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E x e c u t i v e  s u m m a r y

Functional Context

T h e  S e c r e t a r i a t  S y s t e m  is t h e  c o r n e r s t o n e  o f  g o v e r n m e n t  
a d m i n i s t r a t i o n  in B a n g l a d e s h .  T h e  d e c i s i o n s  of the G o v e r n m e n t ,  
b o t h  r e g u l a t o r y  a n d  d e v e l o p m e n t a l ,  c o m e  a b o u t  a s  a r e s u l t  o f  
e l a b o r a t e  d e l i b e r a t i o n s  w i t h i n  the S e c r e t a r i a t .  T h e  S e c r e t a r i a t  
is p r i m a r i l y  r e s p o n s i b l e  f o r  f o r m u l a t i n g  a d m i n i s t r a t i v e  a n d  
d e v e l o p m e n t  policies,, monitorrpg- t h e i r  e x e c u t i o n ,  a n d  e v a l u a t i n g  
t h e i r  i m p a c t .  I n  c a r r y i n g  * o u t  i t s  r e s p o n s i b i l i t i e s ,  t h e  
S e c r e t a r i a t  is u l t i m a t e l y  a c c o u n t a b l e  to the P a r l i a m e n t  t h r o u g h  
the M i n i s t e r s .

The b a s i c  s t r u c t u r e  o f  the p r e s e n t  S e c r e t a r i a t  in B a n g l a d e s h  has 
been d e r i v e d  from t h e  a d m i n i s t r a t i v e  f r a m e w o r k  of  P a k i s t a n .  At 
the t i m e  of  i n d e p e n d e n c e  in 1 9 7 1 ,  B a n g l a d e s h  i n h e r i t e d  t h e  
s t r u c t u r e  o f  t h e  p r o v i n c i a l  s e c r e t a r i a t  o f  t h e  t h e n  E a s t  
P akis t a n .  T h e  p r o v i n c i a l  s e c r e t a r i a t  in E a s t  P a k i s t a n  c o n s i s t e d  
of d e p a r t m e n t s  w h o s e  m a i n  r e s p o n s i b i l i t y  w a s  t h e  f i e l d  a d m i n i s 
t r a t i o n  o f  the p r o v i n c e .  T h e  p r e s e n t  S e c r e t a r i a t  s e r v e s  as a 
national S e c r e t a r i a t  a n d  is r e s p o n s i b l e  for f o r m u l a t i n g  p o l i c i e s  
and c o o r d i n a t i n g  t h e i r  i m p l e m e n t a t i o n  f o r  t h e  s o c i o - e c o n o m i c  
d e v e l o p m e n t  of the c o u n t r y .  T h e  f u n c t i o n a l  r e s p o n s i b i l i t i e s  of 
the p r e s e n t  S e c r e t a r i a t  are, t h e r e f o r e ,  i n t r i n s i c a l l y  d i f f e r e n t  
from t h o s e  of the S e c r e t a r i a t  of the p r e - i n d e p e n d e n c e  era.

Objectives of__this study

T'h is s t u d y - h a s  b e e n  p r e p a r e d  b y  t h e  W o r k i n g  G r o u p  o n  t h e  
S e c r e t a r i a t  S y s t e m  a n d  W o r k  P r o c e d u r e s .  The b a s i c  o b j e c t i v e s  of 
the s t u d y  are to i d e n t i f y  the k e y  c o n s t r a i n t s  in the S e c r e t a r i a t  
and its W o r k  P r o c e d u r e s  a n d  d e v e l o p  f e a s i b l e  r e c o m m e n d a t i o n s  
t o w a r d  e n h a n c i n g  the e f f i c i e n c y  of the system. In the c o n d u c t  of 
this study, the W o r k i n g  G r o u p  has t a k e n  into a c c o u n t  the b r o a d e r  
o b j e c t i v e s  of the P u b l i c  A d m i n i s t r a t i o n  E f f i c i e n c y  S t u d y  (P A E S ).

The c o n s t r a i n t s  to a c h i e v i n g  the b r o a d e r  o b j e c t i v e s  of the PAES 
have b e e n  a d d r e s s e d  in this s t u d y  s p e c i f i c a l l y  in r e l a t i o n  to:
(a) e f f i c a c y  of r u l e s  a n d  r e g u l a t i o n s  th a t  g o v e r n  d e c i s i o n - m a k i n g  
and c o m m u n i c a t i o n  p r o c e d u r e s  and the o b s e r v a n c e  of t h e s e  rules 
and r e g u l a t i o n s ;  (b) r e q u i r e m e n t s  o f  m a n a g e m e n t  s k i l l s  a n d  
c o m p e t e n c i e s  of p e r s o n n e l ;  (c) l o g i s t i c a l  s u p p o r t  r e q u i r e d  for 
smooth and e f f i c i e n t  f u n c t i o n i n g  of the S e c r e t a r i a t .

