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ol #ey *mfbe ey [Rearo AR 737 F4C1 |

©.2.0. 9% Siffil 2 (Short list preparation): &= e Sitawe Aqef [e@rty See
*S[E AGIR IRIR FR GF ARAF TFFE OIfeTa 28S TR |

©.2.9.8 A <G ¢ ArFesR gz eféar (Recruitment Committee and Interview process):
facamt st nifrgee A1 e I =i REFY ST (A0 por S 8Fe FI | 2T
e poR oifee! SRt Aiditnd A S5ROT FC 2 FCF SR A BTN AT (FICR AT

forfrs/cifes AR faare s[fEs 3203 |
o | o8
UTTARAN Secretary
House Ne-32, (1% Floor) Road Ne-10/A UTTARAN
Dhanmondi R/A. Dhaka-1209, Bangladesh Hause No-32, (13 Fleor) Road No-10/A

Dhunmondi R/A. Dhaka- 1209, Bangladesh



©.2.9.¢ AFEHEE g (Place of Interview): ETRISE FTC/Z-GI2/(FITAA LT AFIIIEE Z, TR
3R oI AAESTT Trad FAC (A | AMFIIICER & 21end (1 o7 Bu/fGg emie a1 =63 =1
SERCGRRICI ol

©.2.9.9 PR e (Process of Interview): facam 36 s @ @9 it /st w3l Sl
3. forfrs w1
4. QN ArFIR
o, IR AR
9. A G TS S (I o

©.2.90.9 e FRG [/ R rE Afma FRAF @@t Ao I & ARBER F0E 2dWi=
FAE |

©.2.90.v W gomse (Recruitment Finalization): fNarst ff6 ifavree zma s SiceTw-
FCATT R TR @6 P16 *RITABAT 03 2N ifers! todt FA |

©.3.9.5 AHOETE TR THEAST (A6 TS MG OIS OIfFTH SECAMCTR 1 d# forl e e g
el

0.8 E=IT™ (5=: (Reference check)
2P e porsae idice g @mie Ftd I WS TN/ e Ao SR
@R THE OIF AT @EICICR 7136 (AF Tedd «F e @IEsT 6F FA0s @I 612
FAE | QWG ST AT IM ST TR A I FIemial SR neelle e 3T A i @
Afs1ea Safeguarding/PSEA TSwFT o9 Fcafee OIRGT Sead F¢°1F (7 ARIF oAt eme F963
i

©.R.¢ BIFACS @AM W=H: (Offer of Employment)
FEEE (T @ AT QA8 e O B LSRN =& AF FIE @I
A ST RS |

©.R.b  fEreE: (Appointment letter)
2T e gereeltd fdifbe eidfa Mm@ ege e T 9 e ©f (2Fe T |
S (1 - 8) @ T fww Brard AR o fmmon:

EF 99

oIy

S A

forer/aSR W

fora

AT T

Il /erpTER

R /et w

TR a1

(o

[RESCEIREG

g

HIa/ R Grm

FFSIZE €T W @ AR

ST STEDT

STCR T

e @57’%( féaaéﬁ_

Chairman Secretary
UTTARAN UTTARAN
House Ne-32, (1% Floor) Road No-10/A Heuse Ne-32, (1% Fisor) Road No-10/A
Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi RUA. Dhaka-1209, Bangladesh



N I SR G oL
= e FEET 2R oI

©.2.0.3 M@ Y &1 @AfEer /75 3690, ETENfle ¢t 12T (@IEFH T GR (FC 9K IOI]
NS I(A WS =T |

0.0 FHF FCE @PWE (Staff joining):
7 AfSH (ATF ST T TEH @ @I TN SR E afedieT weem e s | 3 e
TR AL AL TG G ee L 27 CIFCG TG FGATHA e« ACATE HC > TT e
T R | S TR T 7IeHd @i FAce 4 = I A 3RS 9 79 | effeviar i
@A T (RYF-¢) 77T I FACE @ F00 (A |

0.8 I (Probationary period)
Tl oy R TS 751 @R FIE CF@ & I FRrFmar T 71 | {Rew o S99 TR
FCATTE REFFI ST P I @ ZCS AT | FN AW O ] (TAEAHH Srrre wifg =ieme ¢ =
SR ATAGH O ST T A |
SIS S ICAa FEFEIeET Zroretd TEI 2@y ©rd e XAl AWIEod G TN AT G
TRERIT T earey =03 1 |
THCTAA SFCET FRCT (0 BRI 7] ors) Fo fodiae T (e 209 |

0.8y PrFEIHPIT 7WIf@: (Completion of probationay period)

©.8.5.5 PFEFAIHFE (<0 TR PO LIRS FHRA 9 IIRE FC g T3 |

©.8.5.% WWE © o (42 @3 FrRE G Fife v 2w F@ T W R JReRwEEE
TOTS &Z FAAN R @ FAG FOGT T, A0 ¢ TS A S Togerel Joyifeg swaw <6
Afstams toft ea o frafiewace a1 Rremarer gfa orRar sEsReen el o e
RreItaR I “RBECPT IR (@ FACI |

©.8.5.9 TR TN FiT,FAQ PRGN, 285/ 4w, P [OMeR eyF qR ARGEE 1%

AP |
©.8.5.8 ARBER TS T REFRIAHICR TR Jfar/Swo1el/frafroaees seme e |

©.8.3 PP Jar AR«iw: (Benefits during probation period)

©.8.%.5 FFFFAIFI I &F5/Rer T awe (@O AEH G2l o (@ A F{l =" T @
TSR O], WroliF 8 Sy |

©.8.3.% PrFIMFE TEEEFONT SO 2T TG T (O TN/ 7 NG (TS 8 HA FT
ST |

©.8.2.0 5 NS 2 TN O @AEMICR O (A0F TG qF I3 FIZA/TAF 77w o=
SRS STy 7T T (1o FHCA |

©.8.2.8 YT ¢ TR 26 Wk wfeq weal eraens weiits 2 Jfos @y 26 or Fare “ImEw
ol

©.¢  “Mdr ARTSq: (Change of Designation)
@ I T ARG 2IT1S “REFT @ (F1F T AW GRS WG AR7ET F00 ARE I R
ST, &9 (@A, G @ISl G OF I FRCTR AT Forosd =0o =07 |

0.v  s=sfEm: (Re-employment)

0Ly TER A SR ARGER A ToF ST | (FIENG XAV AT ACATHR @ G
IV BT T 20T GR ATHE AEUFFIEIE TS FIEF T €2 A @re T G128
NSRRI

0L (P A AAARS AT I =0 OF 2T weart [{eavar Far =3 7 |

©4a  SIE-IEE bIFaE (R *$ie: (Employment of Relatives)

0.4y T FAHA T ST TEF BIFRCS NI Freiizs w41 2q (I s s qm=/s,
TAM/E, O, OR/@W, YT AT WQW, AW HOTS/ANS/AFAS/TF© ©Z/@, S
BIGI/BIT, =TT/, ST/, o1/, W= Sica)/ o, oifoe/eifsfe) |

31 BT
% fzwiﬁ—

Secretary
UTTARAN UTTARAN
House Ne-32, (1% Floor) Road Ne-10/A House No-32, (1% Fleor) Road No-10A

Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka-1209, Bangladesh



©.A.R  IRIF AEECH [ CFe@ ARG TR RS Seava FACCF ST TSy CFid Sede fwarar
TG TGV ATCATF T G AG-TS AP AR S SACATE R (7 A

©.4.9  SIF-TSCAF ML (FO A 2% TS I8 RS[ToY/ 2 BIFA TS ARG 7 |

048 TEI Q T (FF T FAN IR JFT FA Y2 G2 SR HIFAT NG I AR I @ 200
BIT @R F2 T3 TG B TITS S BN SR O JEah ARG IR (AF WS
fres =3 |

0.b R G/ wifirgs 364 (Job Description)

0.r.y e G GFE FAR NIRNG, FHRCAR Ip<F, ARG, (O, eFF 8 Sy *MeFcoR I fofg =7
“&] (Al (Y& - v) |

0. P RN AT WP (AF OF SHAR I 901 S AT |

0.0 P T OF FATSRENETE FI0E FIGH & TET AR |

0.b.8 e I+ IR oF AE-Aikg ¢ T3y IS A |

Ob.¢ TG @ (I T FAF T I ARG TAm AT 2RSS 20 A |

O.bY P e el Atna JETIEM §F (G R T |

0.5 eI (A T2 (Personal Confidential Files (PCF) and Records)

05 TEFd A IR AW M SIS FIA MFTH FAE | FAR PSS FIRA (AF OF FEMIL O
AR O AN AR | g Fifvs w2y Mz T e FRET MRAFe A |

XeTAV SRR S

o fere

BIFf ST+

G TS 8 T

FREFITe R etarey R el AbRRs B

TI2for A2 I (T ()

Sfoeed WM

e “_rFR Wl (2Tey ¢Fa)

fafrs ¢ G A= @eoan

a8 @PvE %9

@FC &G GG e

T (GG

R 2foq e

TR T, I @RC, ([T J(a/I0T, AT (AR CF@) , AN/ ANKAS, *e=l

Ry @@ ojfee smeweem B3, FIa AL Sy Bideia/@EiEr ke® T oy FRAFS

A

" RT GFCD THES O

" TR O[YE @AARICR 927 |

9.5.% TG FIZFT THAITHCI FIAT:

» gfere TR @3B il fa faeies feafes |

g IR e o GIR T ST/ SRPPTR TeRel T wiiigele ufE IR
FETS FIZT THANIHCIR G FIZET T I QR TG/ CFOR T (@ T I IS AR
©ItvE =R 12T (shadow file)- Mk3AMFS AR |

" oY IR BSTO PIRCT AL IR G e 01 % T3 24F© FC0 =0T | I
B eI ARFCT @R BT FIZT AT AP S A |

v @ A RS SR ¢ SR ST (@R wiftg erg fe @ e SR fErs wike
MR ST s #M1ed |

©.5.9 AT I Jrere Fee:(Ex-employees’ Personal file)
TS ~Nea ffSt (R 717 S 50T ISR S (ATF ¢ =T (*ITT ANIE FAN A JSTS FIZT RRA

>0 | BT
% f Levda
UTTARAN Ug‘?lgfﬁ.RA: N
House Ne-32, (1% Floor) Road No-I0/A Heuse Ne-32, (1% Fisor) Road No-10/A

Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka-1209, Bangladesh



9.d0

0.0

38 1 T

IE G AT | GTFeE T T R/ AECRNSE T FIRER GF 0 @FC TTF FACI | OGqe A
FIRCEE AR TFACTF fF5© 09 @« A(CH/HZA GRS LS ©f G2 Fal AT |

2% 514t SRfZesad (Pre Service Orientation)
Teel A Toa MEIele IS IR A, WG 21T, OF F1er, Fage qR FHGET SR AL
sAfav e o | T Ty e SN R FreR e, AfodE, aw, wveefdfy, Seaw S TR Y[
S SR I GIACS A GRS @ISl 8 THFOR N AfSBIess 71 %% e F4cs I |
AL Sw1g:
FA @EMTTR 47 > (ATF S¢ g Mgy SRfResae Crae s TS SpRd R & spar
SRITSFT BT SIEGH F00 TE @ SR MBIy FooN ANER W4 FISvaE Sid AW 8
AR A A1 Q120 TS AT | 92 EIees 8 &= [Reeew efefafadr srea=e a3 |
Wm:

» TeAeR e, foHF, SFICATd, S0 Tave, (@ 8 I A&ho T Sl |

» TG OF FAN FIGAT SR, ETRellfEr SfowEr, il TR aremTe! FE 1w
0 |
TRAGC (T T IS 1 A9 [T Fo-#17 Ghferss [STe T & |
FRAFTHI FISCAR AL AR |
2 /FT>! T 2IRTER QR AN |
SR & (ST 7 (¥ [ ARG ¢ TS T Gl |
RIS &S GO @ TS T (ST |
TWIY R B NI A0S (O] |
THATRCOINAT AN A3 IBIARCH (1T SRRoFe T4 |
BT RS sRfzewae (Post Service Orientation)

" B SRR TN 2lfS I=F SR T e @7 T AT @ AR FHE 7 I

st farEnt SRTars* «3 I9Y FACS 2F | AWEA (G e [Frt SRS @3
Y A |

Chairman

UTTARAN fz codo
House Ne-32, (1% Floor) Road No-10/A Secretary
Dhanmondi R/A. Dhaka-1209, Bangladesh UTTARAN

Hause No-32, (1% Fleor) Road No-1W/A
Dhanmondi R/A. Dhaka-1209, Bangladesh



¢ 927 ¢ S Tt (Fiscal Year and Office Timetable)

TR AoF FRRER WTH (TG FA ©OF FACHC@ G @ I 90 #1107 | T&e [ 30a o7 &l
FR fdifare wifzest st AR Siens ¥ 3 wifg #Fes Srares e« T3em fifve w03 |

8> ¥ I=: (Fiscal Year)
T G (A0F G RS oY = RETA o1y w903 68 26, T ore ¢ ¥4 A1 Jemrees e
G- FOTTRR SRR 279 S0 203 | AFCER BT [P W% AR ~IRee =0 #I1TA |

8.3 ¥ el ¢k I w67 : (Working day and Hours)
Tee @ *Ife (A0F JTTe 28 e (6 & ey 5 et | wwrar sMeifes gfoa e |

8.2.5 TG G 2T IR N[HTF SR CAAT SHPET TP JA AF 5.008] (AF [ ¢.0057 48
(> o1 Wy EfooR) |

8.2.2 YRITIS &FF/IFI(EH HIfRHAT (NOIFT *1T/TF% IR SFER TR fof ZCS A |

8.2.9 TG R L 8 *T[/(FH WP MR GIROR, e/t a=dt, [ 8 “Rivegel FRma e e
FIACE o G #td B *FRT F7 (AT WAFEH A I e 2T Gk T (ita 7=t fRipesa
IR Fitr SFER wikng IRCT MTe 203 | Ty o 223 ¢ vl I X T 20 S S0
o7 | feaes® oid «2 el e Facam k¥ B /e |

8.2.8 (TN I Wi e fdife M@ 4@ I @PWE Fac fof [erfrs $oifgs (LP) e =iy
TR | @ I AWM O PARSREETE TGt Tel » W foq e ey oifge &7 oz o @
fates tafifes =G <161 A | =7 I o 26 2Nedl 71 AT ©F O I ([TOoF T TN A |
(95T TfERT 2ot (e 9= 41 =09) |

8.2.¢ ST TR [T A FRMA AP, TOFAT 8 & TSN INREE Giverod 2 [T
ACO =T |

8.3.Y TIOFT/AELANST SYTST I T (FI A[FIRS FRCT FAQ (NG FILOR ARKST 20O 2117 |

8.2.9 @GR T Wi RAFSRTOIR [TFT 8.0057 4@ H=1CH | W/ AOFI (BN FG2THA TS (OIS 9
STRP! ARESTC |

8.0 I wfeEr: (Staff attendance)
2ToIF FAF AT qve e Arer [ T area Fa0e =09 | gHre, v ¥R FD AFE
SR ST Al T TSI T AT PTG ST e (i el w42 wifg |

