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QualitY
Management QUALITY FORMS

POWER GRID COMPANY OF BANGLADESH LTD.
TITLE: APPOINTMENT TO A POST

A4 ln '7  t . l2 .Document No. : Effective Date:

Subject : Appointment to the post of /name of fhe post].

With reference to your application dated ..,.. and subsequent interview, the Power Grid Company o{
Bangladesh Ltd. (PGCB) is pleased to offer you the post of "(name of the post)" pending verification of your
reference or any other inquiries which the management may deem appropriate The terms and conditions of your
appointment are as follows:

Terms of Appointment: Unless othenrvise decided by the PGCB, the appointment will remain in force
initially for a period of 5 (five)years, You will remain on probation for 1(one) year. After completion of
probationary period your appointment wlll be confirmed upon satisfactory performance, police
verification report and verification of Freedom Fighter certificate (only for Freedom Fighter Quata,). The
tenure of appointment may further be extended by the Company after the expiry of the stipulated period.

Remuneration:
a) Basic Salary

0)

d )

o\

House rent Allowance
(if not provided with house)
Medical Allowance

Trencnnr t  Fen i l i t ioc

Income Tax

Tk. . . ,  .  .  |  (Taka . . . .)only per month in the
sca leo f  Tk . .  .  .  , . . . . . . . . 1 -

As per Company Rules

As per Company Rules

As per Company Rules

To be paid by the employee.

4 .

Bonus: Two Festival Bonus will be provided in a year at the rate of basic salary. Festival bonus is a part
of income and is subject to income tax to be paid by incumbent.

Leave:As per Company's rules,

Provident Fund: After completion of one year of service the incumbent will contribute an amount
equivalent to '10% of basic salary to his provident fund. The company will contribute an equal amount.

Gratuity:As per Company's rules,

Group Insurance: The company insures under a group insurance policy, the life of the incumbent
against death including accidental dismemberment during employment (The conditions to be stipulated
in the group insurance policy will govern the entitlement of the benefit).

Reviewed by : GM (P&A) Approved by ( H R M )
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: APPOINTMENT TO A POST

Document No. : QF-HRM-01 |  Revis ion No. :  |  01 |  Ef fect ive Date: 01107 t12 Paqe: I  2 l o f L '
L

B Termination: The services may be terminated with three months' prior notice or on payment of three
months' basic salary in lieu of such notice. No reason need be given for such termination,

Resignation:The incumbent may resign from the services of the company by giving three months'prior
notice in writing or by paying 3(three) months' basic salary in lieu of such notice.

Notice Period: During probationary period termination or resignation may be efiected by giving 1 (one)
month's prior notice or by paying 1 (one) month's basic salary in lieu of notice.

Amendment / Modification of the service conditions: The company reserves the right to
modify/amend/delete the above stated conditions of employment and service benefit at anv time within
the framework of the company rules

Joining Time:21 (twenty) days from the date of issuance of this appointment letter.

Joining: You will report for duty to Director (HRM/Finance/Technical), PGCB Head Office,'17
Mohakhali, C/A Dhaka.

Posting: Posting may be made anywhere in Bangladesh.

Acceptance of Appointment: lf this appointment under the above terms and conditions is acceptable
to you, please confirm your acceptance within seven days of receipt of this letter by signing and
returning the second copy of this letter. The appointment letter will stand void if your "Acceptance of
Appointment" does not reach the company within -------

10

11

t l

'13

14

t c

Encl. :  As above,

Copv to:

1. Managing Director, PGCB, Dhaka.
2. Director (Finance/Technical), PGCB.
3. General Manager, ..................., PGCB.
4.  Company Secretary /  DGM . . . . . . . . . . . . . . . . . . . .
5. Manager,
6. Office Copy/Master Copy.

/( CI-L--

By Order

Manager (HRM)

. . . . . . . . . . . . . . . . . ,  PGCB.

