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©.2.9.5 @7 ¢ 51%f@ wad® ((Circular and Job application): T 3 =7 77 F WRCE &=y
Tead T @ g SAfasr, v e e SRy fofes oq Wk e g «dr R[Rearsicy
T =SEIR HIFA! RN AW 2= oo AT 52T 7(F |

©.2.9.2 R@HE W, FER @4, g7, T kg, @©F, 5Fad /WM, &y FEmee @mrer, IR
wfeee!, [eay @mrer Tepiv sege AH0E | REAE Rer/deg 93 ane o7 fefers epm
Tt #[ey “Wfbe &=y [Rer=i (A g P |

©.2.9. 97 OIfFF &7 (Short list preparation): &= Rer Wiame J@ef [EHits Seie

SIS AGTE ARR FCR G ArRIfF TR ST dge I |
@fjag?,( f Levda
; Secretary
Chairmaan UTTARAN
UTTARAN House No-32, (1% Fisor) Road No-10/A
House Ne-32, (1% Floor) Road Ne-10/A Dhanmondi R/A. Dhaka-1209, Bangladesh

Dhanmondi R/A. Dhaka-1209, Bangladesh



©.2.9.8 et IR ¢ ArwreFm = efemt (Recruitment Committee and Interview process):
facamt sffba Aifgere 31 Ware e arfie RiEFe SR (e pure S 28s FRw | 2=
fFor pore S SRS Arditne T EHRGE FC B I TPEITY A1 -0 1 (PR NG
o/ aifies o[ faacy wefze w4d |

©.2.9.¢ MHPIER g9 (Place of Interview): ETRISE FC/2-(N3+/(FIR NKTH ATFIPCIA B, I
@3 S ANUBST T FACS 2(F | AFFIIIER & AT @1 oF= 5w /fq e a1 =3 =
SERCGRIIEIC N

©.2.9. Y AFIRIR &ferar (Process of Interview): [t SR 57 @ @ @afb/awab/ /el «m&fs
TP FACS AR
. e o[
<, G AATFISER
o, IR A
9. AR G TS S (I 2T

©.2.9.9 [T ST AIF/AFIFE I DA FIRAE @B AT G G AT FICR QAT
P |

©.2.9.0 fErt §osd (Recruitment Finalization): feamt R sfivere Srzmoas e swiewar
ATATT AT TR (@& P16 AT T AN SIfeTeT (o A6 |

©.2.9.5 AfRBERF TZMT TFRCT ([C FEF &MG OIS SIfeTdl TAMCT o= P for (e et sy
EICH!

0.8 @=FIte™ 5F: (Reference check)
P e peresad eidice eame@ ewitad Atd ©iF T TON/FEe e arer w=ar
FRME TH(E O &Y (@FIECR W0 (A Teae «F WS @I (6F TN @I A618
FAE | EME SCAF SACALE W &1 I 2 (@ Fremiar SR weeld =0afe r 2l s @
feBTta Safeguarding/PSEA TS O AR OIRG T&ae I (7 RIS e eme Facd
BRI

©.2.¢ BIFACS AP WFM=: (Offer of Employment)
I S 2CF |

0. fAwmeE: (Appointment letter)
2P frerl pereed i ardia fcma ege S a9 2 o (@9 T |
e (R - 8) @ 7 faw Srad AP o fmgo:
S RS
v fcaeeE e eifa
LI b
" TSR AN
»  forsl/=SR AN
= P
" AR AN
" AR ORI
" /AR AN

» /RS f
¢ % Lecda

irman Secretary
u '(1:"PIE‘lARAN UTTARAN
House No-32, (1% Floor) Road No-1I0/A House No-32, (1# Fleor) Road No-18/A

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



QoY

o R

el
SR/ crm

*  IPROIRER R I S AT
" ST AL

LI (€ | K]

I T O2ET @ 9y
o fE SIS 2eTF oIy

©.2.0.3 T MY &7 (@AfEH/FF 640, CTFfte dR BT (AMEFHT TN GR (I K IS[G
IS I(E Mo A |

0.0 IR & @M (Staff joining):
[ AfSH (AT SIS FA TSI @ @M T SR =F Al wg=ia e e | 3w @
FRCT AL AL QG7q & e ¢ 27 G TS FGATH AN ATHTTF A S W7 e
Y oed | A T W WeAd Wi FA0e Y 20 IR e 9 w91 209 | e Fuffae
QP T (FYE-b) 7T IR FACE @ F0O =(A |

8  frFmIE: (Probationary period)
Teaeet &g R fRifire 76T @0 F9 (F@ & 07 FRrwmarT S =03 | [Reo om0 F0Re
AT PRI ST I I @ 0O AR | FA AN SR &1 (TG Srafs nifig Ao 58 =1
OIR(E RIS SICF A7 <l IS |
RIS T AR FREFFIFET S TEIS 2T S AT SRET AT CFC@ TR AR &)
TR Bl TSy = Al |
THCRAT SBCE FACAR T FRIFTIIBIT 297 o e fdiae wea o 26F |

©.8.5 frFRIIce wif&: (Completion of probationay period)

©.8.5.5 FREFFIFET (<7 S PR NGRS e T IR I 770y FC4 |

©.8.5.% TR © T (B @ FrRm b Féfe v 7w I T FHw REB PReReER
TS 2 FAET IR @ IR FOEE [, ABI 8 TF AW SR TAYTS! TG AT 46
gforame tofd e ol frafiresacas A1 FremarerT i = weTEees iR o emEe
oI T ARDETCPT IR (@F FACI |

©.8.5.9 TR T F,FA PAROREE, &35/ 4w, e [erd a4m qi ARGER v
R |

©.8.5.8 ~ARDFTE T& S FrF=HIcer T I/ Sepizel/ fRfrosaces seme e |

0.8 PrFMIMItTR A YRif%: (Benefits during probation period)

©.8.3. PEFAIRICT A 2A5/[O FEF @M (@07 I GRSl S (P AEF FRT AT 1 @I
TOR O], oI € Sy |

©.8.2.3 PRI MEREHOE TEI 2o TGAT U (T« FIICHT/ 2B AT ST (@ @ FT AT

A |
©.8.2.9 513 FRfewaceR T O @PVITTE S (A TEe @3 I GG/ T ST
SRS Sy A AT (ST FAC |
©.8.2.8 AT 8 FaFRI Bb 4R Sfeq TFal AWE Nqeive g6 Jfos oy b (O Faco ARG
i
Chairman {z ceda
UTTARAN Secretary
House Ne-32, (1% Floor) Road Ne-10/A UTTARAN
Dhanmondi R/A. Dhaka-1209, Bangladesh House No-32, (1% Fleor) Road No-10/A

Dhanmondi R/A. Dhaka-1209, Bangladesh



©v.¢  *Wdr “ffq$s: (Change of Designation)
@SF I A AT BTG ATBERE (@ (FIF A M GIR OF WG ARKET FA0o AR ARG
AR, &9 (G, I @T @R OF IS FHREE e Fororf =0 =0 |

0.y e (Re-employment)

0.b.y TSR T WA ARG N TR (TS | (TG *[elyom AT ACHTFE @ LRCOR
M REIHAT T A R GUHE AR SToM PG T R TS @Sl TF AGIR 8
ISR

002 (@ FA AARS T I T OF e [{avar T4 =7 7 |

©4q  SI|E-TECAR SIHAIR CFe@d =6 (Employment of Relatives)

0.4 Tee uF IR T IR T SRS NI ez war 20 (3 s =i @/,
TEN/E, W, SR/@AW, YT ATF G, AT HIES/TNS/ RS/ FFS  ©IR/@F, ==
BIBI/SIBT, Tl/ <, /T3, %61/, o ®icsl/@ral, wifeer/eiefe) |

0.4 TRIF YRS [T R~ NRMER FIRS SHeme ACATS SRET &aey ¢Fa eedel e
BT S ACATE FRG TS AQIF-TSP RIS = SATATT e o ;s

©.9.9  GRE-TSCAR TG (FC A 2l T8 G2 TSI/ HIFAT FACS ARCI 7 |

048 TEd « FTO (FIF TG FAT AR SFT I G2 GHL e bR S I KR I S 20O
BT 4R R &R TEACd bIP SIS ARCS bl IR OCnd Gae bR IR (A Ao
oA |

oY & (Sfererw/ Aifiegs 36 (Job Description)

0r.y  TET @ e I WG, FURCTR F6F, ARG, (@7, ef¥rmd ¢ Sy Mo’ = fofe ==
“BF (ST (I - 9) |

0.} B e ifed O (2rF OF BT N I fAfnE A= |

O.b.9 TR FH SR PARSIRENET FIE I & TREw A |

o8 rrde 3w o 3w oF nr-wifg © F6y Ao AR |

Ob.¢ ARG (@ (I AT I 4 360 ARGECT Sqetme AT R[S 20 A1 |

0. &P e efefb At ZREM & (Tl TR S0 |

0.5 &S i T (Personnel Confidential Files (PCF) and Records)
0.5  TGI AFE FAQ ARMI AR JIENS T8 MFTFT FACK | P P& TR (AF GF TGI2 O
AF O e AT | 7% Fifis oy 1z 319 s T80T MAMFS AR |
" XA SRR ST
" GII 99 S B
TS R ATy CFCE e B ReSs S
s GRfeR ARETTE I (LT CFd)
v SfSweR AW
v RS SRR WSl (e ()
n R 8 (RS 2[wE @@ eoAs
GG 8 @I G|
" (DT O P @

"G (TR
QRS BT @ f
Leovda
@B@.{ Secretary -
irman UTTARA
U’?‘PI?ARAN House No-32, (1% Fleor) Road No-10/A
House Ne-32, (1% Floor) Road No-10/A Dhanmondi R/A. Dhaka-1209, Bangladesh

Dhanmondi R/A. Dhaka-1209, Bangladesh



= TS T, I @, (@O Ja/F0T, SIS (AT (FE) , AIEtS/ A, e
fRfe s fze smewee BfF, F@ Ay swye Biowm/@miar ee 6 925 FRIFe
RIS

" RS GICT TS O

" REE SRR PRI O |

©.5.3 FIEIS TR THACTHCOR FIeT:

s w1RE g i R e f[eafos |

Y FEEE A o G T SR/ SRR TR R viiigaid e IR
TS FIZT THOIHC G FIRETH T I IR PG/ CTOR AFCT (@ T Tl PIAS SACE
VR B T34 (shadow file)- 3 A |

oy IATA FfeTe FIRCET AW TRIFERF G P o1 X I T 2O FACO A |
B Y SR GIR BT TR G SFCT AKCS J(A |

» IR RS S ¢ R ST @fRrs wiftg are fe @ w3t S fers TR
MR S TS A1 |

©.5.9 AIE FAWA fes F2T:(Ex-employees’ Personnel file)
TOTR “hedl BT (AR 27 S 50T AT OIRY (A ¢ IZF (*I0F IS FACHA H1S© FIe @RI
FE T A | qUFCE B ST @/ T FIEER G0 (@G TR T | TGl 75T
FIRETR FARY FHACIH 56 F909 @ S5/ NE @R SRR LTS ©f IR F47 A |

©.50 &% 5P SaResa (Pre Service Orientation)
Teael T oA IIe® FACE IRIF AN, TR 207, OF Fer, FHLT GR FHGER PACR A
A S 7 | TR W Ty S o7 e I, Ao, aw, SR, srea w6 = YR
S O FHAE GO #ITF GR OF @S] '8 THFSR LN AfGHACT 7 &3 e T AT |
SR SCwT:
T @PMIER [ > (AT se emm Ty SRk et Wit TRfie Spee S ol Sipar
SRRRCF THF G TS T @ ORI TBRT FOoH NG M [ Emaced ond aW 8
AR AL A AR 0 AR | 9 CTeDg ¢ eHPTe o efefafmr sremzre F9e3 |
A= e
v TSGR A, fox e, Feard, SR TaMs, (@ 8 I Awo TP Gl |
v Toe qF A JIGEET NfeNET, ErEfEr SifoweEr, i NfeTER kel TS S[Re
40|
ORI (FC TF FEIG T A6 [Tz oo GRfers ot 7o & |
" RIS BISCHE AN AT |
/P! R Al Qe shear |
" S G (T G (@fFRCS Ol MIRNg 8 FEy HACE Sl |
" IRAGCR A AFISITATY @ TN ST T (S |
" TWIY R BB TCAIRE TG (O |
» THATRCSINCAR AR g IR (T SRfReTae 47 |
©.5% Flﬁ *739! wfkesa (Post Service Orientation)
" B SIS TNCY @S IR ST W7 Teqe «F 7T AT @ AR A T B
sfrca Rt SRETT= @3 Y FACS T | AT CFCa FeTa et SR @

259 4T A |
G%’?g?’( { Levda
U’(%‘PIE‘lAmRA U'?'?I‘CKMRAN
House Ne-32, (1% Floor) Road Ne-10/A House No-32, (1% Fisor) Road No-10/A

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



w14 927 ¢ W eIt (Fiscal Year and Office Timetable)

A G IR AT GFG S O FACHCE (WSS @7 I TS AN | TGt 0 7 o7 &ffsfB
FE fdifae ST s FRr siens 7 7 Wil AR S TN 2R g3 Ao w60 |

8> ¢ 3=x: (Fiscal Year)
TEa TR (AF G TS O =R RO o1l T3 58 B, SO ool 8 T4 S TR CFea
GITART-TerTR ST 2T 41 203 | 2FER BIfRAT SPii @R 2T #fees =0 AR |

8.3 ¥ T «k %61 : (Working day and Hours)
Tl @ *fq (0P JTHNSIR A8 IR (T & Ty 5 pT | wawaiw eiizs gfoa e |

8.2.5 TEHT T A YR AT PR (AT SNFET TPD! ‘I FIE 5.0057 (AF [ €.0007 7@
(> 1 TgIT RAFOR) |

8.3, RIYIS 2F/FICER BIfRWT (NSTCIP *1-/TF7 PR WP TRF! o 200 AT |

8.2.9 TEII UF A4 8 *1l/(FH S W2 GIROW, e/t af=dt, AT ¢ wAfivzger FAE o] oF7q
FIACE wo A6 AtE oF AR 12 (AT AFeR MiRkg A e =3 Gk fCSH <0a 7! Feeoa
7 FIr wFeR wittg IR s 207 | Ty o 2= ¢ Afivege! FHF IX Tl 73 W o
o7 | e «td « fafs e s wf¥? /e |

8.2.8 (I T P wFd WA INEE AT FAGE @Pv Fae fofe [efae Saifgs (LP) fzwwd =y
TEF | @ I I OF PARSIREIEE NqAre 7ol 3 Wl foq o [emw Toifge =9 o= s/ @
facm tafifes 2 <161 At | oK 3 O 26 #NedT 71 ATF ©F O GFMCTR (o7 F6q Fl A |
(95T =fERT ATt (qed e 41 =69) |

8.2.¢ W0 FGRA AT RN FAHA QI , TSIET 8 &P *FIS! AN Giverod F LI
O (A |

8.2.Y TIOH/IACANSP NYASI T T (I SAA[BIMRS B FAAF (6 FHITOR AR 20O AT |

8.2.9 (A& T W fFafeReitd RFFT 8.0051 2@ 5+1Cq | W/ AOHET (S FGACH FTaf® (o 4@
STREI! SARRONC |

8.0 I xIfewn: (Staff attendance)
2T ISP AP gwe 2@ AroR [ T Ireg Fare 203 | Zfore, I aR {5 ey
SR SPTY Al JCE &SI N AT TP W2eea 2ifern o aifofs w3fag wifg |

8.9.> SIS fffoq TR AT ARPTS 1 R I A2 T Fo I SR JARSIZTGACE G
@R P fRSICF ©f SRS FAI |

8.9.3 SFER TR RNGHT TRIFIE O G PR IR TAF© AR |

8.9.9 SIS SAfgfon SharaR arewary T e d 7 Tead T IR (@TOF (D TS Miaa
([ BIFT (/0O A |

8.8 S Bl AIfRCA W@ (Leaving office during working hours)

8.8.> FET WICASIE NGNS RIG[ S GAPENT (P Ba| ST BT AMF @CO ARCE A | AR
JEE T YO0 @ICHBIE TG O FAP[a T | TS0 @ErICa ARG O #ifo=ma =
YR & IR @ T SFET “Spoifgs” 6T 1oy 2= |

