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No.-PGCB/HRM/G-02/........ Date: oo

Mr.

Subject : Appointment to the post of (name of the post).

With reference to your application dated ............... and subsequent interview, the Power Grid Company of
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:

1. Terms of Appointment: Unless otherwise 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 will 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.

2 Remuneration:
a) Basic Salary DTk l-(Taka ................. ) only per month in the
scaleof Tk. ... -
b)  House rent Allowance 1 As per Company Rules
(if not provided with house)
c) Medical Allowance : As per Company Rules
d)  Transport Facilities . Asper Company Rules.
e)  Income Tax : Tobe paid by the employee.
3. 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.
4. Leave: As per Company's rules.

5. 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.

6. Gratuity: As per Company's rules.

7. 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 ([Diregtor (HRM)
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8. 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.

9. 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.

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

1. 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 any time within
the framework of the company rules.

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

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

14, Posting: Posting may be made anywhere in Bangladesh.

15. Acceptance of Appointment: If 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 ------=----x---e--- .

Encl.: As above. By Order

Manager (HRM)

Copy to:

1. Managing Director, PGCB, Dhaka.

2. Director (Finance/Technical), PGCB.

3. General Manager, ................cccccocoooveverencnn,, PGCB.

4. Company SECTEtary / DGM ........cco.ccoovoivvcieiviseeoeeieeeeeoeeseoeeeeoseeeoer ooy PGCB.

5. Manager, .......cooivoviriiieeeeeeie

6. Office Copy/Master Copy.

Reviewed by : GM (P&A) Approved b)/:j ctor (HRM)
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No. PGCB/HRM/G-1/ Date: ..............

Present Address: » Permanent Address:

IIIIIIIIIIIIIIIIIIYI ST enane 3 33339333733393333393y)n e nnnne
I¥¥33333999903333939) LERERREREREEEERRERRSEE]

13999999933333399999)) II999Y9YNIINNIRIIIININIL

Subject: Extension of Joining Time.

With reference to your application dtd. .................. on the above subject this is to
inform that management has been pleased to extend your joining time to the post of

e Upto

Dy. Manager (HRM)

Copy fo .

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

/( 0. 1
]
Reviewed by . GM (P&A) N M\ w Approved b jrecCtor (HRM)
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Power Grid Company of Bangladesh Ltd.
Employees Office Attendance Record

Name of
Office: For the month of:
Name of Signature with arriving time Total
SL . . . R Total Total
No Officers | Designation Working Leave | Presence Remarks
& Staffs 1] 234|856 |7 1819 {1011 |12 | 13114 {15 16 | 17 [ 18 | 19 | 20 | 21 | 22 | 23 | 24 | 25 | 26 | 27 | 28 | 29 | 30 | 31 Days esenc
Signature of the
Controlling Officer
N

|
Reviewed by : GM (P&A) % /&V\/ (j Approved by : Dir (HRM)
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POWER GRID COMPANY OF BANGLADESH LTD.
T.A/D.A Bill
Name: Designation : Office/Dept.
Place Date | Time Place Date | Time | Mode of | Air/Train/ Distance | Haltage | No. of days for | Hotel Purpose of visit
Journey | Watercraft | Traveled | (No. of | which Daily Fare
Fair (km) days) | Allowance (In Taka)
(In Taka) claimed
I 2 3 4 5 6 7 8 9 10 11 12 13
Claim for distance traveled = km @ Tk. per km = Tk.
Claim for Daily Allowances = days @ Tk. per km = Tk.
Claim for Air / Train / Watercraft fare = Tk.
Claim for Hotel fare = Tk.
Total T.A/ D.A Claim = Tk.
Certified By: Approved By:

Signature Controlling Officer

Departmental Head/Section Head

Reviewed by : GM (P&A) /< M\r

Approved by gi

/
tor (HRM)
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Prepared by: Approved by:
Designation: Designation:
Date: Date:
Reviewed by : GM (P&A)Q( @ Approved By :|Director (HRM)
|V~
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POWER GRID COMPANY OF BANGLADESH LTD.