8.9.3 SIS +IffEfea TR SFET APTS A1 10T Fi AR TS TS T8I O ARSIREACE ST
R 2T OIS o SRIRS FC3 |

8.9.3 AFCER FANA RN IGI® O 2FE PR P02 FRAMFS AP |

8.9.0 SIS wAifgien SR =AMy TR re Y =0 Tewel FGF I (@O (AT TS Wea
(TSR BT (B TG |

8.8 S HeIPMI Jiea Aned: (Leaving office during working hours)

8.8.5 T WICAGIAT SIS BIGI ST FAPAIT (FF T S(Po] LA AMF @CO AR 1 | SR
JIER (0T TOCAG REPBIR TG 0= PR FAE | o0 @eroId raemy o2y fform
AT @ IR @ ey Aot “Srgoifgs” 0T 1907 203 |

8.8.3 YOUID> @CTUI eMe O T (bR 7 WLIT N7 awifTe =01 e fer 8w a57 e Nfe
P Y] AR FAA |

ow @%( fic_céﬂ_

Chairman
UTTARAN U:I:?;f: g
House Ne-32, (1 Floor) Road No-10/A House No-32, (1% Fleor) Road No-10A
Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka- 1208, Bangladesh



@O Fl M= (Specification of Salary Structure)

TR ¢ AR ([T MG TG @GR IS T AMRAT MG P00 8 4R AL Wi |
Tearer afels 2 T 7 @od uR @7 A AT ©orer, HiseT Srer, AR IoRTS Orel @16 (@O
TR AE | e =ita I (@7 T AR | ARE 0o FAT THiGie [aper a3 afs ¢ I=q 27o1
1 @ (@I AT (@O TGN @ IR F41 A |

ey @ I e o= (Specification of Salary Stracture policy)

€55 Y FGS WA (@O A S afsfb siva wr-wiftg, [feq efdas g @ Fomwr
et S0 o ¢ aifsarea wifde s apfs frame w3 I (o™ 29 28R TR |

€.5.3  ARGEE WEMT LUIRS (o FIICAT FRITHL! AT TG G T 2CF! 7 |

eso frafre Fom sm v SR [WE @re Srefie TE @O ene 91 =0 | oY SR AT
fdifas T@ @7 AT |

€58 EFF I (@O TIF ([ IR A A&7 AR (BB F41 7S |

e IR Am WM @R 62© e (Staff Grade)

eRy> R agw T #ARpre wam Tewd 7 IREE (oy e | gy efsui xre OiE N
o AV FA[ 7(F | ARBEET WWl, wFel, Sfvtes!, @Tel ¢ T [u7 [{i3or @ RIF
FREET ST W TR 8 Sy e FRT &I I3 |

€. S IR ktgR #fFfd, 1 (wifEerm, FrErete @rel, Sfvwe!, wEel ¢ FER WP0GH AT
fofe 03 Teael «7 1+ fafire AW b6 e @iface orf F=r =z |

¢Ro  AfSl @red SRE Sofb 4 TR | FHA SHF MM TR (o7 (2T TS JMF (@O AE |
TE TR (@O FT (YF - ) (AP TGN G FRACAR (@O TS Gl T |

Teel 1 A AT GR GATTR fmaet:
ATAT T

AT/ TSN e

YT/ T AT

2FF ANIIFAY/ FF JIGAE
o1/ AFF FAFO!

TN/ e FRAGT

lESIESIE]

o Fyiteeoa

SATATG S5

o AIEI FACHA AT 8 (2SR AT 8 e Rert fufae waeae |

€0 (@O FOCAR CArET e Srar a1 =

€0 (TOF FOTAR SCARS (S0 GI7PTICR N7 “e7 ¢ % |

€03 T AW TS GIG TgH FAA (BT 6T oI TGO GG 7o I (ZAGCTT 9F FRCT) @
(S (TS A |

€00 TEIA I (07 FIOTA AT OF THOF M Z(A- BT ARHAE, FIST THFA G, TFol 8
22T/Te | TR Al ey IR TeTeT @ BIFRE VSIS |

¢.0.8 Tead @3 frafire wwr [feq ovte @ #fme e =@ o’ GR TEfeT T & AFF (T
@O A | 9% Fifes (@oq 9o e GHITEE &N 207 GR TS GHTT (AP 7 Tqo «aa
S TS GFICTT PR 4l R(A |

€06 @M IR @O TN 4o TIS 26q[ 77 & FICF & G2 20 [RANCS T IAGFG AW !
I T | @ 7T ©F (@07 Fringed =3 ¥R o IifdF Exfawrrs et i st sjeamr fqar
T3 |

€0 RAGH > I2F A N T FAA A AR 71 | 78 ARGES @V SF eve wel I @
(I I SAGCAT AT FACS #ATT ©CF U@ @Gl G I G5 (G &0 F90o Z(A |

wq‘.o@aooc,,uv%

S | T
Chairman fé cvdao
UTTARAN Secretary
S BT AR, o
Dhanmondi KA. Dhaa- 1209, Bughdsh adi VA, Diaka-1209, Bangladesh



e8 o7 fadimd afezr (Salary specification process): weer, @erer, wfig ¢ wfowsl
HCEF BT GFe I (@ e Faeq, et famzgor-

¢8> woaaa (New staff): s facar are I/ @ =7 N« G712 @Ted dRfEF €1 (AT @O
fTéifve =@ | SfiiFeq wF ¢ Sfow FNWMA (@ TG W AP ACATF ARGES TRVER
M 7 1R (A0 o 417l I F0a OfF RfEF (o7 41 1 @S A1 |

e8.x I 3 (Present staff): @od SO *Reivam T @Few T I Toq (@O ©F
BT (IS (50 (FR T TR N4 9qg] [T 24F F 200 /1A |

e8.0 e Jfw(General Increment): TR e Refe =@ SRFACE TGS €A
ACATE T 7 effols TR afe 27 GFfs AR s W F4 =0 | FA (@6 (@O0
¢% @7 & S At TAETTT @ I | AFH FAWMI (@ WSl WGl AWg AEs A AT
e =03 | 7 TR ASTRE FHFF FACO B | (@I FAG SPILR ARFINCE PR HAbere
WM SR T G T4 Fonfs SAGTG (el TS AR SREAT (@ 2R FAGF
e SR 3 wAfme 3% Fare = |
TG AL T AFCE AR SAGES 2w o8 A1 v e o 3 e A6es #I |

ee Qo7 Aficemvr +% (Salary Review Committee): &iRem 3 3w coitst @R Teaed
TGF IARY T FACT TS TSI (T SIS AR Gy GF(6 ([T R FHAO 07
FAE | @R AT FGre epE ¢ wd e sy [em @e dfef iy A | « 3 sffba
T AT TCEF €-Q TF | TS =0 ARGES NEWEE NGAWe ACATEF G2 Jbre J1REF
SRS NG (R @S AT |

Chairman UTTARAN
UTTARAN House No-32, (1% Fleor) Road No-10A
House Ne-32, (1 Floor) Road No-10/A Dhanmondi RUA. Dhaka-1209, Bangladesh

Dhanmondi R/A. Dhaka-1209, Bangladesh
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O Ry
BIFIF A AR« (Benefit Package of Job)

vy @ov(Salary): Temcd wwe AH T afe W e ey ot (@O AIEw | s e
YT FARNS S AL T pie =6 (roas (o I |

vy TEHd G (A FACS FPNFET AT (FOCE JACH |

LS.R SRR TEe! ° AR AfSNITR Y (AF o IR W AT/ (AT 4TS @ P or
FoF IBIREA 0T &S (o AT A (@O ARCATY a1 T GR 9T (07 A5 o ol sz
A |

v.3.0 I AW S ART FE T R ©CF RS @ SR ([T A
NFRE @O/ 00/ 05 /2b/35 TG (IFT TG (P AT TIEF Zoo= (@ T F6 FEACR)

v.y.8 (A A ARBER, TRFH-TR ¢ oY, &g TS (P (F@) , 20 elfsfafy g o
TN T (F0HR CFC@) OF T PIOTACE TP (B (o JITFIF A1 A 7 |

v (@97 399 (Deduction of salary)s fEf® TR (2arey CF@) FAF (@O (AF A=A A=A
Bl 67 FF (T AMI-

VRS I AN ARFER NPT = IR T IR ~Afe;

LR SeRe P SR e

.20 SRS WPATERS, AT (@O &6 SREr AR FRReFIe 7T;

L8 I ETFETS AFT AFER FF W A BIFT =T DR (O A (FF IFT Fhoqs T IR PR
THROT (L@ TG (I 75 NS 7 IR Qe Anedr (oeeT;

LR.¢ (ST ST/ e B a1 oy g A

LY @S NG T FAG FRF AT (@O AT T4 2 | (FIF FIAC FF GFGHCT (0 FITEd
TN T 20 SICHR G MGTT FAK ([0 W I F | FITH(Q SIEHIET T @SS 2wt #Ai1ce
T G O T FIF T AFCS T0A |

LA TeRd g Y R SISAETR TS (@O ACHT AL 9T F6 4l A AR I8 T WG
YRFF INREE DNF ¢ = | IPT (T IR AR IS0 BT Tl RETF AT G165 ol 1ae
FACF TG IAE (-G 97 TN ) SRES FACI |

v.©  EoEoren: (Festival Allowance)
rers fTafire S U @9 A TPF OISl W 07 O[T 23 36 TR ©rel #iIaw a1 > o=
(6 (@S AN | FRCAAE (IO AN T L TSI TES Sofvel Aot T ©rsl W= F4[

A |
I, Tl 11 pfefefes T T ool #itaw 1 | (e ToremRes g4 $o[ et

o= =41 7=

PN F e Tred SRET Hel SRRl
femg <t : e o

oW 5 ;e

Qe S

L0 GF A S WER (@FOCTR AR S57 TS BTol &I F4[ *CA |

L9} PR OMe8 FORE AR WG AT |

b.0.© A SO 70 58 SIFAT (W F 2 A 7T T T AFATOF R SSR ©rel #/1T3 (95
W (B T/ SIHPT X BIFA (W) |

©.8  WrelfdF: (Gratuity)

©.8.) 00¢ R TERY SR WA e TR AIpeT e FacTe “RIeire RIF efege ~Afafgfoa
FRCT @2 ot sAfe o qw FAR T AN IR0 @, T anpaft eme 3w zw A | e
@2 TR FIH S5R IR0 Tl ApefB AR S Frame Mg «3e wetafess sy e smma
e A AT @i SKE b =04 |

L8R (@ A Y WISPRY! QLR RN A% (AR (T AT 4G I REFRIIFE (< 20 alfs
@F IR S T ACATE QPR (07 WCoRT eI emi T4 23 | Arp G /eqreiaes =

L
Chairman S{ Levda
TTARAN ecretary
House gn (1% Floor) Road Ne-10/A UTTARAN

; Hause No-32, (1% Fleor) Road No-10/A
Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka-1209, Bangladesh



“Teae I ATHE(G/ AT TS [ GG AR FRF GFCH-9 G J(J | ANpE0 /Ao
BTl ATST IRYA TR (AT NG *I7 #9% ORI TS GHCCTH &l A |

V8.0 INA ofs I= @ = WHRT/ATORT TRE &N =TI | FA fSwm oyl TR AW e
ceifAe B3 SitS emiN T4l A |

vL.88 oIF TYF AMG ARG/ AL W AT TE T TS 7 @ &F0H HIFA ) TR O WEW
(G /Al A |

©.8.¢ SO TR CFe@ FRA @I SIS S Ol T 1o F400 =04 |

V8.Y  EASHE O FIRCCT (I FI I T O QI T SACOIACH BTl 2 a1 2 1 |

.89 LSRRI CFC@ AN AR (@I KT (72 |

v.e  Texd B wrRe (Uttaran Education fund):
Tead @3 EROR vy Frei;md e SE TREieR W S wRRel avitd FHE 1-
relifrs SEmTeT eae frrr e Mo (- 53) 10w F4T TA" | @] SRR Tewe @ IS
SR FT=ITOT &WH FAE | TS N7 I AN Faa St o Sewie 2ems @2 o
2V I | TF Smie “Tedd il w2fie” R fo1E ol 77 | FNme a’n e St vt
TS MR fofere «B w=f<e ARbEe F96F |

LYy  Terd f7ErS w1 (Uttaran Reserve Fund):
afed Foma wmr fafire wiffe wfen Fem =1 | e T3 Wi SR 0a @Sy oyt e
T 1R A SRR T o700 TR/ SFRremE) Afedmes a2 Fare & | @3 s wfo
THE G TG IS T FANCP GG NE OF NEH @ocad TR =g Teael fers
FT-« G FACS T IR MITGTAFSCE 51T (<0 R AR L elfSBTe O (3 eI T |

va  @fetes F1® (Provident fund: Te3d @ s 7w fafis wiw oigdr fMive =@ fofv aftes
2AfSTTT FIT G T & | AW @ I RS ©iT AfSTes TS BT o A0 O o gy
(AF 56 TRR T @R FICTF 9 A | SRATe WG WALF Tl =071 WG &Aferes Fw
AT =Y AT FAE | TRIR AR ot @2 T ~AfpEmr T3 |

Y JFFR: (Income tax)

L. TR @ BIFRA e AT AR N e oM WM (orh T IR ololeEred ARFACHH TSI
féifee SR Mt FNZATCONI A1 AFCIA | FAF ATHER AR TG = FA 1 | T&a OF
ARFEE NGOIPE fHfirs, oy ¢ pfefefer @R T ([@©F IR N T AT roleerear
JRACH TIFIET TS S TG N7 (FRCS (@07 (AF AFT T 4T 7(F G TIPS
CRIRTATCS &l (A3 =S |

L.} TR wREF $omel (Tax Consultant) M@ 3 Fma Ire1s SIaa O SR SifeeT wifds
@ feife 903 |

Lo R TRE I Gk FeRe(Accidental Benefits):
Toael @ TS RGN FAWMR O G =70 TRIAST T 70w efSBIH Frood TaEE 04
SR & 2P/ AN B IR ST @7 IS | ArRfiFerg e e ¥ 929 F90 |
B AR SO i g1 1 Joqeie Flose ewey =0 |
ATCER CFCQ I (I SCH (T F$S IR/ G 7 A ORCT ©f &AW Fe[ (A |
L5y FF FA CHER A Ko FAFTS (@ I TG I AP IR AT (B0 G =]
REIHAT 737 SItF VRF TS AW IS J(A |

vyo R st WS (Performance Incentive):
I PARCRER ARCEAT NRIMEE A ACACF (FF FA & @8 TR G Fw e
T QAT FACS #IRCE | T G FACS AR 2V RETE @ FHE 750 791 @S
(e et si@ /=t Afer emie/ ot Reaer osel/elfrwer To5m) |

S5 | o @5}5:( ng‘réﬂilé:&

irman UTTARAN
u ’?‘PraARAN Hause No-32, (1% Fleor) Road Ne-1WA
House Ne-32, (1 Floor) Road No-10/A Dhanmondi RUA. Dhaka-1209, Bangladesh

Dhanmondi R/A. Dhaka-1209, Bangladesh



LYY EROR ¢ SR ARRIFN INE wfole wig AFF (Additinal services of Drivers/
Services Staff):
L33 CRIFICH AIRCGH 9 FACAR T© T ICT OICAR IS TP FACAF TS =G |

L.y TSI 5 e e Aeifzs gfoa e Fe T30 GReR 3 SR ARG FA0F A_RE ol
(TG 8 ATS[ATS OO (AFT) &AWl T (A |

©.55.9 ACIT QT GBI b To7 GG T, *NEAS w9g Kb T br-do T61 [Fafoq “ita W e
BIFTICS #I14T |