8.8.2 YOUIT RIEILICH M8 O @ (b @7 IGeH eyt awife =1 e e Te wilq fwca *ife
P Y A”A FAA |

(Topes” fzc.cdﬂ_

UQ’?PRAN U'%ech:mRAN
House Ne-32, (1 Floor) Road No-10/A House No-32, (1% Fleor) Road No-10/A
Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka-1209, Bangladesh



SYII: A
@7 T Nd=e (Specification of Salary Structure)

TRAERN € SR ([T MG TSI @GR I T AT ME PO 8 4T ACS A2 |
Tearem afefls IR WHE T (@7 qR @3 A AT orer, HiFsT Srer, Ar«Re IoRS Srel (6 (@O
2O A | e sita S (@O Brerd AP | AT N AT s [eavar w61 ofs ¢ 27 “7o=
T (@ (@ T (FOF AACEGAT 8 I F4T Z(A |

()
€.5.3

€SR
€.5.9

€.5.8

€
[

€.R.R

€.R.\©

o Fote e ST (Specification of Salary Stracture policy)

WY TGS NAMATS (o7 AT Ffifbw efsfs v wr-wifg, [y afosias T o o
facser, S0l G ¢ efssie Wik st erpfo Rsae v T (@orT 29 2o S0 |

ARG TRV RIS (@O TN IR AW T Gy TARL A =T |

fefire Sficora v smr SRR e (ate SrEfie R @©F evE T 20T | AFF PR AFET
f€ifee 2R @O I3 |

2T FAE (TS TRIF (TOF FISCA AT o071 A (B2T T4 7 |

FHeaa *m T @R @@ [T (Staff Grade)

AR e T ~ARre wama Terd @7 IRET (Tog MR | geey Afep™ 2o S TP
TS AW F1 2 | ARGEST TmT, W, Sfetes!, @Al 8 FR {98 [ 3 7=ye
SR SRS S TRE ST @ Sy e AT QT FAE |

S A Wikegd AR, 59 (@fEerE, FfrEne @l Sfewel, wFel 8 e GF0GH S
fefe < Teqe g 1t fafire Averaes vt e eifirs ot w1 2e |

2SS (aTea IR Sofb 1ot FCR | FIRN SV AT TR ([F07 (62TT (4 20 (@ AT |
TG FAH (@O FICAT (AF2 TG G FRICAT (ST TS Sl TS |

Ted g FHF AT GR @SR s

AT/ age

T[S/ FH! G

oTF TSI/ AFF YT

T/ AF FAPS!

P!/ g TRIAGE

FoOIRE

FT FIPIEooa

?/q'-DG‘QOOG/UV%

AT Fo1F

¢.0
€.9.5
€.9.2

€.0.9

€.0.8

SFET FACAT *WRAT @ (2R “Afapee 8 e fer fufaet w2 |

ST FITR By fes Tear w4t =

(S FIICR SEARS (@SR (IPTIER N0y AILHT ¢ % |

Ty v e GG g FAG (BT 6T 20 TS GFG 2o I (EAFTD 9F Fh0) @
(T (TS AR |

TG TR (O FIONAT TR ©OF SFfod MY (- S AT, FIET THIA @I, TS @
202T/SET | KF &S Aoy IR Teae @ SIFRE RS |

Terel @7 fafre it iy svee @ =R 7)o 2@ ofr o8 TWigAifes 20 @ 5 A0
(@OF 2T | 98 AT (o GFfs [AHE GHIOTT &l TF IR TS YT (AT S o7 Ghq
O ST GIISCT GIErer 4l J(A |

Tt 5144'4_0_

irman Secretary
U'(%PIE“ARAN H }zjg"{?mqumm
puse No-32, (1 Fleor
House Ne-32, (1% Floor) Road No-10/A Dhanmondi VA . Dhaka- 1209, Bangladesh

Dhanmondi R/A. Dhaka-1209, Bangladesh



€.0.¢ (T I (FOF 7 4Ieo TS 2eqF 27 @ TS @ I3 A [oATS A NGNS AW e
YFCI N | G 2R ©F @7 Fringed =3 @R i qifis Ealaess arore i st sqeart
AT |

€.0.u TR > ITF M =N G T TAFET #IT 7 | 5§ ~REE W2ME $F ave Fel T @
(P FACE SAGET AW FACS AT OCF GTHE @I GFS! G IR G0 (TG AT A0S 2(J |

e8  @or fad efemn (Salary specification process): wwsl, @rrer, g ¢ wfowsq
IS TG GFE FRQ (O 470 F207, aferaifs fmmol-

¢8> Tea 3N (New staff): w97 facart are T3 @ w7 e A 1R @0 ARBF 41+ (A0S @O
fdifie =31 wfiTen v ¢ Sfow FANWA (@ IACECE [W [N ACACF HARBEd TRMET
LA 77 YR (AP o7 G197 I w03 O ARMS (@0 G- 1 @0 01T |

e¢8.2 I 3 (Present staff): @ed SO *-Toam T e I6TF FAA TGH @O O
BT (ROCTA (50 (FA SR KGR WNfF g Kbl 435 T =0 /17 |

e8.0 g Iw(General Increment): TR T Ko =@ ARFAEE TGS G
AT Tewel @7 affels FE dfo Iq @B MY ZAFEFD qWE T J(R | I (6 ([T
€% oA & 3T T SRFCTT @ I | AFF FACE (@ WSl IR &My TG S PTare
e =03 | 7= I AT FHRA FACS J(I | (I I SR RFACACAT R AR
ARV OF G G FEfe ol ZAFCrs (arael TS AR WA (@O A BoR
e SR I =i 3% Fare A= |
SR AL T AR A BNEFCTD e o8 1 S AN ey 3o ARFCS AT |

ee @7 e IR (Salary Review Committee): &R w57 3w it g Tesel
FGT JARY A FACT ol TEACR [FOT FIOCT DA & G0 (@O AT ST oot
PR | @ AT IRGTe P ¢ o [erpr ey Ko @i efsffy 4 | « g sfifba
AT RN BRI ¢-9 G | ARG Ze ARGES TRMEF e AT a2 Ibre 92w
e e (R @S Al |

€Y CRE @OF: (PR 40 (@ [[e At SRS Fed & SR (o Jama ARE P AP0
TEae T o1 (ATF IR S5 M1 1 TS | CTTFE 20 NS II0ed % TR O FACF
FE FACS (A IR OIS &aeg e <RI (o eWiF T =0T | GG FA(F o (IO AN (&I
e et FIE % TG 2w NHifTe S @o e fFrs o, EewE e % %
ARICS (T GR IO o o] SRHa I ST QAT F1 20T | ATAEIT C(Feg T\l @2 ([
(O IR T | TR (FOCTA e 2] i diees % @it 5 957 5 0o 20T 9R
2FCE TG 3 TOF HIEN PIb ITRTF FACO T(A |

R . dn

U'(lz"t'i?ARAN U'.?‘FI"‘:KRAN
House Ne-32, (1% Floor) Road No-10/A House No-32, (1% Fieor) Road No-10/A

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



SR =Y

BIFA7 A4 (Benefit Package of Job)

vy @s9(Salary): Temd swe e F effe Wor Feffe cH et (@O AT | wewiT e
LTI SRS SR A FNrs pied =16 (oI ([FoF AR |

V.S TSR @ (IO FCS FPNPET T (IO I |

LY. SRNER TS F1 AR AR Q¢ (AF wo SR T4y 255/ (AT 28e 8 P o
TS ABIZET A0 &S (O AT A (0 AL T 207 GR G (T A6 W ferat srearseel
AL |

Y30 T A o T e A I ©0F MRS @ SRR (@ oI
NP @/ 00/ 05/2b/25 W (IRT SR (ST T MeIfET Bfoor @ T F1er FACR)

v.Y.8  (FSH MG ARBET, ARSI € L, g FARPI (LFCHI (D) , P elfefafd w3 g
TR T3 (AT CF(Q) OF ArHA FOEACP AP (I (T07 GETPE 1 S 7 |

b2 @59 367 (Deduction of salary)s FEFIRS TR (2Taey (F@) FAR (@O (AT AT =47
Bl 6 0 (7 MR-

LR T M AT O T SR T FRA AT

LR TeRd P SRR Sme

Y29 SIS SRS, KA @O 76 [T AT FHResae 20e;

LR.8 IAG (FFICCS B WFER (FIF W 1 BT 2RPT DT (T A (FIF T30 Fhoa® 20 G P
THNSF (G FAQ (I 75 NS 1 CHHRTeT @=ret =Aneam (o

vR.¢ @SS B/ A Bt A1 o= Fga wis;

LRY TS NG TR FAF JRF M (TS FATER I T | (P IR FRF GICHET (IO GETER
F1 A 20T OICHR T LT PR (F0 AWIH FT B(F | GICHQ S &2 (Ffefe By # e
(T GR BT T I Trw ARG 2(A |

v2a e @7 oY EEs AR ST (@7 Ao AL U8 Fq I I IR 9E FOEH ARG
Y ATRSE A9 8 =g | TP (*I0F TR T GIOCo O] Gl AR 2 GBS o 7wt
FAF FOF TPF (- GF ML) SRS FAE |

v.©  ToIere: (Festival Allowance)
Arers e T GR @R 2FE THR ool 1w Wt O[T 7267 36 THR Srer A T S Mo
GG (TS I | FAHACP (TS I N[ LA TSIF @S S0l Aol T ©rel aQwie 4T
I |
R, TTSIfe A1 pefofes i SoR oo A a1 | AR Soremes a4 Tor e
e =11 =03
TENE S Fe Rred oAl Fge e
feg <=3t o vl o
5 ;e
Skl o (dm offer

LY T IYA S MOR (@FOCHT ANARINT SBT TR Sfel &AW F4T (A |

L0 TPF O[OS AORF ATPCET WSO 2T |

V.00 RrEEIEE Ter 2t f5g SIHaR (RM @F 927 79 71 =0T (7 Wiifes 20ea THR ©rel A (4%
AR (G @/ X BIFAT -M) |
Cc%h?aél( irman fze_aéﬂ_
UTTARAN Secretary

House Ne-32, (1 Floor) Road Ne-10/A UTTARAN

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

Dhanmondi R/A. Dhaka-1209, Bangladesh



v.8
L.8.Y

L8R

v.8.9

L.8.8

v.8.¢
L.8.Y
v.8.4

v.¢

LY

LR

R4

Sirelfd@: (Gratuity)

J00¢ *RE TeFd ©F e fRfe FAA ARG v FCTe ~RISire IR afoge ~fRifgfon
FrEC 2 ot A =g 7 IR Mo AN AR T, T A7pafs eme afFe 7@ I | w2
@ THIRY PG SO FICT Y ArpafG (I AR Prars g ae wdtafos A e e
AR A &RRT AWl R B *CA |

@ I AP ATOPRY QKRR AT I @R O I 4G AR AP (17 =0 afs
qF J2F S T ACATE IINER (T Aol RO e T4 70 | ANpafo /el =g
“Terel T ARG /el FIC” T GHG AT FRF GIG5-9 &N 2(F | AHRG/Nqrefz
BIpT ATl IRFIA IR (ACF AT 77 #78 OR T& ST &l 2(F |

e afs a2 @ 2T AHEB/eRE FREE oo =9 | FA AT ot TR T 7S
IR Il O qMI [ =(F |

o4FF TGT AV AHET/ACOITE FW AT TF I T I2d @ A7 513l S FCI 0 WER
IR /SArIEE A1 |

el I (Fi@ FAQ @PWITTE SIfFes S Sifed fRET 19aT F90e 20J |

HEETTOTEG NS BT (I FA LM T O ST Fh WO GIFT AT 51 I 1 |
FCOIRCH G SR eI (I YT (72 |

Bewt T w=fe (Uttaran Education fund):

Ted 9 TEWO wAg FrERind R S TREAeR T Wi AT Wity IR -
AN TAIC Teae T S2feT MONET 20 T 20T | U2 ST TS @ FIATS FAAT FZTST
2V A | ATOFE AT > IF SN 87 S =g Tquie e @2 S2fR{0 eme T3 |
T S “Tedd 4w o=iE” RS oI ol =209 | N a|l [Fhifve SR a3t seriite
NETILR fofGre U2 SR ARBE F0F |

Tead fde® ¥ (Uttaran Reserve Fund):

Afes Fom w@r fafirs wiffe wfox TR =0 | oo I T iR 30 afSom opr Fee
T (1R AT SR o770l T/ S FRTeries) Afeps =0 F9re & | @R Wil Ffe
IR G TG0 FIAT© T FACP NS AN GF VR ([0 AR o Tewel fenrs
FT- T FACS Z(J GR NEREGAFON GIFaT (07 2 AR o efSHi o (Fas eme F0F |

af$teS FE (Provident fund: Teae « e e fafire a7 vipar ffvs =t ol @ftess
2AfSTTT TG 7 W T | A (@F I Afvgs Od 2fSres 0T BT o A orF fof segr
(A BT TR TR 2R TS Y A | Oee Y[ W ol =01 WY AfSTes FIee
ARG & AW FACR | TR AR ort 9 T ARGERT 710 |

9%e4: (Income tax)

L. TEd O IPRA pieeitd AT T WGy Mo A ST (o TR FAIR AASTOd! IR ARSI

e SR VT SRFICSIE A AR | I AP TR Tee 92 I 1 | T&a O
AR Wgeipe e, o5y ¢ pfefefes @[ I (@0 I JE N A eleiered
JIENCA FRBIEE AR TG TGS M (RS (@07 (A T FO7 1 201 AR TP
(IR & (A3 =G |

V.. TEFd SERd SAMEl (Tax Consultant) e 63 S TS S [RGIH SF SeeT Wi

@ faife <03 |
Fopest” fzwu
U'(lz"t'i?ARAN U'?‘FI"‘:KRAN
House Ne-32, (1% Floor) Road No-10/A House No-32, (1% Fieor) Road No-10/A

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



Y.

