ ǶȅǼȁȄǼ Ǣξǵ ǞǸǔ ȅǵȋǩǼ ʙȅǱ ȀǱǢɝ ǲȄʹǵǑ 

șȘǑ  ȅǵȋǩ ԋǥɝǬǵȄ Ǟȅȑȋȓ ǧ֟ǵ ǞǸǔ ǖϢȋǢǠ ȀǱǢɝ ǲȄǢȋǱ ȀȁȄȓǱȄ ǢξǵǑ 

șșǑ ȮǴȋϦɝǼ ǶȅǼǧȓ Ǹȁǵ ǢξǵǑ 

ǥ. ǸǩɝǵȆȓ 

șǑ  ʙȅǱΜ̉ȆǼ ʙȅǱ ǚȋ˭ǩǵȄԛǰɝ ǗǧǼǰ ǶȅǼȁȄǼ ǢξǵǑ 

ȚǑ  ǞǺǵǹȄȋǸ ȭǣǽȋǸǵ ǵȄ ǻȄȋǱ ȅǵȋǩǼ ǞǸǔ ǖϢȋǳǼ ǗȁǱ ȁǠȓȄȓ ӱǓȅǢ ǲȄȋǢǑ 

ʈ̈ȄǤȄǼ 

Ǣ. ǢǼǰȆȓ 
 

șǑ  ȅǵǼǸǱȄ ǸǩȄȓ ǼȄӝǵǑ 

ȚǑ  ʈ̈ȄǤȄȋǼǼ ǶȅǼˏ Ǳ̏Ȅ Ȁ̩ ȋǢɝ ǻ˯ǸȄǵ ȭȁȄǵǑ 

țǑ  ȭǼǢ/ȋȀЈ Ƿ ȭǲȋǢ ǵȄǺȄȋǵȄ Ǹǘ ȭǬȅǸȋǽ ȭǼȋǣ ȅǳǵǑ 

ȜǑ  ʈ̈ȄǤȄȋǼǼ ȭǤǬ-ǢȆǶȄǼȋǢ ǱȄǼ ǢȄȋǩ ȀȁȋǻȄȅǤǱȄ ǢξǵǑ 

ȝǑ  ʈ̈ȄǤȄȋǼǼ ǖϢȄϢ ȅǵȓǺ ǻǲȄǻǲǹȄȋǸ ǶȄǽǵ ǢξǵǑ 

ȞǑ  ȀǺȓǺǱ Ǹǘ ȭǷǼִ ȅǳǵ, ǖȋϢǼ ϤǸȁȄȋǼ ȀȁȄȓǱȄ ǢξǵǑ 

ȟǑ  ǸǘȋȓǼ ʙȅǱ ǻ˯ ȅǵǵǑ 

ȠǑ ʈ̈ȄǤȄȋǼ ǷǼǺȄǽ ȭǶȄǾȄǢ ǶȅǼǴȄǵ ǢȋǼ ǗȀȋǱ ȁȋǸǑ 

ȡǑ ʈ̈ȄǤȄȋǼǼ ȀǺȓ֨ȅǧ ǹȄǽ ǢȋǼ ȭǩȋǵ ȅǵǵǑ  

 

ǣ. ǸǩɝǵȆȓ 

șǑ  ʈ̈ȄǤȄȋǼ ϤȅʱǤǱ ǢȋǲȄǶǢǲǵ ǶȅǼȁȄǼ ǢξǵǑ 

ȚǑ  ȀǾȋ̞ ȭǧȓȄǼ ǬȄǵȄǬȄȅǵ ǢǼȋǸǵ ǵȄǑ 

țǑ  ǸǘȋȓǼ ǶȄǱȄ ȭФȑȄ ǸȄ ǺǽȄǬ ȅǸǵ͊ ǢǼȄ ȭǲȋǢ ȅǸǼǱ ǲȄʹǵǑ 
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ϤȅʱǤǱ ǶȑȄςǵȄ 