Chairman f 4o
UTTARAN & ecf Lo
House Ne-32, (1% Floor) Road No-10/A UTTARAN
Dhanmondi R/A., Dhaka-1208, Bangladesh

Hause No-32, (1% Fleor) Road No-1WA
Dhanmondi R/A. Dhaka-1209, Bangladesh

Qol"jé'[



LI AT

g3 8 g9 O9l (Travel and Perdiem Policy)

a5 & (Traveling):
FIEH ST ([ (I FACE (& T T OAF I SR I3 50 sAfqvpday, effermer, et o7,
e/ 1 o=y (I SETRIE Feer Aee-ROAeIR @ T BT TSR QS J0S AT | IR
e RS o0& ams Sfel e F9 CFE ATAMEH J0A | §STs BT AT FPIFGHIS (Fas
«f> erarey 203 |
5.y I Sm 8 SR a=e (Tour approval & advance):
T FA(PL O Thod FAPSA W6 (ACF TR SCIre TI16 @ (Y& - b) Sqeame rs
TF | GFTCHER AfouE SRS, fFw it arev owa o st sweafre @i age whw
(TS - 5) 27 I3 AN BT (7N @S A | TN (<0 9 F G0 [0p S BIFIR A0 FA0O
TR R T 1 el ey fves =03 |
AR I ITREE 439 8 ool (Mode of Transport & Allowance):
T BT (W TR 4390 8 fE 2 Srafie Z0a N Sl A |
e A W rorme (e @) ISR
S | ISR e, Meres fafgs am1, G, 7% ¢ | Arorest fafas @5e/® 2ew; orer
SIS | S (2000/- (ATF ©o00/-)
3| TR Arorest fFafae qn7, G ¢ &0 8 AT | | Arore! fFafge @IT5e/(fE 2e; oot
BLEREIE] TP TG ATABEF SCama ACATE | AW (000/- (AF @00/-) GR
O = A | SFET CF@ O | SFE O M A O
SR 2R AT R | TS Srel
© | IRYEAT/FHHT | Areres! fafEe apT, G ¢ 7w 8 A% | | Moo fRafge @ITHH/(17 TeT; ool
IR GRPA TG ATABEF SCama ACATTE | AW (000/- (AF @00/-) R
I 2 A AE | SFEF CF@ W | dFER CF@ 2 S o
SR 2R AT IR | NS Srel
8 | g AR/ | Areres fNafas a7, G @ &% | T @7 P IF E® Yl 2000/-
oFF IAGF | TP A ARGES SN ACATF | (AF ¢00/- AR LIFCHT (F@ W
MET FIRF T A | SFCHT (FC@ AW | ST &g S Sfe |
SR AT SIS AR |
¢ | TP/ o7 | AR @F® IO, A AR GF, *e | | 99 @y PR IR E® Ol (dooo/-
el ST (G 2 T &FF SCAS | (AF d¢oo/-) R AFHEI (F@ *M
RIGKIESH S &g A TS Ol |
b | TP/ o4 | AR @6 IO, ao @AF GF, #e | | 79 @y P IR ME® Ol (dooo/-
AT SFTH (G 2 TG TG TLAMWS | (AF S¢o00/-) GR SFHEI (F0G 7
RIGKIESH S 2 Ao ©IY |
Q| PARSRER GAR @6 I, ol @i G, =% | | 79 @ft PN IF TA® Sl (boo/-
SFHT CF(@ 7 SR 4G NS | (AF dooo/-) IR &IEI CH@ W
A | SR 2 SIS ST
v | B 15 07, oo il G, 516 | | PN TGl M (boo/- (ATF Sooo/-)
FrfARIEET SIFTEA (G AV A 2FF TS | O AFCHI (0 5 ST A5
TR | SIS et
> | oW B GIR @6 IF7, ol @@F G, =% | | T SI%l JE® (boo/- (ATF dooo/-)
ST (G 2 T &g Ao | R AFET CF@ W S A 2
TR | SIS et

3R AR e BCG 1 oo A¥m &1 e e 4o Srar e =0 |
93,2 SIFCE TGN TR FAC TSRS BTl AT 7 |
a..2.0 A8 Fiffr @3 AR olteT @IToeT 3T (18 TCER AWM Tl e Tl (4 9% OF) @R ARGES
TCRMCH S ACATE &F© 41 ST F1 A |

Chairmman
UTTARAN
House Ne-32, (1% Floor) Road No-10/A
Dhanmondi R/A., Dhaka-1209, Bangladesh

38 1o

féaaéﬁ_

Secretary
UTTARAN

Hause No-32, (1% Fleor) Road No-1W/A
Dhanmondi R/A. Dhaka-1209, Bangladesh



9.5.2.8 It oo 70T w12 B0 [ e Y& F00 27 |

RS ST AFOR AWM AqRT [S | Tead @7 IR AT I WG @M @R
TRINARE (@60 AFR (BB IS T(F, AN TA TP ABCE CUFe@a @2 AT e @
ararey | Roow sAfafafors aT@ e ¢ amew [fvs Face < wev SR [Reavams
@6/ (7 TOTE SRYCT BIFE AR TS 2@ | (F &F0q Seae AR 71 AT ©f i
FAN A M| CICFCD SFE 2 TR &5 7S AR R OISl Wi T (S |

Q3.3.¢ IR CFCE (T AW (@G 9T (9136 ZTCE  TAF &7 GG AF CIowE o Weifae fife

G ¢o % TS @ AT |
.. IR VR BB (Sifass) Trepe T 7(A |
R Wy erel(Food allowance):
= e A3 5T ARVt Tner AmreTeT awi F4r 7 | e w=q, S seofiraee ¢ A+
IR (T *IRAE (@A LACH G GRS (T *IRFCE T LA G 47 FAWA 8 =P
Trafe 2ea i dmyere fdEd w4 2RR |
W T QP 20T G PN LA G
(Yoo/-) TR efefmw ) )
ST R (T bo/-, I Wo/-, %‘;_oé O)o /ﬁ@ﬁ;’;o /_)( %o/,
e 380/-) ' a
g et Qe e 4TS Seea G @@ a1 I =03 ARG /2498 A4 ST ACTE ©f
AT 41 AR |
ARy @ 5eF @ st (High cost area):
BIFT, BOA, LT, ASIRr, I, B, F3area, Il | Iade, QSRS RaF, @RILET,
TR, (T, FAFION (LG A FEFS =)
AR} I S @=iwi(Low cost area):
TAEIS @ AT IR J12CR IRFCACHR 1 (STl *12F P AACHF GeIp] R o1y 20 |
Q.0 T TG GF (T TE AT TG AT S (TG SRY FCE AR GCAR. Tl , IR @R
ACST AR AW, Teael T 2fSDITTa o Siferel SRl AT @ LRI {1 Al F909 | &7 ¢FE
T QP IR HE ST AT T |
9.2.8 TNCR AN FH (CRG = S AW SIS A |
GRE TR | I TR Wy STe[F 2Rt
> (T b BT (ATF T77 3R) (R =BT G bro/- GR FA AR
T 90/-)
N (T5F 5 BT (A= =T © BY) (P =TT GFTIIT b0/~ GR FN AACHA
Gl R00/-)
© T b BT (AF A0 32 BT AT ovF) | (@M 2069 @IS 280/~ GFR I 47
IR Sbro/-)
9R.¢  WRR TSR & ACAINGR SIChR &1 (M LTAE (72 |
Q.Y FEAM SWE e YA INEE & (@I AN - STl AE o |
q©  g=rIrerre: (Local Traveling)
0.y T e FHGART TN G (I TN SrS| A 7 |
9.0 T FAL AP & G SACEE G 4F© 106F© T AT |
Q0.0 MW SERE IR G TORCT G RS T2 GI2F FA0S AR |
231 98T
Chairman f,é cedo
UTTARAN Secretary
House Ne-32, (1 Floor) Road Ne-I0/A UTTARAN
Dhanmondi R/A. Dhaka-1209, Bangladesh House No-32, (1% Flear) Road No-10/A

Dhanmondi R/A. Dhaka-1209, Bangladesh



ikl R &

y8e A1RTSG BIR/ZCRP/ G Topiv el =1

©,8,6,%,9, b5 | TN, IR, EIAGHH, T, OFF 43R TG FA TARA SRl
4T FEF NS TR

9.0.8  SFER AMG! FIRIT FACT ASRTS SO I 7 |
0.6 GFdl AREore Trod FAFSR 7E WA ACHCF AR G140 ARTS 0 A |

.8 e @ ¢wta dfsfetm ©rel {Daily Subsistence Allowance (DSA) for Forign
Travel}: 9ag gFea Fa [T AT, AT, FAR IMORS G NI 476 (NHITS W 4T
BT

9.8 A CFC@ (A {CIGAT IACATE I Crg el e |
8%  II(EA AV SIS 2 LIS st & F4T T(J |
.8.9 e/ G/ IR Sopifra A e ARFI-ASAR G AT O g #H1F 0 |

q.¢ o IR A (Accounts of travel expenduture):
FA R FAGE 0 AR 7 I TR AR ARG SCAM ACATE q (7®) I MReH
ey =g fo1ee! &l @R I IRGIE e SR SRS spieaescs s |

Chairman fé Y4, A_f_
UTTARAN Secretary
House Ne-32, (1% Floor) Road Ne-10/A UTTARAN
Dhanmondi R/A. Dhaka-1209, Bangladesh Heuse No-32, (1% Fisor) Road No-10/A

Dhanmondi R/A. Dhaka-1209, Bangladesh

Q0 |7t



LR G
% (Leave and Yearly holiday)

ofS=i(Introduction):
TRl @7 T ~RICIE FAE B (O FACS R0, TRIA! RO eI @ 751 Bf6 (o1 Face AR
o7 faege e 26 azrem faweet fes ave == 1

v.5 ¥B(Leave):
fdifee T (LAF) (RIS - 53) ST 30 TARY FGATHA SCA IACATE FFo1 T RS
BT (O TS AR | WFOES Rod CF@ T @7 (A 2K WA FO S | TG
SISl T SR (FF A O (FF NG TREHB PAORERE SIS FAC0 A | RO

0.5 A& 2fG(Casual Leave):
TEaCeR A 2RI F12 A0 SR e 9-Ferw Afifes gt ot FEre AREE | @ 36 S[Rme
I Sf #[T3 IRCAA Q07 AT NI 341 I 1 | Af© I GIqAAI-Grora &7 5oy @R 2o vy w1
T[ | (fifes 26 e © s @R o T4 A 91 @R O @ Rfow e tAffes 2% e
I A1 | O3 TS Jfoa Seo [wear #iea tffes &6 @@ A |

vy SPeEve ¥6(Sick Leave):

v ofs Iu7 (TER-forma) aaem S 38 e «1fe BiesT 76 (o Fare AR | 77/ © fataa @
PEel Gie IR FAGE FPES AR, (FOTR SPFSl Give R NI IO T (NG
AMGRECEs T fire 207 | R[S q=ea R Bf5d TN=7 1 AT 1 A1 TSR FAT ACIT G FA G2
57 S Sy @W Sl Er-REr AR 77 A © e oife sppgel wfte & [
LY /2 YT LA TS I |0 et @ 20 v F9 s 2 =03 |

v @R F @RATE @Y W@ =0T A1 7041 Gie IR AW Sgeree 26 38 e zore wfsfe
257 Qe = SR % R CFed Q@I0R 43 @Al ~IRBER Sqema qeics o[s 32 e
8 I-(q00 Z6 Tgd 1 T | (FOPIR W2 IFCA b Tge Fa00 20 (G MG Recas & fce
(A | G RIS IM I AT EOAl Gie FRCA WS Woie T TG = 63 ©f ARGECH
SACIVA FCATTE A CAred SRET Sere b (AF TN I S | Q@ GA0EK Bfo AW Avedl T ACF
O Wfolie TgRge 26 KA (@O0 (SF FCo 2R3 | @ $A0T 6 =" Chea ogaia s ot
TR 4R’ |

v.d.0  Negar gF(Maternity Leave):
Tl @ R SR G0 GG AR I (G [FAG ATCATE Sbro o I3 TR & IF I-1q0H
MPQI B6 CO1 FACS S | GG NGl FR TS G GIAPT WA (AT @8 76 fex e
AR 2T 8 NPT #18 T (@1 A ST VSR ST SRR S (S FACS A0S | @2 o
ARBETE TP NS (S XA | TR & AFT 7 2@0R @F & S Svo T e 26 Ay
=& |

vy.8  Progs i g(Paternity Leave):
Tea @ ST S GICT GFGH A I do M I MG X IF A0 PogIEN Bo o
FACS ARE | AT 2 36 T AR GF NCW TG @ (FIF A (07 FI00 AR | @2 7o
RIS T SLAMS 20© 2(F |

8 1o
Sy I

Secretary
UTTARAN UTTARAN
House Ne-32, (19 Floor) Road Ne-I0/A House No-32, (1% Fisar) Road No-10A

Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi RUA. Dhaka-1209, Bangladesh



vi.e s gf6(Weekend):
TS e 36 2o Tewe 7R 7o IR Afs AR ¢TI 9 AT | oRFrs IM &=
ARTET FACS T SR S TG AT HACATH O FF(F S(R© FA |

ra.v R @oe g6 (Leave without pay):

5.0 GG T FAACE TR P& I o7 IR wo ey #@ AAfmrEies Sl weAcE {1 (qors 2o
(o1 FTACS AR |

)82 T OF & T IS @ SPFOIaiae R (17 (A (FA ©ld2 fof [{e (qora b (TS AT |

ry.4q SR G(Government Holidays):
el & efednm srpifTe 2 Renr fabs =@ 1 exmm Reorm afs Iem (TrmR-feemm)
TFCOR FACAA G RS R0 Sl ABS FCA ARBETTA FCAW ACATH GG GF AP+ AT
O TR FAE | B (7 A S ooz semred fbfee Far 4ed | vm SoF Sein fefe
A TS @ Bfoa oI “Afas <=1 A |

oy  Sfee g(Earned Leave):
TRGR FICER TRFI GR P& FAIF G Bf6 WS 20 | & (S 2fow AN 7 S =3 7 | @
T A TR J=F SNOAI1RS FACA ¢4 SRR Wfers b AT | «Fe I3 &fe I 32 o F&
T ACATE > T I =T TG 32 o wfers g6 +itq | @2 76 @ s v e @ facs
AR T G R 6 T 8 @7 RfTsea Sy 1 03 =7 |

v  SAfEfS(Absent):
bR SR T SPIS SR TR O] SICHIP O] OIF S /I TG NG ow Faed QA |
bR Wwﬁw—w&m@ww | GCCE RIS Y] @=e T =0~

’|§ Og FEA %lil © G0 (T |
] Wwﬂ%ﬁwﬁhwwmw@—m@m%ﬂ—mmw«r

S|
v AW G G WO GRS T WIS AT OIRCET WY O W[ T G &=l
FAEN

v.R.0 T SRS SRS 7 FCE SR de I e Srge (e I wpeifgfen iR TS W www
SR (1 AMeF™ FCACR 0T 0 TJ |

v g0 @R e (Rules of Leave):

va0.d R IR Rive Gy SRy fdifte »ftw w0l witawe wce =03 |

b0 ZHTe AEAR I SGRYRET JLAMPR @V I Qo Tgd IR 0o 2 | Geal e
GICHIF G AW FICS I ] F FHAFCS AR FC GRS A (N0 2T |

v.0.8 el ¥fb7 wfefie &b com et e ore 2ft fariea feafbe = |

b.0.¢ IR FAR WO R0 efSrana ARIS! NOW ¢ SIfRe Wy Teae P [eies e e = |

v.8  Eb7 @@ (Leave Register):
Teael T4 T AR Bod O @IGBR QN TFH G GF LT MFHT F4CH | Bf6 TRIHOR &y