LS.

v.do

LY

ISR M
YV.ISR

7 8 TZF TR Gk Ffo7 (A ccidental Benefits):

TR TS RGN FACAE oA Tie FHoAT TRITO! AT FCw ST Foo TN LT
AT T SIPCE/A 5] T SomT A7 I | rfSFeg N fAfmm Sk 957 F903 )
S Il MSTE S 76T I oEe Fov=el ey T4 |

ATCE (L AW (I HCH (CIIF PSP LT/ AT g 47 S SIRCT ©f AT Fel = |

@ I CEBR A 70T IS @FE IR THG I P GR TAPRPONI (SCH AT =g
R 73 ©ItE AR TS @i FACS A |

fReg st A (Performance Incentive):

FA ARG R TEMEE SV ACACE (T NG & W8 ANEE G s
TR 2N FICS AR | TH WS S SR A BT @ IS F7F© 0 @O =M
(RS eeatt =ia/STe [T e/ o Reaes awe/af e gt |

YO ¢ SFCR AR INmE Sfee Wiy A (Additinal services of Drivers/
Services Staff):

TSI gfow e Reedr eifes gio7 M Fe F90T GIRSR A1 SR ARTPET S A_E SrS
(PTER) @ AORTS ST (APFT) &AW F[ J(A |

Y.55.9 O GIZSE GFGT b To1 FGCB FaceT1, =171 g [eave 67 br-do o1 fF@fon “4tg S et

BIFICO AT |

(Tepes” {zc.aéﬂ_

U’(%‘PFaAmRAN U%CTCKMRAN
House Ne-32, (1% Floor) Road Ne-10/A House No-32, (1% Fisor) Road No-10/A

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



T4 8 T OISl (Travel and Perdiem Policy)

.3 &% (Traveling):
FICER AT (@ (P FACE (@ T T SR 3 IR 1207 2w o<l afirmwer, forwt s1ee41,
oo/ AT S (@ SRR F0E - (@ T B0 ISR LTS 20 AT | GO
g (RS TF ave ool 76T FI9 CHE ST 20T | Fiers Bad ARRE FPIEEHM (Fas
«ft ey 70T |
Q5. I SPAme @ SN g% (Tour approval & advance):
T FA(PL BN THod FAFOR F0 (AF FAEF AN FH0H @ (FIE - b)) v s
TF | ISR NS SR, frw ARt aneam e wid [t weafre Sgiy age Ta
(R - ») 7 FCI AT BT (T @S AT | T (<TF 4 T 0T N AT 5P I T
T R T (e e ey fwes =69 |
AR I IR €9 8 ©rst (Mode of Transport & Allowance):
P B (O AR 479 8 7y =0 Traife =0td I ©feT A3 |
@ | A oS (AR €3) SR
S EC e, Arere fafas apT, Gw, @ik ¢ | Aoren fafEe @G/
MG | T; Ol A (000/-
(ATCF wooo/-)
NS Mrorost g qr7, G ¢ 71 @ MGT | | Arore?t fyaiEe  @oa/ R
EE KRR TP TS ARBETS SCNM AT | 2TH; SGl A (000/-
R 9=R 40 AE | AICEIT CFG 99 | (ATF ¢00/-) R AFEHA
S 2 LTS AR | CF@ M SRR &F
SIS ©rgr
© | IGHAF/FOR! | Areret fafae avT, G 8 T @ AT | | Aoret fwlEe @/ o2
G P4l ST ARGITS S ACACE | RISHT; gl FE™ (000/-
R 73=[ T4 AR | AFET CFC@ W | (AF  ¢00/-) IR AFE
S @Y LTS AR | CF@ M AR &
SCfTe STer
8 | &g IR/ | Arore fafae InT, GF @ 716 | NEH SISl 000/~ (AF
AFY TIYF | TP AT SAGIETE S ATATF | ¢00/- G SFCEHI (@ A9
MET AT T4 I | AFEI (FC@ AW | SRR A TS SIS |
SR &P SIS AL |
¢ | THH FIFS | (GAF @b IPT, &AW @A G, e | | AW O (dooo/- (R
AFCE CFCG M SR AFF TS | S¢oo/-) AR AFE CFQ
RIESIECH M SREA AT STe
oYl |
Yy | FHHIRNS | G @6 I5, S @ G, AW | | A OOl (dooo/- (AF
APCHR (FC@ M AT 4G AAMMS | S¢oo/-) AR AFE CF(Q
I | W SRR &4 SIS
1ol |
9| ReRER GIF @6 0, feo @ G, 10 | | AE®  ©%l (boo/- (AH
AFCHA (@ M AR &G AAMWMS | dooo/-) @R AICHA CFC@
IR | W SRR AT ST
vl
v | fr (BTR (FI6 IFT, faSlw @A G, s | | PN SG! HA (boo/- (ATF
FrifTersoa AFCH (@ W A AT SIS | d000/-) IR SFCE CFC@
% Sf,de.ad_ﬁ_
LT A UTTARAN

House Ne-32, (1% Floor) Road No-I0/A
Dhanmondi R/A. Dhaka-1209, Bangladesh

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



I | N TR &g TS
el
> | ST Bre GIR (@6 07, feo @@ G, #1206 | | P9 Of%l JE® (broo/- (AH
AICE (@ 7V SRR AFF SCAMS | S000/-) @R SHFEHA (@
(AT | W ARE AFF AT
el

49,3, ERIRCS e FBrG a1 oo A m &1 ey aFe e Sraem w0 = |

9.5.2.3 PR M FIR FACT SRS TSl AT 7 |

4.5.2.0 W Fiff @3 Bt (0T @IoeT 3T (% T AW Tl e TSR (9 9T OF) qR ARBEe
ACRMC ST AT AFS {77 TrSeT 1 AT |

4.5.2.8 AT I F9¢1 512 fBTI0 [T Y IS FACo (A |
Afafoe PR AFGR SR MRS S | Terd @7 IR TP I @@ T @3
RS (COE APE (BB IO 2, Y T T2dA AP EOwE @2 dAT s @
arrey | Rew ofiffere a5 farer ¢ wew [t Fce «fiore wemy sk RsaTs
(ZICH5T/(7( TBre TG BIFE AR ICICS AE | (FIF 2F0q Srards FR«ifer 1 AT ©f QWi
T IME T | G SFCHI AV A &5 SCNrS A R SST AW FT 2(A |

9.3.2.¢ TN (FC@ (6 I @G AT (BT T =1 (ACF fers AN AF GUwed o) fadifss fifer
G €0 % DTS T 23T |

9.5.2.Y IR G RRETRGC (SNNfT) Trehr2 F0o A |

R Wy orei(Food allowance):
¥ IR AR o sAfamfea anear 4myere! e w4 =7 | Rery *r—7, Bt sesfica=q @ vz
FCABO (G *THCEF (@A AT AP R N[ (T *2J0CF PN 6T G G0 FACA 7% 2P
Srafs T s dmrere! g S 200 |

(voo/-) Tl efefirm
S 280/-) < , 3

e e A @ e S G @ A I 20 ARBES /4G A4 AW ACATE ©f
AT <41 M |

3.5 QP ¥=ew @t (High cost area):
OISRl DA, o1, AEIRY, AT, BeeTs , Frena, Seis, e, Aoy, R, e,
TR, (P, FAPION (LR SR TS G

A} Y AT G il(Low cost area):
TAEIE @ AF069 GTFIF 2 IFCACHRT AT (T *I2F N 064 G R ooy =209 |

Q.9 T TG U (T FOT W TG G T (FANS Y A AR FTATAR. T, G2 R

AT ARE A, TER T Bt o Sifersl I AT @ R [T Afeeiia Fae3 | &7 %@
T AP R AT OS] AT I |

(Tepes” fzc.aéﬂ_

U'%PrangAN U%e'l‘c:’tmRAN
House Ne-32, (1% Floor) Road Ne-10/A House No-32, (1% Fisor) Road No-10/A

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



.8

aR.¢
AR

.9

.9
9.
9.9.9

TR A I (VEG BF SR AT Ol (Y(&-30) 2T |

TS R | DO AT Wy SroR ATl

> GFET FAA T JOCTT FAPE | (PR BT G bo/- GR I LFF
9,90 BRI SC7 & 2T GR OFS 8 | AT 90/-)
TOl JE FAET IR A
AR |
N GFEE FAE T YOG TR | (PR AT G Qpro/- IR IV LA
.00 B ST &F =0T IR R | IR R00/-)
TS 8 TOT PG FAC TRA AR
AT |
© GFEE IAA T YO A0 | (G L[0T G 80/~ TR I LA
.90 BIF 7ITa (*IF FCT GR S®S | eI Sbro/-)
8 WU Jle A ACSA ANF
AT |

Fe SIwd erT G SN T (I i ARIE STeT A 7 |

g Frorre: (Local Traveling)
F e FHGET AR G (I St ST AT 7 |
T AL WO FICE AR FACT & &F© WP oL 10T |

AT R

Y8 2I3TSH B/ TRCGERPT/ G To7If0 4206l AT

©,8,¢,%,9,b.,5 | PRI, IR, @GN, KA, ST @I S FT AT S0

2457 FET fdif® TR

9.9.8
Q.9.¢

Q.8

q.8.5
q.8.%
9.8.9

a.¢

SFER ST IR FACT AORS OO 2T 1 |
Gdl ~AEfere Tren FHFOR 7 SNMA ACATE AFRCAR Rl AR 1 A |

ot @ ov@ efsficas oot {Daily Subsistence Allowance (DSA) for Forign
Travel}: fusta vew S RTAC A, AT, FRT SRS R SRHE 476 (THICS AW F41
B

T e (7 TN ACHATE Feore foastyg fNdiae Faea |
APCHA AV AT 2P Tl ot e 41 207 |
SRl Gfere / GTREE Topiva A AW <Iel-AeqR 1Y) AT O e 2A1eaw 7 |

I YEE BT (A ccounts of travel expenduture):
S OF FHLE I SPTH AF T O [ JAROIRETCT AW ACATF 9 (70 I o=
ey =g foiee e g3k el REE® fReAD SR #M1ET e e |

Fopi

Chairman
UTTARAN { Levda

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

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



ST o
R (Leave and Yearly holiday)

Sf¥=i(Introduction):
e 7 1T 2R S R C(O1 FACS ARCE, TS RIO9TR W1y (@ 35T 6 (ol F0S AR
o7 et g3 16 arzee frRei=et e ave ==

v.> BB(Leave):
fdifare T (LAF) (RIS - 53) IV 0 IR FYATHFA LA ACATE F5e] Fall (715111
2T (OF FACS ARCE | oGS §d (W@ SFET @ (AR AR W@ IO =S | GCHE

SISl THCF AR (PN A S (A MG R IARMORGNT WIS TS JA | RO
e @@ite ot 34 QTS 2I1t-
0.5 (ffes gB(Casual Leave):

Teaeed e AT IR IR R T 77 wfifes g ot Fare AREe | @2 7 wwkze
20 S~ J2C 57 I TN 341 73 A1 | &S I27 Fael-Ferme @7 5y 92 g5 sroer Far
(1 | (ffes 26 Giaea © e @ o w41 A0 1 @R S (@I 2foa e e 2t @m@
I 1 | O3 AP Zo Aol 7wl #4e eaffes vt (e |

roR  SPgerEe gfb(Sick Leave):

b.5.2.) &fS 7 (TREIR-rma) aFem I3 38 e 7fe BiewT 7 (o TS IR | %991 © g @
ESl GiTe BT PG PGS AR, ([FOPR WPl GiNe Ro TgH O A GG
R0 ol Tes =09 | R[S I=cd 92 267 ST 40 A 1 I TS 0TI G FIA 9
209 ARRCS o @ JEE JRE-R[G AT /11 TE® © T o sejgel wfve 7o <o
AL/ 2AFH AL HFCAM FACO ARCI | © e @ =T AT Fee weeaiims 2o 2(F |

r.d_R I B RATE GIC @ =G A 0 Gie R I wrgere~e g 38 e zors wfofiie
2537 AR 2 SR U2 RO CFe@ @R 430 ST ARG Seme qCoTs was 32 e
8 I Bfo NG 1 AMF | (FOPTR G2 T Bf6 Vg Fa00 20T (G Ao &l rs
TE | Q I8 W FAAEM 1 Ko Gio IRCT ARAE AoRe Rod e & O ©f ARGER
LAV ACATE TR ARG 2T Sfers BfF (A0 T 41 20 | @ G0 Ro I #A0eaT 7 A
OIRC Wofe Ngipo &b KA1 (0 (oF A0 AR | @ G0N QT A (R ogu@ T e
IR A A |

r.S.0 WGP go(Maternity Leave):
Tead @ @ BIPR G GFG RN FA (WG KA ACATF Sro e 67 A { I I-T79H

PGP G (S FACS SRCIT | GFE 4 A S [EA GII AT (A0S @R Bo W @i
SR A 8 R 7@ T (@I T SR ARSI SV SR O (S Faco AR | @2 g6
ARBTE T SLNMS Z0O =0 | R & T 2 20a0R @¥F T I Sho W wea 26 @iy
@A |

r.>8  Progeria gF(Paternity Leave):
Tl @ #CAl BIPR GIRCT GFew AFT A S0 M FC WA 2 I WIS o g o

FACS ARCI | QG G2 R0 IR SR GF VO NG (@ (TN T (O FACS ARCI | 92 Rfo

ARDTETS FHS A 20O 20 |
@é&( { Levda
UQ’?PRAN U'%ech:mRAN
House Ne-32, (1% Floor) Road No-10/A House No-32, (1% Fieor) Road No-10/A

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



b€

oY

ek gft(Weekend):
T ARI2F 26 2w Terel 17 A7l I s YT SR 37 AR | SRETe I &I
RIS FACO T IR AP AT AN ACATT Of FHAF O]K© IS |

&1 o= gb(Leave without pay):

r.5.0.) GFET FA FAACH R IRF IG PR 27 26 o e 788 ~IRbeea e e [{ar @or 2

(O FCO AR |

b.d.0.2 T SR Lol 75+ IS @ SPIgorEiTe B (<1 I (F0e ©rdR fof a1 (@ote 76 (TS =12 |

oA

ba.b

=R go(Government Holidays):

e g afstra spife 2 e fuafes =@ 1 e mm fom afs aew (wrqs-feems)
BFOL FAMA G HABET 257 ST 2Fe 0 ARGETF S ACATTE TG0 4 e SFT
O TRIAR FAR | B (AR A TS oo Semrend fofee w41 2w | v SoE Bom fefe
F(A IS @ Bfo7 oifeia Afaea a1 a0 |

wférs gB(Earned Leave):

TR FIEE ARSI IR FIST FAR MGCT 6 NS Z( | & (@1 gfod A IF @& =03 91 | &
e I TEAd 5 I2F SMSANRS FAE By SRIR Sfers g6 #IMtd | GFew I &fs [eT 32 o Frer
FA1ACHCF S T I3 5 =20 FTEAIG 3% e oifers g6 A7 | @2 26 @ 0 © e @ facs
AR 1 GR 92 6 Teas @ 7 R[fsea T3 41 I 0 |

v SfEfS(Absent):
bR SRR I SIS ARC S IR SICH AP BT O W/ TR TS g od St ST |
bR TS SfEfe WeeT O fRT ooy 20 | Gred WiSTe 7<) @79 F4l 2I-
»  SeifEfeR FRE S wiTe 709 |
SIS SRR ey IR AT METEASF 91 ZE TG MPTTER &) OF (T T AT
TJ |
S A 9T G@OTR T G A OIS AT OIRCET AR SO S FHAF GG &>
FAA |
b0 P SRS SRS 7 B A7 ¢ T M i Arwe A Aeifgion SR TS A G
O (T AWSFIol FCACR ¢ 1 T(A |
o g @R FEEr (Rules of Leave):
b0 IR g RivE G RYE difRie 26w w6l Sitave Fce =69 |
o] ZH0C ARA Fd SGRYRIT APLAMPIR ST IF Zo NGF IR (00 | T AT
SITHAT T LA FHCS T ] T FHH(S SRS B (IFST FeeAWe 0 =09 |
v.0.8  New Biod el b (ot Facet [ (o 7 f2emes fKeafve =7 |
b.0.¢ TR IR AP 0w SV ARIS! AW ¢ OIRTL 0y S P [ofes! el fes =J |
R AT AT U °°£R¢ f
uT TTA
House Ne-32, (1% Floor) Road No-10/A House N0'32, (1% F}.or) Road No-10/A

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



b.8

b7 @f&R (Leave Register):

gl FR T 2R Zoa O @GR N TFHGR G NLTH FFHA T | J5 MFHCN &)

T FHT IREe 203-

G T | qad

S o2

F I

G v

B39 O oI

o /et

@ oI

ffrewae wifad

T|o|C|R|®|0O (L v

ey Bft

20 o=l

RERERT

33 o

38 U

Sbho A

So A9

>3 foe

SICATE S

AT P

T|o|C RO O |Lr| v
%2

TG ST

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

{Zc.aéﬂ_

Secretary
UTTARAN
Heouse No-32, (1% Fleor) Road No-10/A
Dhanmondi R/A. Dhaka-1209, Bangladesh



SYII: A
(RIZT &I 92T (Mobile/Telephone use)

TG0 @3 @I 777 eI 8 Fe e gl zre B FHWE @IRIRE AN G (R @16 (@ 79
AP W ACZ) FIAEE G FFRAE FACR | TSI O (IR @ AN FIeRFand e [ifoxer
SRTE (I 50 203

5. G ¢ MIRCGH REIbarEe @ 76 FAM0 AT FGP qvg PRl T T3 SR Sl Sga
T /2 TR TEAT F9 LIfT® 20T | O P 7z 7 7 e e 1w @ cafeg=w sfea
face 29 |