The m a j o r  C o n s t r a i n t s  and r e c o m m e n c e d  c h a n g e s  are i n t e g r a t e d  and 
s u m m a r i z e d  below. A c o m p l e t e  s u m m a r y  of c o n s t r a i n t s  and r e c o m m e n 
d a t i o n s  is i n c l u d e d  as  A n n e x  A.
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Constralatsand Recoaaendations

1 - R u l e s  a n d R e g u l a t i o n s

The W o r k i n g  G r o u p  on  S e c r e t a r i a t  S y s t e m  a n d  W o r k  P r o c e d u r e s  has 
e x a m i n e d  the v a r i o u s  p r o b l e m s  r e l a t e d  to the s u b s t a n c e  as well as 
the p r a c t i c e  o f  t h e  e x i s t i n g  r u l e s  a n d  r e g u l a t i o n s .  It h a s
d e t e r m i n e d  t h a t  r u l e s  a n d  r e g u l a t i o n s  r e q u i r e  s i m p l i f i c a t i o n  as 
w e l l  as m o d i f i c a t i o n s  in o r d e r  to s e rve as e f f i c a c i o u s  t ools of 
a d m i n i s t r a t i o n .  A t  p r e s e n t ,  v i r t u a l l y  e v e r y  d e c i s i o n  in t h e
S e c r e t a r i a t  i s  g o v e r n e d  b y  d i s p a r a t e  s e t s  o f  r u l e s  a n d
r e g u l a t i o n s  w h i c h  t e n d s  t o  c r e a t e  p r o c e d u r a l  b o t t l e n e c k s .  
A d m i n i s t r a t i o n  by  m i n u t e  r u l e s  for e v e r y  o c c a s i o n  is i n c o n s i s t e n t  
w i t h  a d y n a m i c  a d m i n i s t r a t i o n  in w h i c h  i n d i v i d u a l s  a n d  o r g a n i z a 
t i o n s  m a y  h a v e  T e g i t i m a t e  f r e e d o m  o f  a c t i o n  in w e l l  s p e c i f i e d  
a r e a s  o f  r e s p o n s i b i l i t i e s .  T o  e n c o u r a g e  i n i t i a t i v e  a n d  c r e a t i v i t y  
in d e c i s i o n - m a k i n g ,  it is n e c e s s a r y  t h a t  t h e  r e s p o n s i b i l i t i e s  
a s s i g n e d  to t h e  o f f i c e r s  sihould b e  c o n g r u e n t  w i t h  t h e  p o w e r s  
d e l e g a t e d  a n d  t h a t  o f f i c e r s  s h o u l d  h a v e  t h e  a s s u r a n c e  o f  t h e  
n e u t r a l i t y  of t h e i r  a c t i o n s .

T h e  R u l e s  of B u s i n e s s ,  1975, and the S e c r e t a r i a t  I n s t r u c t i o n s ,  
1976 e m b o d y  t h e  n e c e s s a r y  p r o v i s i o n s  f o r  a l l o c a t i n g  f u n c t i o n a l  
r e s p o n s i b i l i t i e s  to d i f f e r e n t  p a r t s  of the G o v e r n m e n t  and for
s p e c i f y i n g  w o r k  p r o c e d u r e s .  The m a j o r i t y  of  the p r o v i s i o n s  of 
t h e s e  two d o c u m e n t s  h a v e  b e e n  c a r r i e d  o v e r  f r o m  t h e  B r i t i s h  
p e r i o d  a n d  h a v e  b e e n  m o d i f i e d  f r o m  t i m e  to  t i m e .  T h e r e  is, 
however, f u r t h e r  s c o p e  for m o d i f i c a t i o n s .  To e n s u r e  e f f i c i e n c y ,  
the p r o v i s i o n s  of the R u l e s  of B u s i n e s s  a n d  e s p e c i a l l y  of the 
S e c r e t a r i a t  I n s t r u c t i o n s  n e e d  m o d i f i c a t i o n s  in  t h e  f o l l o w i n g  
s p e c i f i c  ar e a s :

D e l e g a t i o n  o f  a d m i n i s t r a t i v e  a n d  f i n a n c i a l  p o w e r s ;
l n t r a  and i n t e r - m i n i s t e r i a l  c o o r d i n a t i o n ;
M u l t i p l i c i t y  of d e c i s i o n - m a k i n g  layers;
C h a n n e l s  a n d  p r o c e s s  of  c o m m u n i c a t i o n ;  tthd
A l l o c a t e d  t i m e  for d i s p o s a l  o f  b u s i n e s s .