T TG0 FIZ© I-
e T | e
N FHF w2fT
NEEL) f

( li 3- W...;-;;'é < lé A é-'
Chairman UTTARAN

UTTARAN oA Heuse No-32, (1% Fleor) Road Ne-10A

House Ne-32, (1% Floor) Road Ne-1 Dhuamondi R/A. Dhaka-1209, Bangladesh

Dhanmondi R/A, Dhaka-1209, Bangladesh



N AN
© A AW
8 B2 o B
¢ oy /e
Y SREESIER]
q frfiresse sifed
b G
@ T | 769 == a7y 26 %0 o= kIRER
> e 5 e
] ERENIEIES] 8 faq
0 WW? sbo i
8 rogete vo fr
¢ wiere gft s v
) R (TS CFCa) | AR ST
q FHCAY (AT CFGq) | ATATEST FANCH
b [SRISSA G PR

(Tspes flamﬁﬂ_

. Secretary
UTTARAN WL T
o (1% |
House Ne-32, (1% Floor) Road Ne-10/A Dhazodi NA. vy g Bangladesh

Dhanmondi R/A. Dhaka-1209, Bangladesh

QY |7t



SR N
RS &7 5924 (Mobile/Telephone use)

Tead G @I 3G AR ¢ FeR FRed 7Y 2o WA FINAA (RIS AW GR (RIZT @6 (& 71
SRFTE W SCR) JIREE G TRAR IR | TSI 7 (VIR @ Fy PR faffie Sifeser
SRIE (I B0 7S

5y TS ¢ MIRCGT [IIA=EF @ 71 TR W] F6e 2Ang FRels a2 a0 O Sifere! S
2T/ 2g AT FGF T3 IS =0 | Ot FIie MR 7 7 feq e a5 @ cfeg=m sk
e 77 |

5 Tendl 7 frafire/ey FHES!/FHmG A AP FEF (NRIZT AN 9% (M ACR AN T2
Te WP AN [ T 2F | FEIRMS TR QST TSI FEF ANG AN S S AN
T AT TG TS T [0 AT g 220 FACS AR |

5.0 (RIS AL IEFOF NEORI PICe I FACS T |
58 N JWATAR [W ARR (RO niRkigee RRer Jeredy w=EFE @ [k we

T |
5.¢  TE/APH TGP NS ANIC GIRT B (T LA AGATOT 8 W0 AA=Ibiferer Tl
A |

5.b  TEEl/APH TGP NS ANIC G- B (FI LA AKRNE T wqifes 6 AZE
QT 4 AT |

54  TEl/dTE I9F AWE ANHC IR I (I LR AIZIF FIRGR I §iT® R0 OFF IO
TRMRg Te Gere 7 FAO G GR OfF WL G Tl FAF S GRgeAA MfoweT
ST SO A 7Y A=e FACS AR |

b AW @ TRIRE 8 NTHC IRRRFE TG @ GIFA N I 1 A S 2fSB Spead =t
T /2 FCER MRS wiIfigele Jfers A ¢ (RIRS G (2rey 2) IR/ e |
5.5 SN FASl/FI S (AtE RS 2ea (TRIEE [ 39w A |

e | A T i F|w &
s ST 3,000/= (A | NRIZ @ THRCAG [eer Pifer w=f<e, wreitws
3,¢o0/= | SEIME, o [w AF ¢ P Tom
TEHIA ANFISIA S oo /=t | fFeai= | ety et fdifes e @3 @ ar 3w
2 R,000/= | T ARGEHT AW ACTF O W[ I
JAAGF/ IO | ,e00 [=(RATF | @S M |
° | g 3,000/= | GTETS FHE BFE ATq elarE SR AREE
g 2T AN/ S000/= @TF | FLIWA ACHCF AoRE FHIZT K@ eme 41
;g G 3,@o0/= | @TO M |
¢ ﬁﬁf?{a/ 4G Yoo /= (A
! y,000/=
o ﬁﬁf?{a/ ATE TANGF Yoo /= (AF
> ,000/=
q JAFOIRET ¢oo/= (AT
q00/=
. g yiffIceoR 800 /= (ATF
Yoo /=
S HACAG FoIF 00/= (AT
oo /=
29 1 9T f
el Stecte
UTTARAN UTTARAN
House Ne-32, (1 Floor) Road Ne-10/A House No-32, (1% Fleor) Road Ne-1WA

Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi RUA. Dhaka-1209, Bangladesh



I A

(©F55 FTE I, G, 3-TN3 ST, IT=6 ¢ AW (Desktop Computer,

0.

0.0

0.0

50.5.9

20.5.8

d0.0.¢

d50.0.Y

20.5.4

So.R

0.0

dO0._R

dYo.R.\9

Jo.R.8

dJo.R.€

Ak

Laptop. Email Service, Internet and SIM)

(CHG FTHIF R 765 91T (Desktop Computer and Laptop use):
Teael SfHERRET Bfia ¢ THerssT 9Fs 8 WK T T FHWMT (©F6or FFATHE @I AT
TR A | TS HYPTR IR (0 (RS o SR (e 570 =03

(e 8 WIRITGT T2 A6 F FHCF A=lGo Iam (T 29 A & IR G5 Byt QfATIes e
2T oT (AF @R FACI |

Tel GF (@ AP FA W FEF G ARECL (@HGA FHTOE R FAGA TR A
TCACR OARE TR TG RAF TS Ao R 6 Hegseel T fovey fover wifang |

@I FAFST/FA GF2 AL (THEEA FFATHR AR TG Q20 FAC© A 7 |

(TF5A FATHE GR AT G RIS & Tl ePie Fo e AP Mex o1 T A0
@ A 2P [ereR vy 2ie IfE «ik T T 2Tl S (FC SMre ARE T | FHWI AT
TIPS (TF6~ FEHTO IR =G [T Saiors e iz e S0 A 7 |

T/ TG QMG (THEA FTOE /AT =G IR T (I LR T, A2, g
2R, Srfeess FG, Aaeaios w21 Tead @7 AR ARG (FF THTo &8s, ML, ML 8
T AR A | THC TS I GG AP OF [Fm Teq TGF I T/ TNoT=1 St
7Y A7 FACS AR |

efeTe @ @b = A © Wea Tt wiRfl/wAfaEs fTATerD air M2 Troas 2-(IET
21 IS TAITe 70 | FIA A6 IR T NEER IR0 7 e I Gl =fie Iw
SR B = o 20 e o wifg e 207 gk Ot wlese fte =0 |

M @ FRC I TEAA G BIFACS A XA A ACIA G CFCG IRG O T OIS AROFS
(THEGY IACOR/AHA oo SgR Tedd +Pa/eFeR vikgale Jfer e wzfb/afafzs
SRFAICE WG R s =03 |

-3 AT, TG 8 M <929 (Email Service, Internet and SIM use):

Teaet wrel gy, T ST 8 Jfema AT Bidva ¢ THETH AW &AW ¢ TS @IV T
FAR G FACAA 2T AT, FHRCAG 8 ¥ AR I | T FRUPTIR HIRCEH (- Reifs
T S 72 (A beTCe 2

I ¢ NRCGA REIpA=EF Tead O IR P/ 2Fe ikigale e N4rea -Txg= 7S,
SHRAS 8 S 29T A0S |

Teal R T A FA e FEed AN FEF 2R A, THRCAG @ AN ez
FACR SIS SR TS FwFS A I T2 @ FRereel ey Aifaieg waes 26 |

SFET 2R AMSH, IBRCAG @ F AL AFOEE FI0F 92T FACS A |

TR0 JITRFAR AN TR DR [ort Fw ¢ wiiig 79 03 9 [qw @it (e I
™ |

AR T IAWF© TBRCAD 8 I SR ARG [T SIS S FICR TWIEF 41 A 1 |

@5’( flc_céﬁ_

Chairman
UTTARAN ARy O
House Ne-32, (1% Floor) Road Ne-10/A House No-32, (1% Fleor) Road No-1WA
Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi RUA. Dhaka-1209, Bangladesh



oY

Jo.R.A

dSoR.br

dMO.R.B

Terd U7 [4ifde 33 W3R STEF AIRT ZOT Teqd FIW G2 I (I I 3-CN3T dFGH G
SR ARG YO AR I |

ToTel/eTE T AN R-TAR A, THPRED IWE I @ @eew e, g =,
i GFa PG, MRS STI ARCT AT T (ET, (FF 4R ASNANSF LA NANSF F& F4T
I =1 | AETF @A TG (FIF GHCOF AGAnoF SRET NAreF (ARG T FCI 4 T A1 |

fErs = FHIoa 202 TS e AFHRE B @3 TFErG wrepRyl, @ afey e A
FFETF (2T FAT 20 OF STl Teed 2-taea @6t (uttaran.dhaka@gmail.com) (&=e
IS A |

Tl /2T TGS QMG BTN AN, FBIRCE 6 T IR I ANAGTSG! JRFACH*! FIIC MR
TR WA QR (I R0 GIGS 20 OIF T8 ARG T et I29 00 I GR @
fRaca Tewel 9 F YA NS [ WG Q= FACS AR |

30.3.50 TGTI/AFE FGF NG AN JRITFIRANT OIAF S I TR HZPICH FRIF TS | &G THIECAC '8

A A IR AR SR 5 = O 7 FE OF A e 73 Gk ©iteE Fonae fire =3 |

50.2.5 WM @A P T3 TSR HIFAICS NF I 7l ACFA GT CHCA RG] OICR I ©OICF LTHRCAG '8

I oS SRR TERel/AFCER Wigele e et IR fte =3 |

30.2.5% TN IR (07 THIRCG ¢ P oy 20 =11t A1 Tewel @i g foveffae el =07 |

@57}5’( f,éc_céﬂ_

Chairman
UTTARAN U%‘?;f: g
House Ne-32, (1 Floor) Road No-10/A House No-32, (1% Fisor) Road No-IWA
Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi RUA. Dhaka-1209, Bangladesh
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LI QAT
RS g (Vehicle Management)

AR JAGH Aofs Tead @7 e aR Wel TRY FEF AVG AFFPR AP+ ARG (FI, MR,
(BT FZCFT, 2 AR (G2 AT 20 | (B A3 JIGHAN GIZEIEAT FA AR TRAGT TSI
ToRR IO[, FIRFIE! N0 AR TR (IR 8 (AR G AR QI | FGACHT W2 St
Hfo® SRFCER IR ¢ 5 FRFT FIETS F0e JIAT F41 7 el fepeiiee w41 27 | giesre Fra
(B4 ARCF ST AT CF@ TG 7 A6 NS 00T T e [ore F@fFe g | &© 3
EIS AT (B ARF G FACS BN SR OF e et 8 difre Bra wifqearg Fave
T(F | ARG wRmIRNg gt

3. AFARCR @ eri(Clasification of vehicle):
5.5 et

9.0.3  GTNEEA

$3.0.9  JI=ARCEFA

NI 3 G T TIPS e J[1ES Taae I TG o feafos =09 |

3.0  ife WIg=r (Vehicle Management):

3.5.3.5 A8 JF=FFE (Vehicle user): SFR «AfRGES e 92w F9037 | AfRGEET T @

$3.3.3.% 8 p2ce (Vehicle Requisition): =% “neqim &= 3o 4 2w eme et wafze
TS 2(F | TEF T AT R ITd T T (YS-32) @ F& T4 =G |

$5.3.5.0 RFREHTTa T &P [ (0T AR FCO (A |

5.5.5.8 T8l AR FFREM T IS 70 IR AG18F ST I Gl et A&z
SFAF AR AET LT SIST F4T O 5G] FAE |

$3.5.5.¢ TEI RFREITaa *el A1 T QIOT TS FFICT MER Tora o1 SREAT Ol M F4l &I 7 |
GIRSRmEICE Ree e RieRfemitas 3 My F9re 23 |

$3.5.5.%  # 3 (Logbook): 8 GReR fRafirs @7 38 I8« I | M JIZEF T IR GF
FAE R AL FAE |

$3.5.5.9 TEH T 7+ &FF Zfe BifeTe IFARCTR &y F1KF FIRIPIR FAF AT ([T GIRAAT AT FAC |
PR | (SR 2] ARSI TRIHH FACO T(A |

5.3.5.b TR RO &< AR (SPgel/TAgE [91t0) b Sufea G Feer e I
FACO ACE | GTH@ AT JIRAFS (O NI A FACS T |

3.5.0.5 AR TSR FIEd (RIGTE*, F-IF, TPPCR) 9 TN AHAGCCE AT T |

53.3.3.50 8T AR C¥ITT ST AT 1= FTe AT 2(J |

$5.5.0.5) TS 30BR AtF ! I (Fe@ ARBEHT AW f0® 207 |

5.5.5.9% T8I AfSANT AT - qo0 FFCANGICE Ny A<= AFCS 20 |

5.3.5.09 oo RFEAINGR AR 2 et MfSPR Fare 207 |

33.3.5.58 NG QIS I @B FIoveria (-9 , 2300 50 MiGRAas gi3fer 3ot e +t sem
O qEy JIfEF P AN (97 T O FIRORCF I2 F90© (A |

$3.5.5.5¢ TG GF ACT AW FLOAR AT =T LG IO ©f TG FG2F ©ve Pial{s Lo P HePTai
FAE | oV G AT SR et Aweewst g |

».y  @fEg==(Registration):

QAT 0y, TG T I AT 8 (NGF TECFe IR @ GrEeens s (Fefb.w) «a sy @feE«=
fce 73 | @fEEg=w /& I 1T A1 (B AR AT AN I 7 |

=T 0. T @RTE* afemr TozeR A« T.o=.G .« A1 T T[S T S G Ay A 2 |

) |'jé'r
Chairman Sf Levda
UTTARAN oAty
o U e it
Dhanmondi R/A, Dhaka-1209, Bangladesh . (1 e o



[T 0w, RoR.5.9'7 s fF 2eme efemm e 73 e @eng= 7y T4 TJ |

4R 08. @GEF TREF® AW @ GiowTol M (77, ORe RAA.G.97 Thoq FETHFA AL A
ACATE Tea T ©f fife FAT GR 2TAEG T TOPREE T Tl FEF WOl IR
FTe izl T |

4T o¢. Ao.fG.q Fee Mo e oy Gl 1 (G IR @G g T 2(F |

gl ov. ufG.a woe s s =t a1 (e AR wfeng=w fdifre fF axsde
TR I *CA |

4RI 09, P! (NHTRA WA 2ol AT PRER NGOG F40o A |

».© @& 939 (Rent-A-car):

5.9 Tead ¢ [y eER ereal FICaR ATAET S AR 41 A0S | VR eFgrefe RPEfemieas
TG WS 770 I T& RFE(E B ARGER Seaive ACATE @6 @ FF (IR 41
qF | SRS AR AFFI CFC@ ATOT QT & S (@AfFFrs ARGt Sqeame @3
et TR0 ARSI 79 a1 T& [PRfemi FIes ARBREIET Seme AT @ @ IR
IR 40 M | &lfS FETSR IZCER & SRR MR M AN (TR P F00 (4 |