Reviewed by : GM (P&A) Approved ( H R M )
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE :  EXTENSION OF JOIN ING T IME

Document No.: QF-HRM-O2 |  Revis ion t to . :  |  00 |  Ef fect ive Date:  O1tO7t13 P a q e : 1 1  l o f l l

No. PGCB/HRM/G-1/

Present Address:
, , , , , , , , , , , , , , , , ,

,  r  r  r  r  r  r  r  r  r  r  r  r  r ,  t  r  r  r  t D

, , , , , , , , , , , , , , , , , , , , , ,

Date:

"  Permanent Address:
, , , , , , , , , , , , , , , , ,

,  r  r  r  r  r r  r  r  r t r  r r  r  r r  r r  r  D

,  r  r  r  r  r r  r  r  r t r  r r r  r r  r r  r  r  r :

Subject  :  Extension of  Joining Time.

With reference to your application dtd. on the above subject this is

inform that management has been pleased to extend your jo in ing t ime to the post

. . . . .  uo to . . . .

Dy. Manager (HRM)

Copv to :
1 Company Secretary/DGM(Accounts/Audit), PGCB
2. Office Copy/Master copy

TO

of

Reviewed by '  GM (P&A) Approved ( H R M )
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE: BIO DATA
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: PERSONAL RECORD

Document No. : QF-HRM-03 |  Revis ion No. :  |  01 |  Ef fect ive Date: 01t07 t12 P a q e : l 2 l o I  2
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QUALITY FORMSTITLE: APPLtCA

CONTRIBUTORY PROVIDEND FUND
Document No: Revis ion No. : Effective Date: 01107 t13
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE: NOMINATION FOR THE BENIFICIARY OF

CONTRIBUTORY PROVIDEND FUND
Document No: QF-HRM-05 Revision No.: I 00 I Effective Date: 01t07 t13 Page: 1 of z
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POWER GRID COMPANY OF BANGLADESH LfD.
QUALITY FORMSTITLE:  NOMINATION FOR THE BENIFIc IARY oF

CONTRIBUTORY PROVIDEND FUND
Document No: QF-HRM-05 Revision No.:  I  Ot Effective Date: I O:rtOTtlZ P a g e : l 2 l o f l 2
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POWER GRID COMPANY OF BANGLADESH LTD.

QUALITY FORMS
TITLE: EMPLOYEES OFFICE ATTENDANCE RECORD

Document No. : QF-HRM-06 I  Revis ion No. :  |  00 |  Ef fect ive Date:  |  01107113 P a q e :  i 1  l o f 1

Power Grid Company of Bangladesh Ltd.
Employees Office Attendance Record

Name of
Office: For the month of:

Siqnature with a t ime

Signature of  the
Controll ing Officer

Rev iewed by .  GM (P&A) Approved by :
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POWER GRID COMPANY OF BANGLADESH LTD.

QUALITY FORMS
TITLE: EMPLOYEES MONTHLY ATTENDANCE STATEMENT
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE; LEAVE APPLICATION
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE: OFFICE ORDER FOR APPROVAL OF ENJOYMENT /
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q{5qq1Tfu {rrGK q-{iR(Re q.EFi"TlEf{ R-E<q
(iirg nqnr c<-fr sq]"F qq(\5 qtc<)

qqnrqT q6rq
qqm.sr< fi-c<q

offi< nr+-< w1r<r+Qir <s:ffir< qw<

(eicrv-ca qfiof-{s fin ar<em ofl {r1-{)
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Record vour rating bv outting 6l\ marks on the aonropriate pluce on the scole

Name of the post: _

Signature:
Designation:
Date:

PARAMETER
(ltem Description)

LEVEL OF KNOWLEDGE / SKILL
(lmportance / Relevance)

REMARKS
In the l ight of  your experience,
please indicate the ' importance'  and
'need of developrnent '  of  the
fbl lowing i tems that descr ibe the
area of knowledge, ski l l /  abi t i t ies
and attitude relevant to the iob.