5.2 TEnd «F fRie/eeg FHSl/IR AT AP F9F GHIRIZT AN R (A3 AR OCAACE SR
e TS AN IJITA T T(F | IFEIRTS IR RGN TSI TG MG AN S GBI FNCA
T AT T TS T [P TS g &2 S AR |

5.9 (TRIZ AT TEweF SFEORIET F0e FI2F FA0S A |

5.8 N IJRFFNE FWw AR (RO ARG fomRfen aereee =2 T/ o a3
el

5. TEHH/PY TEF AW PG TR T (I GO AGLASS @ SLfoP Se=Abifrer 1
T |

5.Y  TEHd/oTY FES QMG AP I A (I R AT AT S_ifes 6z AR
CI* 41 AT |

54  TERe/ge TYF GG PG FIR T (I LR MR FIRCT AL ST© AR O IO
Mg T@ W[ied - A0 AT dR OF WAL G TOTI FGF B g TSN
S S NG FIF] &A= FACS AR |

db I FE TRRT ¢ FNHC IR T @ HIFA AF 7 A AF OIRG AfSHA oo #td
T /SR AP Wifrgell® TS A 8 @RI G156 (&Trey 20) IR/ eEw |

5.5 IS FAP!/FAM ST (AF RIS 0 @RI [ 7m0 |

W | AAd W i | T
N AT 3,000/= (AF | (VRIZF € IDRCIG [QCad PR S2<@T, Wrelnd
3,Co0/= | IYIMA, FCH W AR € Praem THa
STEHIS TNFIPIT 5 oo /=t | ST | ety e fNdifes Bifer @ @ ar @+
R 3,000/= | T ARBETHIT SNAM ACCF ©F mie Fa0
o [IGAS/  FWPI | H,¢00 [=RF | @TCS AT |
RISt 3 ,000/= | “xEle e fog I erIe SqAE AfRGEET
g o AAFBIN/ %000/= (ATF | FICIMA ATATTE Sfofie @RIRS ke ane Fa
25 TG S oo/= | TS A |
¢ FPIoT FAF! voo/= (AF
y,000/=
TP RO boo/= (AF
Y y,000/=
% f Levda
UTTARAN Secretary
House Ne-32, (1% Floor) Road No-10/A UTTARAN
Dhanmondi R/A. Dhaka-1209, Bangladesh House No-32, (1% Fieor) Road No-10/A

Dhanmondi R/A. Dhaka-1208, Bangladesh



FoOIRE ¢oo/= (AW
qo0/=
fFz FPTeso 8oo/= (WP
Yoo /=
SATATS So1F R00/= (AF
woo/=

Chairman
UTTARAN
House Ne-32, (1% Floor) Road Ne-10/A
Dhanmondi R/A. Dhaka-1209, Bangladesh

fzwﬂ

Secretary
UTTARAN
House No-32, (1# Fleor) Road No-10/A
Dhanmondi R/A. Dhaka-1209, Bangladesh



SIR: 7

©FGA FATHE, TG, T-Tx2e AT, THREG € AN (Desktop Computer,

0.9

5050

dSo0.5.R

5009

0.5.8

do0.0.¢

0.0

do.n.A4

do.R

0.

dO.RR

J0.R.9

Jo.R.8

Laptop., Email Service, Internet and SIM)

(CF57 FRATHR IR 5= 99 (Desktop Computer and Laptop use):
ool SfEhRIE B @ 8 THTET 2dEs ¢ JWreR Gy AT FHWR (THoe IPCHR GR A6
FEREIR B | TS FRYPTR A 0 WEFTRS o Sq=i2 (e be1ee 2(:

S @ AT T [I6T IR FAE =G 0 = T A @ FA G IB57 GRATICHF MG
P o1 (A a2 FAE |

T @7 (@ R IO AT TG G YL (CHEA FATOIR 9= =IAGA Feare vl
TRCR SAACE T2 T& ARIFS TR 0% J92F 8 TRFFe! 4 ey fver wifng |

@I FAFST/FA G2 AN (TFHG2 FPTHER R T2 420 FACO AT N |

(TF5 FTOE GR AT IR (RISR & TG AHPT FOS PSS ex o1 0 A0S
I [ P Reod Wity did e aaR 8 I =T S (FC TS AR 91 | FHAWE A
FWFS (TFEA SO AR A5 T TquSTS S PR T Fl [ 1 |

TG/ ATH PGP MG (THGA FATHIF ST *#G FIRIF A (PIF QA T, Afallfe, qporrgas
31, Sreifeeee Fhw, Aeiarod A Tee 7 AL AR (@ THEH &4%S, (Tl (WA 8
e AR V| THC TG & Go© AP OF [Fa SO FQAF T 9G] TSN ST
Y A= FACS AR |

AfEre @ @6 = NG © Meam T /AR TABes R TRREE Taoacs 2-ET
AT e GATe 207 1 FAN T IR G AEER ARCE W T T el =i
W] B = O] 2 S O WG TS 207 Uk it Fhovel fite =03 |

T (BN 0T T T G HIPACS S TR AT ACE (T (R IRY] SN A O ARG
(©FG FATOE/AGA TS qgE Tead e FIw/emEd vifigere fed e wizfG/AfaEe
SRFAICER W IR e 207 |

-3 AT, FHRCG @ AW 5727 (Email Service, Internet and SIM use):

Teae wrel e, MHT Afov 8 fema et Bidom 8 THEGT TME aWiF 8 Fe @A T
A G PAR -T2 S, FTHRCAD @ AN AR (A | TF QPR JIRCE (G Rfeife
T SR*1E (N HoI0o =

I ¢ MG R4 Toael o S T/ MRIGATE TIe My T-Ta2e e,
TR0 @ N &AW T |

Ted qq T T IR I AR q 36T T3 A, TR ¢ AW KRR F4l
TR SRS SR TS TRHF© T 6 R 6 TRl foyer wifieg 0o 20 |

SRR B-TNZ ANGH, FHRCAG '8 I TP SEORI PIeer HI-E FACS A |

TR0 JREIAR AN 79 o1 [Ror 3w ¢ g 1R 3@ 33 W S@dl f{vre w63

M f
@g’( Levda
ChaerIlaxN Secretary
UTTA UTTARAN

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



YO R.G

oW

Jyo.R.A4

JoR.b

0B

FAC T TP FTIACAD € N OIF FAROIRGNE {1 SHOTS SN PR e 40l A0S 1 |

Tegd 7 [T 3003 W) SR IT ZTT TG N GIT I (DI PR 3-CN2ST GFST R
SR AIRE YFACS AR 1 |

TEH/2ATE TG Ave F-NEA MeA, TR IIRE A (P GHeeR e, I =N,
AfEFT FG, SRS ST AT LTI T (T, (FI LT AGANSS N[ SASF BlSr F[
I 0 | AT @A N (@I G Ao AT DA (AT T FCTD A1 I A1 |

Ffers s FHfoa T2 GFITT Trs AEPRE Bda «ir THT werkyl, @IF efeyE A
FIfeTs (@0 4 =0 O Sl Tearod 2-1N2e @ech (uttaran.dhaka@gmail.com) @3et
JACO (T |

T/ TF AW Z-TNRS S, THREE 8 I IRRT 0 NGO IR TR AZI
TR R YRR (@ 7RICY SES 20 O T8 WRMIRNg T& It 72 IO T R 9
R0 Teae AT TR JIGT Ao AT JE &R FACS AR |

30.3.50 TGHI/2FH TGS QWG N GIRITFIAT SR RIS T+ T HRIH IRIF TS | 4G TTIEACS '8

A A e TR =R B = o 7 e ©oF Wi e =0T @R SR FhosEe fre =09 |

50.2.5> IM (FF IR T TSI HIPACS NF I 7 ACFA (T (FCG IRF[ SFC AT O SHRCA 8

e SrFe SIRER T/ FteR wiiigale J5fes et Ry e =3 |

30,253 X G (07 TTIRCG ¢ F1ay o) 200 #A1ea A1 Taael exipie w9 fyfae T =0 |

(Tepes” fzu.-m

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

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


mailto:uttaran.dhaka@gmail.com

RS 382 (Vehicle Management)

JRIRA I Aob Teae @ fTers uRR Aol IRY T ANE AFFIR e AARCTA (FI, TR,
(G ARCHT, AT AZC) (G2 QTAST 2(J | (NG AP FIGAT FIZFFA TR R TRAG TS
TR IO, [IRAPET CAGH AIAHCET AL [ @ (LG G A AP | FGACH AT oS
FIo© SRR AR 8 (WG AT FheTo Fee G Fal 71 weet Frreiiize w4 =7 | Tiere Fra
(GF ECF SO JIRICE (FC@ TGI IF G5 SR IR T 2P [Fete e =g | &6 I
SIS ST (BT AP G O B ORET O =Pi o w¢a fdifre Bravr sAfaey Face
TR | ARG wRmig e

.S IR &t Reri(Clasification of vehicle):
3.8 et

9.5.%  (NGMIRE

3.5.9 IR

TR 8 TR G TIPS T+ IR el 7 F7fg f2oiieq feafbe =9 |

3.3 NS g (Vehicle Management):

55355 8 IIREEA(Vehicle user): IR Rpe AN gz F@w | ARDETSs Foiee @

3.5.5.% el FpRrem (Vehicle Requisition): *1f% “Nea@ &y g =% (A0F 2+ [@ris [z
FACS (A | TEI GF MG KPR T T (FE-32) @ TeJS 0 T |

$5.3.5. RFRIEHTT7 FACIC &= [T (AT TR TS J(A |

5.5.0.8 M JIAET RIRET T IRASI [ IR GBS APACI FICg &l e A&z

95.5.3.¢ 8T RIEEHTH 77 FAT FACAG =Gl ST S S Tore [T ST OISl A 41 =9 1 |
QRS Ko e RPRIEHITea S+ RIS F0o A |

3.5.5.% =% 38 (Logbook): T8IF GRer s @17 32 921 A& | 8T JI2LHE T IR GF
FAE G A FACE |

$5.3.5.4 TEad «F 7 PR e BifeTo TFARCAT G T4 IR FICTA 27 (AP Gl TR IS |
GRS (S5 TR I AL GRS o171 I20 (S0~ 7403 | I92a T o171 380 A
PRI | (ST I TR TRIFA S J(A |

3.3.5.b TR RTeT Tr2esl TSI (SPIZS!/TRIGS f[th) AfRGESe SrEfoa Jfers Fiee A8t JIEd
FACO A | GUHCD NG IIRALTS (T Wi A IACS TS |

33.3.5.5 IO ISR Freria (IGTE=, I-I ,ZPHCE) 3] TR AAFCEH ACS (A |

53.5.5.50 ST IR C¥ITT ST ATCACET [T BT AACS (A |

55.5.5.5% TS SobH #ITH ST ARICHA L@ AT Neame fce =CT |

9.3.5.0% TSR fSH A - 90 FCAMBIER Ty AT AFCS 207 |

35.5.3.59 ¢oo FEIRGR GIET 77 A8t AfSFR Fare 207 |

$5.5.3.58 ERR GIRSR W oo FrHieia (F-3F, 30,01 MM ReCRs ,GIRfeR #AZEPT) W et 5
GR &y JifeS 0T IM (9 2T ©f GIRORICS =7 PO 2 |

$3.5.5.5¢ TG G “ATGT AW LG TG =T YIGA GO ©f TG0 FHAF SW@ FI(5 FIGA ST ST
A | oS IR RCAT TG et st ] |

G%’?g?,( St { Levda
UTTARAN it (P
House Ne-32, (1% Floor) Road No-10/A House No-32, (1% Fieor) Road No-10/A
Dhanmondi RI/A, Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka-1209, Bangladesh



».y  @fg==(Registration):

AT 05, TEIT «F I MGl @ GF AIECHF JRA* @E FrEweas & (Rem.fb.9) o3 s @feng==
ot =@ | @@ & (@1 A8t T (5T AR AV AT ACF T |

R 0X, AT @fEE afewz Tzer Y e .95« 1 TR IS I IR (0 517 47 201 |

=T oo, R.o.6.@7 Adifts fF 7eme afmm e 5133 e @ISE= g T4 2 |

[l 08. (@fENg* e I @ GbeTor (A (A, TR KRG 97 SO FEATHT AL WA
AT TE FHAT ©f fifie T QR ATAE T TOMIRET AN TS TS+ Al IR
7 @7 FAF |

gl o¢. e f5.a Fgs fdifers swem weey 8T A1 (M6 MR @G T w41 2 |

gl ov. Ro.fB.q Fea Mdifte swres 18t 91 (67 e eHer wfeg=w fdifre F aweds
TR A=A |

QT 0q. FEFRA (NHIA ARG &l AMET SRR ACTTE FACS (A |

».9 @5 9 3F (Rent-A-car):

.93 Tead 7 Koy aFed Tral IICeR LTS e J9=F T4 AF | GRS eFgef eEfemtag
FACAG FARLO(CI #7 FCa TS [FRRer=i PG “DETFT S ACATTE (0 @ FIF JIR 4l
I | SRSl YR SFCHI (FC@ MG ARCI &) AW (T 2AfAReaa Sqeame @R
[IEE T A | &S FIETSR IZE G S VR T AN (ST AT F00 20 |

.03 &fSfl @5 @ T T R IR FACS TF IR JIRIFRNF I AFCS J |

.90 @ O I AJRCON N2 /&A1ZTSE (4T 8 F4RT) YT ©IoR ¢ foFel AT |

3.8  WoT M= (Motorcycle):
$3.8.5 B MIAICER ITOR e @Iy FCFIF TF @ NI AL |
.8.3  WoF ARFA JAZRFAE (A 77 T34 GI2feR T AFCS 2 | Grafer AREH Q@ T8 SRt

I
$.8.0 W6 IR @GEH, PP, GRfer T3e™ e wiktyg FRrm e =@ @< ¢
ST AW RGIM G I2 FAA |

5.8.8 BT UF GIRON R @I TOAFE FEMRR (FC6 IR FACO F(J GR TR AIRIER
Y @SS 8 T[T, GIRfeR FREM 2971w Aiewr=i@ e A4 TJ |

33.8.¢ TIREPA (S 7)) o AIZ=0 eIl foey MRy = @ AR sifavzs
I |

3.8,  TOPIRPED F] I F LY AF &y IR 7] 0 =07 |

5.8.4 BT ABCFT TR (I SRAT (@ o NS 2= J@eE o ey <76 © (Fo7) ™ ey
7 FACO A1 AFE | ARG TRY[ OF (T A1 TRYF IR ST ANGH[ (AF ©F TR FAC©
AR |

.80 ATTIF AN 4-F FAGLA WCF TS (10T NoF AICF ST AR |

.85 IS (T F& A6 AT GIT F4l AT N GR (T ATFCOL FGATHT AL RGN 15
T TWEH el I |

$3.8.50 AICE TPl R FGACH WIA(S HTHTH &) FIOCP N0 MG (WS ITACTT &) TWIed
1A |

5.8 TRFIRF (faSIy 21F) tafers =t I IR =79 FACO = | W7 (*I0F 70 20 ¥ *=
T 0O 2T | 77 20T 6 (OILF F© FI0E (OF (RS T OIF TG A T M I AFCS
2(q | o1 Szl S Ao (A |

5.8.5% W 9 s fofere @ = 3T O WPICH (o1 ¢ WReeR 476 (T @ ©ISoR (e
ACATTF) THA =T AT | OCF 22 AP NN S IS5 HOer T 1 |

$3.8.59 HHNEE IRFRAM &S T 64 AR SR FEINGR GRI HIRE 8 I FHero
TR ST (FRYF -d0) TR Ty 27064 271 (Monthly Bill) @ A 7y FA0S 2(J |

(Fops $tovda
Cha“";{:N Secretary
UTTA UTTARAN

House Ne-32, (1 Floor) Road Ne-10/A House No-32, (1% Fieor) Road No-10/A
Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Diaka- 1208, Bangladesh