OUTLINING TRAINING COURSES

1. Code No

2. Title of the Course

3. Background/ Introduction
4. Objectives of the Course
5. Target Group/ Participants
6. Date

7. Time

8. Venue

9. Outline of Topics

10. Methodology to be used
11. Audio Visual Aids
12.Name of the Course Coordinator

13. Course Fee (where applicable)

Prepared by: Approved by:
Designation: Designation:
Date: Date:

P

Reviewed by : GM (P&A) \5\ W Approved by : @ireytor (HRM)
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TITLE: LONG TERM TRAINING PLAN (5 YEARS)
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Document No.:
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POWER GRID COMPANY OF BANGLADESH LTD.

Long Term Training Plan (5 Years)

Plan Period: From: Month....Year...... To: Month......... Year......
si Code Duration ofj No of Total Batches Total Total Total
Nc; No Title of the Course each Participants in the plan Participants Contact Trainee
course in a batch period P Hours hours

Prepared by:

Designation:
Date:

Reviewed by : GM (P&A) \Q

Approved by:

Designation:
Date:

7

Approved byYDHRM):
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POWER GRID COMPANY OF BANGLADESH LTD.

ANNUAL TRAINING PLAN

Plan Period: From: Month.... Year...... To: Month......... Year......
Sl Code . . Batch Start Finish | Participants
No No Title Duration No Date date in the batch Venue
Prepared by: Approved by:
Designation: Designation:
Date: Date:

Reviewed by : GM (P&A) d\l ‘x\ l/é Approve(&;y.\ irector (HRM)
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Document No.: | QF-HRM-32 [ Revision No.: | 00 | Effective Date: [ 01/07/13 | Page: [ 1 [ of | 1

Memo: PGCB/HRM/G-05/... .. Dated: ----/-=-/-=--

Office Order for Local Training

The following officials of Power Grid Compa.ny of Bangladesh Ltd. (PGCB) will attend a

training/seminar/presentation on " " 10 be

conducted by on / from ----f-==-=/---- tO ---=/--=--- R |
from ....hr.to ....... hr everyday

SI No. NAME OF PARTICIPANTS WITH DESIGNATION

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

By Order,
Manager (HRM)
Distribution
1 Managing Director, PGCB.
2 Director (Technical)/ (Finance), PGCB.
3 General Manager, .......cooocvevieiire i , PGCB.
4 DGM, . PGCB.
5 Manager , PGCB.
6 Mr/Ms. PGCB.
7  Office copy/ Master Copy.
Y
Reviewed by : GM (P&A) & Approved by': ctor (HRM)
. W
—

—




Quality POWER GRID COMPANY OF BANGLADESH LTD.

Management QUALITY FORMS
asyftem TITLE: NOMINATION FOR TRAINING PROGRAM

Document No.: | QF-HRM-33 | Revision No.: | 00 [ Effective Date: [ 01/07/13 Page: [ 1 | of [ 1

No.-PGCB/HRM/G-05/ Date: —-mmeemeee-

NOMINATION FOR TRAINING PROGRAM

Attention: Mr.

Sub: Nomination for The Prodram ™. .. ... i

Dear Sir,

With reference to your letter dated: ------------mme- on the above subject we would like to
inform you that PGCB has been pleased to nominate the following officials to attend the
above mentioned program to be held on -------~-—----- :

Sk Ne Name & Designation Office Passport details
1.
2.
3.

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

Thanking you, Your Sincerely,
(
Manager (HRM)
Copy to:
1.
2.
3. Office copy / Master Copy.

ctor (HRM)

Reviewed by : GM (P&A) d‘\“[ \b Approved bﬁ




Quality POWER GRID COMPANY OF BANGLADESH LTD.

Management QUALITY FORMS
ngf;,m TITLE: OFFICE ORDER FOR FOREIGN TRAINING

Document No.: | QF-HRM-34 [ Revision No.: [ 00 [ Effective Date: | 01/07/13 [ Page: [ 1 [of [ 1

No. PGCB/ HRM /G-05/ D] 1 ——

Office Order for Foreign Training

The foliowing officials of Power Grid Company of Bangladesh Ltd. will visit .............. from ... to
............... (including travel time) to attend a training and witnessing of Factory Acceptance Test
under Design Build & Turnkey Contract for the Construction of the ...
(Contract No: ... ).