BASIC
(Some

lmporlant)

INTER
MEDIATE
(Desirable)

ADVANCED
(lmportant)

I 2 3 4
A. Oualification

B. Knorvledee

c. skil l

Rev iewed by :  GM (P&A) Approved ctor  (HRM)
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USE ONLY
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IMPOR-
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ABLE

VERY
IMPOR.
TANT

TOP
PRIO-
Rtw

EACH ITEMS BELOW DESCRIBES AN AREA OF
KNOWLEDGE, SKILL.  ABILITY OR ATTITUDE

RELEVANT TO THE WORK

N U
N E E D

LITTLE
NEED

S U M E
NEED

5UrJ5-
TANTIAL

NEED
EXISTS

U K S E N  I

ATTENTION
REQ.'D

SCORE RANK

I
I z 4 5 1 z J 4 5

1

2.

4

q

o .

7.

8 .

9 .

10

Signature
Designat ion
Date

Reviewed by : GM (P&A) Approved by (HRM)
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Assessment  of  Tra in inq Need

Zone'.

Circ le.

Div is ion:

Prepared by: Recommended by:

Designation: Designation:

Date: ------ Date: -----

Field of Traininq

> t .
No Name of  the employee Designat ion

Required
field of

Tra in inq
Remarks

A N

B . o.
P .

D . o.
E . R

F J

T.
H . U.

I

J

K X

Y.

M. z.
rT\ n

Reviewed by:  GM (P&A)
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Name of the Trainin

CURRICULUM DEVELOPMENT

ram:

Learning Obiectives

Prepared by:

POWER GRID COMPANY OF BANGLADESH LTD.

Approved by:

Designat ion:

Date:

Designat ion:

Date.
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POWER GRID COMPANY OF BANGLADESH LTD.

OUTLINING TRAINING COURSES

1.  Code No

2. Title of the Course

3. Background/ Introduct ion

4. Objectives of the Course

5. Target Group/ Participants

6. Date

7. Time

8. Venue

9. Outline of Topics

'10. Methodology to be used

1 1 .  Audio Visual  Aids

12. Name of the Course Coordinator

13.Course Fee (where appl icable)

Prepared by: Approved by.

Designat ion:

Date:

Designat ion:

Date:

Revrewed by : GM (P&A) Approved by
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Prepared by:

POWER GRID COMPANY OF BANGLADESH LTD.

Long Term Training Plan (5 Years)

Plan  Per iod :  F rom:  Month . . . .Year . . . . . .  To  :  Month . . . . . . . . .Year . . . . . .

Approved by:

Designation:

Date:

Designation:

Date:

sr.
N o

Code
No

Title of the Course
Durat ion o

each
course

No qf
Part icipants
in a batch

Total Batches
in  the  p lan

oeriod

Total
Part icipants

Total
Contact
Hours

Total
Trainee
hours

Approved byt(DHRM):

ll
Reviewed by:  GM,r*O,J/ l  \0
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Prepared by:
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Plan  Per iod :  F rom:  Mon th . . . .  Yea r . . . . . .  To :  Mon th . . . . . . . . .Yea r . . . . . .

Approved by:

Designation:

Date:

Designation:

Date:

s l .
No

Code
No Tit le Duration Batch

No
Start
Date

Fin ish
date

Participants
in the batch Venue

Reviewed by . GM (P&A)
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Memo: PGCB/HRM/G-05/ Dated: ----l---l----

Office Order for Local Traininq

The fo l lowing of f ic ia ls  of  Power Gr id Company of  Bangladesh Ltd.  (PGCB) wi l l  a t tend a
training/seminar/presentation on -------------" to be

::l:::::-1.:I------------------.-------------::;;;,""_;;l; _ ;;;{,:ll?lh'-t-----t----to---'---''--- 
at-----

Sl  No . NAME OF PARTICIPANTS WITH DESIGNATION

All the Officers concerned are requested to be present on time.
By Order,

Manager  (HRM)

Managing Director, PGCB.
Director (Technical)/ (Finance), PGCB.
Genera l  Manager ,  . . . . . ,  PGCB.
DGM,-------- ------. PGCB
Manager  - - ,  PGCB.
Mr/Ms. -- PGCB.
Office copy/ Master Copy.