Ǣ. ǢǼǰȆȓ 

șǑ  ʙȅǱȅǳȋǵǼ ǶȑȄ ʙȅǱȅǳǵ ǢξǵǑ 

ȚǑ  ʙȅǱȅǳȋǵǼ ǸʱȉǱȄǼ ȀȄǼȄǔǾ ʙȅǱȅǳǵ Ƕ֫ǵǑ 

țǑ  ȅǵȋǩ Ƕ֫ǵ ǞǸǔ ȀǱȆǲɝȋǳǼ ǶȑȋǱ ȀȄȁȄϦ ǢξǵǑ 

ȜǑ  ʈ̈ȄǤȄȋǼǼ ȀϾ ϤǸȁȄǼ ǢξǵǑ 

ȝǑ  ʙȋȓȄǩȋǵ Ȁǔȅ͆͊ ǖԑǿǳ ȀǳϬȋǳǼ ȀȄȁȄϦ ȅǵǵǑ 

ȞǑ  ȭǻ ȭǢȄǵ ȅǳǵ ǶǼȆʹȄǼ ǩϢ ʙϊǱ ǲȄʹǵǑ 

ȟǑ  ʙȅǱ ȅǳȋǵǼ Learning Points ʙȅǱȅǳǵ ԛǼǰ ǢξǵǑ 

ȠǑ ͢Ǽǰ ǼȄӝǵ ȀǺȋȓǼ ǞǢ ȭǷсȑ ǖȀǺȋȓǼ ǳǾ ȭǷсȑǑ  

ȡǑ Recap Session-ȭǢ ͼξΖ ȅǳǵ   

 

ǣ. ǸǩɝǵȆȓ 

șǑ  ǞǺǵǹȄȋǸ ǶȑȄςǵȄ ǢǼȋǸǵ ǵȄ ǻȄȋǱ ȀǱȆǲɝȋǳǼ ǖ֧ȅǸǴȄ ǥȋǬǑ 

ȚǑ  ȭǢȄǵ ǢȄǩ ǹȅǸϫȋǱǼ ǩϢ ȭǷȋǽ ǼȄǣȋǸǵ ǵȄǑ 

țǑ  ʈ̈ȄǤȄȋǼ ȭǺȄǸȄǘǽ ȭǷȄǵ ϤǸȁȄǼ ǢǼȋǸǵ ǵȄǑ 

֚ϨȄȓǵ 

Ǣ. ǢǼǰȆȓ 

șǑ  ֚ϨȄȓȋǵǼ ȅǵȓǺȄǸǽȆ ǻ˯ ȀȁǢȄȋǼ Ƕ֫ǵ ǞǸǔ ȭǺȋǵ ǧ֟ǵǑ 

ȚǑ  ֚ϨȄȓǵ ȀǔʆȄ̇ ȭǢȄǵ ȅǩ˕ȄȀȄ ǲȄǢȋǽ ֚ϨȄȓȋǵǼ ǚǶǼ ȅʛȅǷǔ ǞǼ ȀǺȓ ǹȄǽ ǢȋǼ ȭǩȋǵ ȅǵǵǑ ǱȄǨȄȑȄ ʙȋȓȄǩȋǵ ȭǢȄȀɝ 

ϤǸ͛ȄǶǵȄ ȀǳȋϬǼ ǖԑǺȅǱ ȀȄȋǶȋʹ ֚ϨȄȓǵ ǢǺɝǢǱɝȄǼ Ȁȋ̍ ǗȋǽȄǧǵȄ ǢǼǵǑ 

țǑ  ȭǺȐȅǣǢ ֚ϨȄȓȋǵǼ ȀǺȓ ϤȅʱǤǱ ǺǱȄǺǱ ǵȓ, ǳǽȆȓ ǺǱȄǺǱ ʙǢȄȋǾǼ ȭǧ͊Ȅ ǢξǵǑ ǸʱϤ ǚǶ͛ȄǶȋǵǼ ǗȋǤ ǻǲȄȀ̭Ǹ 