SI. No Name & Designation | Office Materials
1

2,
3.
4.

1. All costs of the journey will be borne by M/S ..o

2. The entire visit including travel time for the program will be treated as on duty. No part of their

salary will be paid in foreign currency.

3. All the trainees mentioned above are hereby released from duty on .................... (Afternoon) to
proceed o ...

4. During the visit of Mr/Ms. ........................., ME/MS. , will look after
theworks of ... in addition to his/her own duties. The other officers will handover

charges locally with the consent of their controlling officer.

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

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

( )
Manager (HRM)
Copy to.
1.
2.
3. Office copy / Master Copy.
| AN

Reviewed by : GM (P&A) té Approved by ﬁe’ r (HRM)
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Document No.: | QF-HRM-35 | Revision No.: [ 00 [ Effective Date: | 01/07/13 | Page: [ 1 | of | 1

POWER GRID COMPANY OF BANGLADESH LTD
TRAINING ATTENDANCE SHEET

TrAINING COUMS & i e e e et e e e e e

Duratiion: From ... 10 i

Date

Name of the Participant and
S/N. . .
Designation

signature signature signature

01.

02.

03.

04.

0s.

06.

07.

08.

09.

10.

1.

12.

13.

14.

16.

Recorded by:

/\ Designation:

Reviewed by : GM (P&A)d\\}‘l\ é ) Approved by :igi%%or (HRM)

——/
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SYSTEM TITLE: EVALUATION OF TRAINING

Document No.: | QF-HRM-36 | Revision No.: | 00 | Effective Date: | 01/07/13 | Page: [ 1 | of | 1

POWER GRID COMPANY OF BANGLADESH LTD.

Evaluation of Training

Course Name: ......ccciiiiiiiiii e
End of the Week Evaluation Sheet
| Week No. | |
1. Considering the contents, presentation, methodology, Time and reading materials etc., please
"\ mark in the appropriate box of the given scale against the topic:
Topic Scale
LOW HIGH
. l1]2]3]4]5]6]7]8]9] 10
i. l1]2[3]4]5]6]7]8]9] 10
ii. l1]2[3J]4]5][6]7]8]9] 10
iv. l1]2]3[4]5[6]7]8]9] 10
2. Please comment (If any) and suggest for possible improvements on the following aspects:

a. Content:

y
Reviewed by : GM (P&A) d\( L& Approved bY : Dlfector (HRM)
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Power Grid Company of Bangladesh Ltd.
Log Book for Vehicle Movement
Vehicle No:
Lo . . Purpose of Kilo Meter Total .
Date Users Name & Designation From Time To Time Journey From To (KM) Signature | Fuel Drawn

I

)

Reviewed by : GM (P&A) \\\\(\/

[

W/

Approved by :

Ir

r (HRM)
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Power Grid Company of Bangladesh Ltd.
TRANSPORTWISE CONSUMPTION OF FUEL ETC

Name of the Office : ..o

Vehicle NO: ..o

Type of Fuel : ...

Month

Kilo Meter

From To

Fuel consumed

Hydraulic Oil

Lubricating Oil

Filters

Others

Total

(KM) CNG | Octane| Petrol | Diesel

Mm® Ltr. Ltr. | Ltr.

Brake

Gear

Mohil
Ltr.

Flushing
Ltr.

Air

Mobil|Fuel

Dist.
Water

Grease

Servicing

Radiator/
Fuel Tank

Battery Fuel Lub. Oil
changed |consumed| consumed Remarks
on Litr. /kM Litr. / kM

July
20....

Aug.
20....

Sep.
20....

Oct.
20....

Nov.
20....

Dec.
20....

Jan.
20....

Feb.
20....

Mar.
20....

Apr.
20....

May
20....

June
20....

Year
Total

Reviewed by : GM (P&A) \h\\/ \)d

N, d)
97/
Approve £ Director (HRM)
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Page: | 1 | of [ 1

POWER GRID COMPANY OF BANGLADESH LTD.

MEETING ATTENDANCE RECORD

S/N. Name and Designation

Date :

Phone/

signature Mobile

e-mail Address

01.