Distribution
1
2
3
4
5
o
7

Reviewed by : GM (P&A) Approved
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No.-PGCB/HRM/G-05i Date: ------***

NOMINATION FOR TRAINING PROGRAM

Attention: Mr.

Sub: Nominat ion for The Prooram "

Dear Sir,

With reference to your letter dated: -- on the above subject we
inform you that PGCB has been pleased to nominate the fol lowing off icials
above mentioned program to be held on ---------------.

You are therefore, requested to arrange the program as per schedule.

Thanking you, Your Sincerely,

Manager  (HRM)
Cop:r to;
1
2
3 Office copy / Master Copy.

would l ike to

to attend the

Sl .  No Name & Desiqnatron Office Passoort details
1
2.
3

Rev iewed by :  GM (P&A) Approved ( H R M )
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No. PGCB/ HRM ic-05l n ^ + ^ .
L J d t g .  

- - - - - - - - - - - - - -

f r om . . . . . . . . . . . . . .  t o

Factory Acceptance Test

The fol lowing off ic ials

.  ( inc lud ing

under Design Bui ld

Off ice Order for Foreiqn Training

of Power Grid Company of Bangladesh Ltd" wi l l  v is i t

t ravel t ime) to attend a training and witnessing of

& Turnkev Contract for the Construction of the

Manager  (HRM)

1

2

4 .

(Contract No: )

All costs of the journey wil l  be borne by M/s

The entire visit  including travel t ime for the program wil l

salary wi l l  be paid in foreign currency.

Al l  the trainees mentioned above are

nrnnaod tn

During the visit  of Mr./Ms.

the works of "

charges locally with the consent of their control l ing off icer.

5. They wil l  submit a report within 10(Ten) days after return from

This order is issued with the approval of the competent authority.

Office copy / Master Copy.

be treated as on duty. No part  of  their

hereby released from duty on (Aflernoon) to

wi l l  look after. . . . " . ,  Mr . /Ms

in addit ion to his/her own dutiesThe other officers will handover

vvvr:v-

2.
3. Offi,

Sl .  No Name & Desiqnat ion Office Materials
1
2.
3
4 .

Reviewed by: GM (P&A) Approved by
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: TRAINING ATTENDANCE SHEET

Document No.: QF-HRM-3S I  Revis ion No. :  |  00 |  Ef fect ive Date:  |  01107113 P a q e : 1 1  o f l l

POWER GRID COMPANY OF BANGLADESH LTD

TRAINING ATTENDANCE SHEET

Training Course :

Durat i ion .  From to . . .  . .

S/N.
Name of the Part ic ipant and

Designat ion

Date

signature signature signature

0 '1 .

02.

t t <

04.

05

t t h

07

08

I t\-l

10

11

12

l ?

14

15.

Recorded by:

Reviewed by : GM (P&A

Designat ion.



QUALITY
MANAGEMENT

SYSTEM

POWER GR!D COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: EVALUATION OF TRAINING

Document  No. : QF-HRM-36 i  Revision No.:  I  00 I  Effect ive Date: |  01107113 P a q e : 1 1  l o f l l

1 .

POWER GRID COMPANY OF BANGLADESH LTD

Evaluat ion of  Train ing
Course Name:

End of  the Week Evaluat ion Sheet

Week No.
Considering the contents, presentation, methodology, Time and reading materials etc.,' ! '  mark in the appropriate box of the given scale against the topic:

please

2 .

Top ic  Sca le

LOW HIGH

i .

i i .

i i i .

i v .