ǗȋǽȄǧǵȄ ǢξǵǑ 

ȜǑ ǻǲȄȀǺȋȓ ȀʪǢǹȄȋǸ ǸɦȄȋǢ ȅǵȋǺɝȄȁǹȄȋǸ ֚ϨȄȓǵ Ǣξǰ ǢȄǼǰ ǞǼ ǩϢ ǵνǼ ǸǼȄ˶ ǗȋǨǑ  

ǣ. ǸǩɝǵȆȓ 

șǑ  ϤȅʱǤǱ ǶǨ̋/ǖǶǨ̋ ǻȄȋǱ ֚ϨȄȓǵȋǢ ʙǹȄȅǸǱ ǵȄ ǢȋǼ ȭȀȅǳȋǢ ǽʹʅ ǼȄӝǵǑ 

ȚǑ  ǖȋǻȐȅɦǢ ǳȄȅǸ/֧ǶȄȅǼǾ ǚǶ͛ȄǶǵ ǞǸǔ ȅǵǼǲɝǢ ȀǺȄȋǽȄǧǵȄ ȭǲȋǢ ȅǸǼǱ ǲȄʹǵǑ 

țǑ  ȭǺȐȅǣǢ ֚ϨȄȓȋǵǼ ȀǺȓ ǢȄǚȋǢ ϤȅʱǤǱǹȄȋǸ ǗǥȄǱ ȅǳȋȓ ǢǲȄ ǸǽȋǸǵ ǵȄǑ 

ȜǑ  ʙǾǔȀȄ ǸȄ ȀǺȄȋǽȄǧǵȄǼ ȭʹȋʔ ǖȅǱǾȋȓȄȅʱ ǶȅǼȁȄǼ ǢξǵǑ 

 

ǶǼȆʹȄǼ ȁǽ 
Ǣ. ǢǼǰȆȓ 

șǑ  ȅǵǼǸǱȄ ǸǩȄȓ ǼȄӝǵǑ 

ȚǑ  ǶȅǼǳǾɝǢȋǳǼ ǢȄȋǩ ȀȁȋǻȄȅǤǱȄ ǢξǵǑ 

țǑ  ʙȋ̈́Ȅ˭Ǽ ʙȄȀȅˈǢ Ǡ Ȁǔȅʹ̔ ȁǠȓȄ ǸȄ˗ǵȆȓǑ 

ȜǑ  ȀǺȋȓǼ ȀϾ ϤǸȁȄǼ ǢξǵǑ 

ȝǑ ǚ˭ ǼǶȋʔ ǵȄǺ, ȭǼȄǽ ǵνǼ Ǡ ȭȀǢǾǵ ȅǽȋǣȋǨǵ ȅǢǵȄ ǱȄ ȅǵȅ́Ǳ ǢξǵǑ 
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ǣ. ǸǩɝǵȆȓ 

șǑ  ǶǼȆʹȄȓ ǖȀԋǶȄȓ ǖǸǽνȋǵǼ ȭǧ͊Ȅ ǖȀǳȄǧǼǰ ȅȁȋȀȋǸ ǤϞ ȁȋǸ ǞǸǔ ȭȀǩϢ ȅǸȅǴ ȭǺȄǱȄȋǸǢ ʙȋȓȄǩǵȆȓ ϤǸ͛Ȅ ʈȁǰ ǢǼȄ 

ȁȋǸǑ 

ȚǑ  ǶǼȆʹȄǼ ȁȋǽ ǖǶǼȋǢ ȀȄȁȄϦ ǢǼȄǼ ǞǸǔ ǖǶȋǼǼ ȅǵǢǬ ȭǲȋǢ ȀȄȁȄϦ ǶȄǠȓȄǼ ǺȄǵȅȀǢǱȄ ǶȅǼȁȄǼ ǢξǵǑ 

țǑ  ǶǼȆʹȄǼ ȁȋǽ ȭǺȄǸȄǘǽ ȭǷȄǵ ϤǸȁȄǼ ȅǵȅǿ˸Ǒ 

 

ȭǬȅǽȋǷȄǵ 

Ǣ. ǢǼǰȆȓ 

șǑ  ȭǬȅǽȋǷȄǵ ǢǼȄǼ ȀǺȓ ǗȋǤ ȀʪǢ ǵνǼ Ȁ̩ ȋǢɝ ȅǵȅ́Ǳ ȭȁȄǵ ǞǸǔ ǞǼǶǼ ȅǵȋǩǼ ǶȅǼǧȓ ȅǳǵǑ 

ȚǑ  ȅǻȅǵ ȭǬȅǽȋǷȄǵ ǴǼȋǨǵ, ȅǸǵȋȓǼ Ȁȋˈ ǱȄǼ ǵȄǺ ȅǩȋ˕Ȁ Ǣξǵ ǞǸǔ ǢȄǚȋǢ ȭǮȋǢ ȭǳȓȄǼ ʙȋȓȄǩǵ ȁȋǽ ǖԑȋǼȄȋǴǼ ֧ȋǼ ǢǲȄ 

