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Great things achieved through great sacrifices.-Bangabandhu
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we will not measure the success of the Movement by the number of cooperative societies formed, but
by the moral condition of the cooperators.
Mahatma Gandhi

A SMALL BODY OF DETERMINED SPIRITS FIRED BY AN UNQUENCHABLE FAITH IN
THEIR MISSION CAN ALTER THE COURSE OF HISTORY.
Mahatma Gandhi

NOTHING TRULY VALUABLE CAN BE ACHIEVED EXCEPT BY THE UNSELFISH
COOPERATION OF MANY INDIVIDUALS.
Albert Einstein

CO-OPERATIVES HAVE A KEY ROLE TO PLAY IN THE ECONOMIC, SOCIAL AND
ENVIRONMENTAL PILLARS OF SUSTAINABLE DEVELOPMENT.
Juan Somavia, Former ILO Director-General
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>. Professional Training Course:

(1) Course Name: Professional Training Course.

(2) Participants : 1st Officers of Cooperative Department.

(3) Course Objective: The general objective of the course is to create a base for
developing a corps of well-groomed officers for dedication to the welfare of
the nation and people in a changing global context.

The specific objectives are:




» Increasing professional skills of trainees;

A\

Familiarize trainees with Cooperative socities act and rules=;

»  Familiarize trainees with formation, registration, operation, audit, and inspection procedure of
cooperatives;

» Help them acquire skills and techniques of modern management and develop decision making
ability and analytical skills;

»  Aquaint them with different department of DoC;

» Build physical and mental fitness of the participants so that they can cope with arduous
professional responsibilities;

» Ensuring Good Governance and quality management in all the phases of cooperative
administration;

» Relating SME financing with Cooperative financial management;
> Identifying new scopes for cooperative societies in Bangladesh economy;

» Introducing budgetary procedures, controlling mechanisms, monitoring tools and current bud
getary reform process in Bangladesh;

> Evaluating feasibility of Public Private Partnership (PPP) and safety net programs through
cooperative societies;

»  Understanding major features of Public Procurement Act, 2006 and Public Procurement Rules,
2008;

»  Finding ways of complying Bangladesh Bank regulations in financial management of cooperative
societies.

2. Advance Course on Management and Development:

(1) Course Name :Advance Course on Management and Development.

(2) Participant : 1st Officers of Cooperative Department.

(3) Course Objectives:The general objective of the course is to improve
“development management” skills of officers of DoC, which will increase

their dedication to the welfare of the nation in a changing global context.

The specific objectives of the course are:

» Ensuring Good Governance and quality management in all the phases of cooperative administration;

» Relating SME financing with Cooperative financial management;

» Identifying new scopes for cooperative societies in Bangladesh economy;

>

Introducing budgetary procedures, controlling mechanisms, monitoring tools and current budgetary
reform process in Bangladesh;

Y

Evaluating feasibility of Public Private Partnership (PPP) and safety net programs through
cooperative societies;

» Understanding major features of Public Procurement Act-2006 and Public Procurement Rules-2008;

» Finding ways of complying Bangladesh Bank regulations in financial management of cooperative
societies.




» Course Content:
» Poverty Context in Bangladesh: Role of Department of Cooperatives;
Public Financial Management: Concept and Processes;

Public Financial Management: Concept and Processes;

Y V V

Public Procurement : Annual Procurement Planning, Major Features: Procurement Process of
Goods works and Services;

Government Performance Management System (GPMS);

Ethics and Morality in Civil Service;

Innovation Practices and Creativity of Government Officials;

ICT Development in Bangladesh;

Alignment of Sustainable Development Goals in 7th Five Years Plan;
Corruption: Concepts, Causes and Prevention;

National Integrity Strategy and Other Good Governance Initiatives;
Strengthening of Planning and Development Unit of Department of Cooperatives;

MTBF and Budget Preparation Process;

V V V V V VYV V V V V

Budgetary Reform Process in Bangladesh: Definition and Features of MTBF and Budget Call
Circular (BCL);

Rural Development in Bangladesh: Role of RDCD at this end;
Project Management: IMED Reporting;

Local Government System of Bangladesh;

Budget Implementation and Monitoring;

Budget Implementation and Monitoring;

Right Approach to Settlement of Audit Objections/Observations;

V V V V VYV V V

Role of Cooperative in Rural Development of Bangladesh: Challenges & Prospects;

A\

Entrepreneurship Development: Scope of Cooperative Sector.