Please comment ( l f  any) and suggest for possible improvements on the fol lowing aspects:
a. Content :

b. Presentation:

c. Methodology:

d.  T ime:

e. Reading Materials:

f.  Any other Comments and Suggestions :

Rev iewed by :  GM (P&A) L3 Approved o r  ( H R M )
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: ORDER FOR TRANSPORT /  VEHICLE ALLOCATION

Document No.: QF-HRM-37 i  Revis ion No. :  |  00 |  Ef fect ive Date:  I  Oj t }7t13 P a q e : 1 1  l o f  1

lmlsqqf_t{s1 q@l
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a s-f"iffi</{r {uqm,{ r/fut- e \e/

"qfrh a
)

ffiqc

( - - - - - - - - - - - - - - - - )

Gq-<r{EI"rs (,!Qu-wl-<,!r)

a;

;l(
^*-5\_ --__ - _-*rl lv l< < s...r (J .'.r t 5 <\fTla <i<qm"orft

{flq/Tds <<.m-Ts
sffil

rg<j

\a) I a

B .

c.

1 .

b .

g. qfr;.z zFTr/ trVn ofq

Reviewed by:  GM (P&A)
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POWEN GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: ORDER FOR USAGE OF TRANSPORT lN HOLIDAYS

Document No.: OF-HR|V1-38-tReviiion tto.: | 0O I Effective Date: 1 01107113 P a q e : 1 1  1 o f 1 1

ai-fqfu ffi /,4 etrqme rlb - a s/ iotktt c

Rtr{ ft5q an<lqd _<ryF qqls qs{fcq-rl

qrtfi --- s"ftq €rc ----------- iorftq q-fu Rfr cq'rq-{r{ cqfuca- q{r{ si{r{tr w+-q

rc6ry "ffq-ca "f.r< M"fs {gq{q <-jTds qt< a

ffifq;-r:T,

(-----------------)

€"t -<f+fl "f+ 1 c?uwfcu :t)

qXfuiit s

a.
\e. qfvq qfqtffin qfq t

i:G

{(
frafeft"J {Er< as( ]-ssTli{ T{-{ {g<i

efasi-s "mfru-n-+ "ff .A
ftal f"rffiqfr {< qtm8 .

c . qs.s qrEF T{_s
M{ cqFoTr<-rF q]friqn

q .
"i]q-{ SkCT;r r

O .

Reviewed by: GM (P&A)

)--

Approved by



Quality Management SYstem
POWER GRID COMPANY OF BANGLADESH LTD.

QUALITY FORMS
TITLE: LOG BOOK FOR VEHICLE MOVEMENT

Document No. : Or+nNl+g I  Revision No.:  |  00 |  Effect ive Date: |  01107113 P a o e :  l l  I o f 1

Power Grid Company of Bangladesh Ltd.

Log Book for Vehicle Movement
Vehicle No:

Date Users Name & Designation Frorn Time To Tirne
Purpose of
Joumev

Ki lo Meter Total
(KM) Signature Fuel Drawn

Frorn To

Reviewed by Approved by



Qual i ty  Management System QUALITY FORMS

Type of Fuel :Name of the Office :

Power Grid Company of Bangladesh Ltd.
TRANSPORTWISE GONSUMPTION OF FUEL ETC

Vehicle No

POWER GRID COMPANY OF BANGLADESH LTD.
TITLE: MONTHLY FUEL CONSUMPTION REPORT

Effective Date: 01107 t13

Fuel consumed Others Fuel
consumed
Litr. /kM

Reviewed by: GM (P&A) I  Di rector  (HRM)
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE :  VEHICLE REPATR WORK ORDER

Document No.: QF-HRM-41 | Revision No.: i 00 I fffective Oate:-T- OilOZlte P a q e : 1 1  l o f l l

-T<=F ;T< 3

< r

\41 |

8 l
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8 t \t€-ry <sf;V#fs <;f4 r