A l a c k  of s u f f i c i e n t  f a m i l i a r i t y  w i t h  t h e  e x i s t i n g  r u l e s  a n d  
r e g u l a t i o n s  a m o n g  the j u n i o r  o f f i c e r s  s e r v e s  as a c o n s t r a i n t  to 
s p e e d y  d i s p o s a l  o f  b u s i n e s s .  A c c o r d i n g  t o  o u r  s t u d y ,  
a p p r o x i m a t e l y  o n e - h a l f  o f  t h e  j u n i o r  o f f i c e r s  d o  n o t  h a v e  a g o o d  
g r a s p  of the r u l e s  and r e g u l a t i o n s .  T h e  l a c k  o f  k n o w l e d g e  r e s u l t s  
in e i t h e r  d e l a y  in d e c i s i o n s ,  i n a c t i o n  o r  i n a p p r o p r i a t e  action.

An i m p o r t a n t  f a c t o r  c o n t r i b u t i n g  to i n s u f f i c i e n t  f a m i l i a r i t y  w i t h  
rules and r e g u l a t i o n s  a m o n g  the o f f i c e r s  is d e f i c i e n t  t r a i n i n g  at 
the p o s t - e n t r y  and i n - s e r v i c e  levels. T h e  o f f i c e r s  b e l o n g i n g  to 
n o n - s e c r e t a r i a t  c a d r e s  w h o  a r e  t r a n s f e r r e d  to the S e c r e t a r i a t  
d i s p l a y  e v e n  l e s s e r  f a m i l i a r i t y  w i t h  r u l e s  a n d  r e g u l a t i o n s .  
L a c k i n g  s u f f i c i e n t  k n o w l e d g e ,  the o f f i c e r s  are u n a b l e  to make or 
su g g e s t  a p p r o p r i a t e  d e c i s i o n s  c o n s i s t e n t  w i t h  p r e v a i l i n g  r ules 
and p r o c e d u r e s .
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T h e  n o n - o b s e r v a n c e  of m a n y  i m p o r t a n t  p r o v i s i o n s  of the R u les of 
B u s i n e s s  and t h e  S e c r e t a r i a t  I n s t r u c t i o n s  h a s  b e c o m e  a c o m m o n  
p r a c t i c e .  The I n s t r u c t i o n s  a r e  n o t  o b s e r v e d  in s u c h  i m p o r t a n t  
m a t t e r s  as t i m e l y  d i s p o s a l  of b u s i n e s s ,  s u p e r v i s i o n ,  and p r o p e r  
fi J ing and r e c o r d  kee p i n g .  N o n - o b s e r v a n c e  o f  the i m p o r t a n t  R u l e s  
and I n s t r u c t i o n s  is n o t  m o n i t o r e d  and p e n a l i z e d .  T h e  o f f i c e r s  a r e  
n e i t h e r  r e w a r d e d  for o b s e r v i n g  r u l e s  n o r  d i s c i p l i n e d  for n o n -  
o b s e r v a n c e  .

T h e  r e a s o n s  b e h i n d  t h e  n o n - o b s e r v a n c e  o f  t h e  R u l e s  a n d  
I n s t r u c t i o n s  are m a n y  and o f t e n  i n t e r r e l a t e d .  In some instances, 
n o n - o b s e r v n n c e  is e n c o u r a g e d  due to l a c k  of s a n c t i o n s ,  and la c k  
of t i m e  and p r o p e r  l o g i s t i c a l  s u p p o r t  i n t e r f e r e  w i t h  o b s e r v a n c e  
in o t h e r  i n s tances.

To m a k e  the rules and r e g u l a t i o n s  as e f f i c i e n t  i n s t r u m e n t s ,  the 
W o r k i n g  G r o u p  r e c o m m e n d s :

- S i m p l i f i c a t i o n  of  r u l e s  and r e g u l a t i o n s ;
- M o d i f i c a t i o n s  in r u l e s  and r e g u l a t i o n s  t o  e n h a n c e  e f f i c i e n c y ;
- I n s t i t u t i o n a l  and o n - t h e - j o b  t r a i n i n g  in r u l e s  and r e g u l a t i o n s ;  

a n d
- S t r i c t  c o m p l i a n c e  and d i s c i p l i n a r y  m e a s u r e s  for n o n - c o m p l i a n c e .