Ǹ֟ǵǑ 

țǑ  ǺȅȁǽȄȋǳǼ Ȁȋˈ ǢǲȄ ǸǽȄǼ ȀǺȓ ǾȄǽȆǵǱȄ ǸǩȄȓ ǼȄӝǵǑ 

ȜǑ  ȭǬȅǽȋǷȄȋǵ ǗȋǽȄǧǵȄ Ȁǔȅʹ̔ ǢξǵǑ 

ǣ. ǸǩɝǵȆȓ 

șǑ  ȭǬȅǽȋǷȄȋǵ ȭǸȅǾʹǰ ǢǲȄ ǸǽȋǸǵ ǵȄǑ 

ȚǑ  ȅǻȅǵ ȭǬȅǽȋǷȄǵ ǴȋǼȋǨǵ, ǢǣȋǵȄ ǗȋǤ ǱȄǼ ǶȅǼǧȓ ȅǩ˕ȄȀȄ ǢǼȋǸǵ ǵȄǑ  

țǑ  ǳȄ̔ȅǼǢ ȭǬȅǽȋǷȄǵ ȭǲȋǢ ϤȅɦǤǱ ǗǽȄǶ ǢǼȄǼ ֧ȋǻȄǤ ȭǳȓȄǼ ǩϢ ȭǢȋ̊Ǽ ȭǢȄǵ ǢǺɝǢǱɝȄ/ǢǺɝǧȄǼȆȋǢ ǖԑȋǼȄǴ ǩȄǵȄȋǸǵ 

ǵȄǑ 

ȜǑ  Ǟ̋ȋǧȋ˙ ȅǤȋȓ ȭǬȅǽȋǷȄǵ ǽȄǘǵ ȭǳȓȄǼ ǩϢ ǖԑȋǼȄǴ ǢǼȋǸǵ ǵȄǑ 

ȝǑ  ǖԑǺȅǱ ǵȄ ȅǵȋȓ ǢȄȋǼȄ ȭǬȅǽȋǷȄǵ ϤǸȁȄǼ ǢǼȋǸǵ ǵȄǑ 

ȞǑ       ǢȅǼȋǮȄǼ ȅǳȋȓ ȁсǬȄǼ ȀǺȓ ȭǺȄǸȄǘǽ ȭǷȄȋǵ ǢǲȄ ǸǽȄ ȅǵȋǿǴǑ 

 

ǖԑǿǳ ȀǳϬ֕  ̋ǞǸǔ ǖϢȄϢ ȭǢȄȋȀɝ ǖǔǾʈȁǼǢȄǼȆȋǳǼ ȀȄȋǲ ǗǧǼǰ 

 
Ǣ. ǢǼǰȆȓ 

șǑ  ȭǢȋ̊Ǽ ǖԑǿǳ-ȀǳϬ֕ȋ̋Ǽ Ȁȋˈ ȅǸǵȓ Ǡ Ǘ̇ȅǼǢǱȄǼ Ȁȋˈ ȭǺǾȄǼ ȭǧ͊Ȅ ǢξǵǑ 

ȚǑ  ȭǢȋ̊ ǧǽǺȄǵ ǖϢȄϢ ȭǢȄȀɝ ȅǸȋǾǿǱ: ȅȀȅǵȓǼ ͗ȄǷ ȭǢȄȀɝ ǞǸǔ ǶȅǽȅȀ ̘ʅȄȅǵǔ Ǡ ϥȄȋǵǩȋǺ ̀ȭǢȄȋȀɝǼ ǖǔǾʈȁǰǢȄǼȆ 