$5.8.58 THITECE (MG 4FG S =T FA | OCF d00/- (GF*10) BIFA (T LA ATAGITST (AT
AT SGATTH IACL WG ACATH S FACO J(A |

$5.8.5¢ W5 AIR(IC G2 GCAF (@ LT (FFFIR) I=7 F40 A 7 |

55.8.5Y TGIAIRIE ARSI T 8o-¢o [FEMNGE @7 W4y AN ARFCS T(A |

5.8, f@SIT 1% (IRFFET) *IS A THOT SEPTol 8 SpTeFe! AR e T+ AT 7F AR 7

%Y FACS AR |
33.8.5b PG AW N e @SR #TFa T6 FRLPCETH N TAEG (2 O F0 = 57 T (Pl QS 64
AR (o o AR |

$5.8.95 W6 AR GIEFdAr (fASIT 77%F) 5Ipat (AF SRS T AT SIFRPITS =T AT &g 19 =
ST O FREE THBIR o4 MR FEIHCP (T T A4y AT |

$5.8.20 T *$ o *T AR7F RO 2177 2J |

33.8.8 TG YA (@ (T ¥ ARIS ¢ #fFET T FO! IRITF I |

$5.8.3% TTRACIT e S0 GG I(F @IGEE APCI G ST AoF AP LOCID #1197 AP |

$5.8.20 W6F AR IAR@ GRTAI (SR CFC@ 2fSFIGIE FToT ¢o RREAIMNGR A FAT A=A =0T R
UG -7 AFCHA WO GO N A7 AFCS =F | ¢o FERGIET I A9 I oS
G 4F5 ST 27 FACE 1 | O HroGT (G ARG S TS &CF | 67 ANDEE

0T S fEfefiie 515 atareT 269 |
$5.8.38 WBF AIRCICH G @ THe-TIH0:
50 =T Yo fHEINGR
vo/eo BT 8-V I-J ¢o fFEINGR
Q-3o IZF 8¢ fFERGE
3-9© &7 Yo fHEINGR
Yoo o7 8-V g ¢o fFETfoR
Q-3o I 8¢ fFEnfo™
3-9 IRF ¢e FERoE
sSo AT 8-Y I=F ¢o FETfNoR
q-30 329 8o fFeeTfe™
s3¢ Bt 5-9 IF ¢o FETeR
8-Y I=F 8¢ fFemfo™
q-30 29 8o fFeeTfGR

3.8.3¢ TOPFNRICT GEIA @ THACIH:

5.8.3¢.5 &FF TS (AN 67 AR(FA VY@ LA [NEG2 FRACS AR | SUFRe 76 z@ed F41
At | AGFRCE faIeR niftg I |

53.8.3¢.% AN O oo fFEfE 2o N 2IfqST FACS 20T R 2RISICS d00 Fefe 2o N ~ifzqse
TS A |

55.8.3¢.9 2= Sooo N3 2 ARSI o Fefily/a%T @ s AreTe =03 |

$5.8.3¢.8 A TZCETE AN & N6 MICHE AFSHAN 8o - ¢o Fefg/qBT N4y AATS 2 |

$3.8.2¢.¢ AFSMIRT 1928 SR*12 ATorFve 7V FACO 2(J |

$9.8.3¢.Y FRR YR (FY JIGCHA NGNS HTATF (S=TA oy AR T 2(J |

$3.8.3¢.9 NOF AT GARD RGO (XIS T GIRIAFEI 708 OCF FGATH S AT |

$5.8.3% W Ty sEw Wou HEH WA AT I WG = &fe Wor sl ¢rviem Woa

IR (5P-S1% 41 |
$5.8.29 WOF M WY ©FT AR & 67 AIRCP 0 (B FAGIET VLT THOT FARSIREIR W04
AR ORY] OIHAF S (5P FAI |

33.8.30 &f® Sooo THEfE oiF WeT Ao WaR wooo T filg #i7 BT B3e MTOPR FATO 2T |
53.8.30 TV CF(@ S¢o BT IBIT I T2 WISI-ALY[, A2TST A AT ArH AFCS 2 |

e fldé’lﬂ_

Chairman

UTTAR_AN Secretary
it T TR
Dhanmondi KA. Dhu-1209,Baogdes Dhanmondi R/A. Dhaka- 1209, Bangladesh



$3.8.90  WCINR(F U7 SY, VPR, oPNECT G TR ©nHfd Tojin Tead g =T [er
ARG A |

$5.8.05 T TGS JIRCACT (M NGl = $efzel 25 fo Ao Wexy e Nerwea e o4 |

5.8.0% WO G BIFICAR TR (NIRRT (I 4= i |

$3.8.00  WBF NI HIFTE AW (FI GIOA GOIT AR G PGS (1 o7zl re =31 of o3 AR
PRIF(S J27 IACO A |

$5.8.98  6F LI @ oS I (F-IF, 2ICA) I27, (NG JIR 1 T IR Grefer o oy
SifF +fferl T (I A6 MECF HIERCS G FCH S A0 HZCI HIFTRCS 27 PACS B |

5.8.0¢ oA ARICET TH@ 2FF e Jr@, NEE@ R AW 4T P [or Fed it
APCE ST SRR L 1 207 |

$.8.0v  JRARE (Bi-cycle):

5.8.00.% FIER LR & JI2-ARCT PR 61 MIRCG T GBI ACS AR |

.8.00.2 M M farem =6 e v @/ =@/ T8 = o foe wifttg e 8@ oo™
T e ee =4 |

$3.8.00.0 TTANCST (F(G THOT FGCHFA WG WIS (N5 S SO (A |

$5.8.00.8 TFAI ATAECH 20 HIFT 2N (TS 4F5 F (@CS 2T |

$3.8.00.¢ YOUIT GG T i AFCe 2T YR F18 (IS 12 AP HIZE IS
I |

$5.8.00.b 2o 5 IRF 2T 1L AILHT AMSPR FACO© T(A |

o . oin

U%PI?ARAN U%E.IEKRAN
House Ne-32, (1% Floor) Road Ne-10/A House No-32, (1% Fieor) Road No-10/A

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



3D

3R

R

.8

SYRIE: 9
Ficed TR (Performance Appraisal)

e TR (Performance Appraisal):

RGNS FHRA S SFRCTA JNSAR | TRGF o7 '@ TTorely G I PO PR G0 $F gl

SRR AT 0 | FHWE IGF FHRCTR T SR SR, T, (ool e, FS5fr

¢ ST 3T B ST FRETHMCRT FS G WOl I T 7T | A PFHRCT A= F oy

T FICAR MO PICER gy ARSI 8 = | FHRCT LG FAF PG T A0S ABIR FCH

AT, “taigie eI AmRate, e WMo R 78 et biee s wvel Ifam

TSI @7 FAIR G YT TCHT | IO JEBIRCAR WL~

PR ICGT FHRCAT T STl 21 &9 (T ¢ B ATl W@ il Irifsd v sAfpgrama

fdifee w@ifs e Tow T wwel, SRR, WARE, IS, AREFS! 8 AT

FEETHAMCAR T (7 QT OE] AH12 FCH OItF AR ARS8 W ¢ 0% (O | GF T¢I~

D ARSI R R N NS AT GO T

»  ofoBM qR IR Ty AR fon fefere Ffers T e Fa Fcem serifen FF
OIS TS Al

IR FSS AFCETI FHR @ O AP emie

»  offop FEE FeR affs [ qiEel (i 73 o7 v e gz o

v e afeerfeie e afsfre

R e R REaeeR T SRR e o

FHEESEr $6: (Performance Appraisal Committee)

M e FHRC & 2P Rofeer efef iy, ke e e ¢ Mo i Fa JrmeReca
T GG TR SR 207 T TR | TGHSNI (TR 7 oo FHFS[ 8 W[ T FAHA
PHRCT G DTS, TGP, TR WICAG 8 =P [oreas efsfy s s 9o Fhrw
G AP |

TFURCR W=if3: (Performance Evaluation System)
I A FOPECA] QAT SALFR 20O Z(F @N:

M Celq

IRAGT IFHTE TR Al

e azeer =fer

fawar @ Rowerer

ARAST el

CITCAT G0 o

LEEEN)

e azad el

FRETOIFTS WO

. (G NS (T 5o
Jlee @fs wEfer, nikigele ¢ AoeTel |

FURE “afeq Towaei(Materials of Evaluation Method)
PG ARIEA: G2 SR GG P IR SR PARSIRTR TR e q20ad wPros 27 i 6 Fer
P IR FoIT ©f T4 703 ©f €70 907 | 92 v RS «afs qa S7sqe 792R 41 T03-

S AGgs A A28 Y

3.8, e R I MifgrRs wifere

ATOTT FAAR AP PAARTIGA AP @A O I, PG STy, TG, “wfs /2fewm @
GG TR AR |

Sraey fdiaet: etore e 1 SICeR AL +T% Weed [ER0 Tiged Wk 4 | 9 =Ty
e feaafs =0 speiE, sy fafas «de Aty |

(Tepes” {zc.aéﬂ_

U’(1:"":‘15‘11‘\R‘"‘N U'?'FI‘C:RA!N
House Ne-32, (1% Floor) Road Ne-10/A House No-32, (1% Fisor) Road No-10/A

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



3283 e Ffamg:

nR.e

R

RA4

TSI FH O FIS ACHT (R & I P00 A6 o7 % SAegel Cofy Fa0q 1 ©oF
Tera N0 o fce 29 |

PG AHFTFA GR JIGHA:
ARFCT JIGHAT G065 e ©1% FHE IR 8 WG ~FF TR Iz OF TGRITHE
ST FACI | U T AT o7 el TR 7ol Face 203~

F. OIS W foewser
e e o 3 i = I e AETHER TGN A STqeoR IR TP GRS
AT T, TP alf*rper G FNT = I SR AL 7l |

Y. fafire cmircars
AR Efire 2 SmME s w4 g SR Ond SQRURTRT IR (A e FF T
Mo @ e #Ae3 |

elfes e

A GRS ARSIIENEE T DS DI (5 T4 Tex AfeS Toee T 209 | @2 @
7 R SACeTfos 203 Clatet ==1- e w5 s ¢ w3 e Sl oF Fiees s
JICeR TR o[y oo 3701 iAo TRe T (RYE-30) IRRE I @ FURE I RS |
TEEHE T o A o N7 ows AFAT Q4R G (6 (96 A0S 20A |

W‘f‘mﬂ:

GG T 20T Q07 TRAFO S RO e I FHRA S =7 | 9 TR A
75 Gl 2te@ Tt (ATeiR (581 ¢ | U0 2o RS G @oPrs o 7o @F I=ed ¢ [ wfers
Tz 3R oG = Sfqarre TR Saaced sy WK < 6 omrw 929 $90% 209 |

PO G TSR 7w E FHRN eforame T S0 2 | G @ 751 47 g
AR CTeT - St fHdifee o797 MR, @ 207a ARQRE IR 96w, I SqACTE & 6 &
TN @GR AERT @ FH @R FHRASIRE & G- @ AHF T I | Q4T o8 @ Rzt
SRS TS (A GIfG 2T FHRCT EATPFs 47 qwr effsfb e = |

WWW

@ g oI

> WWWW%WAPA(Annual et foml/ | afoded s¢
Performance Apprisal) ¥ @ 5 (Mg a2 TR &P o

X | APA Tl S 7T Siee TR GR ©f R Afod=a vo
HAROIZETIIR FICR &l (AT SR

o | B FIC AL WEHR NG JATOZSE T3 TREE T qR | afed=d o
RRUERS EMIESIECIE [&EE]

8 | R8I NN/ e fretel of &=l (aal FoROIREH 2foq=T 20
o™z

¢ | T IR A PAR PR Afoane (o 41 [T/ 2fsq=d wo
et o | frma

Y | B T G B0z APA 3 R[Tel 1 (ofieg o e | ST/ 2fsq=a wo

(TR PIRCT ©f TRFHe e o | i@ ey

I T SR FAFST IR SR T TEI G T IRG A1 &0 APV Fa071 o& e & g
IR TR Tl FAC0 204 | GRGT e I (@1 8 T @ &g IATF FTHRCTE ATAEH 0T 60
S 341 A |

@g’( §1¢¢-

Chairman Secretary

UTTARAN UTTARAN

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



N TR WAeETd &y e fea=an: (Directives for Line Manager/Supervisor)

T, TRTS A5 FACE FHRN FAT TR YA/ JARTSREIME ARG | 2P o sga
afsfB for!, TEAT 8 ooy SFET TG I FURCER N7 TS TBRea=ar (2ol
A |

4, S SR =0e =@ Y, IR, FRTeF GRR FRE6T @FTS | (FE FRR ACE A RATE W @5
@ wpTey S fofers S IR S 2T OF @8 SRR ¢ SiAfeP SIbaeed T
AT FACO (A | @] LR ST WHKC G IREE e feprm e g S
TG T A |

A PR WY @8 7 @ R S AAiEe/ Ao =0 [RIAT OR (0 AT A P |

9. I PR I GGG A2 T e 7 FRR T4 5P G2 o A |

6. R AR/ TSI OF FAW B[S TS 2FSA6H WA W *RITABAT T TS
F(E PR ST IS ARG Y 8 TSI T FACS 21T |

5. VE e Kha FR00 T IR TGO G2 T ool B TS TRy 7T AT
MECIE (Sl

7. FEE SR TrEfie NG ¢ FEEE WEE PN WG (R[S ¢ @i A Ty
(@R TERFTS RUSRerR Soaeey @2 SR SPs 24 |

. @ Ja A Ammglen Al ST TR fsram Gk R|wPF© IACEH AL o
20O (F | G o8 S (@ IAAL TG T NS (T A QN O A (T Y (A
M 1 2 |

A, I o IRE @ T TS AR 2w TN @ IS FFe F 73 | (Fiie
eRAT @/ AT e/ Reaest awel/ef e Fepifer) |

Q. O PHRE I PIE TR (BT @N: W6, FIeers o1, Ty, vigeft, s 9
VTS JETPS FERF I |

Ny FIER FORCHE &F: (Performance Appraisal Format)

TG TGP FA© F0N P foEfire @@ WG FAG FHET TS 2 | FANGCS WY Koy

AR @ST =TZ WIS, B (087, TG A5 AT, TS0 /RN @i, NFPT=w /=177

e @R AfBETE TEF TATY BT 27 FA0© A | (FRYS-58)

95T Feff¥e @ Tead FeritH Eife TN (PAF) I AR I PHRA FICS I | S

CFE @AAN FAE AW ARTSCT (R FARSIRE/EN Wewes @3 Resgery S Fmre

Afetama Toftl FAE | TOIT FAM FICGT FHRT TN INRASE 79 A (Wéifre wifieds qoay

NPT/ AT ReTeel &1 TS 209 | NP/ 2P o ©f S IR0 IRTF T |

SRS @07 I, AT A, ACAIHS 2N RIS (Pl =T Y TRIF AT TR

Af SRR T IRCFA AT/ Aifgee Jyfeq Squame e =@ | FHRe eforamd oy @ 71

G 7 20F O fmF:

(A I ACROT BT ANGT (T

» I A MR @ AR @ pfefefes (e fMRfie aik wifktgd ¢F@ &H
AT TS =T

»  offermel BifRAl Ao g3k T SR ARTEAT 2oRTR (@

" IO 8 SRS A PG SrRAe T TR TS AR

@O e, AT, TS W THRA, AOR Il 8 e Beree I *MewA e fofe
T Fe Fa

v A ¢ W] SR (A bfEe T GR FEAHCS ARTHA A AR FAA

AR eIt U8 RISl 9Fe FACP AN OF I3+ Pt fbfee Fare A=Ry I (ol
vEeTel FIbea Baros [ Sfimst Aed | e efferane «3fo 7kfFFre ke S0 tof 303 eI
I ¢ S FPAROIRNER TH 4= FACO TJ IR (1R AfStava & T FIES TR0 TRATCER 7

HT FAF G i e 209 |
W f Leovda
Chairman Secretary
UTTARAN UTTARAN
House Ne-32, (1% Floor) Road No-10/A House No-32, (1% Fleor) Road Ne-10/A

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



Yo AtAFS (Promotion):
AT @1 T Wit e [eafoe 2 71 | TeEemseld for I=a 7w bigat Feee fafie s e
AT AAHST & CIB T @S A | Q@9 I TATS A oo fefers Amms A |