Reviewed by: GM (P&A) Approved b!
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: OFFICE ORDER FOR ENGAGEMENT OF ANSARS

Document No. : QF-HRM-42 |  Revision t lo. :  I  OO I Effect ive Date: I  01tO7t13 P a q e : 1 1  l o f l l
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Rev iewed by :  GM (P&A)
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE: LETTER OF APPROVAL FOR ENGAGEMENT OF

LABOUR
Document No.: QF-HRM-43 |  Revis ion No. :  I  00 |  Ef fect ive Date:  |  01107113 P a q e : 1 1  o f l l
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Rev iewed by :  GM (P&A)
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POWER GRID GOMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE: APPROVAL FOR ALLOCATION OF FIXED PHONE /

CELLULAR MOBILE  PHONE
Document No.: QF-HRM-44 |  Revis ion No. :  |  00 |  Ef fect ive Date:  01107113 P a q e : 1 1  l o f l l
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Rev iewed by :  GM (P&A) Director  (HRM)
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: GENERAL NOTIGE

Document No.: QF-HRM-45 |  Revis ion No. :  |  00 |  Ef fect ive Date:  |  01107113 P a q e : 1 1  l o f l l

lE 4(- qtk{s

qTTKq fr6.[S

qifl? {ecffi q{'ifu{ qq qt-;rtFn ffirctq cs,
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Reviewed by : GM (P&A) Approved by
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE: CORRESPONDANCE WITH THE GOVERNMENT /

MINISTRY
Document  No. : QF-HRM-46 |  Revision No.:  I  00 I  Effect ive Date: I  01t07t13 P a q e : l l  l o f l l
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Reviewed by : GM (P&A)
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: CORRESPONDANCE WITH OTHER ORGANTZATION

Document No.: QF-HRM-47 |  Revision No.:  |  00 |  Effect ive Date: 01t07t13 P a q e :  I  1  o f  1 2
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Reviewed by: GM (P&A) 
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: CORRESPONDANCE WITHIN THE ORGANIZATION

Document No.: QF-HRM-48 |  Revis ion No. :  |  00 |  Ef fect ive Date:  |  01107113 P a q e : l l  l o f  2
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Rev iewed by :  GM (P&A) ( H R M )



POWER GRID COM
QUALITY FORMSTITLE: CONDOLANCE MESSAGE

Document No.: Revis ion No. : Effective Date: 01t07  t13
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Reviewed by . GM (p&A)
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE: OFFICE ORDER FOR THE FORMATION OF A

COMMITTEE
Document No.: QF-HRM-SO I  Revis ion No. :  |  00 |  Ef fect ive Date:  I  01107113 P a q e : 1 1  l o f l l
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Rev iewed by :  GM (P&A) l /
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POWER GRID GOMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: COMMITTEE MEETING NOTTCE

Document No.: OF-HtM-51 |  Revision t to. :  |  00 |  Effect ive Date: I  O1tO7t13 P a q e : l l  l o f l l
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Reviewed by : GM (P&A)
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: MEETING ATTENDANCE RECORD

Document  No. : QF-HRM-52 |  Revis ion No. :  |  00 |  Ef fect ive Date:  |  01107113 P a q e : 1 1  o f l l

Tit le:

POWER GRID COMPANY OF BANGLADESH LTD.
MEETING ATTENDANCE RECORD

Name and Designat ion
" Date :

e-mai lAddress

Reviewed by : GM (P&A)
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE :  M INUTES OF THE MEETING

Document No. : QF-HRM-53 |  Revis ion No. :  |  00 |  Ef fect ive Date:  I  01107113 P a q e : 1 1  l o f l l
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: APPROVAL FOR CHANGE OF MOBILE PHONE SET

Document No. : QF-HRM-s4 |  Revis ion No. :  |  00 |  Ef fect ive Date:  |  01t07t13 P a q e : 1 1  l o f  1
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE: NOMINATION FOR THE BENIFICIARY OF