.93 afSs @5 @ FF = [ G FAC© T GR JIRRIRIF I AFCS T(A |

$3.9.9 (T @ I AFECET MICEH/AIRTSE (4T 8 TafT) arsweg oo ¢ foger AT |

3.8 W67 A&eF (Motorcycle):
.8, BT FICFER TSI TGy FLGIF o108 T AR |
5.8.3 W6F MECHE FIZRFFINT (TS 7% ) T34 Grafee w20 ARFCS T | GiafSR T RIGT S ST

I AT |
$5.8.90 WoT AT (e, TPHE, GRer «ReP g mikeg e RS 21 @feg = e
YR AW ARGV TG I FAA |

$.8.8 TOPTIF GF GO GR Tdl TOIFH2 AIATR (N6 IITT A0S AT G2 TR 2@
T @G @ TP[E, GIEfer 2 o5l Afeersi@ AT Ao (A |
.8.¢ W(WW)WWW%WWEWW

3.8.Y Wﬁc&ﬁmm@%&@wwwwﬁrm|

.84 THF AEFADL R (I AT (@1 s S == I ©f e 2w » (fom) Mm@ ey
T FACS A4 AFCE | AT TG OF (O I TRFGF FIZ A ANGH (AF ©f INIE FACS
AR |

3.8k ATTIF FA 1-7 I W FIST (0T N6 AP Sl AL |

33.8.5 TGS (P ICG N6 NI I I A A AR (T SRYCOR FGATHFA ALHAM 2SI W67
T LRIV AT A 7 |

3.8.50 IFCE TR LG FGICHA W@ ACATE O FGCF Aoq AIRI0 AfME T &) T
A |

$5.8.5 FFFRR (faSh =) oAl =15t IR FTFRIA *79 FACo 20 | TPT (<I0T 17 I8 P =
TrFG 0 =03 | 7T J200 PO NGIE F© FIOR (05 (93] 2 O ] AF &) AW I AFCS
[ | [re1e St T e TA |

$5.8.5% Wi ¥ sfkwgam fofere ¢ @7 I2RR ©w wPIea (oo 8 AR =B ([ 8 OISR Il
ACHTF ) TG I7 A | OCF 22 &FF WS A0 NoG T 7 |

$3.8.50 WGP IR &fs TET o< AR SRR fFRGE Grlae TR ¢ ) e
T S (RFFE -d9) R Ty 2F069 3K (Monthly Bill) @3 3T SI&E FA0S 2(F |

$5.8.58 THIZCF (WIS 6 ST I29 FACA | ©F doo/- (GF*e) TIFR (@ A0ha LTS TSl (7Ll
AT QAT AL ST ACHATF ©f IS TS |

55.8.5¢ WOF MECHCT Y2 SCAF (@9 SR (SFFR) I= 40 A T |

53.8.5 TGIAZCHER AT T 8o-¢o [FANGR @ 0y AT AFCS 2(J |

$5.8.59 faSR % (JIRRIFRN) *IS 7 TAHOT STl 8 SProdol AREFe 201 &N F WA T8

=9 FACO AR |
$3.8.5 FGAT M W0 0 S ATHFA 64 MILFCET WA ARG (7R O J0 AN #F W (@1 IS 67
ARG (TS (TS 2170 |
© | Bt f
@5}8’( Zd_é:
TTARA UITEAAN
RAN
House gglﬂ?mr) Road No-10/A Heuse No-32, (1% Fisor) Road No-10/A

Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka-1209, Bangladesh



$3.8.05 W6 MEFe IEREFA (FaSIw 7)) BIFAT (A0S SyfEs e S=iar srefpIfs = ar e 19 2ed
SITH R ©ITT FREE THCAGIR To7 A6 FoHCT (S Mo 147 A |

$3.8.20 G *[$ AT *6 AR RO 7 =0 |

33.8.3> TG LA (F (FI XIS ARG @ ARRE T 0! FRTH! A |

$3.8.3% TR A AF0T G0 R @IGTER AFCF IR OTS (6T AP YOG @#7 AP |

$3.8.29 WBF AZ(F# IR GETI (SR (F@ &AfSFOIE FTow ¢o FCRER A7 T A=A TR GR
A I-T PR WO ACSCH A A& AFCS I | ¢o RS I T FACT Ao
G <F6 S =T FACI A | O JFowT (@ AABENTA SCAMe ATAE =G | A6 AR CHER

T S Rt S5 ety 203 |
$5.8.38 WoH MEACHETA G 8 THA-TIF!:
5-© 929 Yo fTfeR
vo/co T 8-V 27 ¢o fFE=e™
Q-So IHF 8¢ fFeAIfeE
5-© 929 Yo fTfeR
yoo FIfY 8-Y 29 ¢o fFrTfGR
Q-Yo IF 8¢ fFeAIfeR
5-9 9% ee FEfoR
S0 ity 8-y q=F ¢o fFEfGR
Q-So I=F 8o faeaIfNGR
s3¢ & 3-9 I%F ¢o fFr=fe™
8-Y ITF 8¢ fFeaIfeR
Q-So I=F 8o faeAIfNGR

3.8.3¢ THEPIRICER G @ THACIF:

5.8.3¢.5 &I T[S (WA T6F AR SYN@ JITLFR &2 SRS AR | ANFS 6 TWed F40
ffm | G FRreR nikg IR |

$3.8.3¢.% &AN OIE ¢oo {FEf “oia W me G RISCS dRoo fFefg =g et sy
S A |

55.8.3¢ .0 &V Sooo FEfil &fE AfSH o fFefiy/a%r Wz e ariTs =9 |

55.8.3¢.8 IR TG 2SR Gy o7 MICHE ASAN 8o - ¢o Fefe/TBI W4y AATS 20J |

$3.8.3¢.¢ &fSMIAT 992 S12 YTSIH M AW IO 2(J |

$3.8.3¢.Y FIRE (R (FY JIGIHA SIS HANCATH (ST oy ARCHY 1 = |

$.8.3¢.2 W6 I GACAFG IELS (VMG T GIRAFIA! (W& O FGATH SFAfS ATHTHF |

3.8V WhTE ST S& WoA AR WAl AR IM R =R afs e efels i Woa

ARCF (GF-S[7 F47 |
.89 Wb ARCFER 9G] OF A G W67 AIRFe ™6 (5 FACNHT WY Thoe JALTORGTH o4
BFETE Y[ OIH NP ©(F (5F A |

$5.8.3b &f Sooo iR 7 W RS @R wooo 3 iz “a Y67 A3+ ATSOR FIT© (A |

55.8.35 TVIAT CFIE 3¢ BIFI SoT™ G T WISI-7LY[, QST 2 A1 I APCS (A |

3.8.90  TOPNIFA AT NG, SPPEH, ToPTRFT GF AT SwRT o5 Teae @7 &P fJor
ARG T3 |

$5.8.05  TERd FGP JRCACT (MG ATGafer *Ssjael 25 o MR Toay B NiErwier 2w 4 |

5.8.09%  BF AIRCIA BRI I (MR (FI G2 W7 |

$3.8.00 W0 AIZCH BT AW (I GG GO GR (TG FISCH (I Fo7ae fTo =3 ©f o4 AR
PR q27 TS A |

$5.8.08 6 MIFER @o7 FIEIq (F-3IF, TI) I27, (06 IR 1 F41 qR Grefer @b &y
SifFs 2{feml T (FF W6 AIRF HERCE GV B O WoF AIR(F HIERCF 2 FACO A |

3.8.0¢  WoF MAICEH TG oy TS Jro, NIAETE GR AWEY A P Ko Fge fNdifte

S[FCHA CSH SR (TEH T4 2(A |
o3 | BT
UTTARAN Secretary
House Ne-32, (1% Floor) Road Ne-10/A UTTARAN
Dhanmondi R/A., Dhaka-1209, Bangladesh House No-32, (1* Fisor) Road No-10/A

Dhunmondi R/A. Dhaka- 1209, Bangladesh



3.8.00  JR-IARZ=(Bi-cycle):

$5.8.00.5 JEH FRLE G AR I (&1 WIRACG T GBI ARTS ARG |

33.8.00.3 M G fatem =6 (= R@ I/ P =@/ 78 = o= e wificg FE 8% e
ARz e fars =3 |

$3.8.00.0 THRINCSH (F(q THOA FGACH WL WINGICA (NG WM PO 2 |

$5.8.00.8 TRFA! ARG 20 BT AR GRITS 275 F1 @TS I |

$5.8.90.¢ T GBI U F*a AFCS Z(J TR (1R (ISP 12 AIR(IH JIZF IO

Bl
$3.8.00.b &fS S I 9797 12 A3 TSPR TS (A |

flaz_'éf_

L Secretary
Chairman UTTARAN
UTTARAN Heuse No-32, (1% Fieor) Road Ne-1W/A
House Ne-32, (1% Floor) Road Ne-10/A Dhanmondi R/A. Dhaka-1208, Bangladesh

Dhanmondi R/A. Dhaka-1209, Bangladesh
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YR QI
FItEd TR (Performance Appraisal)

3.y JFeEd TR (Performance Appralsal)
HARFACT R P CHACTR RANSAR | FRY o1 S Sroel] SEIC P« PG FeH G316 @Gy
SR AR I | I PG FHRCTR T S[HF T, SWrt=[T, ¢foFeT, AR, FS5fDT
GW@WWWW&«W{%WM|@WWW@W
20T SRR A FIE 7 A STPIS! 4B =7 | FHRCA A0 T SIS T AGFSIS AT
B, “taigfe fal smRAfs, WfeFe s R 738 Maere ffee w@ el Iaa
TSI QR FAIR G T CCHT | IO FURCTA LN~
FAAF PG FURCTR T S0 T & (TR 8 T ~AfGege @R IT7e % A=
fdifre safs Kt ey $TF wwel, TSN, AR, AT, AR ¢ FAAR
WW&awwWWWWEW@WWWW|QEW

ARG G FIQ WL A @A Zro Fr

»  ofSIH qR IR M SR Tfer fefere Ffers Ty s@ea IR Frew w@ifeq T

OIF RS 4l

afsom T F1es afs & yiEefi e v @ e e g o

ftenss efserfefe famma afefds war

7 foere 619 RTARTeR T SICIEe @ G

NRR  FIRSR FEG: (Performance Appraisal Committee)
T PO FHRCAT & 2P Ko afsify, SRR o e ¢ o ~Ricas F3[ JriReeras
A G5 TR AT A0 T 207 | SHOIE QR A0 T S| ¢ TG I FACT
R G SRS, TP, TEA WNe ¢ =P [ewe fsfify e wom « 36 Frm
ST AP |

5.9 FURER W#FI: (Performance Evaluation System)
GG TG POPSCE SR AL 0O J @:
I Gel
TRAGH THCE ToR Gl
el @ faowere
RN TSl
GICAT Gt el
el
frale Q=red wwel
SRS NS
. (SR ST e bl
FIte 2lfs ARRFo!, ARgEF 8 AooTel |

3R8  TURN “afed Tasae(Materials of Evaluation Method)
FICEA ~AFPFAI: 9% SR GFGH I GRS FASI LG SO e IR wFr02 27 A [ e
FAE G [T ©f T4 703 ©f (e 7003 | @R CFea [Rfie omafs a3 oz =E 41 =03-

3.8, Jited R 1 wiftrgenea wiferet
ATEIT FNA2 AARE FARTFEA! AR @A OIF FIST, FICESF SCwrely, T, “wfs/elfer «e
SEoHG Tree AR |
Sy fdiet: eters Sitna 1 FCeR AL+ Weod (7310 prigey difie 46E | 9 =%y
SerCd [RAG 20F T8, I fRfEe «d Aoy |

.83 Fferre Fhifaagar
ATSIT A OF FIRS FCH (MR & @R SFCe Ao ers % ~fawgar (ot Facq a1 o7

e Adgsdads 498 Y

Tefora 6 o1 face 269 |
©8 | 7Bt @ﬁg’( f
Chairman g Levda
TTARAN ecretary
et o e R
Dhanmondi RJA Dhaka-1209, Bangladesh ndim‘A.Dnu-ms, A



RE  IHET ATH GR JIGA:
FRFCE G G5 5o 2l Ok FN@ IR 8 NG A AR I2d OF TGRARS
SR FACI | AT SR AR 06 AfGaPTR Tl Fa0e =03-

3. 5o e fea=er
e e Mo @3 o =5 I FER AR NG AfSTFFOR FRE TP @R SIF
TG 2, I elf¥rel Gz A== NG 17 AL T |

<. fafire @it
Mo @ e #i1ed |
NN ST FET

T @R SR FARSIRGNER M TS SPITF (A9a 747 Ty 2ifes Joee 41 209 1 @ @
e i e 203 ETeteT == fAdifre 3 sifegar ¢ o3 sifegar Sl s e wefe ¢
JC AL o_G @ 3701 e TR T (RY(E-30) TR FE@ @ FHRE I TS |
MBEAETE FAFCE G 26 o N7 TF© IR AR OB 19T TS 2T |

RAa I FHE:

GFE FAQ 203 Q0o RAFFS oriE RUaarem Mo AfHF Fuiee sps =1 | 92 FHRE afwwr
76 (e 2t Tt (AEs (68T | A-B 29T TS IR @971 =l 76 «F 20 [ [ wfers
TR IR TSI = SRETe T Saacad =0y o 5 5 *Mews! a7 F90e 29 |

TR & ARG A5 R R 2forana Fa00 Fa0o I | G4 @ 7751 [0 NS
YR ERT T~ e WS T R, @ A MRGHR GR NG, I SFAE G [ F
FAAT G AR @ FA GR FHRAFIRE T @R 8 THT I I | GAT oe @ Gz
SRYE TS AT G162 TR @ARPRFS 7 @k s wfem feedl |

I AT IR

@ | wiftg SIER]

S | e S NG AraremT s e APA (Annual | emimifs e/ | affeqss se
Performance Apprisal) T @ o ¢tz oaa TR ey BleSEE]

2 | APA T il 3-ERa S FHE @R o B T afedeg wo
FATOIRGICIT FICR &N (A TR

© | B F AL ACENCAR TG JARTCREGTH FEF AT S qR | alfeq=d o
TR LMIESIERIED feoma

8 | R A NPT/ e~ fere o e (aal PRESEEE Wm.}o

€ | I GR T FAE FHR 2AfSrana cofe FI P/ 2if6q=d wo
et fert | Rora

b | B T IR F0Z APA & oS 1 (ofeg (Em @ | Mo/ efsq=a wo

(AT TR ©f TR 41 epAfRs e | SrEiEr Wy

@ T A TS IR SR AN TEH @7 T FHGH I & @A FA0 TF Fawe & s
SR TR g FACS T | GR!0 A (@I [ Tew @ &g I TR 2T ATG S0
©f 4 A |

Ny TR PiAGRs & e fa=er: (Directives for Line Manager/Supervisor)
T, RO I FACE PFHRE T4 TR WAGE/ ARG kg | e o wg@a
effsfB fRorl, 3TRE ¢ oy SiFeT Teael FNMA FHRCAT ST AT e e
FAA |
4, oSl e =re =03 Y, AR, WRUIT G R 27O | T F ACE A RAACE I 9w
@ =Ty L fofere IR FHR I =0T OF @R SCRWET 8 SLafed SbRCe 7T
AT FACS AT | G G WG ABACR G TRAT Giea [Reerm e g S

(Y T =S |
oe | 7Bt f
E‘ ) Levda
irman Secretary
U’?‘PI‘aARAN UTTARAN
House Ne-32, (1% Floor) Road Ne-10/A Hause No-32, (1# Flear) Road No-10/A