3.3 “Wiwfs (Demotion):
@ I TR FGF/FHEN I TGS PGP [GCAD© 20T =T (Fl B A0 Twael @ fozica
Afolfg FTe T T FEF TGP AR PIAN WHICT (IO A1 O *I1fe A Mo o e |

IR} WA “AfFT$T (Change of Designation):

o I, ~AaTe Ao vIwne Fa 2mal RS a1 A |

Tpes” {uam

Ugyraf‘anRAN U%‘;I‘CKMRAN
House Ne-32, (1 Floor) Road No-10/A House No-32, (15 Fleor) Road No-1W/A
Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka-1209, Bangladesh



IR 0
I qwier (Staff Transfer)

SR YA ARG @ (FIF FACE TS I B @ G B ogRarwsa g fefers
P o AR A1 PO Ml FA0e RS | AWHRS, WReg AR A1 97 @ FRee Wl 20
AT | (I TR FACE U] SR T 7% A4S A @ 92 W @ (FIFSF2 OF FES GRS [91%
N |

30 MR NS

>0.5.5 W S emicTa e S Tg B/ TG HIRTg Fom/ ARSI AT Mo FACS 2 |
305, I TES GFAPT SATH FACF AT TR T SRS FACO XA |

$9.5.0 *Ee] ST MICH e REG @ (1 I ST 41 A |

30.5.8 TP B (07 ©o] ARTES An W fNdife 29 |

0.3 e e (Need of Transfer)
@R FIRCT TR LS 20O ATR:

o AW ST Ty
o @ I ST TR ATAE (WoITS
° WWWW
o IRYIKIT FACAR Gy
o AfSHTTT T
o FF AR (AfFCS
o TEACEA Praiten @fFre
o T B IR
o WS T

yo.0 R afesm: (Procedures of Transfer)

39,05 (FIF FICH IV SCAG =T AT (1 @551/ Rer fre e 2t e e ffis
G T(J |

39,93 P o WRE g/ om @7 A AEvaR fofers Prale aze F41 |

»9.9.9 “ffEfex Tox fofe B et MR Tox AR MILASR IR 4T FIAG AL TG ALGTT 20O
T |

59.9.8 T e ey/2es g4t Tfed fofere «ar AfMBETRT Tqume ACATE P o 73
A TG FE, M, @A SIfTL @R (@ FICAN TTard 715 Wl v/ fofS e e |
@ FAE FAGT (AF o TG 70 IFel FAET CIUHCG 9 I-M Q177 446 [{E51 I @S
SATCH, L *EET SO BT (T FACP I Pl Z0 TS TPIN TN I 7 (P <46 AT 7 |
(@S @ AT ARESR (FC@ SR TGO NS PR FACS =0 | Wferd Siewe=ra/fofda
G5 B 4T ST, o1 o «ae T GETS T80 TR T (2F9 FA0S 207 |

39.9.¢ GF IAER (A A IR A1 9F ol (@ =@ [eons wir S =B Sfrem nikgere 3,
mferg B Wifng TWeT 2T, (@O @ Z67 O TS BIee@, 2*P [Pt o1 |

30,00 ZHPE O per el B awe 0, drEme FRE e FIRER FReAE@d TGt 2@e
A |

39,99 IFL SFET AGA MR CHE B MG TV Qb (@7 T |

(Tepes” fzc.cdﬂ_

T e
House Ne-32, (1% Floor) Road No-10/A House No-32, (1% Fieor) Road No-10/A

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



290.8

A wiftg s (Interim Positions/Assignment)

FLAT FAEAT @ IACE SFoF A ARSI ARG aW T4 7o A1 | [WWe e &y @
wiftrga B e fRorr emm Fa7 1 3 e wiftg w3k e TR o0 FRE @ A =6
S AT S (FOF 2T TN ZCF 7 | Thod A FACS AP ARG (TS IRIF AREH IR G52
e S TFCT A M A T | G0T [WWE N A Vel FEAT GIo R
ST/t AT TR LT QAT T @R WS LG BIEAT SRS (Sey (Fed) @
FCF TF FA AW 0 W A SF O 7T 2 (T IS 1A |

@3&7’( f Levda
U'(I:"E‘l‘af"ﬂ:"-i‘*N U'f*'frcf:RA!N
House Ne-32, (1 Floor) Road No-10/A House No-32, (15 Fleor) Road No-1W/A
Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi R/A. Dhaka- 1208, Bangladesh



I: B
e i@ (Grievances Resolution)

TG G T PR FACHCE O (I WS ARBCT O S TS AR R FSF (37 WA
ferife T |

8.

M8

0B.RD

MR

d8.R.\9

28.R.8

BR.C

sferar: (Grievances)

@ I I A FEF @ o TN Iwea7 FeR 20 IR OF SR #Aews 2R R ©OF
JICEG *[S ©F R O o OF FrAROIREIER A [T e Wb S | AR AR
fZ® *MeFA AT @ T PR TEFETS N 71 & O [Weiie Sy freife Fars =3 |

sferar eférr: (Grievances Procedures)

(I ST AP TR GLTH ©F SR #AIET NCASR/ RIS SHOH G TG A |

R AG ST Q=AY T e a5 20 swief¥® +5f @ sferamft e e enew Jera
R |

et @2 s’irme fife a1 2= a3 [aafs - Fr SU#T F9Ew | AfReEs Tead @
S g AT @ exmia [REw rore nikg re e e ki @R fbw e e
ST S |

W R R e Wy e 1wl s wwre w9 | kv sferer ey
AT SIE 70T ovE 5 207 A | SO Q=TRS¢ T W IF oV G T
A, AR oS e W[ FRCS ASHEFIRCS AR FAA |

SSMFIST ©IF A @ Sifaaog Ffeed e (o F07 |

8.3.Y @ Y[ (FIF (@ FASCA [CIB FACS 147 4 |

8.4

8.9

8.9

38.9.%

8.8

98.8.5
38.8.R

Fe @2 T [fee A @ Sfewrt F=ife efem Spre F97 T o7 [Fta @ 97 <BR
AT

¢35 @ TAIf: (Discrimination and Harassment)

ool @7 2fsfde s SEIEh @M FAL (TR R 4FF) IEF TN WA T (1 8 51
AT FACS I A, LI TS AR 1, TSR 1 708 AR 1, FwaAifog Fa0s AR 91
@R forer ARBER e Fre «iRE 911 @ = I =ifE @y ek | @ @@ cra e g
@ (PN 96 RGO T

ARG Sre=y I F FHFST/FA IF A 7 T AR QWi F0 61 S <707 7
w3 @ S *N1fe eme S e G @ ZZ@I 0T 1l 2F |

o TPl R TP AN @ IR e TR @ Lo o 9N @FF AR T A

I @ TR T IJY:

WP U @ TR (I To] TH0T TG “AfEETS GG S G 42 (A |

AT TCABT (AT AR TR @, WeTs, AP, ATy, MATFe afeddl, a3oazfe/ a3en
AGFEVE & Tead Aol AR (7w ¢ wHif [ave IR o[gF) Wve @ | e
ST ef S (Aree 2bfeTe W3 ¢ Tea «g Sbee Y SepEe e |

(Tepes” {zc.aéﬂ_

U’(1:"":‘15‘11‘\R‘"‘N U'?'FI‘C:RA!N
House Ne-32, (1% Floor) Road Ne-10/A House No-32, (1% Fisor) Road No-10/A

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



HI: AT
wi5ae R[fgEr (Code of Conduct)

TG G FIEGIS o, AGE @ o9 a9 0% Teael 7 v fefafs svaefafy @ sace
TR IR GTOTT FACP G FHRFS G0 (AREIa T Fa00 *(J A ©F I ¥4 (Personal File) - @
TeAFFS AR

3¢S T FACAACE TG IR FIGA ANONET IARLSICT (N B0 T G MO SCH (I 2
(AT T FTCNR 2T TG TGS SRS PO XA |

3€.Y NILETSH AR FIPIEE FRIUT, (AT 25T W3 R TR M &S 76T T «wrare
FCS T | AT TS @F e TAFRCSN/(BICRTIA ARS NG T ASTEAT SRR T
T FACHE FIST FACS (A |

3¢9 TG FACE AL SABAC o, feafre arer, el FRTR a3 S SRR A =i @i
TR JER ALCS T | (IR AN SIF HRIICAR I TRGTTS A6 [5G (omfag I e =4 |

se.8 Tead «g g FRacs frema o fers Il @ @ wowd 7% ferd vere 209 | @R G100
(I GRCAR TOT IBCT/GTS J0T ACH AT TG FYAF(P RO P A |

3¢.¢ FETS THrar (1 I OV AEICE FITT I (@ JiE, 7 TAqT (BT 2eiiTs e
ARCI 1 ST FIGCF &I R R AW FACS AR T GR TSN 8 (@RI 374G, Jel-
AR, CRT IR TIRATST 79w T FACS A 1 |

3¢.v T [T T @ Ot JEsre W6 ¢ THF Tea uF IR RO OAd (oHTTS SRR (F1
2SI (TN I |

3¢.a TR ING @R WG *FNT AR ATCS AE @F (FF ToFEF, @ A N (@ Fq«r
A/ TATRCSIN/ EFCEETCR FICAT AN LETF Il ARFSE AWT-W FACS AR 7 |

Se.br TG GF M 8 FEECLR RIS G (FIF Gdm, FER, qAedrer, TRroapal, a6 &
wfew ARe T 1 eifesife taaxy Rt wie/four ax ifee s tot =1 A 1 |

Se.p IRAROR 8oy R (Zero tolerance) e S IR @ (& AT (T I /FAP 740 (F
wtafes vafe, WiH QI , ABW@R, THAM, FERT FAFC R STHLOR A (AT HIFar (AH
I 41 - |

€ .50 TFNCIR IR TGIT U (B OO € THRO[ (WG OFACE ACHS FAWA TH 3T TGRS AT T(A |

3¢.5 I S F& @ WIvAoR Ve =, 01, 4, Fhe, fr1, afsgang, AEs S@g, TRLFTY
IR VIR SACATB (LA (T (ITT T FAC RS 1 |

5¢.53 I GRIGEN IR JFETS TS KA ABR @I SNelEoar JREH! SRR “Ne i efewary
2T 20537 AFET FACAACE IAFLSICF (0 HFCS (A |

5.0 IRFTHH L[ S (FIF BT [P TR SHAM T TGS SIEFACA T2l 2 2o 21 @
@ e T AfSHIET AL (@I FLATSS ETEre AT FEG I G APCS A T IR G
frtm e SIS ABT AFCS A |

3¢.58 APeT TP @ (I AT ST FHCHACE SOOI G Tro T GR T RGN
8 TERIY ARG AR FH HCHO AT (S |

3€.5¢ FIFE A TN (@A ICH @I (AR TME 8 SYEAHREF AN oA, 27 8 o Heaurear
FARCE IO G FACO (I G R IOV N0 G 75l e |

S€.3 AT TCADIT 2B @ITY FRHT TP EHIE AFCS 2 | NG AGRPIA € W 2B A0
WFEE ¢ W FeTE TSI qR IR FPE Teomd! [erwe T3 ¢ freo Twa ¢ el
AT FHAICAF BT AFCS 20T |

5€.59 IR TSI I A6 &g M TFH FA00 TR GR IF 4 F7 = 9N @I g ST 756
WG F40 A |

S¢S (FF AN PO IR AP (I ACLANOD AR HCH So© ZO I 9 GR AGOF (&
Ao wee ffe, fifeet, @ Tonfire wwemes TS AR 91 | @32 AN G2 Trwreey Afsoiea

I 9T ARSI TRE@ (I 57 2 Fare T |
C(.i;ja&( { Levda
alrman Secretary
UTTARAN UTTARAN
House Ne-32, (1% Floor) Road No-10/A House No-32, (1% Fisor) Road No-10/A

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



3¢.55 FIE(F AT FTF FATT Y FAT AT OF AGST SECAT, @IF FoF IR ABE \-T, @ STy
Frece = T, IS 2fre a1, THE @ed 0, WY ¢, e I T @dier qr THA!
T o1 40, IR KK T TR =T 60 (71 Topifer 1 A 7

5¢.20 TGN @ FAHE T AW @ TPBT T 27 AT (FIF FICE 3% (A A 1 4R ST TRGE

FICEA (ARITST T T (A |

5.3 TR T (FIN TAMST THF NG TIET O SICHIF 7P FACS 20 | ST F T8I AP I O
AT ST @ I 2 R FA0 21703 1 |

€ .22 AR (T TIgoA &S WA Z0O T | THF P3| S (I PG (AT TI@OCo S TS AR
oill

3¢.R0Y FEF TS @ ¢ ST TR SIHE FAR INE IR WFY [0 Iz AbF 90
@ |

(Topet flc’.(:éﬂ_

U'(I:‘PraARAN U%?KRAN
House Ne-32, (1% Floor) Road No-10/A House No-32, (1% Fleor) Road No-10/A

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



YRR @
wifex=® <8 (Punishment Procedures)

Gl Tewee NG ard Fa I e S 96 ARG, JHeE, M ¢ AL AR Blees
s aifserfoas 22, STe AR G ARSI 7757 SeT SfRFT A |

TS GG T Trwrely =T IR IS AR, O Afed (A [z w4 771 | *Nifeers
Y O A Tv® @F G ACIE GFGH I (&2 e @6 [T FACS ACE GR TFo
IGAC T 4 AT (TS AR | (I R0 SIFIRS G &l T (G NS
eI Rl S G @ S RS | WAL WACSC O] AN G TR WA,
2T @ AT ARG Sitns Tl € WIRkg @R Fraie e S |

Sy ifeEe Iy = fofe ¢ (Disciplinary Action)
CI P SPABET T R SCH B (AT @i 20T @ S =117 @iy a1 =67 |

WY IHRICGE AFECeT 8 fofe 8
Y AFNS R AF ¢

.

<.