2. Decision-Making

I)eci.sion-making in t h e  S e c r e t a r i a t ,  in p r a c t i c e ,  is h i g h l y  
c e n t r a l i z e d  and s u f f e r s  from a n u m b e r  of p r o c e d u r a l  b o t t l e n e c k s  
a s s o c i a t e d  w i t h  u n n e c e s s a r y  s c r u t i n y  a t  m u l t i p l e  l a y e r s ,  
i n c r e m e n t a l  ism, f r a g m e n t a t i o n  of r e s p o n s i b i l i t i e s ,  and e l a b o r a t e  
and time c o n s u m i n g  r e q u i r e m e n t s  of c o o r d i n a t i o n .  M o r e o v e r ,  the 
d e c i s i o n - m a k i n g  is too f o c u s e d  on a d m i n i s t r a t i v e  and o p e r a t i o n al 
d el'.ni 1 s and poi i c y - m a k  ing m a 11 e r s are g i v e n  l i m i t e d  a t t e n t  iorH ’

M o s t  o f  the d e c i s i o n s  a r e  a c t u a l l y  m a d e  a t  t h e  h i g h e s t  l e v e l
a.l t h o u g h  the p o w e r s  to m a k e  d e c i s i o n s  a r e  d e l e g a t e d  w i t h i n  the 
h i e r a r c h y .  T h e  d e l e g a t e d  p o w e r s  a r e  e x e r c i s e d  w i t h i n  n a r r o w  
1 i mi 1.3, e s p e c i a l l y  by the m i d d l e  and j u n i o r  l evel o f f i c e r s ,  for 
f e a r  o f  c o n t r a v e n ing the d e c i s i o n s  h i g h e r  u p  as w e l l  as for l a c k 
o T  s e l f - c o n f i d e n c e  a n d  he s i  t a n c y  t o  a s s u m e  r e s p o n a i b i l i t T T  
F u r t h e r m o r e , t h e r e  is no p a r t i c u l a r  i n c e n t i v e  to t a k e  i n i t i a t i v e  
and the p e r c e i v e d  r i sks o f  m a k i n g  d e c i s i o n s  o u t w e i g h  b o t h  
b e n e f i t s  and r i s k s  of not m a k i n g  them.

The W o r k i n g  G r o u p  r e c o m m e n d s  t h a t  m o s t  of the a d m i n i s t r a t i v e  and 
o p e r a  t iona 1. a c t i v i t i e s  in the s e c r e t a r i a t  s h o u l d  be d e l e g a t e d  to 
the A t t a c h e d  D e p a r t m e n t s ,  D i r e c t o r a t e s ,  and S u b o r d i n a t e  O f f i c e s  
so that the S e c r e t a r i a t  c o u l d  d e v o t e  its r e s o u r c e s  to f o r m u l a t e  
poi icy, m o n i t o r  p o l i c y  i m p l e m e n t a t i o n , and e v a l u a t e  the impacts 
of poi icios. W i t h  r e g a r d  to the d e c i s i o n - m a k i n g  p r o c e d u r e s ,  
m u l t i p l e  layers s h o u l d  be r e d u c e d  and organizational, c o m m u n i c a 
t i o n  m e t h o d s  s h o u l d  be m a d e  m o r e  e f f i c i e n t  and p r o d u c t i v e .  The 
r e c o m m e n d e d  c h a n g e s  s p e c i f i c a l l y  focus upon:
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D e v e l o p i n g  p o l i c y - a n a l y t i c  c a p a b i l i t y  w i t h i n  t h e  M i n i s t r i e s ;
- R e d u c i n g  a d m i n i s t r a t i v e  a n d  o p e r a t i o n a l  a c t i v i t i e s  o f  the 

Mini s t r i e s ;
- M o d i f y i n g  c o m m u n i c a t i o n  p r o c e d u r e s  a n d  m i n i m i s i n g  w r i t t e n  

c o m m u n i c a t i o n ;
- I m p r o v i n g  t h e  s t r u c t u r e  a n d  q u a l i t y  o f  i n t r a  a n d  i n t e r -  

m i n i s t e r i a l  m e e t i n g s ;  and
- C o m p l y i n g  w i t h  the s p e c i f i e d  t i m e - l i m i t s  in  the d i s p o s a l  of 

b u s i n e s s .