ǛΠɝǱǵ ǢǺɝǢǱɝȄȋǳǼ ʙȅǱ ǻǲȄȋǻȄϛ Ȁ̮Ȅǵ ʙǳǾɝǵ ǢξǵǑ 

țǑ  ǖԑǿǳ-ȀǳϬ֕  ̋Ǡ ǖϢȄϢ ȭǢȄȋȀɝ ǖǔǾʈȁǰǢȄǼȆȋǳǼ Ȁȋ̍ ȭǳǣȄ ȁȋǽ ʹǾǽ ȅǸȅǵǺȓ ǢξǵǑ 

ȜǑ  ǩξǼȆ ʙȋȓȄǩȋǵ ǖԑǿǳ ȀǳϬȋǳǼ Ȁȋ̍ ǱсȋǳǼ ǖȅǷȀ Ǣȋ́ ȀȄ́Ȅִ ǢǼȋǱ ȁȋǽ ȭǢȄȀɝ ϤǸ͛ǶǵȄǼ ǺȄϡȋǺ ǗȋǤ ȭǻȄǤȄȋǻȄǤ 

ǢȋǼ ȅǵǵǑ 

ȝǑ ȀǺȄȋǽȄǧǵȄ ȭǲȋǢ ȅǸǼǱ ǲȄʹǵ 

ǣ. ǸǩɝǵȆȓ 

șǑ  ǖԑǿǳ-ȀǳϬȋǳǼ Ȁȋ̍ ԛǸɝ-ǶȅǼǧȓ ȅǢǔǸȄ Ǘ˰ȆȓǱȄǼ ԍȅ͊ǢӶ Ǹȅȁ:ʙǢȄǾ ǸǩɝǵȆȓǑ 

ȚǑ  ǖϢȄϢ ȭǢȄȋȀɝ ǖǔǾʈȁǰǢȄǼȆ ȭǩʅ͌ ǢǺɝǢǱɝȄȋǳǼ Ȁȋ̍ ǞǺǵ ǗǧǼǰ ǢǼȋǸǵ ǵȄ ǻȄȋǱ ǱсǼȄ ǺǺɝȄȁǱ ȁǵǑ 
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ǢǺɝǧȄǼȆȋǳǼ Ȁȋˈ ǗǧǼǰ 

Ǣ. ǢǼǰȆȓ 

șǑ  ξǺǸȓ, ȭʠȅǰǢȋǼ́ ǞʅȄȋǬǵȋǮ̀, ǢʅȄȋǷȋǬȅǼȓȄ ǢǺɝǧȄǼȆ Ǡ ǽȄǘȋʛȅǼǼ ǢǺɝǧȄǼȆȋǳǼ Ȁȋˈ ȭǾȄǹǵ Ǡ ǺȄǵȅǸǢ ǗǧǼǰ ǢξǵǑ 

ȚǑ  ǗǶǵȄǼ Ȁȁ-ʙȅǾʹǰȄǲͫǠ ǻȄȋǱ ξǺǸȋȓǼ ȭȀǸȄ ȭǶȋǱ ǶȄȋǼǵ ǱȄǼ ֧ȋǻȄǤ ȅǳǵǑ 

țǑ  ȭǢȄǵ ǢǺɝǧȄǼȆ ǖȋǾȄǹǵ ǗǧǼǰ ǢǼȋǽ ǢԇɝǶ́ȋǢ ǩȄǵȄǵǑ 

 

ǣ. ǸǩɝǵȆȓ 

șǑ  ȭǢȄǵ ǢǺɝǧȄǼȆȋǢ ǱȄǼ ǳȄȅȓȋΖǼ ǗǠǱȄ-Ǹȅȁ֖ɝǱ ȅǢǔǸȄ ǞǣȅǱȓȄǼ-Ǹȅȁ֖ɝǱ ȅǢӫ ǢǼȄǼ ǩϢ ǸȄϡ ǢǼȋǸǵ ǵȄǑ 

ȚǑ  ȭǢȄǵ ǢǺɝǧȄǼȆ ǱȄǼ ǳȄȅȓΖ ǶȄǽȋǵ Ϥǲɝ ȁȋǽ, ȅǢǔǸȄ ǗǶǵȄǼ Ȁȋ̍ ǻǲȄǻǲ ǗǧǼǰ ǵȄ ǢǼȋǽ ǢԇɝǶ́ȋǢ Ǹ֟ǵ,ȀǼȄȀȅǼ ǾȄȀǵ 

