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File and Record Management Course
Duration- 13-14 November, 2016

Schedule
Date Time Subject Speaker
09:00-09:30 Registregion and Opening Faculty
eremony
09:30-11:30 Office Procedures (Receipts of Narayan Chandra Debnath
Daily Mails, Distribution and Director (Joint Secretary)
Diarizing, Opening of New Files, National Sports Council,
Digital Files, Referencing and Dhaka
Indexing) Mob: 01711736765
11:30-12:00 Tea Break -
12:00-02:00 Forms of Office Communication Md. Jashim Uddin

13 November,, 2016
(Day-1)

(Official Letter, Un-official
Letter, Office Memorandum
Office Order, Press Note etc .)

Assistant Director
RPATC, Dhaka
Mob: 01712183228

02:00-02:30

Prayer and Lunch Break

Movement of Files, Classification
and Preservation of Files and
Records, Weeding and
Destruction of Files, Different
Registers, Maintenance and
Preservation of Registers

Assistant Director
RPATC, Dhaka

2:30-4:30 Issuance of Letters, use of Md. Abdul Kader
Stamps and Maintenance of Senior Assistant Secretary
Accounts, Technique of Writing Ministry of Health, Dhaka
Reminder, Service Book Mob: 01711026351
Maintenance
09:30-11:30 Conducting Meeting, Preparing Narayan Chandra Debnath
Working Paper & Writing Director (Joint Secretary)
Minutes National Sports Council,
Dhaka
\O
—
o 11:30-12:00 Tea Break
N 12:00-02:00 Writing Note and Un-official A K.M.. Fazlul Haque
A Note, Summary Writing, Deputy Director, BCS Admin.
8 ‘?‘ Preparation of Drafts Academy, Dhaka
g = Mob: 01712838118
O N 02:00-02:30 Prayer and Lunch Break
é N~ 02:30-04:30 Submission of Files and Md. Jashim Uddin
Z
v
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