02.

03.

04.

05.

06.

07.

08.

09.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

i

_\
Reviewed by : GM (P&A) N\ Cé Approved by : Diveglor (HRM)
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No. PGCB/HRM/G-13/emrmmeee : Date: —eemeeeee-

Lien Order for Ex-Bangladesh service

Power Grid Company of Bangladesh Ltd. (PGCB) has been pleased to consider the application of Mr. -------e-eeewv

............... dated ------------— and allow him to serve under on lien for a

period Of ---eemmnnm- years under the following terms and conditions:

Terms & Conditions:

1)

Under no circumstances the duration of lien will be extended.

2)  Incase of failure to report for duty in PGCB within 4 weeks of expiry of the approved period of foreign service the
period of his absence beyond the approved period of foreign service will be treated an unauthorized absence and
disciplinary action will be taken against him.

3) Hels allowed to return/join in the service of PGCB within the lien period.

4)  During lien period his service will 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, Increment, Bonus, Leave Encashment, Medical
benefit etc.) from PGCB .

7)  No coverage of group insurance will be given,

8)  He can contribute to CPF at the present rate on monthly basis as per CPF rule. If subscription of any month is not
paid by the 15t 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
Manager/DM (HRM)

Copy to:

1

2. .

3. Office Copy / Master Copy

1
Reviewed by : GM (P&A) d\i b/b Approved b¥(DHRM):




Quality POWER GRID COMPANY OF BANGLADESH LTD.

M ement UALITY FORMS
ag;gtem TITLE: OFFICE ORDER FOR EX-BANGLADESH STUDY LEAVE | &

Document No.: | QF-HRM-58 | Revision No.: | 00 | Effective Date: | 01/07/13 | Page: [ 1 [ of | 1

No. PGCB/HRM/E-----rnrn- Date: cecemeee

Office Order for Ex-Bangladesh Study 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

following conditions:

1)  Under no circumstances the duration of lien will be allowed.
2) The service of PGCB shall stand terminated if he fails to return/join after the expiry of leave.

This has got the concurrence of the competent authority.

By Order

Manager/DM (HRM)
Copy to:

1.
2 .
3. Office Copy / Master Copy

[ : QO
/ 1
Reviewed by : GM (P&A) \M Approved b or (HRM)




QUALITY POWER GRID COMPANY OF BANGLADESH LTD.
MANAGEMENT

UALITY FORMS
SYSTEM TITLE: JOINING REPORT @

Document No: | QF-HRM-59 | Revision No.: | 00 [ Effective Date: | 01/12/13 | Page: | 1 | of | 1

RSB I I i R — IESE (SIS

.............. fazare/Arrafe/andl elg 2B W —eemeomeeee (ST AT
(IS BT |

WU MEMER F0 i 93 @, S @wese gzet s s s

A TS,

Reviewed by : GM (P&A) \ \b Annrauad




Quality POWER GRID COMPANY OF BANGLADESH LTD.
Management QUALITY
System TITLE: Office Order for Additional Charge Forms

| Document No: | QF-HRM-60 | Revision No.. [ 00 | Effective Date: | 01/07/13 | Page: [ 1 | of |1
g e -foferifa/agraaan/3- [0 P ——
1 TRRITGIAG/ TA-TZIE) GIEF/ BA-
TIFAF2E GIFIF/GTZE TIBIAD oo @ frg wifcgs
ST BN —mmmmmmmm oo s wfefae wiftrg A9 41 229 | Gy fefw

fafe cIrettas wifTg ©ret &7y 230 |

Q@ WA WREH S 2209 |
v,
[T/ (AIFARAT)
ot
D, @W-Wﬁ?ﬁ, .......................................................

2. wRE By wEm sl @re

[ %@W/ .