Y ST
P S[AATY

SV Y AL
fAxfefe Srefr =g weRceE fofe 3t [uafoe z=:

A g T A28 Y

TR I SPTRCAI ACATST=1e] B BT |

e S SPTAI6A SO FAFSICA SN[ 4l |

wificy fefes S[ezeT F |

ZFT AREO =1 N (ST (A0S S ¢ ST GIRN (<7 2eAF 5{r42 50T Ined)
RGOS TG G (P T 78 B |

T 1 (BT P P TG G A S FIC /(- (FI [ e Seo 2 |
TRIFS FNYCET WA |

eyl faren 2 4 |

STOJ € A O (A A |

SRR BT IHIY 8
faeferfie Sergef e ekt fofs 3t [wve = ;

S A g s s A28

SU.S (ATF SU.Sb T TG FCF SPIWIGIT FIC |

SR oL ArGPTS |

Teae G (Pl W piR/eferifs w47 |

@ e 1 AfSHE SFER (@1 FR4T (e [ g7 @2 |

T T2 W SAFRCSIA AVHICAR ACL TGS FACET R SANSP T TGS (e |
Teqel G A AT AN Aot I8 AT P |

FR (P G SR SRS FHPICT & T AN 78GR Fo ZC |
G I RN KRR FIe T8 263 I A FIOCF A F4 |

AR S STy 4 |

Teael @7 AL AT P o =T |

I I FEfEEET IR G T FRYF AN 78GR Fi6 FIC |

T8I 91 @ (1 ~IRIF CORT AT QM @R T TS AP |

o . oin

Chairman Secretary

UTTARAN UTTARAN

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



AL

NUACI
MO
MURUR)

w%: (Punishment)

SRR 430 SR U R0 *M17 =038
Y TS

oF NG

Y WS;

. feagoaa

Gl ST reael

ferfrs sTodImael
RIEIREIEER)

o G/ oomw W
AR BFHCTT g
Bl

g8 A A28y

B[O FAA VO WPOF 4 AN KRR ToAw SoTAfRIRS oY SRR CFea I (WA eifos 2= oF
fsfie “mfers =g we @ =03:

. LA A TS T ©f St F S 0 0 TREAAC G G5 Todael (Ao
YU IO (A |

. W ST e ofF @b TR T T Z0e [RIA AT @1 ooy 761 ©oF 7= KRGS
0 TF IS GO Towael (HIfo*" eWiF T4 & |

A PO TSR @G emied Re I I @ (I AR (IR AT W R FF @
S fPrm poTe g 9 FA |

YO IF N

@I I Rt wwed Wiy guifae ze1 Fafaie @ @i wee wids 263w |
P, MRS (A=

o, AR

A, BIFA O SRS A

9. DIPAI 0O ATONFTS PR AT

6. SRS MR RACS G 4l

FACE FIPABIY AR & AT (FIF AT LTS AT =1 -

2.8
.80

F. W T e ACREFERT 8 TR Ffe ST 2INewr ATATF @ ISR S0 R
ey Hew S0 WS HSPIFS TH Foye! ANS 27 |

4. Ofeye TR Se I MICT Wy IM IATL FACE 60 o frem SRS Sfewame e
AT T I |

. A ASWTR TSFTol AP ¢ A et |

9. (FF IS SPAP© FAR (F@ ARG TOe Frae aze F903 |

1% emicTR afs: (Procedures of Punishment)

S TYei:

I A 7T qW Teer @ qd Aoifg oy wafde =7 1 g weaef[iy SRRy swyiey SifexE
O [ U (PGPS WY RIS 2 CUFCG S*IE TS I AR WA FEF G5
SfSTarerg e Sea eI feite e Fa0s 203 | 4= o AfbreTe TRR¥Bw S |

o . oin

U%PI?ARAN U%E.IEKRAN
House Ne-32, (1% Floor) Road Ne-10/A House No-32, (1% Fieor) Road No-10/A

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



.8y WE:

SY.8.3.) ST oyl AGIITT & ARBEE TRMEE FAMT ACATE IR TF CAecs I,
e SR, 23r@ @2 NG a1 R s T yaewE wwer Abe F@ FEEE © T
3% us owe SR o Faea |

30.8.5 3P FAROREGR/FeF R wfewarisia, srem=ica/oncen =, ARk skRes, s
@S0 2w A, Fof W2 ove SR W 20O 2IRE =1 |

50.8.5.9 S8 IE SRBFEER 7 ove T wiege S Sfewieem JHia Fie &mie |

5Y.8.3.8 TS I IG7 ©v@ FA PRGSO &2 T | (@ IS OF IG5 (71 ZCI GTATT A
AHT FACE |

3Y.8.3.¢ I 0w TAre ST (TS ies S el FeTHel FACS 20T |

YY.8.3.b TWE FfG wnted @G TOR T F07 |

4.8.5.9 TOR SRR MBI AFFIOIR R SHIRR LTSI SIS Prer 38 fTaa ey 791y F0S |

.85 e TN @ (FIF TReig ST (FUTS 7T |

Su.83.5 MBI SETREIATS! T wvE X YFAfFFed Frare fre A= |

d.8.5.50 WoAI onte IR [Fra AR Sferm gufds &= sfege e se g Wy Sirger®

FTLCeR e e =23 |

SV.8.5.05 I DT FEF ©vie AfSraW ARDETE I ©ME (NI A 4 PN MACE Wy FRwSKg
TS 2(J | TS FA0H 751 AL AfSTINCR STSTP B A A |

S0.8.5.5% Ve AfStan SPIE q ftea Wy S5 e=ip o/ 2 oy dqe ArEaT <y
SRR Gy WIS e el S0 |

56.8.5.50 ARGETEA e il A= = 2P for pere Frae e one sfege S q e o
I |

SV.8.3.58 W2 AMCHCAT TG 2 ARDBES e [/ o A4 TR 7Y A= &
o eme T @R P e/ TR o (AER (F@) AFer q eAw Wog =i
AGCHA TS |

WBR  OHEIRIN AR FHARGII/ARE ITU® T3

V.83 (TN TN rra AfSwE TS 2(eT TWE SAIFIAN T LG 20 ©F Ffed 7T aag
A/ Y/FETF TARSE FERS PO ARCIN | qUHE (ISR @8 AR
FHTeFT (W o Wia @ =3 =71 |

M.8.3.8 IMREF FTeRa A FRCST FI(F ST 20 G O SISHF FHT 2(J |

Y0.8.2.0 T FAH AT FRARSFACR N (F3 T OIF ISR ARGEF AL SCAGAT FC &P
or @ e N7 Fa oite © Wi T IRT G |

Y.8.2.8 INRE FATOFI T ST ST ATST ArHY FA (66 OICF (FI IS WG AWIT I 2(J
711 fFifve wpfe Ifes gaaq ATy FRiResad T (FFSIR SR FET of7 F0
AT T |

Y.8.3.¢ TNRFOIT FHAROFI FRN @ AT T O (O €0 % AN | OWG (*ITT (AT e T Z¢eT
To P TN IR A0S I GR I OF AN FTS 99 7R ACE O o 9 e
T IR TS MR (T IR I o] W« FACO 2(7 |

.88 IR WA/

2.8.8. Sfege FAF [(Era SRife SRR fofere O OqRURE SitE FRAHTAT @I+ awiF FCa |

30.8.8.3 FREATAT @IS =2 St e AR |

3.8.8.9 IR (T feye ST 5 (AF S TR MANITS SoATH T BIS 2(A |

39.8.8.8 JRMTAT AT =7 ST ¥ TR awitad [difis ©ifd 8 T S Face 7 | R
T @GR TR (AR & e d Jox oq e 371 fite 204 |

5Y.8.8.¢ SF A LRI WSWITHT (F@ IR WA (5 ZTIR TR one 9 =S AT |

SRl flcaéﬂ_

Chairman
UTTARAN Secretary
House No-32, (1% Floor) Road No-1I0/A UTTARAN
Dhanmondi R/A. Dhaka-1209, Bangladesh House No-32, (1% Fleor) Road No-10/A

Dhanmondi R/A. Dhaka-1209, Bangladesh



W€

W€D
M.ER
.€.9
.8
MUNci(e

MRS
MURCISY

MUAURN]

MURCAV

v.Aq

TSI

Y TR < TR T P9 AW FACS TS |
TeRFAC TPIE TS S A |

TSR ARTS! *Nfeq A '@ T AR |

P AHICAT 8 GF T IR SNSRI FCECE TR P TS 27el FACS 2 |
MO g ST T FEe (&ifere 20 |

IfE FIFa/IBIT: (Action)

e AW (F@ ARGETS FAQ TR TG, IAT TOIS @ R o=y« =i ~ffefs
v e |

T A AT DA B ARBETCRR S ACACE T frerl/ wfHE SRfs/ Fger o
TING [ GPICT WG I |

@ T A WFCT @I o=, B, ST =@, S 31 S@y @ A Q= WP e
SR @ @ifor, ©ofy, sfermem, s ar o@ 5 e e @36 ST safre S e
RIEBR TR A FRARF NSO AT N Z-INRER M ABCAT T | @ TRGE T4
QAT T TS 2(A |

it qE At(Maintaining Confidentiality)
feffs REmeee e 3 [abs z@:
. Teycarst wre
ToRael I

B AGgs I e 298
:

f[c.aéﬂ_

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

Dhanmondi R/A, Dhaka-1209, Bangladesh

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



LI Ao

ARSI, GRS, IAE, FIE 8 S (Resignation, Termination, Dissmisal,

).

Withdraw & Retirement)

Sifs fi7=ar: (Statement of Policy)

fReeite St *SRe e SfoREm SERe 4/ TPitd @36 FIE OF A9 (AF THR(S,
A, AP R P A BT (@ACS AT | AT FANG ©F AR (ATF AT FACS A | FA
SRITERS , IR, TR, SR AR ATSIICNR farsiet fmgiot-

3.5 *mert (Resignation)

3. (P FA Moyt FACO HIAE ©f FRESNT » (9F) WA A ARpES ew Fieeng [
ST TATS 20 ST FABAI A ATSI oG &l TS 20 SRAT S (4F) WO ([0 (TIS
e =@ |

4, (@ IR Frm o F@ Hre AR SRAT AR A e piew orm el /1 =g+
ARBRTS TR ATSIAq 2= 718 FACS AT |

. AT B PR e S wiftng IRCT e |

q, I 96 IRFGR @ AN AP ©f FRG[ Ofif TR T4 (T /014 FA0S =07 |
AR O ARIR(T/ (TS (AT FNT el A |

TRIB AR WIS /ARSI /2T TSI AT ATSag ARG IR (A7 FACS 20 | ATSIIoria
AN o SATIBETE SR AR/ @l @ FE AT G 2@ TP A S-TNET AT (47!
PR @AY OIS S ARG, TENE A S (@ A7 A6 ©f [ ey yore siev azeed =it &%
/2 /[T (AF RG7@ Q20N &) SFCAIC S 2(A |

2R

2R

2R

2R

wefS(Termination)

TG RS PR FHCP SRR (AP SRRNS TS #f=eae

T, I @ A R (T o R =

<. e SBICe FCd BIPR elcaTer T W 2T | SAfirere

. @ S A e T e e w2, o SO a1 e R 2 i 1 “Afrere
= |

T, I R SIS O 00 T BT FgeT Safgs 4 |

fofire w3 sRyT=fes

3. foafie FTE » (9F) NER @G I OF ARQCS > (9F) TER (@ W GRS (A0F SRS
VR A |

¥, PWbEd 1 e e AR weye FHE WA TN @ e (s e
T OCF SRS (T AR |

AT I SRS

@ SFER T FACE A I TRCR (T AFET (W (<1 [ 475 9 A (0T P S1=fS
COICACRA 0T 40 (TN RCI | 2 AP S MR (BT 55T (ArF Sr=fe (Rl AR | 9riel ffire
PR SRIIRNS (AR 39.2.5 AR < ST SPT© (A (2T =) |

[REICEIRE SR SIIEISE

I (I TG FIE N ABAT AETEHE N 2T (F AFE I T 2o oq e
IO OItF BIRR (AF NGTRNS 3T A |

@i )t

U%‘*?ARAN U'?‘FI"‘:KRAN
House Ne-32, (1%t Floor) Road No-10/A House No-32, (1% Fieor) Road No-10/A

Dhanmondi R/A. Dhaka-1209, Bangladesh Dhanmondi RVA. Dhaka-1209, Bangladesh
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sa.e
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Y
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Yol vl Ryl

pfefefes Fifla e piea G (1T =01 S SRIRMS (IR 6T 403 (R 24 | 3% fofes i
i *ISIpiica SrpTRfS (el AT | (@ T pieita Siyrefen (rm Srar AR =, G biew
R foes sRyRfe MTe » (4) R G AT S (9F) TR T (@O Ml J(A |

I (Dismiss):

. (P TG GO WY ST 2T (IR (G FGAT [P S GG AOTT 39,0 G &
AR ST BIHAT (A T FACO AR |

¥, oM IR [REram Ae@ eWiTs JET g TN G 5¢ FAMPT TR (AN RS | FA
fafde e S swdeTr B e res 5 20 1 SR FEHET PIer AR AR
S G (AT P (A ITIE [ T |

o I GO P T AT FEF SALAMS 20 (A |

TR (Withdraw):

@ I T @S Gieraeere Tepfe 2o T I o7 [Rera @2 Sfewem e @
TS [ &= 41 =T |

., i afvr tafsaer «faa3 @ Fe T &7

4. iy 7 spmibaceR sfewe sfeye 2=

o q (Retirement):

e

. TG T N RS FA o IS 7T 7 ST =<l FACE |

4. TG T ACATGC T (I P AP &RCAT T S IS I WAl ¢ = 7@
ey e “ikeg 3w fofa Fwar Aeaa |

. LR FAR CF@ Y ITTF 67 77 IGOTFIFS NoF MCS TJ |

q. SR TR © TP 5t kY FACH (G (eq |

6. IRY WA FACT (T I TG IRGA ¢ ITF I (¥F (AR OV SIPIRR I AT
AW ICF LTSS T ASCS MR |

®e7d (Release Order):

IR AR, SR SR ATOIF CRCAR IR T (AF =ea (Release Order) (RIf&-v¢)
A4 ST AR =R & ea ot (ai-2inedl fife Faed | T =i 7 (1ea #de I7 Gue
feife =3« Jeet Reawar 1 23 |

afSH1e (e W swdiw (Farewell):
AR F-RE JE AR Trweely AfeD FHA(LAS F) T G5 KR SR SIS
P G OIS TATMT TR RWR I | 7T FRGA ARG S0 2= K/ AF0rm)

(Tepes” fl(.aéﬂ_

%%“K‘E”AN SRECIE LALY
u UTTARAN
House Ne-32, (1 Floor) Road No-10/A House No-32, (1% Fleor) Road No-10/A

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



I S
IAT A-oiret (Staffs Payment, Settlement and Others)

T @ TR AT (*TF T (N Fof qewm +td i T -ty it wifes/ et 3R fe
IR 2B RS AR S AT 76T (Ael-~eT™ §ure f=ife a3

M)

R

b AV}

.8

.

bY A

ARSI CFCq I-2lteqT : (Staff Payment for Resignation)
< /STl 8 (o0 Qs ~NegE =8 fERRe (el whewT BuT 41 20 |
F. < T o1 AR A+ (T '8 Sfel M 4T T(J |
<, Ay T TS I FIE FACE SCOT N (A0 SColi<e/25pafs emie w1 04 |

SHIRFS CF@ Al-AreTi(Staff Payment Against Termination)
frafire, ag, e ¢ pfEfefes +5a vredt 2re SRS e 41 20 519 o/ f[om/ &5
(AT T AN *{TS RIS (AT #1SAT §ole F41 *(J |

F. T I T 2@ TR I (Fo7 '@ Sl & 4T 2(J |

Y, SIS T IO J2F IE FACR OCO| VR (Fod SAqrol ¥ /2Tpeo & F4T =F |

JTER CFCG (A1-7neT : (Staff Payment Against Dismiss)
TRRBES T LF/ /(TG (AT QAT AN =[S FWEFARIS (T e 7o F41 20 |
3. 19N et oRfe 7T (o @ Sreifv @i Tl (A |
Y, SVE G ST A I ARSI IR (T €0 % ([ FfS T T O SILH
T T BN AT A |

AT e (l-2ne : (Staff Payment Against Withdraw)
GG FACT APARE TR T G 1SR *0S RS (AT “edl 5ol F41 23 |
. K0 TN T o T (T '8 Seln el el TS |
Y. e B TS A IG PCACR OCO] N (07 el /arpaft e w41 =63 |

FIPIACHFE (A=1-70s1 : (Staff Payment for Retirement)
S BIFA (AT P T ey wreeR oed ol T w-wiftg feife wrfets 3R i s
235 /o /(F% (A —IGH N6 *S fRffs (e el §oie T =03-

T, 17 I T~ TR I (o7 € Bl |

<, IS 20 TS IZK I FACT OCST MR (@O Aol /aNpafE |

I (Death)

I TP M (AZ Teaed &7 AL OF BB (1F FACR I 0 (T A | T© F© I 2T
e, wg for ¢ “RoFes drady FreeR o i w1ize e 201 | 7o 9 Toi
G SI9ore 2eq7 vo Ttaa Ty O AT (AT AN TS FHE @WAGET FieTe o2 Trae
st foseb fafbea fce = |

sbb.y R (Benefits)

. frafie w3
ARBIETCR ST AT Jo e (it 77 Fiire Fqfqeim Araw-
» Ted @7 I R R @ et i fras sl gy wfee A (e o)
O N T SRR TR e (9 8 STl |
" IS B IO J2F FE PCACR OCO! AW (o Aol / arpaf |
» T o3 F ARFICH I QIToT SR b1l (A S0 e w9 |

@i )t

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

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



Sbr.v.} U “tel:(Final Payment)
ST I @ TN 1/ I AR GO0 TNT I A7 IR 5o ~Anear oo o =3 |
qreg WREE o, 2T weweE ¢ 9 o g ey fve w9 | Yo SR T Frieeia 6
NG TR ] O S GS FIRCT FRIF FACO A |