3  _ P e r s o n n e 1 _M a n a g e m e n t

A w e l l - t r a i n e d , m o t i v a t e d ,  a n d  competent- c a d r e  of o f f i c e r s  is 
e s s e n t i a l  to a n  e f f i c i e n t  w o r k i n g  of the S e c r e t a r i a t .  T h i s  s t u d y  
f i n d s  t h a t  t h e  c o m p e t e n c e  o f  t h e  o f f i c e r s ,  e s p e c i a l l y  a t  t h e  
j u n i o r  l e v e l s ,  is in r a p i d  d e c l i n e .  O f f i c e r s  o f  t h e  l e v e l  o f  
A s s i s t a n t  S e c r e t a r i e s  are i n a d e q u a t e l y  t r a i n e d  a n d  h a v e  l i m i t e d  
m o t i v a t i o n .  A n u m b e r  o f  f a c t o r s ,  o t h e r  t h a n  a g e n e r a l  
d e t e r i o r a t i o n  in e d u c a t i o n a l  s t a n d a r d s ,  h a v e  c o n t r i b u t e d  to this 
d e c l i n e  w h i c h  i n c l u d e  a lag in c o n s i s t e n t  a n d  t i m e l y  r e c r u i t m e n t ,  
n o n - u n i f o r m i t y  o f  r e c r u i t m e n t  s t a n d a r d s ,  d e f i c i e n c y  in p o s t - e n t r y  
t r a i n i n g ,  a n d  a n  o v e r a l l  e x p a n s i o n  in  t h e  s i z e  o f  g o v e r n m e n t  
p e r s o n n e l  a f t e r  i n d e p e n d e n c e .

S u p e r v i s i o n  o f  p e r s o n n e l  is v e r y  w e a k  i n  t h e  e n t i r e  s y s t e m .  
I m p o r t a n t  m a t t e r s  su c h  as t i m e l y  d i s p o s a l  o f  cases; p r o p e r  f i l i n g  
a n d  r e c o r d  k e e p i n g ;  o f f i c e  o r g a n i z a t i o n  a n d  m a n a g e m e n t ;  
u t i l i z a t i o n  of o f f i c e  e q u i p m e n t ;  a n d  p u n c t u a l  a t t e n d a n c e  a r e  n o t  
m o n i t o r e d  a n d  s u p e r v i s e d  in a s y s t e m a t i c  m a n n e r .

The i n c e n t i v e s  a n d  the o p p o r t u n i t i e s  for c a r e e r  d e v e l o p m e n t  a r e  
n e g l i g i b l e .  P r o f e s s i o n a l  m o b i l i t y  is r e s t r i c t e d  b e c a u s e  m e r i t  a n d  
p e r f o r m a n c e  a r e  n o t  d i f f e r e n t i a t e d  f r o m  s e n i o r i t y .  U n d e r  t h e  
exist.ing s y s t e m ,  m e r i t  is o f t e n  s u b s u m e d  b y  o t h e r  c o n s i d e r a t i o n s  
a n d  t h e r e f o r e  t h e r e  is a n e e d  to c l e a r l y  d e f i n e  m e r i t  a s  a 
s i n g u l a r  t r a i t  o f  h i g h e r  p e r f o r m a n c e .

Recruitment, is p a r t i a l l y  b a s e d  o n  m e r i t .  A f t e r  t h e  i n i t i a l  
porting, there is a need for f u r t h e r  s c r e e n i n g  and s e l e c t i o n  of 
o f f i c e r s  on t h e  b a s i s  of m e r i t  and h i g h  p e r f o r m a n c e .  A t w o - t i e r  
r e c r u i t m e n t  p r o c e s s  n e e d s  to be i n t r o d u c e d  u n d e r  w h i c h  o f f i c e r s  
a f t e r  t h e i r  i n i t i a l  p o s t i n g  in the f i e l d  w i l l  b e c o m e  e l i g i b l e  to 
c o m p e t e  t h r o u g h  a n  o p e n  e x a m i n a t i o n  h e l d  b y  t h e  P S C .  T h e  t o p  
r a n k i n g  c a n d i d a t e s  w o u l d  q u a l i f y  for a c c e l e r a t e d  p r o m o t i o n  at 
a p p r o p r i a t e  l e v e l s  in t h e i r  r e s p e c t i v e  c a d r e s .

I m p r o v e m e n t s  in r e c r u i t m e n t  a n d  s e l e c t i o n  o f  p e r s o n n e l w i t h  
si m u l t a n e o u s  i m p r o v e m e n t s  in s u p e r v i s i o n ,  i n c e n t i v e  s t r u c t u r e s , 
c a r e e r  d e v e l o p m e n t ,  a n d  in b u i l d i n g  t r u s t  a n d  c o n f i d e n c e  a r e  
needed. We h a v e  m a d e  s p e c i f i c  r e c o m m e n d a t i o n s  for:

iv



S t r e a m l i n i n g  a n d  s i m p l i f y i n g  r e c r u i t m e n t  p r o c e d u r e s ;  
I n t r o d u c i n g  a t w o - t i e r  r e c r u i t m e n t  to r a i s e  t h e  q u a l i t y  o f  
s e n i o r  civil se r v i c e ;
D e l e g a t i n g  p o w e r s  o f  p o s t i n g  a n d  t r a n s f e r s  to  t h e  l i n e  
a g e n c  i e s ;
I n s t i t u t i n g  s t r i c t  m e a s u r e s  of  s u p e r v i s i o n  a n d  i n s p e c t i o n ;  
S i m p l i f y i n g  a n d  i m p r o v i n g  p e r f o r m a n c e  a p p r a i s a l  s y s t e m  a n d  
i n t e g r a t i n g  p e r f o r m a n c e  w i t h  p r o m o t i o n ;  a n d
I n c r e a s i n g  p e c u n i a r y  and n o n - p e c u n i a r y  i n c e n t i v e s  to m e r i t  and 
p o r f o r n n n o e .

The e x i s t i n g  t r a i n i n g  f a c i l i t i e s  for S e c r e t a r i a t  p e r s o n n e l  at all 
l evels a r e  li m i t e d ;  the q u a l i t y  of  s t a f f  a n d  t h e  t r a i n i n g  m e t h o d s  
and m a t e r i a l s  a r e  m a r g i n a l .  N o  f o r m a l  o n - t h e - j o h  t r a i n i n g  is 
g i v e n  to the p r o b a t i o n e r s .  C o n s e q u e n t ! y , l e s s  t h a n  the r e q u i r e d  
h u m b e r  o T  o T T T c e T s  r e c e i v e  t r a i n i n g ,  a n d  t h e  r e l e v a n c e  a n d  
impact of  t r a i n i n g  is u n s a t i s f a c t o r y .  T h e  t r a i n i n g  f a c i l i t i e s , 
the p l a n n i n g  of c u r r iculum and t r a i n i n g  d e l i v e r y  m e t h o d s  n e e d  
si gniTTTcr?rrrtr~Trnproveinent B . To e n h a n c e  the q u a l i t y  of t r a i n i n g  ancl 
T t n i  mpafc t , g r e a t e r  i n c e n t i v e s  n e e d  t o  b e  p r o v i d e d  t o  t h e  
t r a i n e r s  as well as to the t r a i n e e s .

T he r e q u i r e m e n t s  of i m p r o v i n g  t r a i n i n g  a r e  m a n i f o l d  a n d  o u r  
r e c o m m e n d a t i o n s  a d d r e s s  the d e v e l o p m e n t  of t r a i n i n g  f a c i l i t i es 
and s t a f f  in the a r e a  of g e n e r a l  a d m i n i s t r a t i o n  o n l y , kpeci f icT“ 
meaRtrrt'm rcFTi r e c o m m e n d e d  fori

I m p r o v i n g  and e x p a n d i n g  the t r a i n i n g  f a c i l i t i e s  of the P A T C  and 
the HOS ( A d m i n i s t r a t i o n )  A c a d e m y ;
I n t r o d u c i n g  i n t e n s i v e  t r a i n i n g  p r o g r a m s  at  a p p r o p r i a t e  local 
inst i tu ti o n s  ;
F o r m a l i z i n g  o n - t h e - j o b  t r a i n i n g  (OJT) a n d  d e v e l o p i n g  c a p a b i l i t y  
to c o n d u c t O J T  in the S e c r e t a r i a t  on a r e g u l a r  b a s i s ;
Itecrui ti ng t r a i n e r s  on the b a s i s  o f  m e r i t  a n d  q u a l i T i c a t i o n s  a n d  
m o t i v a t i n g  them;
Integral.ing t.raihing w i t h  c a r e e r  d e v e l o p m e n t . ; a nd 
Inc reas i ng i n c e n t i v e s  for t r a i n e r s  as w e l l  as  t r a i n e e s .

5. Filing and ttecord.JKeep.ing

T h e  f i l i n g  a n d  r e c o r d  k e e p i n g  s y s t e m s  in  t h e  S e c r e t a r i a t  a r e  
o u t m o d e d  a n d  i n a d e q u a t e  for t h e  p r e s e n t  d a y  r e q u i r e m e n t s  o f  
i n f o r m a t i o n  m a n a g e m e n t .  T h e  p r e s e n t  s y s t e m  o f  f i l i n g  and record 
k eeping is b a s e d  on a subject,ive c l a s s i f i c a t i o n  of m a t e r i a l s  a n d  
i n f o r m a t i o n  a n d  the a p p l i c a t i o n  o f  t h e  s y s t e m  is t o o  l a b o u r  
i n t e n s i v e  and r e l i a n t  u p o n  the p e r s o n a l  s k i l l s  of  l o w e r  staff.
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The W o r k i n g  G r o u p  r e c o m m e n d s  t h a t  t h e  f i l i n g  a n d  r e c o r d  k e e p i n g  
s y s t e m  s h o u l d  be i m p r o v e d  through:

- M e t h o d i c a l  o b s e r v a n c e  o f  i n s t r u c t i o n s  a s  l a i d  d o w n  i n  t h e  
S e c r e t a r i a t  I n s t r u c t i o n s ;  and

- C h a n g i n g  a n d  i m p r o v i n g  t h e  m a t e r i a l s  u t i l i z e d  i.e., p a p e r ,  file 
c o v e r s ,  f i l i n g  c a b i n e t s  etc. a n d  t h e i r  o r g a n i z a t i o n  a n d  supply.