ǢǼȋǸǵ ǵȄǑ 

ȀȄǔәȅǱǢ ǖԑ͌Ȅǵ 
Ǣ. ǢǼǰȆȓ 

șǑ  ȭǢȄǵ ǖԑ͌Ȅǵ ςξ ȁǠȓȄǼ ǖ̇Ǳ: ǳǾ ȅǺȅǵǬ ǗȋǤ ȅǵǴɝȄȅǼǱ ǗȀǵ ʈȁǰ ǢξǵǑ 

ȚǑ  ʙǴȄǵ ǖȅǱȅǲǼ ʙȋǸȋǾǼ ȀǺȓ ǳсȅȑȋȓ Ȁ̮Ȅǵ ʙǳǾɝǵ ǢξǵǑ 

țǑ  ȀȄǔәȅǱǢ ǖԑ͌Ȅǵ ǧǽȄǢȄȋǽ ȅǵǺɝǽ Ǘǵ̋ ǚǶȋǹȄȋǤǼ ǶȄǾȄǶȄȅǾ ǖȅǷȀȄǼ֧ǽǹ ȀǔǻǺ ǸǩȄȓ ǼȄӝǵǑ 

ȜǑ  ȅǵǴɝȄȅǼǱ ǢǺɝ֨ȅǧ ǖԑǻȄȓȆ ǖԑ͌Ȅǵ ǶȅǼǧȄǽǵȄȓ ǚȋϠʱȄȋǳǼ ȀȁȋǻȄȅǤǱȄ ǢξǵǑ 

ȝǑ  ǖԑ͌Ȅǵ ǚǶȋǹȄȋǤǼ ȀǺȓ ʙȋȓȄǩǵȆȓ ǢǼǱȄȅǽǼ ǺȄϡȋǺ ǚִȀȄȅȁǱ ǢξǵǑ 

ȞǑ  ǽʹʅ ǼȄǣȋǱ ȁȋǸ ȭǻǵ ǖԑ͌ȄǵȄȅǳ ǺȄȅǩɝǱ, ξȅǧԛǰɝ, ǺȄǵȀ̮Ǳ Ǡ ǹȄǸǤ̭ȆǼ ȁȓǑ 

ȟǑ ȀǢǽ ȭ́ȋʔ ǶȅǼȅǺȅǱȋǸȄǴ ʙǳǾɝǵ ǢξǵǑ 

ǣ. ǸǩɝǵȆȓ 

șǑ  ǖԑ͌Ȅǵ ǧǽȄǢȄȋǽ ǺȄʔȄȅǱȅǼʱ ǚˍȄȀ ʙǢȄǾ ǢǼȋǸǵ ǵȄǑ 

ȚǑ  ϤȄȋˈȄȅʱ, ǢӶȅʱ ǞǸǔ ǖȀǔǻǱ Ǻ̇Ϥ Ǡ ǹȄǸǹȅˈ ʙǢȄǾ ǢǼȋǸǵ ǵȄǑ 

țǑ  ȀȄǺȋǵ ǚǶȅǸ͊ ϤȅʱǼ ȭǧȓȄȋǼǼ ȅǵȋǧ ǶȄ ǼȄǣȋǸǵ ǵȄǑ 

ȜǑ  ǖԑ͌Ȅǵ ǧǽȄǢȄȋǽ ǶȄȋσɝ ǚǶȅǸ͊ȋǳǼ Ȁȋ̍ ǢǲȄǸȄǱɝȄ ǸǽȋǸǵ ǵȄǑ 

ȝǑ  ȅǵǴɝȄȅǼǱ ǖԑ͌Ȅǵ֨ȅǧǼ ǖȅǱȅǼɦ  ȭǢȄǵ ȅǢӫ ǶȅǼȋǸǾȋǵǼ ǩϢ ǶȅǼȋǸǾǢȋǢ ǖԑȋǼȄǴ ǢǼȋǸǵ ǵȄǑ 

ȞǑ      ǖԑ͌Ȅǵ ǧǽȄǢȄȋǽ ǠȓȄǵ ȭǺȄǼ, ǠȓȄǵ ȭǺȄǼ Ǹȋǽ ǗǠȓȄǩ ǢǼȄ ȭǲȋǢ ȅǸǼǱ ǲȄʹǵǑ 

 

 

 

 

 

 

 

 

 

 