Dhanmondi R/A., Dhaka-1208, Bangladesh Dhanmondi R/A. Dhaka-1209, Bangladesh



TRER =g OB T @ TRFB I Ao/ MRmhe 203 R OF (@O ISR I A |

I SEHRC P S A2 T F1& 74 IR 754 5P G2 FHRA 2 |

6. A ARG/ ARSIRGR SF FAA I TIF 2663 MAre Hea A F403 A0S
F(E I AR TS SRS Y 8 TS T FICS A1 |

5.V e Al e ' IR FEOF R T GEeTo! IR TITS W T T
a2 (A |

T JER o SrEfie WG ¢ IO WEIE INE FGwd (FRAFGSF 8 s [ T
CF@T) DA RTSReR Srarely @2 R SePs 204 |

. (o Jfa oA Aarmfen et SR THEE efermy @R P qeesd A HHfosyd
2O T | G ofe wrged @ TR FE TR ARG (P A @ OF 2 (@O I (S
Jfeee 7127 |

A, I R AME @ qEw FACS AR QA o @ FE g w9 T | (ke
e “fa/Nfee AT ewie/at fReaee: awel/efé v Torifn) |

@, G% PFUHRA FAQ PIE IR (AT @N: W60l e ofe, Seay, yigefr, wHae aR

VRS PSP FIT FACS |

Wp FEF FHRCEE = (Performance Appraisal Format)

Teel 9T AA FACH A e G AR IR FHRIF FA00 = | FANOCS A1 Kor

AT @STT TR CAG, T (7708, T &5 ANRFIRT, 116/ RS A<, AT/ 2=

R G2 AR FEF IR BT 779 FAC J | (RIS-38)

95T eefIre @ Tead FeritHe i Fe (PAF) T9=9 I8 FI@ TR SO 2(F | A1

CF@ @ IR AR AR (R PIRSIRER/ART e G Reme® e

Aferan Tl T | eTorT P PG FHRIE T IS 7 F@ e wifiees way

AR/ 2T Kere el e =0 | NAPTW/ 2 R S I TR0 TRIFT FAI |

S (@O I, AT WIN ATATHNS ARG BT S (FI MGETE T (T A FoT

AftaneaR T TRTFA ARSI /Migee T seme re 263 | TR afetans S @ T

(G IR I O fmapet:

»  E I ACA R 2RI NG (oITeT

AW R @ RS @A pfEfeles (F e «k wiRtitga o @ F
ARSI =T

»  oférFel ifRl e @Rk R T AfPEA e (R

* JOAA ¢ SRTS FAA IR CWRRY fREIE J92R FA0o ARE

" (O e, AES, T T Tae, TR e @ YR wrreriee e Amewe! fre fofe
feems Fe I3

= AP @ WSl TR (Y 6T FE GR FEATE SAPH Qo ARy 0

R AW @2 (RRIRFS! e FR(CF @N O A& et bfee Fare My @ coxfy
&l Fifbra Sores Reaa ST Aty | TR afstantar «alt WfFe ffve s tof 3w e
TR S SR FAROIREII T AR FACS T(A IR (1R AFSTame @ I FETS TR0 MAFCR 77
Tf*T FcF @ 3 e 23|

30 RS (Promotion):
*TArEfe @M T4 AR e R 261 71 | AeReFed o7 727 TN SrF S0 7R FHCE FHRA
AMCATF ATAHIST o ARG 1 @S AR | @1y I TR 2 ool fSfers =Itmrsfs =it |

A2

3.y *MRAfe (Demotion):
@ T TN G/ TR PG FEF SPeEea [REbe 207 w=@1 @ F3 3 Tead @7 feas
“HfeAfg FTeT T G FEAT TG R S WA (BT “1 ot =M% oA smraife oz e |

3% 7WMAr AT (Change of Designation):
o 3fan, TS 29l Trens I AW ARRS F4r AT |
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HIE: (O
N qmf (Staff Transfer)

TR YT A (@ (S P TG I G @S G B sgreamaa e fofere
P feT S A1 S Wl TS ARE | RS, WG ARKST A1 S (@ IS Wl 20
AT | (I T FACE U FAL AN 77 A0S 2 (@ G2 W @F (Feiide OF e G [ole
RIISH|

MU o B SETH

>0.5. Wl o emam M4 S T gea/Tgd ARy Fom/#RSrs v i F90e =4 |
39.5.3 WWQWWﬁWWW_@WWWWWI

$9.5.0 & ST W TR [FA0 @ (I AN T 1 A |

50.3.8 IFEFO INA (FOF O] ARISS *M S 47 = |

9.3  WhE FRE: (Need of Transfer)
PR FIRCA R LTI J0S I

X[TIT SRR Sy

Q@Y 3 oo I LTS (TS

T wwel Ifad &

FTRLFITPT SR &y

2SI AraISTT

FA AW (@lfFFrs

FeriCwe e (efsFre

AT ST IR

AN BT

9.9 MR efem: (Procedures of Transfer)

39,03 (@ FHCE IR AT = A (I 275/ fre e =z e Ko Fiks
TS 1 |

39.9.3 P e W42 e/ «3 A SR fofers Prare agd 740 |

»0.9.9 2fFfYfeq o fofe w5 w1oa W2 Tog AR ISR @R FfHB F AN ACENEAR NG 200
Tq |

59.9.8 MHT OrMT e4w/2g a4t Tfex fofars «ar ARBEET Tme ATATE eim o 7= E
T T TG, “Wf, @I SR G ([T FIICAT Trape 4T Iwfera St/ fofs emie 34 |
@ FACE FAG (AF ¢o FEAIRGR 7T I I CIOHCE el AW A7 46 {Cav1 41 @Co
ST, SR XS] SCA I (I FHCE et el 20T T T G2 et 1M (I 4 A1 7 |
@S 8 MM ARRS (Fq T2 TG TSN WPl FS 209 | M Seqee=/Bfoa
a6 5 THB afET, o e g T[T FETS FIR0E IR T (@99 F0S 201 |

29.9.¢ IF IR (AF O FRER A GF [ (AF oy [t wfew sies =2 sferm wiftgere S5,
mferg T Mg Lo 2, (Fo7 8 Bfbd o2 THfeTe BIeo@, P Remts «1omd |

30,08 NP Rer o wER B ew 3901, AEeE IR eI FRER [fAonad TG @ e
A |

30,09 IR AFET ASFERT M CFCE B4 ARG TWECI @b (27 F9C4 |

»0.8 MR wifg wfet: (Interim Positions/Assignment)
AT FAA (FIF FAF TS A ARSI WG emm 1 20 =17 | [{WE INEw o= @
viftrgg fofy epipm e emm w90 1 @B i wiftg w3 i sWeR o FW/E @ Ao =T
M R 8 ([0 &I FA[ ZCI 7 | TGO [t FIACF AW ARG (ANF TRIF ARE GR OFR
A FAE T JAA AR AW A | 61 WU TR A TeRd IGUF G PR
mm/ﬁmerﬂ%r‘wwwmwerwmmmm—rw\wsﬁmwﬁ(ww)@r
T TE FA A7 0 W 61 SIEF SR 20T AT (TS ABCS AR |
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SLI: (BT
et 16 (Grievances Resolution)

TG G AT FHL FACHCG OIS (I SO AT O G FACS AR G FEAF (7 SN
foife et |

8>  wfe@m: (Grievances)
@ T AWM N e @ ol (@ea Jeee B 2y GR ©F AP e 2R 6l O
JCER *[S O TR O fofd SR FoReRENEd A [Eafs e Sieevar F96ae | SebaR 4@
fXe *MT! I @ T FICR TG N0 71 T SR e S fiife Fare =1 |

38 ferm afwm: (Grievances Procedures)
381D (I S AT FAF 2RI O O TN WIS/ RIS TS T TG NV |
38.3.3 T3 WG SRR Q2T AN e e 20t W4T I @ oG expw [eem Je

R |

»8.2.9 MG «B Kitne fyife a1 == FF s v Fitr T2 T | +AfoEs Tead v
;ﬁ;ﬁwﬂm%ﬁew&mmmm@w&cmmﬁﬁwmmm

N I |

38.3.8 WOl WK } Mo W wferrieE [ sgorae wwite Faas | AfvEe Sferen wwry
ST SIS X SWe BF 107 TR | W@ SRR S¢ TR W FEAF oW IE IR
T, ARG Y& F1eq e ooy SferEHFIRiE S[ee F401 |

38.2.¢ SISEMFR OF A4 8 OifqTr Ffeend Sfewm (o 3403 |

38.2.Y @ TRY[ (FF @R NS [CIGAT FACS 47 4 |

38.2.4 A @B W0 [fte AR @ Sfewr e afer spre Fa9 0 oF [Fta @FF 397 S[eE
FARCI

38,9 03§ ¢ TAIfM: (Discrimination and Harassment)
Tere 7 effsie Fifs SR @ IR (TR AR SFq) IS AR AT T (S LR 5T
A FACS AR T, TR FCS AR 1, ATDOR R 0 2107 71, Fweiifog F90e AR
@ forer AARBTRR S fAre AR 911 W = I =l @y sorr | @ =2\ e owa e gfta
@ @ G35 WRABS ==

38.9.) FINIPIRIF ST xy A T Feol/FA AL A O T F{4T eMI I 531 predr s7 ard
=07 I @ I =1 eme 3 e Gift @ = I e 1oy 709 |

38.0.3 Tod FFY! Rl Ml AW (@ I &lfs IFIErs @ e o av7 @ ot Feaw A

38.8 (AT G M THC IY:

38.8.5 SIFCT ‘WA ¢ MR (I TH WoGT FGoF “*EFT TG~ N 7Y 2=el T |

8.8.3  AIfET TCADT (ATF AR FA @, WTS , WA, FAJETY, *NARFed o, @3pazfe/ a3vy
AGEAT T TG ANS[ A ([ 8 TR [ahwa T o[g) [Ghve T | FFoma
i 2B Mo &bfTe W3 ¢ Teae @ Wvee [y SeprEe F9eq |
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wvas [fEwEr (Code of Conduct)

T G FRGAS 0T, ALEA 8 AN T ACF T @ FNh =S Spaafiy @ vere
T GR YTOF FAMCP @ THFS GFH (ARG H4 FA0o 20F I ©F T4 T2 (Personal File) - @
IS B3

3¢.> I FAHACE BGA Fol GG NSAF TARASIE G FoCS 2T G VST SCHI (I [T
(AT 9 AR ZE TG FGTH(F TR FeCO T(A |

3¢ VISR JRET FIPIET TRAL, (A A6Te W3 IR TWREF WK &S 75T FI0E Waried
YFCS BCF | AR TS @F T TP/ BIRTIH XS IFF HFeT SMONA ST A5
T FACFCG T FACS 2 |

3¢9 GIFEH FACH IR AL oY, ffeafrs e, [eid, FBORr a3z =@y FAE A AR @
TR JE ATS T(F | (1R AN SIF HRF N AL IPPLFTO AGRC 58 (opmifng e A0s =03 |

se.8 e ¥ T IR fremws Wog Ffeers mdt @ @ Fowd 77 «fer vere 209 | @2 4R
(T 4RI IB TBCT/FQATS Z0T 03 0o TG FGAFCS AR© PO 2T |

3¢.¢ FETS TR (= TN OWE ATHMITE T2 I (@I JiE, Wl AT (DS Qelfs Fa0e
AR T RN FIGCF GG R FRLF ABE FACO ARCI 71 GR TSI @ (@R 794G, -
AT, RN @ TLASF 9 IR FACS AR 7 |

3¢.v FE fAfoe T @ SIE IS IS AL 8 THF Tead «F F RENF S (1S S (T
O (] 1 |

s¢.q INMI INME IR WG “FNT AR 2[Bre AT @59 (FF THF, Q@ A N @ ARl
T/ AT/ GFRETCR FIET AL &SFF Il ARSI AWF-LAT FACS 20 T |

3¢ TG T AW @ FCANLR ARNE G (FIF ToHAm, FAHT, FAOAEr, AR oTTar, qu
FfeT AT T 1 Ao taay FEwE Bie/Afour @7 e 1% toar T4 AT 7 |

3¢5 FRATSR el KT (Zero tolerance) NS SERIA IR @ (FF KT (FF I /FHFS! 7RV (1T
e A, W [, TEW@R, THAW, TgHT IIPG GR SR S (T 5Tl (ATF
TR A A |

S¢S0 TN FIE TEI G A To©] 8 IR NFEeHATed ACH FIWI ATHBT TGRS TS A |

3¢5 I OV P& @ WIHACT NGea F7er, 0T, 4, gl , el efozang, ANIEs =g, FRUETY
OR TR GBI CFC (I I I8 FACS ARE 7 |

5¢.52 I GRBFAN «3R FfErs ToAE [RArs! “I6[ @Y oieerear I I W o afsrr
T 20537 IFA FARCE TAFLSIE G Ho0S 204 |

€ .50 AET ST T (I AEF [P0z TRV THRW A TR S ST BT oty 201 @
@ IfE _T AfSHITTT AL (@I AR ST EHAe AT FHGT P GOS AFCS A T @R G
fetm e FHCE AGS AFCS A |

3¢.58 2PT T @ (T GHT ARGIZA FAHACE IS ST H+10S =0T IR ST W=
8 G AR 2SR FITF FHoe AFTS J(A |

SC.5¢ FIYET I T (FICA JCT @FN G0 NWF @ PR 2N 29, I35 8 o easrear
FACARCE IO (0 b0 I IR ST ISR Ny e 7wy faifem |

3¢ .5 AR SFCBIa 26 (@ITy FRAE PN GBI AFCS 20F | M ABIFFI @ N A 0
WRAT ¢ T FIeTE TAeFIT qR B FR el Rews F@ ¢ Roma Sw ¢ el
ST FC ICH2 ARFCS 2(F |

3¢ .59 IR ARSI W A6 @Fg TR ST TS 2(J R IR Y Fg = @0 @[ g FAr b
TR 40 AT 7 |

S¢Sy (FF T FIFATC S TP (FF AEGANSF AR IF TG® 20O 2 1 G AGF©IF (F
Ao weeR b, [iewt, e Tonfre wemze TS AR 7 | GF2 AL G2 Trweey efedieR
T A S TRGE (T g I Fare 7w |

3¢.55 FITF @I FF Folta 4 FAT A1 OF AHST BEACA!, @ FF FAE &@F (W, @ Srae*y
FecE = T, TPl 2fre a1, A @ed I, Ay (T, e A SeiEE @R A TwTS!
T 215 41, FICT *I<F FTI0F AT -7 6471 (v Togifar 41 0 7 |
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3¢ .20 TG «F FRMF WY @AM @ PR ol & G99 (FF FE 3F9 (AT AT 1 G ST TRES
PG CAAITS T FACS T(A |

¢33 FACAT TCL (I SATST T NG T O ST W0 TS 20 | SN & TSN 2 OGS
9o Sgufers @ FI 2T [T FA0S AR |

€. PRI 4N Wgfer oo M= *0o (A | THF FA A (FF I 4N SAgpfore wwrs mrs
AR |

€OV TGF TIPS Ao ¢ oAF MR Siewfe FIAE IR Gk REFY Kewm g &4v@ s
TJ |
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Chairman Secretary
UTTARAN UTTARAN
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IR (IS
ifex=s 98 (Punishment Procedures)

il Teaed e azd FF Way e SR (6 AT, e, TR ¢ FRE AREE Piees
2ffs efoepfomms 20q, TPIo AT Gk AfSBITT T WA Y T |

e TIGA T Sy T FAE IEH A, Ol elfopd (e [ifveg Fa1 71 <o
Y AN &N To® @F @I AENEF GFew F w2 [ew @b [& Fa0e AE aR e
AR T 7 [T (TS AR | (FIF 40O TAFIS BT G FA GG NS
IR (A A HIG QR FACO I | WA V@SN S LT G F2A FICAGH,
2T T A1~ Siens el ¢ g Wi Fraie qwie S |