* - Physical Facilitiis and L o g i s t i c s

T h e  prurient p h y s i c a l  f a c i l i t i e s  a n d  o f f i c e  l a y - o u t s  i n  t h e  
S e c r e t a r i a t  a r e  p o o r l y  p l a n n e d  a h d  i n s u f f i c i e n t  f o r  t h e  size o f  
t h e  M i n i s t r i e s  a n d  t h e i r  p e r s o n n e l .  T h e  p h y s i c a l  e n v i r o n m e n t  
g e n e r a l l y  is t h a t  of o v e r c r o w d e d  a n d  u n m e t h o d i c a l  a r r a n g e m e n t  o f  
w o r k .  L o g i s t i c a l  s u p p o r t  is e q u a l l y  d e f i c i e n t .  T h e  n e c e s s a r y  
o f f i c e  e q u i p m e n t  are e i t h e r  in s h o r t  s u p p l y  o r  i m p r o p e r l y  o r g a 
n i s e d  a n d  u t i l i z e d .  T h e s e  p h y s i c a l  c o n d i t i o n s  a n d  d e f i c i e n t  
l o g i s t i c a l  s u p p o r t  a r e  r e s p o n s i b l e ,  t o  a g r e a t  e x t e n t ,  f o r  
c a u s i n g  d e l a y s  in the d i s p o s a l  of b u s i n e s s .

A w o r k  c o n d u c i v e  e n v i r o n m e n t  and a d e q u a t e  m a t e r i a l  a n d  l o g i s t i c a l  
s u p p o r t  is e s s e n t i a l  for i m p r o v i n g  e f f i c i e n c y .  In th i s  regard, 
our r e c o m m e n d a t i o n s  s p e c i f i c a l l y  a d d r e s s  i m p r o v e m e n t s  for:

- E x p a n d i n g  p h y s i c a l  f a c i l i t i e s  and r a t i o n a l i z i n g  o f f i c e  l ayouts;
- I m p r o v i n g  t h e  m e t h o d s  o f  p r o c u r e m e n t ,  s u p p l y ,  a n d  u t i l i z a t i o n  

of e x i s t i n g  o f f i c e  e q u i p m e n t ;
- M o d e r n i z i n g  o f f i c e  e q u i p m e n t  t h r o u g h  t h e  i n t r o d u c t i o n  of  m i c r o  

c o m p u t e r s ,  p h o t o - c o p i e r s ,  t e l e x  o r  fax m a c h i n e s ;  a n d
- R a t i o n a l i s i n g  and t r a i n i n g  m a n p o w e r  to u s e  n e w  t e c h n o l o g y .