CONTRIBUTORY PROVIDEND FUND, GROUP
INSURANCE. GRATUITY AND OTHERS

Document No: OF-HRM-SS I  Revis ion No. : 00 Effective Date: 01 t07  t13 Page: 1 of z
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POWERGRIDCOMPANYff i
QUALITY FORMSTITLE: LIEN ORDER FOR EX-BANGLADESH SERVICE

Document No.: Qr-Hnv-sz l nev P a q e : l l  l o f l l

No. PGCB/H RM/c-1 3/----------- Date:-----*-

Lien Order for Ex.Bangladesh service

Power Grid Company of Bangladesh Ltd. (PGCB) has been pleased to consider the application of Mr,
- dated and allow him to serve under ____-:on lien for a

period of years under the following terms and conditions:

Terms & Conditions:
1) Under no circumstances the duration of lien will be extended.
2) lncase of failure to report for duty in PGCB within 4 weeks of expiry of the approved period of foreign service the

pertod of his absence beyond the approved period of forergn service will be treated an unauthorized absence and
discipl inary action wil l  be taken against him.

3) He is allowed to return/join in the service of pGCB within the lien period.
4) During lien period his service wiil be governed under the service rules of DEWA.
5) PGCB will not be liable for any accident during lien period or will compensate anything to any kind of disability

arising out of that accident even after lien period.
6) During lien period he will not get pay and allowance (Salary, lncrement, Bonus, Leave Encashment, Medical

benefit etc.) from PGCB .
7) No coverage of group insurance will be given,
B) He can contribute to CPF at the present rate on monthly basis as per CPF rule. lf subscription of any month is not

paid by the 1't week of the following month the membership will be discontinued.
9) The period of lien will not be counted for gratuity
10) This order will be effective from the date of release from pGCB.

By Order

Copv to:
Manager/DM (HRM)

Office Copy / Master Copy

1.

Reviewed by:  GM (p&A) Approved DHRM) :
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: OFFICE ORDER FOR EX-BANGLADESH STUDY LEAVE

Document No.: QF-HRM-58 |  Revision No.:  |  00 |  Effect ive Date: o1to7t13 P a q e : 1 1  l o f l l

No PGCB/HRM/E----------- Date: ----------

Office Order for Ex-Bangladesh Studv Leave.

Mr. ------- ---- Power Grid Company of Bangladesh Ltd. (PGCB) has
been granted -----------year extra ordinary leave without pay with effect from the date of his
release to study in the university of ----------- -- on ------- subject to the
fol lowing condit ions:

1) Under no circumstances the duration of l ien wil l  be al lowed.
2) The service of PGCB shall  stand terminated if  he fai ls to return/join after the expiry of leave.

This has got the concurrence of the competent authority.

By Order

Manager/DM (HRM)
Copv to:
1 .
2.
3. Office Copy / Master Copy

Reviewed by:  GM (P&A) Approved ( H R M )
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FormsTITLE: Off ice Order for Addit ional Charge

Document No, QF-HRM-60 Revision No.: 00 Effective Date: 01t07 t13 Page: '1 of
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Reviewed by Approved by : Direcl
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POWER GRID CON/PANY OF BANGLADESH LTD.
QUALITY
FORMSTITLE: HAND OVER & TAKE OVER OF CHARGE

Document No: QF.HRM-61 Revision No.: 00 Effective Date: 01t07t13Page :11  l o f  l 1

QF.HRM.61
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Rev iewed by :  GM (P&A)
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY

FormsTITLE: Working Paper for Board's Meeting

Document No: QF.HRM-62 Revision No,: 00 Effective Date: 01107 t13 Page :11  l o f  l 1
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Rev iewed by :  GM (P&A)
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Approved by :



POWER GRID COMPANY OF BANGLADESH LTD.
TITLE: CERTIFICATE FOR TRAINING

Effective Date:

QUALITY FORMS

QF-HRM-63 01t07113

Power Grid Company of Bangladesh
Limited

Head Office . trs shanan, (3'd & 4rh floor)