Sy RET g g=eeR fofe ¢ (Disciplinary Action)
IR I SEWIbET I >R STHF FIRC (AT TS =T @ F *I1f e F4r 20 |

MW THRITHT SRSV 8 o6
TG ATHRTS  2FE 3
F. Y SORIY
q, oF Y

SY.R.S Y ARG
fxfeie SR« =g Rt fofe 30 Rafbe z:
RPN AN SPIRCA NS SAB= 1 |
NS SO SPI6A9T TOe FAPS A Sy el |
wifiry fefees Sezet w41 |
S T A A (SFET (RTS8 S GRS (<19 e 7T4R b AN
TRITOOE TSI G (I W 78 41 |
TR G (I I FHF TG G AL FISTS TG /(- (@I FPA A GT® 26 |
oIS g TES |
ey feem f2 w4 |
SPTSS 8 TG O (2 T |

Agpe s A sy

SRR T TR 3
fxfeie SRl o SRt fofe 30 [he 26;
SU.S (ATF Sb.5b YT T HL SPIAIGIT FAC |
wwmww|
TET T (P M pia/iferife 4 |
@M e A1 Afdmee Sfee™ @ g e e g7 a2 |
SFRFT TR TR SASRTSN AT AN SPMIBR FACH G SANSF TR TGS 2 |
Tead G TR 3T AN Aot I8 AR T |
FAR I BT N HARFTF FHFICS TG 7 TN 78 GR FS 20T |
AE T RN AR TS o ST AT ST FIEE AR 4 |
AR S Sy 4 |
. TeRe 7 Ad HAfReg e e =T |
I I TG e @ TN TR AN 78 G FS T |
1% A1 @ @1 AR TR A QT G I TS AR |

AL AGE A A28

b9 %E: (Punishment)
SRR <@ SR 72 4R *M1f% =03

3.0 YIS
WY GF AT
8> | 7Bt f
e e
uT UTTARAN
House Ne-32, (1% Floor) Road Ne-10/A House No-32, (1% Fleor) Road No-1WA

Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka-1209, Bangladesh
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. forgoaad

IR TeRFae

s Tediead

AT FTeFat
RS LS

o SR/ F o7 SR
%@Wﬁm

HIFRBLE FAF TS FOF 7 AT LA oA SRS oY SRR (F@ I (WA s == Site
e smfore 71y 7o @ =3:
. SRF WA AN =T O Sra I WU AR ML IR & G0 ToR@ae I
2 FHCS (A |
4, fafie Teas oy o b Ree Fare T8 =0 R AT @ Fosyf 96 o =@ koIS
T TG IS ‘T Todeqe (o= W T4 =(J |
A GO Aereael @I eMItAR “Re I F (FF (T PR @SN A8 T ORE FoF &
F RRPrm pUle I9g! a=e A |

g8 d s A28 4

YO R U NT:
@ I Frm wwod ey emifis x0T s @ @ F wee wivs 23w |
3. MRS AR
4. IR
. BPA XS SRS AW
9. BIPAl S AGOMTS AN &l
©. SRR AR TS AT w4

T SIFASTO SR Gy AW (1 WCACHR LT ST 1 7=
3. W T Ren SformR 8 arfime P SISt ANea AT 43 TEEHRH SUie qa)
SeTE G T AT ASAIFS TG TO59] eNfae 2T |
¥, wfege T se I em T I WY FArw W50 o [Reera Teifre wfeiees SR
[T R |
. A ST Tore] FIF T 1S et |
q. (I FACE SIFAPTS IR (FQ AROFFE §UE Pram azd T30 |

sv.8  if® emitw aférr: (Procedures of Punishment)

.8 SfSEM TRPN:
@ TG TR I Tewe @7 e Ay oy MeaifFe 7w Ar RYyE SveefHiy SRRy swyey Sifoser
O I AW (T GFOT A FRIAGE T CTH@ S*IE T& I AR GLAGCAD F9F G0
SfSrareg e SIFIE 2P Ko em F0s 203 | e ot AR TR SFI |

.8y EWES

30,8, ICWIT ool ABRER & ARGEF MRVERE AW ACATHF TRIF [TF Aecs I,
FTEAfe G, 220w @3 FNG A RET S IO «Fewes 5w A FF FK= © T
%2 «fs ome SR o7 T3 |

3Y.8.5 T PFreREE/Fesr RN Sfermivm, FremHic/onced @b=, AR FHfeose, IR
o TrFa Fa0a, ol 2 v FHT AT 20e =[G =1 |

3Y.8.5.9 OWE I BRIt ove BN Sy FAF ST IFTITF e & |

5Y.8.5.8 TG ARG I& ©WE FG FRGSIT Q2 FAE | (T FING O TG 71 2 GRITT AT
AL TR |

SY.8.3.¢ TN RFrm e IS (@t 2lie O e FeTwel FA0S 2 |

SY.8.5.b e FG TWied @G TOR ot 7403 |
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59.8.5.4 TOR SFRRAT MfABWR AFOFE 3R SUIE LTSI SR FI6 38 T ey g F407 |
.8y  owe BN @ (@ g IS (MUTe AR |

Y855 T U SpREEe! FE wviE BN uFAfFFed Frae Mre Ak |

Y8530 WOl TWE TR fwrm drfie sfewm amifts == sfege e se fotaa St Srgers

sTree e e =3 |

30855 WY AT FEF ©ve efStane ARDES IR T8 (LT AT 9 I MR W FRwerd
IS 20 | WG G 76T TR e STamCe ererS BT A S |

SY.8.3.5 TVE efStavd P q fHaa W ARGERS P o/ RRE oy gqmE e 980
S=CeR Ty IS o ewie 90 |

S.8.3.50 ARGEFR IS il R *[ &= ot pore Frare s ere sfege St q s oy
I |

SY.8.5.58 I AVTHCAT AAGH 20 ARGEF M o/ 4oy qmiE TR JIY A &)
O ave TR @R P o/ R oy (AER (FE) RSl 4 fataw Wy g
ANCFA 0T |

MWBR  THEIEIT AN FHARSFI/ANNT I T3

.83 (FIW I Rrra fewa TS 2o oW FAEN N T 20 OF Jhersd W2 oy
AGF/RAEANT  A4F/FEF ANE FRRS FACO ARG | qUF@  (FEOLIR 9% AR
FHTeIT (W o Tt @ = o |

.82 AR FHTSHI v FfRICe FIF ST Z(F «qR O SITHIT FLFT 20T |

M.8.2.9 T FANE AT FHRSFACIT I (A TJ OF ISR ARG AL ACAG A 7
fqom @ wfers s T oIt © W Sog IR @ |

3.8.2.8 IANRT FRIRSTAT I F31 AT AR AHT FACI (58 ©ICF (T FICEGH NIRNG AT F4T *0I
711 e safs Jfos yaem TRweng FEResad I (FAO(IE OF FAGT o7 FAO
AR T |

Y.8.3.¢ ANRFONT FHTOFAT FRN @ AT G ST (TS ¢o % AT | ©WS (*I0T (A1 ANITS T 2o
T I(T T30, 2 A0S I GR IM R ANRE IS F99 A AF O ©f § e
T(F GR TF FAES (qoF AR A+ Ol AF FACO 2(T |

.88 I WHICHI/IT:

.88y Sfeye T4 e Tuifrs SR fofers S oqRUTE SItE SRV (@I6* eWiF T3 |

39.8.8.3 FRAVHICAT (IS =B Sferar Brame A |

3v.8.8.9 FIRATHIAT IS SfSTE TR G (AF O TR MANTS SR 1T 5 T(J |

39.8.8.8 IRMHAA BT 7 IS GR &I emita [difvs oI ¢ T Trage Fare 73 | IR
T @GR SRR (R &) et Jod o9 e 71 frte =9 |

5Y.8.8.¢ ST @I I IS i@ TR W (IS 2ere FaPifa one 9 20 AN |

W& TSI

M6 T AR G S Ao W FACS T(A |

N.€.Q TSIFAE TPIB S Trepe AFI |

M.¢.0 TORFA RISl *1feq T @ Traye AR |

d.¢.8 T AT 8 UF TAIK IR SR SATANE T PRI PTaIE A= FACS T(A |
b.¢.¢ TOHPI 1T e o F9F (@fere 207 |

b % FEH/IBIT: (Action)
M.bY R eMITTR (FC@ ARG M SPRIE oFg, INF oo @6 GRS =4 ~ffefe

ISSPRIERDICOE
SO.b. T FARICER Nl REIbT I ARG Seame AT e Ko/ ke Fffs/ Fe- o
TINE J[ SPACS WSS FACA |

30,09 @FF FI I AFEE @ @M=, B, S =@, AT A e T AR AXA AXFrO AR TR
oIz @ (o, B, Sfer@msa, e a1 9w e TR GG i ST wafre s e
@fEBR TRwe A1 FRAR ACER MG WA IR TG AT A | @ TGS 7T

QAR AT FACS 20T |
o (5K f
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Chairman Secretary
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GI: ACOS
ARSI, NGRS, ITE, AT 8 T (Resignation, Termination, Dissmisal,
Withdraw & Retirement)

3, Hifs k7@ M: (Statement of Policy)
fcreitg SrEfie *Sier fFedr foNrE SrEfis ([ Sl GFeH FAE O AW (AF SRS,
TALE, TR IR, SR AW FT (@CS A | TKE FANS OF 217 (AF *WSf1o FACS AN | FA
SRITRRS , I, SRR, SR @R AMeITad st fmsiot-

3.3 “mor (Resignation)

F. @FF I Arere FA0e B ©f TR » (¢F) W AE ReES @R FRee =_iE
ST THifge 2@ SR SR TN Meoreid Sl e @ SRR S (9F) NEH (@7 (TS
face =3 |

4, @M FHF RPra ove I@ Hre AT WA FAR AT Fre pfew orm Terl 71 =
ATIDITS N MOFo[@ &A=e TG TS AT |

. ST S P e S wiftng IR (e |

q. TG 760 TG @ #GAT A ©F G OFf FA T4 (Fq0/~IR0=14 FAC 2T |
SRR O AGIRIG/ (O (AT AT A A |

B TR NGOG/ 2T [T NG ArSgioia 2Ifibeis IR (219 FA0S =0 | AnSgIoiia
AN 27 AR T AT /P [t & I 0T G0 4G A A7 Z-TNET WO (@0
FARE @RICH O O WG, ENE A o= @« A of Wb Moy yoe shew e Wil &g
ST/ 2g /oM (AT QAT A=A G SN GG 2(J |

.} SJRf$(Termination)
T e S SRS b (A wRfe e Ak
F. A A AR GT W [ 20T |
<, AfSSIea A SIFA AT W W 20 |
A @ TP I ATER G FACP A T R, G FODT 4T & (<1F 20 10 AT 2o
Rall
q. (P A AN BT o T WATT GBI FHGET AGAES A |

.2y fafire w3 sRyefes
3. ffre e 3 (99F) IER @ A OF [0S > (9F) TR @7 W SRt (AF TR

ORI A |
¥, SPIBE A YRGS ENer A WS I AQAT AN A e (sl 5%
20 OGP SRS (Rl AR |

YRR o FI SyRs
@ AFET T FACSE (WO T TICR OT LI (W (17 A1 &g I 0T (70 I SRS
COTATRA 0 A0 (T T | & FACE S WEWR @G BIFAT (A0F 1= (Rl A | q=rel f1firs
T AIRS (R 3.2, YRR ¥ TR NPT J(J (LS Z0AT) |

Ya.2.0 PRI T wayefos
PRI (@ TG FIE A BT FCEAGASF A (e (FF A T T =82 09 eea
@G0T OICF T (ACF TGRS (W[ A |

.28 fEfofes wia syefes
pfefofes T M0 pieq oM (19 201 T SRS (IRTRH I 4@ (R’ TR | B fofes e
PSR ISP SRIRNS (el AR | (@ THE pieta SyRfod (R Srare AR =1, G pied
oI foes wRpRfs e S («) S @It e s (9F) SR 7 ([ (3 2 |

o @57}8’( fic_céﬂ_

Chairman Secretary
UTTARAN UTTARAN
House Ne-32, (1% Floor) Road No-10/A House No-32, (1% Fieor) Road No-1WA

Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka- 1209, Bangladesh



3.9 I (Dismiss):
. (A IR &P WY AN Z0 (1R CFCQ FGAF Ol I I NN 39,9 4RI <
TR ST BT (AF I FACS 2/ |
¥, oNCE AR RPrm e ANfs T SIgErTF TN & 5S¢ AT TR AN R | T
g sTca wgrere swdtae Fe aa) e ¢ 26T 91 G117 F$UTT IR SR TR0
I A (AT BIFAT (AT I T (A |
o, I GECE A LS ARBETE TGS AT 20O A |

ya.8 SRR (Withdraw):
@ I AW @@ Froaes wmfae e o I o [Jera 2 Sfeaeny 3ffe @@=
ATEYETE G @2 4 =T |
. fofq afir tafeer Afe@ @F Fe wfds ==
<, fof« afr SpmivaceR Sfewts sfege &

sa.¢  99F (Retirement):
39.¢. IR FA
3. o GF I AR T Yo IV AfSH 77 SPR 27 FACH |
4. TG G ST TSI (I T WP RO T S I I AT ¢ T2 7S
Fifea e #Arca 3 fef sty <A |
. TR FACAR (@ Ve ITT ST 2/ ATOFTFOI SPR Mo 2(F |
9. SROTER TN © AFT A0S T A @IG* (AT |
B, IRF! WA FACET (T I NG TR ¢ 2T G (<1 AT OAF SPICER 9 AT
2V A ITOTFS SPF “MICS IR |

3.y Be7q (Release Order):
SIS ATET | SR AZ¢ ATEIF CHGL. HICHT FHG (ATF TYAT (Release Order) (Fgf&-s¢)
24 SRR AR =R &l e o @ei-=heaT f~ife I | TF Qei@ 71 (63 *[f8 I3 58
i =i 3T eaver 41 =3 |

.49, fSHIN At [Rwim oo (Farewell):
AR FJ-ITF I AR SrAee Afed FTA(AET ) T GG R SR e
FACE GR SICF AT TR KR SIS | T SR ARG FA01 P [KSi(wemm)

Chairman fé cvdao
UTTARAN Secretary
House Ne-32, (1% Floor) Road Ne-10/A UTTARAN
Dhanmondi R/A. Dhaka-1209, Bangladesh Hause No-32, (13 Fleor) Road No-10/A

Dhanmondi R/A. Dhaka-1209, Bangladesh
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Y I
IR @-2e (Staffs Payment, Settlement and Others)

T @ TR fSFR (2 5T ot Fof e «rd ofF e wR-wiftg s e/ Reme ke fie
G Af BT TS IR ©F A T Al-~eA1R 7ot 16 T3

Wy AWM CFeE (aeT-2NewT : (Staff Payment for Resignation)
IR 245/ [e/ (7 (STF 2T AR *TS WFFRS (AT el §ore F4I =(F |
3. O N W A48 IR e (I '€ TSl @i 4l T(J |
<, TS 20 T© J2F I FACR STl VR (T AqColas/afpab v 41 20d |