Sbr.ARIG7d @ §UR f7: (Clearance Certificate and Final Settlement)

F. TS/ ST S (I FIRC GFE B SER (ACF HCT AN WA SAH2 O ©GILTF AT
WP FEF WA e PR O e Aifag e fea e |

4, R IR AveorH@/eT e A1 I[4®, TS, 'DIR, SIPRpe T A S A= FACT
SR @ Ffea AT [or/eFe (03 Te-@ dWie 0 P [OT &l (Mid | ST0:77 P
o 12 Tea SR SR TOR 19 (RIS - dv) (ot I = oo e (g | = [t
92 FOTS I ABIR T 77 ARGECT SR &) (@9 FCS | ARBECD SGeame ACATH
o il pore s o Afee 391 =63 |

A, TR IR (ARereg SRR RMEE S GINCE AT em FAEE @ o @ foTd e awg
Tl T AN O (PN AN AN R | AR T =20 e 7 ot gere [ Tk
ARG 2= R &l (Mt GR &*PT Rerite T Fi#ia I JTe S TR RIFI TS
J |

9. 3¢ () T TRe™ 04 5Us SR R Fh0S T |

S ARSHITR QeSS Aem: (Clearence/Experience Certificate)
e @ (FF I ArSsTo /T e A1 39U, TP, RHE, SRS 20 A1 SRR A= FACET
o Af oD =ew/fSwe™ Famoa (AFFE-5q) AT | @2 AV =THa/ @SR AWATT
AT /2= T 24 T 903 |

Sord PR QEEE: (Declaration)
TR TR @3 I TCAG 0 AR 77 I3 G0 (@0 (RIS - Sbr) IHG FAC |

G%’ja@?’( f Levda
Chairman Secretary
UTTARAN UTTARAN

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



S S
Ty ¢ fRareer (Health, Safety and Security)

7y ¢ frarer e T 3 @ Aifg @I Afep™ ¢ qa TF I TSI TG | T 7 T T @
FEET G frem ¢ Tgpre Sl e w1 S Ace N ¢ Jged e g AR FE A
ey RIS “Mese! a=el T4 *J |

so. WG
5.5 MCASCACHR WIfg:

o IoAx af¥rwel @ vl I T frarein Feifc o |

o By I Mo T Gk ©f e T G ATAG [ &=el 4 |

o THMA YTl 8 TI7ET TG @HICAT AT TS FANLIT F4 |

o TPT 2T IH IR TP SFL T g A |

o Iy 8 farrer ey FiSre G « fEifas ATt F900 203 3R G GUETeet I FCS TS |

35.3 SGIRYITP 8 JIG#FA (Supervisors and Managers) wifig
et fefers gy ¢ fRmrier 79g) IR MG SGIRUR 8 [P | Sfl:

o fiw g wrwea fomrem Fiafs, fMoa«aT @ efem stpre fAfes w3 |

o TR IS Hive Farg yx Fafire Jfe Fmme T3 |

o SfeRIem SR AT B b2 T SICHOB @ IR g &= T |

o TGRHTT A FI 8 (ARCRIMA [R=Iel TTE el ¢ Fir f[fos T3 |
o s ! AN (PPE) @ Sy fA-Ie! IR oS AIZ[ SV FAS |
o 7d5AI, T6TR AT TRPEFIT 8 (S SR*ARE TS |

5.9 I 8 (TRIGIS (Employees and Volunteers) wiftg
T AN S (RIS (HCSrd RIS T Mg 9= I | OFl:

o frEva XY @ foorar udR TS, TorrRrer € Wi fRarereR ofs TR AR |
o M TeRe-9 Y @ farerer MSWE, rafs 8 N (e 5o |

o i c¥ea Ifeore 7w AR (PPE) ¢ feRreiel siae™ Hfowed I9xa 46 |

o 3, ndGw 3 wivarem sfRifgfs sreRieey wgRur 1 fdifre 12T yrTeReE Sw |
o Ty ¢ famrrer affrwe, it ¢ Tl TRUR S ERe T (ATAG TH@) |

o foreE I R Ty e @At SfeRrem Sivaee Teid 4 |

o Ty ¢ [TRIIEl T7Y IBIRCH JIG S TERYICS TR0 TS |

5.8 71y 8 fRarier 3R (Health and Safety Committee) wifig
Y ¢ frrer G I, MR IR RRIES SHEee J=we! FAF | Fho:

o T ¢ fAArIGr SR IR, VR 8 TR FTol FACF |

o frafire Tt Afawfa @ I TR ~AfsEmT F9e3 |

o VGAI, To @R RS IRTHTFTF TG oS @S IRTF TS |

o fSTaNIFe YEO! € oA ©We I LTI FAR AT T4 |

o I @ RT3 farrer e Fifefa e oeq |

o e, SbIRET @ @M SRR ML 7 @ farsrar svesl I FCT |

s5.¢ Jf% fofewad @ g (Risk Identification & Management)
Teae-a7 ey o e Tofreaad ¢ T IRgrRE a=y wiRkgHAe | S

o RIS, “fitare, talks, NAF-ANTes ¢ fare-TrewE My I e ik FRipe F40F |
o SET, WG I, 2T IR THI efSfimm faea Fnam oy fafire 3% e s v IS

P AT M @2 FA |
G%’?g?’( f Levda
hairman Secretary
U'(%'TARAN UTTARAN
House Ne-32, (1% Floor) Road Ne-10/A House No-32, (1% Fleor) Road No-10/A

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



o RPN Uk @eIRF fefare e wrifes fdme Fea |

e Hierarchy of Controls S 33 JfF RIT A1 fFRECR &y IRIPTS 77 27 TS |

o ffTe T U AfSTRTE Y TF T ¢ (RGP SRS FAC R AT @I FC4 |
o JT GRA ToAl, YHOA! AT IR ARTS 27 IF TR SFALCo! '@ TR FACF |

o IS aforava W3 T TAICAR W0 71T, o G I elferr [fvs 3207 |

o I ATl (JTSH , T, IS REIHa1 B3 I foge g IR I |

5.0, fAariv Afaca
35.9.3 S f@rerer (Office Safety)
o fTFR, AT, K1 AT @ Y TG ST AT oo T4 |
o RIS Y FHMA G LT, M @R #Afve CvrR g e 4 |
o S TREN @ ey A fareien IR w4 |
o TR @ TASRCSIANMA Ty A=W SCoFSIC B &I A0 |
o T @M T79 @ ffu “Afasel (Evacuation Plan) = g ew+w % |
o fafire it el «ifivfa @ &% (= <4 |

$5.0.3 T 8 &%F Y el (Field & Project Site Safety)
o WP IRGCNR ST FAISET I FoR 40 |
o J[ORITS #2, JRRNSA 3 (ST “Ifafgfs [ravar farom a2 v = |
o fSs T wiftrgee el T4f& (Safety Officer) e = |
o R HfFST AN ¢ Tl FEer a9y Wive w4 |
o TER AN, @A elfF e farerer {ie sHtae ewe 4 |
o TG SR G FeorF ¢ farerer AR e AT 4 |
I (@CC (AICT #IR WA AT R I SN IS AT RS 47 |

35.0.9 IS ¢ e
o TG @ T ATATE FR1oM @ FA T@=11fs e e w4 |
o W IHFS ¢ @ HIETa BT TAITS G- SNM 47 |
o IFIFS 9= FAR W S 63 8 FTHeIT™ [Hoe 4T |
o @i A1 o F@enfs G T fiim w4 |
o ARIEH SR A& I© JF FaG™ (PPE) I3 F5S 1 |
o TP SR IWANS R MSIE I I i di=e <= |

35.9.8 Ty, “AfeRger € T
o INCwCa AW A @ o= it e v |
o Jfee ¢ FICHER vl 51 Tfee T4 |
o TRGINF @ AfSANY AHSTS! FGEN ARG F7 |
o AR Do, Cfeca= 6 8 Ak sl MHoe T |
o IWA TR Il (ITT (A T&, TGP PAARCI A F4T |

S5 fldé’lﬂ_

ChairmanN

UTTARA

House Ne-32, (1% Floor) Road No-10/A - %glt_‘:itary -
Dhanmondi R/A. Dhaka-1209, Bangladesh e Fl.oRr) MA - -

Dhanmondi R/A. Dhaka-1209, Bangladesh



35.9.¢ TPl 2BfS ¢ efSfem (armem cFa)

IS, 2FoP 7 ¢ O G SR Srfa ARPHAT Aok |
ARIGIDT GR TF [ IR &= %7 (Evacuation) 337 5o 1 |
TP TG 8 55 e T (FRE @A/ GIRAE, (frwet 56 Tonfw) |
ST ARTEAR FRBITO! *RIEHAT € N2TTs 4 |

Tref “iffgfors @i IR 3 9eE Wive 5 |

5.9, 7L 8 THFF [eaiiftR (Accident & Incident Reporting)

3= oA 8 SAIM IoF KA 1 IITOTFT |

TEOAR Y SICH AP 12 AT AT (LTS (FIFET AR ST |
7451% FRges9 (Documentation) 5 & |

o117 ove (Investigation) ARG 1 G 1 B9l fHfze w1 |
TREATTTS G Q2 IR TG L Gy ARG 2o |
TS ST FA 8 (TRICRIT O '8 iRl A |

35.9.9 I 8 TS ~arsrar

el ECe WTo To TGOS O AR 8 A (R |

TR foarrer ffoe T4 @R TR BEE € @ &+ PI6CIs, (ZET00 G2 =l farsrar
TG R e 40 |

ST 71 Il AR 1, RO AT =0T SR WICTSCI oo (Tl |

T, KRS @ FERY < 0T ABIR 4 |

TR @R 8 Tmid YR &8s AT |

35.9.b & 8 FeeTe!

T TR Gy A1Y 8 TRIIGT SRECH* SIS 417 |

T FA @ (TRICIACFT & fFafrs R elferser emre |

Ao I SfeRrem Af&ERe @eteTy qe<E w=wl (Drills) Stcaes 41 |

Y ¢ fRIIaT RE (FTTET SETBT 8 TSNS (<R R TRFRS SRS T |

S0 e fl(.c

ChamnanN
UTTARA

House Ne-32, (1% Floor) Road No-10/A %GTC:‘:&I)’ e
Dhanmond RA. Dbak1209, Boghies House No-32, (1% Fleor) Road No-16/A
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R0.d

R0.R

0.9

R0.8

R0.¢

o
et oA (Administrative Directions)

A 8 TMSYE F9%T: (Smoking and Drug free Workplace)
TG ST FAACT IF6 AN @ TMPTE 34 A eMIe AR *ea 7 621 T4 |

@ I I TS (IMF [Kor F9F =y (@fe) efemamel, Road, [, azrem ¢ I
AN TCS AR SR [P0 FCI NI Y A2 FAT A, GG OIS HIPAT (ATF TR 4T
T | TS TP G (PTG WO TGP CAIa! AIB 2T Ol SIHS ©ItF Wy=fs (e AT |

w4 (Visitors)

ST (@ A TR SFET IPCS AN | GTE TR/ o7 g e 9o
@B WM W, ST, RN W, SN AN, 5T IS AN, WA STy, B AL
T FACS TR TJ(M O FTH FAE AR @GO & WA g &= FAE |

et (Articles)

Tead @3 AR @ (FIF T &M TR 5L ARDES 93 IR (A FLAMe W0e =09 | dFHIG
TERe T AN TR GR WS I TGN Ond FIN8 JITE I AT YRONS TG«
FHIRCCET GR JIE NECHIRT (OIS LB FACS R(A |

=] 7w O ©@K: (Human Resource Information Centre)
e &5/l eTerF © TP SR e etE SItve Te] e I O @i 03 G-
ZIPT fel TeRe U I8 WIWY I QI O FRIF IS |

w21 ({ifo=r (Office Notice)

TEAT TGS ARTE© A T (I (IO AT ©f P for T 2 T4 T | AP M
FNC #ACH ERPa (B (I eI S R0 O g G GR J6/ GO PSR PR OISTHD
CRTZET T/ TFICTE R Z-CIRTR NGGCT I F(J | Ol foyer wificg 761 s T @i+ emia
FAE R FPIL. (FO* (I 0o =4 |

il flaalﬂ_

Chairman
UTTARAN Secretary

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

Dhanmondi R/A. Dhaka-1209, Bangladesh
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Chairman
UTTARAN
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Secretary
UTTARAN
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Chairman
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Dhanmondi R/A. Dhaka-1209, Bangladesh UTTARAN
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Organogram of Uttaran

General Body
21-mambear

|
| Exzcutive Committss

Tmsmhas

irector- 01

IRE & Dey. Rights & Social Tustics Haalth Education | NR&RR { [ KesourcahManapement, | Admmistration ME& Accounts & { Intarnal
i 'artnership and Commumicatior : ‘ ; Training Finance i W
Coordinator Coordinator e Consdinatas Coordinator
l [
Associgta | AL d
Coordinator | : |§&§,\lhnag.=r |
| ; AL
B e ; AC, M&E Tonis |
| ! i E | | T H i
CRIE O CMP, Off PRI NP O i ‘armership i3 Togistic Honitorms rainar i Accounts
Manager |§IT (e Officar | [bfficer | Officer
i | | | |
PO PO PO Communieation flomitos [Librarian] | Aceountant!
Officar o] f :
| i | -
Suparvizor Suparvisor ‘F. Blanager: Suparvisor Supervisor | sl -5
‘Accountants
EO F FO Fo
[
(Tt
Chairman Levda
UTTARAN P s
s Floor) Road No-10/A cretary
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RS R T8/Sl/ / RYE-8
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afs, ©Iff 800/00/000032

I 3

SR A 3

forer/as g

fosra 3

= 3 7 et

SR T T @, S L. SRt e I9F AT ... fFefen @fFrs ae ../../.... ofte afie @i e

TR A Sl STEererq At Bfed 2z | R S MRfafs ss$asies wromegr “................ ? @7 TEIfTOR Tead

TGP IRARFL “......... " e AT e T ZCE |

SR 3

S, G @MCT AT AP SR =E6! AfSHTAT BIG#@ &I« 0o I (ST TT) |

2. AT T Fg O AP FPIPET 00,000/~ (--mnmmnmmmm ) Bl W@ (o &AW Tl BT | GRCT AFE FEI WG HPe
RPN (O TS AR |

©. SR REEEIEFE © (T TRT | REEEIHFE AR I TERES 9 20 B 2 @5 TeR SeRE SarRfe
TS R[0T | 92 TR (@7 QGT S (&I F AT 2103 7 |

8. SR PG 3 -1

¢. NETR GV SR RMSE 8 | (FF SR T 79 20 @1 W (T FRad Grm (¥ 30T 216 20J |

AT | —— R AP SGIRUT <=7 3% 34471 (Job Description) STaE /&t F40 (1 |

Q. T A god e =T FHeA--- - IS AR S o p— BT +Rfe F1&r FAC T(J | SIRITIS JGH R0 TR ST TR

ARG ¢ G | ToRE, IS LATAE B MeTe SR wiflg A Fa0o =(J |

AfSHITTT FHET FPOI T FAR G =R WG € FHgeT #IfRs Ty |

5. TG Fofend @i S BoR fTSaie qi wieT Afed, TRF @E@mE Gk FRICEE T4 Ko e
fREaRe R 1o T (@7 Wit e 20T SA#AIE G2 SRS Gl f7rs 201 |

o, BIFAl TS MRS e 20T g I (G TSI SR =2 G AR (@Ifo* W FI0e 209 WA IF R
@S (TS TS TR | SG2feT (R 2AfSHITTa S ARG NSTE ST Y A2 F S |

55, AN FRFEA ¢ Wb 7T TR AN 78 eT/FALRI (A fest w1 sRg W Ty 1RO 2 FEAT OISR TSI
RIS SRS te AR |

3. IR “Hfpifere v S=fee afs e Tead v S=fie SFSAET St semw &wiE $90S 20F |

0. BIFAF S ISR 8 FAMA-FR4r @SB w3 g1 Sfowe qr= fRafas 23 |
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