3. Advance Course on Computer & Information Technology (1% Class):
(1) Course Name : Professional Training Course.

(2) Participants : 1** Officers of Cooperative Department.

» Introduction to Computer:

Historical evolution of computers, characteristics of computers, capabilities and limitations of
computers. Information storage in computers: ASCII, Unicode. Computer generations. Types of
computers: PCs, desktop, Laptop, palmtop, PDA etc. Definition

Hardware, Software and Firmware., Applications of computers: Computers and their impact on
society, computer in education, commercial data processing, public utilities, and computers in home
and computer application of the future.

» Computer Hardware:

Block diagram of computer identifying their components and functions. Primary memory :




RAM,ROM, EPROM etc. Secondary Memory : Magnetic tapes, Magnetic Disk, Hard Disk, Compact
Disk, USB Hard Drives, USB.

Flash Drive :

Input Devices : Keyboard, Mouse, Light pen, Joystick, Touch Panels, Scanner (OMR, OCR, MICR
etc.), Voice Recognition System, Portable hand held terminals for data collection.

Output Devices :

Printers (Serial, Line, Page, Inkjet Laser Printer), Plotters, Voice Generation System, Monitors.

Troubleshooting :
»  Computer Related — No power, Does not start windows, Windows hangin;,.

»  Printer related — Printer not printing, Printer get stuck, Paper gets stuck, Blurred printing, Poor
quality of printing;

» Network related — Network not working, one computer not appearing in the network;

» Power related — UPS not working, Battery not charging.

Computer Maintenance Tools :
(Software CD, Driver CD, Screw Driver Etc.)

Computer software:

= Types of Software: Application Software, System Software, Translators, System Ultilities. Types
of Languages: Machine Language, Assembly Language, High-Level Language -their Features,
Advantages and Disadvantages.

Software Installation:
Operating System Installation;
Application Software Installation, Manage Software;

Driver Software Installation.
Operating System :

Definition, need, Operating System services, functions of operating system as resource manager.
WINDOWS OS - Installing WINDOWS OS, starting and quitting WINDOWS OS,, Basic Elements of
WINDOWS OS, Sharing Devices, Windows Explorer (Files and Folder Operations), Control Panel,
Accessories like Accessibility, Entertainment, Communication, System Tools, Paint Brush, Calculator,
Calendar, Clock, Note Pad, Word Pad Etc.

MS-Word:

Basic features of Word Processing, File-New, Open, Save, Print, Close, Page Setup, Edit-Find,
Replace, Cut, Copy, Paste etc. View-various layouts, Zooming, Header, Footer, Toolbars,
Insert-Various types of objects, Files, Symbols, Date, Time etc, Format-Various Styles, Auto format,
Paragraph formatting, Bullets and numbering etc. Tools- Spell Checking, Word Count, Auto Correct,
Languages etc, Tables- Insert, Delete, Update, Auto format and different operations on tables,
Windows and Help

MS Excel:

Excel worksheet, data entry, editing, cell addressing, ranges, commands, menus, copying & moving
cell content, inserting & deleting rows and column, column formats, cell protection, printing, creating,




4.

displaying & printing graphs. Mathematical and Statistical Functions and Formulas.
MS PowerPoint:

Introduction, PowerPoint elements -templates, wizards, views, color schemes. PowerPoint menus
options, sub-options, preparing presentation using different tools, working with drawing, templates,
dialog boxes, building slides and slide shows.

Introduction to Internet Concepts:

Internet, internet and Intranet differences among them About Internet and Its Working, Business use of
Internet, Services Offered by Internet, Evolution of Internet, Internet Service Provider (ISP), Windows
Environment for Dial Up Networking (Connecting to internet).

Web browsers:

1. Introduction to the Functionality of Web Browsers: Internet Explorer, Netscape Navigator Concept
of WWW, surfing through web sites. Web Browsing (opening, viewing, saving a web page and book
mark). Searching and downloading of different sites and software., Surfing, Searching and
Downloading through Web Browsers like Internet Explorer and Netscape Navigator. Their various
options and sub options like: File, Edit, View, Go, Bookmark/Favourites, Options, and Tools etc.

Social Media:

Definition, Types, Face book, Face book Page, Twitter. Link din, Instagram, Skype, Viber,Pinterest,
Google Ceremony, Vine etc. Advantages, Disadvantages, Do’s & Don’t according to Government
order.

Google Plus+,Meetup, Vine etc. Advantages, Disadvantages, Do’s & Don’t according to Government
order.