S} SRIRMS ¢Fa (el-AneTi(Staff Payment Against Termination)
frafire, aag, fRrwe o pfefefes i oIFar 2re SRS eme 341 =0 FA9 ag/ [om/ &g
(AT RIGHE #1SAF =TS s (e “nedl guie T4 703 |
F. O ¥ W9 7@ AR e (I '@ BTl &I F4T T(J |
<, TS 20 T© J2F I FACR STl VR (T AqColas/afpab awe 41 20d |

S0 IS CF@ MA-7naeT : (Staff Payment Against Dismiss)
TARES T4 25 /o1/ (7 (AP R AT *TS RS (el el §oe el 2(F |
F. O 9T 718 T (o @ Sl eI F1 =0T |
Y. OVE GBI AT FAF T AROFACE FAC @ ¢0% (T Zre A & O S
O Al P =0 AT |

S8 TR (@ (ANl : (Staff Payment Against Withdraw)
GG FACP SEPTH F R QG# 2N *ITS EFIS (AT e §ore I JF |
. T T et oRfe 7 (oA ¢ wrelfit el |l 204 |
¥, ST 20 TS I2 PG FACR OCO] N (FOF HCols/aypafl e F11 =0F |

W6  IPNTECFE @Fl-Aredt : (Staff Payment for Retirement)
235/ RoT1/TF % (0T ’IG@ ~1S[ *TS RS (a1 ANew §ufe I 2(3-
F. 8 T AR TNER e ([oF 8 SfefH |
<, TS (A TS 2T IS FACT OS] MR (6 Sl /arpafG |

Sy Y (Death)
S Jga M (PR el G AN OFF DIFR <19 Z0ACR 0T 40 (T 2 | TS TF© A ¥
e, wid faer ¢ sfsEees ey srerR o [EEb srite sare 20q | Jo w36 I
fafs smre 26T wo T ey S FF (AT AATGAT TS FH @APMFAER JTES S0 Trarke
i et b fcs =3 |

Sor.b.y AR« Benefits)
<F. ﬁﬂﬁl@ﬁ

ARBIETCRT e AT Jo e (Wil g Fifrs Fffa onees-

»  TeRd g I IR [T ¢ @ IR e @il gy wive J{wr (enrey wa)
Y MR SR TR e (9 8 STelv |

" IS RO TS IRF I AR OS] NOH (67 ol / anpafG |

» ToRdl Yop T AR FAHCE @] TSI (A T vt w0 |

89 1 9B @5_535-( féc_cdﬁ_

Chairman Secretary
UTTARAN UTTARAN
House Ne-32, (1% Floor) Road No-10/A House No-32, (1% Fleor) Road Ne-1WA

Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka-1209, Bangladesh



Wb} TER “redi:(Final Payment)
ST FRE @ T 1/ I ABCE ET AN A - I 7ere e Wb e =31
qreg KT e, «1ET imer ¢ o Ker @ sy fAfve ad | 7o w3l T Friad
NG TR ] O] I GO FIRCT IRFAHY FACS XA |

Sbr.ARIG7T ¢ §Ue f&7: (Clearance Certificate and Final Settlement)

T, ATSII/ VT A S TH FEC GFG FA GG (AF HCA ANSAR ST =2 S CGILTS T
S TP WIS e PR O 7T Aifag RCH fca T |

4. FF I merria/2Re e a1 39w, TS, 'I5I1R, SRS X0 A SR Q% FACE
SR @ e WA Rom/2eg (AF Qe AW I NPT R[S Sl (AT | S6:#1 4 eI
o @8 2es@ @i F64 5oe T (& - dv) tod I =g [ons e (aeq | =i et
W U8 21 AH1R TR 21 ARDGECT ST & (2= T | ARBRCR Sqeame JACATE
T 397 pue f2oreas =i ARy T4 73 |

V. U IR (IReriE SR B I I A Qv FAEE @ fofd R s e @3k
TeRe @F AN SR (@ (A1 2NeT[ FI2 | PR T =0 (et o1 ot e i w@e
ARG e {oe T (MF 9R 2P ReME T 7@ Q@ JFETS TR TIAF IO
T |

q. 3¢ (°TR) I e M0 GO MRS F7/g F900 20 |

Wb AP Tee@/sfeeee s wW: (Clearence/Experience Certificate)
Tead O (@ FA[ Aeyl/3wT! e 1 I, WIS, RIG1E, SIPRyS T A R Qe FAE
fof Afdm Term/afCewsr Famog (FF-3q) R | @2 AR Tooa/ AfeeweR ATt
ARSI /2T ST e FrFa T |

Sord IR rEe@: (Declaration)
FOTS o1 R TR BIGo@ R KR =17 T G5 (ARG (Y& - dbr) WHA A |

Chairman f
UTTARA '

House Ne-32, (1 Floor) Road Ne-10/A Sec,rd coda
Dhanmondi R/A. Dhaka-1209, Bangladesh UTTAm,-, ~

Hause No-32, (1% Fleor) Road No-1W/A
Dhanmondi R/A. Dhaka-1209, Bangladesh
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ST ST
9y @ fqarerer (Health, Safety and Security)

71y ¢ frarer ffve w1 @36 @ wiftg @A efSBm ¢ @7 s FF e e | TR ¢ W IO
FRER @3 oM @ rgrTe R e F93 | SR ATS M@ ¢ TFeIE o Ay AR Fhre AEw
ey RIS *Mew! azd T4 = |

So. Mg
5.5 WIAGTICHT WIRkIg:

s afémed @ sseel i Fa famem Feifaea fafoe < |

TRy i s T GR OF eI T G ATAG FIG A”A T |

T JF! @ FTRI7MGT TG @I T TS TG 47 |

TPT G2T I R TP €4 «OF Y[ A4 |

g ¢ fFreral e Ferem G @ [REifie ST F90e 209 @ G GUbTsts I A0S T4 |

35.3 OGRYITT 8 JFIY#IFIF (Supervisors and Managers) wifig
e fefers gy 8 Rriel 98! IRARCA Wiy SGRURT ¢ JAGAFICR | O

e e w(ewa fomrem sstrats, forier ¢ afer sepre [ivs w1 |
FHewEd e e wae o frfre i i w6 |

S =[] T SR B 2 siewiaw 8 AR 79g 96 I |
SGRI AT T 8 (TRICRIC fareier IrRewre el ¢ & oo waa |
s S AT (PPE) @ Sy el 98 AoF I SHR(F F90F |
o1, TOAIR ReollS TRgeTael ¢ OniE SRHRe I |

5.9 I ¢ (TRGIRE M (Employees and Volunteers) wiftg
T FAN 8 (RIS (CGAR (RISl FFIF ARG I7 S0 | SfF:

fStema 71w @ Farerer e TR, SAErer ¢ Wit e afs TG AR |
w1 Teqel-« g 3 et MeTE, 2rafs @ Hrier (e 5+1ed |

4ifee cwta e S A=A (PPE) ¢ foorer SReN Aserd 9k F90< |

I, g 31 wfwarm sffgfs siewfawels wgryr A1 [diite @R yaReE qw |
7y @ frarrer effrr, {ir ¢ ereld TeoR S FA3 (LG TFea) |

focema 31 ST & R T SR S S A |

w9y 3 fRATeRel gl IRJACT G 8 SGRARI(F TR FAA |

5.8 1% ¢ fNaratel 35 (Health and Safety Committee) wiftg
=g ¢ feerer SG aw, ovEfe gar RIS Saaes el 961 | S

g ¢ fRoral SN IarRe, SARiE 8 ALEB FZAS! TS |

ferifire Flewra v ¢ i Jerrm AT waea |

G, ToT @R RS FRCAGTFTE IIGE A0S @S IRIF TS |
AferanFe RLGHI ¢ o Ove FCH ARSCAGITTH AT 2w FaCd |

T 8 YIS Yy ¢ e e s okt e |

aférel | eblRell ¢ QI SRR ML Fg ¢ fomreiel Avee! 3fa F61 |

55.¢ §f BfFesad ¢ g (Risk Identification & Management)
Teael-a7 g w1 Jifs fofosad ¢ IR I9GHFR & WRgAT | O

8> | 7T

A, “frarrs , s, M- Awes 8 e wEe By I Hivs awr R T3 |
S, WMo FRGH, Fob GR TSI feffimm e awer sy fafire e fifers w3 g I
TARPICT elrEa VTl €29 TS |

e R @R et fefers e smifamir Mdwe w1

AR TS FGRILGR TP I JfF FRIFAT AT FREER Gy IS 597 Q= T |

fofre I g3 afsTrmFR I7g 7 T 8 (TRIFRIME TIXS FAE IR AfRFFT QT IS |

% fzaaéﬁ_

Secretary
UTTARAN UTTARAN

House Ne-32, (1% Floor) Road No-10/A House No-32, (1% Fleor) Road No-10A
Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka-1209, Bangladesh



o JT AR oA, FIoI AT FRGCT ARTOTR A7 JfF FHRA T CTHAT 8 T I |
o i aferams g Trael ST GG I, e @R P e v we |
o IR ATl (ICEH, T, I awar w7 I g g1 Ieam= T4 |

5.0, fFarem i

55.0.5 S faareier (Office Safety)

AfRFR, TGS, 2K AT @ IR FAGARI W21 “Afqeat [ oe |

A @ P T G 21T, farem g wAfivee v AR e w9 |
2T RGN € wPged AR e SR 4 |

T @ TASRTSINAR T N1eiw SICoPFstel e e 0l |

Gl @I 799 ¢ oo ~Afasmr (Tresiusaws ba4R) I goa e 4 |
frafire =it ferrer s ¢ % o <1

¥5.9.2 ¥ 8 &g Yo et (Field & Project Site Safety)
o I IRGECER WA FAfSfes JfF F 41 |
o I(ORTS 7R, JRRNK 8 (SIeafere +ifafgfe [rawam fMarem erareia Wive w1 |
o iffs T@ nifigere FMarrel fe (Axedy vosarar) fdwe w41 |
o S foferT AT 8@ Trfa sTrrreR 5yl AfFve |
[ ]
[ ]
[ ]

TPl Fa, Q@ afer a3 e G Fme eme 4 |
AT eI G T @ feyairerar qfaeia sAee 7wz 41 |
I @TT (AITT TR ICASICIA L A T A g AT 2RS40 |

55.9.9 IS @ e

ATTE @ SR ACATH R @ FIEAN Tg=i1fs I9=a W Fos 4 |
wgE ef¥ifHFe ¢ AP et 7Rl T IR Sems 1 |
TgAife R TR e fafSTs (63 @ el oo 3w |

@) 31 wioaw - = e fafam |

G SR &S T TG (550 9= [ F41 |

35.0.8 XYy, AfiRTo! € T

e foarem #if  ifee=a Jfdr fos =i

JiETS 8 FACHAS “IfA0=To! bbT TAe® 47 |

TRGINE @1 AfSTATY FEOTO! FEGH AR F47 |

2RI e, @it 6 ¢ Tahe w=wer Wive w1 |
FHHE QI 1 T (AF TF, TG FAAICIT W 4 |

35.4.¢ TF 2B ¢ afelerar (e )

SR, egfos gl ¢ udBwE G S Eeple “fael 2oz |
AIRIGaD R GRPfH SR &y {5 (Evacuation) 359gl WF6e T |
GRpld RN ¢ 56 2@ A (FRR 9H/OARHAR, (= 46 2epiv) |
afefaml “fegmE FEHIRST A ¢ WATEE 7+ |

werfa “AfRfEfors @i R iy =R v w4 |

35.9.b TEoT @ T [TeNifbk (Accident & Incident Reporting)
o I RYGA! S WieR#W WO KA 1 TSP |
o  TOAR R SISHOFOIR 12T WG T LIS T AR G |
o VoA ARgewad (Documentation) ffv® i |

o @%( fic_céﬂ_

Chairman
UTTARAN y U%?ff:mmyrq
House Ne-32, (1% Floor) Road No-10/ Heuse No-32, (1% Fieor) Road Ne-10/A
Dhanmondi R/A. Dhaka-1209, Bangladesh Dhaamondi RUA. Dhaka-1209, Bangladesh




9699 ov@ (Investigation) “fRGFHT T4 432 T T fofers F4r |
o IRTNIYNITE G AR G TG @I Gy ATTSFA eI |
TG SIS I 8 (TRIPRIE 2 8 &Af*érwel e |

3%.9.9 TN 8 TS e

ol @ACel S TSN FYATCE O W 8 LA (R |

AR farerer e w41 @32 TR0 BIEE 8 T@IF G P55, (RN GRSy farerer

TGN IR [F6S F4T |

SRATRR AR @l 2IfRIF 0, RO @ATarer 20 #E NGRS Gl |

T, KRG @ TR Y ST ABIR 4|
G @M ¢ SwE FIGE 2 A4 |

359 b 2fErwe @ oo

@ | 7Bt

ToA TR & TG @ FFarier SRETG*H Stare F47 |
I FAN @ (TRICIACHT &) [ae R 2férwe ewie |
7oA 1 SfvEew A @R IR w=el (Drills) Scames F4 |

g ' frIa] A (IFTICTET! SACEIbAT @ TOR® (A T IRFNS TS 4l |

Chairman
UTTARAN
House Ne-32, (1% Floor) Road Ne-10/A
Dhanmondi R/A. Dhaka-1209, Bangladesh
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Secretary
UTTARAN
Hause No-32, (1% Fleor) Road No-10/A
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o R
et ot (Administrative Directions)

0. M 8 IWIFTE FNg: (Smoking and Drug free Workplace)
Teal S FAHAE GF6 (NAF @ TMPYT I AR QWL ARG A0 AR BB T4 |
@ A WIY TvF (MF Ko T9F Wiy ([@To) efaaed, owd, [, awem ¢ swrawer
AN TGS AR O [RRETw FCOR WRA Y] 42 T4 T, G OIS HIFAT (ATE oA 71
2T | TS IS G0 (ST AMETO TGS TAAT AE 20 OIP OITH(NS O[T NS (e[ AT |

0.3 WA (Visitors)
TGN (T TF WA SFET AP AT | GTF@ T/ A B S o1 Fer AFe a3t
@B IR T, AT, CFIF TR, SANCT AN, BT AR AN, SN STy, FIF AL
] FACS AR 2GJ1W O TR FA qR @RGP TF w¥id qrwd a2e FAE |

0.9 &I (Articles)
Tl @3 R @ (I I B T A0S HADETE 97 IR (A AW e 203 | A4S
TeFd «F AN A IR WSl TRIF TGN OMd wINe JIRA I IMF IRONS Teel «F
PTIAHT GR JIE NECHIET (NS LB TS J(A |

0.8 ] 7w oY O@K: (Human Resource Information Centre)
e 255 /[T eTSIF © A @A P fTOHITF SIwR W1 T LW O &0 FAF AR
2T fRer Tedd «F pUle A4 FITAd RV O IRTF FCS |

Q0.¢ = #ifo* (Office Notice)
FTAT TGS “IRTE© T TP (T (AT AT O 2P [or T dvr a1 207 | Wieer g
TR AR Gl (I I W T =T O 75 4 GR Jree/GFoR ICASTHR 0 SICTHID
CIRIET T/ IS GR Z-(NRER NI S = | ORI e ARG 7wl FRAacE O @6 Qi
FAET GR A2 (IO Gl HoI0o 7(J |

W féaaéﬁ_

Chairman Secretary
UTTARAN TS UTTARAN
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