U]
Reviewed by : GM (P&A) d\l w Approved by : DrrectoV(HRM)

—_—



QF-HRM-61

QUALITY POWER GRID COMPANY OF BANGLADESH LTD.
MANAGEME QUALITY
NT TITLE: HAND OVER & TAKE OVER OF CHARGE FORMS
SYSTEM
Document No: | QF-HRM-61 Revision No.. [ 00 [ Effective Date: | 01/07/13 | Page: [ 1 [of |1
@ R-Ffef/agrsmaT/z- 1O £ ———

ISR CERCRE

o we-FAfefHa)/- oo F1 = O SIS e IR TP I e S Ea TG Lt [
S £ 11 B SRR G RUAZ) BSOS —— Sifgd [t [aeRD TEET 8 &TA
FREN |

vy TWEIFId] TS| ity argersisl FHFS]
ECaIEh

Sy BITZITTBINE, ooeeeoeeeeeee e,
2 R S/ iR S/ @

/ g

Reviewed by : GM (P&A) %\/& Approvedby { Pirector (HRM)




Quality POWER GRID COMPANY OF BANGLADESH LTD.
Management QUALITY
System TITLE: Working Paper for Board's Meeting Forms
Document No: | QF-HRM-62 [ Revision No.. [ 00 [ Effective Date: [ 01/07/13 | Page: [1 [of |1
< 1[4T: A A A, R SIfRT4Y ----- ©F TS ---- TR
RGN S A7
RIGICEIGER R CIDIRY g

T) DT REE g

EEao|

o0

q) e REEE AR RS g

) (@IS TS AT 8
(Jifes]

) ey feEcne Sl

[els}

%) (AT ISP WAL REEa
T Pl agreld o AWK /
A=l

fel<]

5)  ewfas Granee @fsrs
Ty &fsfer

o0

I 7,
Reviewed by : GM (P&A) %\llv\/ l& Approved by : D RM)

FA2013PGCBNsoMSO- 2013\QF-2013\QF -HRM-62 doc I




QUALITY POWER GRID COMPANY OF BANGLADESH LTD.

MANAGEMENT
SYSTEM TITLE: CERTIFICATE FOR TRAINING

QUALITY FORMS

Document No: | QF-HRM-63 | Revision No.: [ 00 [ Effective Date: | 01/07/13

Page: [1 [of |1

Power Grid Company of Bangladesh

Limited

Head Office . IEB Bhaban, (3 & 4th floor)

8/A, Ramna, Dhaka-1000

Certified that Mr. - Designation

Department -------—eememmeee has successfully completed the training course held during -

at on*

We wish him every success in life.

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

Date Date Date

Reviewed by - GM (P&A) [ Annrnva

1
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No. PGCB/HRM/G-03/ Date —eeoeeemeeen-

Roll NO.—-——eeem v
Mr. ---

Photo

Sub: Written / Viva test for the post of

With reference to your application for the above-mentioned post in Power Grid Company of Bangladesh Ltd.
(PGCB). you are requested to appear for a written/ viva test. The details of venue and time schedule and other
particulars are provided below:

(1) Venue D e

(2) Date D e

(3)  Time D e

(4)  You will have to take your seat in the examination hall 15 minutes before the scheduled time.

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

(6)  No Mobile phone will be allowed in the examination hall.

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

the examination hall.
(8)  NoTA&D.Awil be paid for appearing in the Test.

(3)  The number appearing at the top of your name and address is your serial number.

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

Date:

W

Reviewed by : GM (P&A) Approved
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APPLICATION FOR PROXIMITY ID CARD (Fill up in English)

POWER GRID COMPANY OF BANGLADESH LTD.

Category of post: Permanent/ temporary/outsourcing/Others.

Date:

1. | Full Name(Block letter):
2. | Father’s name: .
Passport Size
3. | Designation: Color Photo
4. | Section:
5. | Office:
6. | Date of Joining:
7. | Service Contract Expire Date:
8. | Blood Group:
9. | National ID No:
10. | Mobile No: Self: Official:
11. | Emergency Contact No:
12. | E-mail address:
13. | PMIS/Unique ID no:
14. | Previous ID No (if any):
15. | Permanent address :
Certified by Verified b Issued by
Applicant’s | Office/section Head\ Man arl oot apprived hy Manager
. . g ’ ger HR-1/2 GM (P&A) =

signature: | (sign with office seal): Security

o | 3. In case of promotion/time expiry previous ID card should have to be deposited.
E b. In case of losing, the copy of GD should have to be attached.

c. The attested copy of NID card should have to be submitted with the application.
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