Digital Bangladesh:

¢ National Web Portal;

* E-Filing ;

* E-Learning;

e Innovation;

* Annual Performance Agreement (APA);
* Union Digital Centre (UDC);
 Sustainable Development Goals (SDG).

Project preparation and Implementation Course :
1. Course Name : Professional Training Course.
2. Participants : 1st Officers of Cooperative Department.
Project concepts, Features and Types;
Projects and Strategic planning, Planning;
techniques and Project CycleProject Development;
Feasibility Study: Financial appraisal, Economic appraisal, Technical and Social appraisal;

Government project formulation tools and documents: DPP/ RDPP.TPP/RTPP;

>
>
>
>
>
>

Logical Framework in Project Formulation;




Project Financing;
Preparation of DPP Project Approval Process;
Project implementation: techniques and problems;

Project Accounting and Reporting System;

YV V V V V

Project monitoring: Requirements for an effective monitoring system Monitoring tools and

IMED;

»  Project Evaluation and its necessity Design of Project Evaluation;

» Tools and techniques for Project Appraisal, , Participatory Rapid Appraisal / Rapid Rural
Appraisal;

» Financial Aspects of a Project: Cash Flow Statement;

» Capital Budgeting for Agricultural and Rural Projects;

»  Public procurement Act-2006 ;

»  Public Procurement rules-2008;

»  Procurement Objectives and Steps;

»  Procurement Planning;

» Different Procurement Methods and Procurement Plan;

»  Proposal for Programme Financed from Non Development Budget (PPNB).

» Digital Bangladesh :
*  National Web Portal;
e E-Filing ;
e E-Learning;
e Innovation ;
*  Annual Performance Agreement (APA);
e Union Digital Centre (UDC);
e Sustainable Development Goals (SDG).

5. Refresher Course :

Course Name : Professional Training Course.

Participants :1st Officers of Cooperative Department.

Etiquettes and manner ,Good Governance;

Role of DOC officials;

Income Tax Rules &Tax Fixation;

Information Right Law;

Bangladesh Economy: Trend of Cooperative Sector’s Contribution;l
Vehicle purchasing, Maintenances & repairing process;

Public Procurement Act (2006) ;

vV V V V V VvV v b~




PublicProcurement Rules (2008) ;
Financial ,Fundamental, and Treasury Rules;

Entrepreneurship Development : Scope of Cooperative Societies;

YV V V V

Budgetary Reform Process in Bangladesh: Definition and Features of MTBF, MTMF and Budget
Call Circular (BCL);

Note Writing and Office Correspondence, Letter Communication;
Conduct Rules 1979 Discipline and Appeal Rules1985;

Technique of project paper Preparation in Context of Cooperative;
Preparation of DPP and TPP;

Project approval process;

Important Section of Cooperative Acts & Rules;

Delegation of Financial Power &Fiscal Management in Bangladesh Trouble Shooting;

V V V V V VY V V

Auditing According to New Audit Manual .

» Digital Bangladesh :
*  National Web Portal;
e E-Filing ;
e E-Learning;
e Innovation ;
*  Annual Performance Agreement (APA);
e Union Digital Centre (UDC);
e Sustainable Development Goals (SDG).

6. Office Management and Development Administration Course :
01. Course Name: Office Management and Development Administration Course.
02. Participants : 2nd class Officers of Cooperative Department.

03. Course Objectives:

The general objective of the course is to improve “development management” skills of the officers of
DOC, which will enhance their dedication to the welfare of the nation in a changing global context.

The specific objectives of the course are:

» To ensure good governance and quality management in different phases of cooperative
administration;

To ensure sound financial management and regulatory compliance at office managemens$;
To identify new scopes for cooperative movement in Bangladesh economy.;

To ensure efficient and effective procurement;

>
>
>
>

To develop IT skilled and innovative officers.




X Digital Bangladesh :

¢ National Web Portal;

* E-Filing ;

e E-Learning;

e Innovation ;

e Annual Performance Agreement (APA);
e Union Digital Centre (UDC);

* Sustainable Development Goals (SDG).

7. Introduction to Computer Management & Office Application Course :
01.Course Name: Office Management and Development Administration Course.
02. Participants : 2nd class Officers of Cooperative Department.