BiA, Ramna, Dhaka-1000

Certified that Mr. ---Desionation ----*---

Department --- has successful ly completed the training course held during -

at ------------ -----------on

We wish him every success in life

Course Co-ordinator
Date

Chief Co-ordinator General Manager (P&A)
Date

t\
Reviewed by: GM (P&A) | t  \  f

\h_'L



Quality
Management

System

POWER GRID COMPANY OF BANGLADESH LTD. QUALITY
FormsTITLE: Office Order for Allotment of House
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FormsTITLE: Hand over & Take over of Departmental  House

Document No: QF-HRIM-65 Revision No | 00 | Effective Date: I 01t07t13Page :11  l o f  l 1
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMS

TITLE: Adveftisement of Recruitment

Document No: QF-HRM-66 | Revision No.: | 00 I Effective Date: I 01107113 P a q e : 1 1  l o f
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POWER GRID COMPANY OF BANGLADESH LTD.
QUALITY FORMSTITLE: WRITTENruVA TEST

Document No: QF-HRM-67 Revision No.:  i  OO i  Effect ive Date: i l1/07/13 P a q e : 1 1  l o f l l

No PGCB/HRIVI/G 03/

Rol l  No.-----------

Mr ----------

Sub: Written / Viva tegt for the post of

With reference to your application {or the above-mentioned
(PGCB) you are requested to appear for a wrrttenl viva test
parliculars are provided below

Date

Photo

post in Power Grid Company of Bangladesh Ltd.
The detai ls of  venue and t inre schedule and other

( 1 )

(2)

Venue

u d l v

(3) Time

(4) You will have to take your seatin the examjnatjon hall '15 minutes before lhe schedulecJ tirne.

(5) Please bring necessary pen and pencil for appearing in the written Test.

(6) No Mobi le phone wi l l  be al lowed in lhe examinat ion hai l .

(7) This letter shall be treated as admit card for appearing in the Test and must be produced al the entry point of

the examinat ion hal l

(B) No T A & D A wi l l  be paid for appearing in the Test

(9) The number appeanng at the top of your name and address is your ser ial  number

( - -- ..--.------ -------- )
Dy Manager/Asstt .  Manager (HRM)

Date:

lt
Reviewed by : cM (P&A) 
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c{fq-c{s qlfilrs ufgft qfts qql-cl-{ W-rs Ftq-rs cR.t sfucR-a r

rqR\i q\'(q q"Fd|< ktrrh qfiE qfu'l Efufts e.s{ta ffiffi'a dTft fr<'<
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শিক্ষাভাতা সংক্রান্ত শিক্ষার্থী সন্তানের তর্য শিিরণী  
 প্রশত সন্তানের জেয মাশসক ১,০০০/-(এক হাজার) শহনসনি সনিথাচ্চ ১,৫০০/-(এক হাজার পাাঁচিত) টাকা 

 

কর্ মকর্মা/কর্ মচারীর নার্ঃ------------------------------------------------     

পদবীঃ--------------------------------------------------------------------   

দপ্তরঃ--------------------------------------------------------------------- 

আইডি নং---------------------------   

µwgK 

bs 

সন্তাননর  নাম   
সন্তাননর জন্ম 

তাডরখ  

বয়স 
(বছর-মাস-দিন)  

‡h †kªYx‡Z 

Aa¨qbiZ 

wk¶v cÖwZôv‡bi bvg I 

wVKvbv  

মন্তিয   
1.       cÖwZ eQi wk¶vi mg_©‡b 

Aa¨qbKvix‡`i wel‡q সংশিষ্ট 

wk¶v cÖwZôv‡bi cÖZ¨qbcÎ Rgv 

w`‡Z n‡e| 

2.       

 

 

 

Kgx©i ¯^v¶i                 `ßi cÖav‡bi ¯^v¶i I mxj  
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