03. Course Objectives:

Computers - An overview of computer and systems;

Elements of Computer System, Hardware & Software;

Block diagram of a computer, CPU, Memory, Input/ Out devices;

Mouse and Keyboard;
Using a mouse (single and double click and their functions;

Printers, Scanners, Multi-functional Printer;

UPS, Generator;

CD, DVD, USB Drives (Flash /Pen Drives);

Identification of different types of cables

Networking devices — Switch, LAN Cable;

Setting Up PC - Connecting each component of computer including LAN;

V V V V V V V VYV V V V V

Processes to follow before beginning to work and after completion of work.

MS Windows - Operating System

Start, Shutdown and Restart;

Desktop, Icons, Recycle Bin, My Computer, My Documents;
Minimizing, Maximizing, Resizing and Closing Windows;
Coping / moving files between folders and drives;

Renaming, Deleting files and folders;

Searching, Finding files and folders;

Launching an application and closing an application;

Taskbar Setting up / changing date and time;

V V V V V V V V V

Basics of O.S Setup (Windows-7;Windows-8), Common utilities.




V V V V V VY V
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>
>
>

MS Word

Creating a new word document;

Opening an existing document;

Editing and Saving a document;

Typing a text, deleting, inserting, finding, replacing, copying and moving text;

Justifying texts;

Bold, Italics, Underline, Strike, Double Strike and Colouring text Selecting Font and Font Sizes;

Formatting page, margins, page size, portrait and Sorting tables,Using Bullets, Using and
manipulating tables, inserting / deleting of rows and columns;

Using Header and footer, Inserting Page number;
Changing character width and line spacing landscape;
Inserting symbols, pictures;

Printing of a document, Using print preview.

MS Excel

Creating a new worksheet;

Opening an existing worksheet;

Editing and Saving a worksheet;

Creating, Renaming and Deleting worksheets in a workbook;

Types of data (Numeric, text etc.);

Entering in a cell;

Manipulation of a cell, row and column (deleting, inserting, finding, replacing,
copying and moving);

Justifying in a cell, Merging cells and columns;

Selecting Font and Font Sizes;

Using and manipulating tables, inserting / deleting of rows and columns;
Sorting Columns;

Using Header and footer, Inserting Page number;

Border and Shading of cells, rows and columns;

Formatting page, margins, page size, portrait and landscape;

Selecting area for printing, Printing of a worksheet and workbooks, Using print preview.

MS PowerPoint
Creating a new presentation;
Opening an existing presentation;

Editing and Saving a presentation;




» Formatting Presentation — Slide layout, Slide Design, Slide background;

A\

Preparing for a slide show — animation schemes;

Y

Printing slides, handout and notes pages.

Internet

Introduction to Internet, What is ISP;

Basics of internet connectivity related trouble shooting;

World Wide Web;

Web Browsing software , Search Engines, IP ,Address, Emailing, Face book;
Trouble Shooting;

Computer Related — No power, Does not start windows, Windows hanging;

YV V V V V V VY

Printer related — Printer not printing, Printer get stuck, Paper gets stuck, Blurred printing, Poor
quality of printing;

A\

Network related — Network not working, one computer not appearing in the network;

A\

Power related — UPS not working, Battery not charging.

» Digital Bangladesh :
e National Web Portal;
e E-Filing ;
e E-Learning;
¢ Innovation;
e Annual Performance Agreement (APA);
e Union Digital Centre (UDC);
e Sustainable Development Goals (SDG).
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» Digital Bangladesh :

National Web Portal;

E-Filing;

Innovation;

Union Digital Centre (UDC);
Sustainable Development Goals (SDG).
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Practice OSH (Occupational safety & Helth);

Control one Lamp by one switch;

Control two Lamp by one switch;

Series Ckt of two & three Loads;

Make a Ckt by two Loads series and two parallel;

Make a series Lamp (for testing purpose);

Make a series Lamp (for testing purpose);

Make a Ckt by using a Fuse and a Lamp;

Make a socket point by using a Fuse;

Control three Lamp by three switch;

Make a socket for connection of a Fan by using Fuse, Regulator and a switch;
Make a Ckt of two Socket points;

Make a Ckt by using 3 switch and one Fuse;

Make a circuit by using 4 switch & Test Fan Capacitor;

Draw a ckt for a room wiring including 2 bulb, one Fan and one Fuse(2);
Connect a circuit breaker with a electric Control switch board;

Make a ckt of a tube light. (3);

Test a tube light Ckt by using test Lamp;

>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>

Draw a Ckt for three room electrical wiring;




» Make a electric ckt as per drawing (2.3);

» Draw a Complete house wiring (at least 5 room) and connect the ckt by using all safety and control
devices.
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