In the l a s t  s e c t i o n  o f  t h e  R e p o r t ,  w e  h a v e  o u t l i n e d  s e v e r a l  
p r o g r a m m e s  f o r  i m p l e m e n t a t i o n  a l o n g  w i t h  b r i e f  t e r m s  of r e f e r e n c e  
a n d  m e t h o d s  o f  i m p l e m e n t a t i o n  f o r  e a c h  p r o g r a m m e .  W e  h a v e  
p r o p o s e d  t h a t  the 0 & M W i n g  of the M i n i s t r y  of E s t a b l i s h m e n t  
s hould be a s s i g n e d  an o v e r a l l  r e s p o n s i b i l i t y  for c o o r d i n a t i n g  a n d  
m o n i t o r i n g  the i m p l e m e n t a t i o n  of the r e c o m m e n d e d  p r o g r a m m e s .  T h e  
O&M W i n g  s h o u l d  be t r a n s f o r m e d  into a D i v i s i o n  and its f u n c t i o n s  
should be e n l a r g e d  to i n c l u d e  d e v e l o p m e n t a l  a c t i v i t i e s  r e l a t e d  to 
o r g a n i z a t i o n a l  c h a n g e s  a n d  i m p r o v e m e n t s  i n  o f f i c e  a n d  w o r k  
p r o c e d u r e s ,  p e r s o n n e l  d e v e l o p m e n t ,  i n f o r m a t i o n  m a n a g e m e n t  s y s t e m s  
etc. A s t u d y  s h o u l d  be c o n d u c t e d  to t r a n s f o r m  OftM W i n g  into a 
f u l l - f l e d g e d  D i v i s i o n  w i t h  p r o f e s s i o n a l l y  s k i l l e d  p e r s o n n e l .
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The s u c c e s s i v e  G o v e r h m e n t s  in B a n g l a d e s h  h a v e  b e e n  c o g n i z a n t  of 
the p r o b l e m s  in p u b l i c  a d m i n i s t r a t i o n  s i n c e  1972 a n d  the macro- 
level issues in a d m i n i s t r a t i o n  ha v e  b e e n  a d d r e s s e d  by v a r i o u s  
c o m m i t t e e s  from 1.972 to the p r e s e n t .  S o m e  of the r e c o m m e n d a t i o n s  
of the v a r i o u s  c o m m i t t e e s  h a v e  b e e n  i m p l e m e n t e d  and h a v e  b r o u g h t  
a b o u t  c h a n g e s  in the c i v i l  s e r v i c e  s t r u c t u r e .  H o w e v e r ,  the m i c r o 
l e v e l  p r o b l e m s  in p u b l i c  a d m i n i s t r a t i o n  s u c h  a s  i n t e r n a l  
p r o c e d u r e s ,  w o r k - m e t h o d s , l o g i s t i c a l  s u p p o r t  h a v e  r e c e i v e d  
l i m i t e d  a t t e n t i o n .

In .1987, the B a n g l a d e s h  G o v e r n m e n t  d e c i d e d  to u n d e r t a k e  a s t u d y  
to i d e n t i f y  key c o n s t r a i n t s  a f f e c t i n g  t h e  e f f i c i e n c y  of Public 
A d m i n i s t r a t i o n ,  p a r t i c u l a r l y  in r e l a t i o n  to i m p o r t a n t  k e y  
m i n i s t r i e s .  T h e  s t u d y  w o u l d  d e a l  w i t h  c l a s s  I o f f i c e r s  s i n c e  this 
g r o u p  p l ays a m o s t  c e n t r a l  ro l e  in the m a n a g e m e n t  of the economy. 
The d e c i s i o n  to u n d e r t a k e  the s t u d y  w a s  a l s o  in r e s p o n s e  to the 
p r o v i s i o n  m a d e  b y  the W o r l d  B a n k  in i t s  t h i r t e e n t h  i m p o r t s
p r o g r a m m e  credit..

The s t r u c t u r e  and the s c o p e  of w o r k  of the P u b l i c  A d m i n i s t r a t i o n  
E f f i c i e n c y  S t u d y  w a s  d e v e l o p e d  b y  t h e  B D G  o f f i c i a l s  i n  
c o n s u l t a t i o n  w i t h  the W o r l d  Bank., A S t e e r i n g  C o m m i t t e e  of the BDG 
o f f i c i a l s  was set up  to p r o d u c e  this study. T h e  s t u d y  w a s  funded 
by the U n i t e d  S t a t e s  A g e n c y  f o r  I n t e r n a t i o n a l  D e v e l o p m e n t
( U S A I D ) .

T h e  r e c o m m e n d e d  c h a n g e s  f r o m  t h e  s t u d y  a r e  l i m i t e d  to t h e  
e x i s t i n g  BDG struct.lire and the r u l e s  of b u s i n e s s .  T h e  m a i n  focus 
of the s t u d y  is on the f o l l o w i n g  four p r i o r i t y  areas:

(J) S e c r e t a r i a t  S y s t e m  and W o r k  P r o c e d u r e s ;

(2) R e l a t i o n s h i p  b e t w e e n  M i n i s t r i e s  and D e p a r t m e n t s ;

(3) R e l a t i o n s h i p  b e t w e e n  M i n i s t r i e s  and P u b l i c  C o r p o r a t i o n s ;  and

(4) P r o j e c t  P r e p a r a t i o n ,  A p p r o v a l  a n d  I m p l e m e n t a t i o n ,  w i t h  
p a r t i c u l a r  e m p h a s i s  on the P l a n n i n g  a n d  B u d g e t i n g  p r ocess.

The s t u d i e s  in the a b o v e  a r e a s  have b e e n  u n d e r t a k e n  by the
four r e s p e c t i v e  W o r k i n g  G r o ups. T h i s  s t u d y  has b e e n  p r o d u c e d
by t h e  W o r k i n g  G r o u p  o n  S e c r e t a r i a t  S y s t e m  a n d  W o r k  
P r o c e d u r e s  h e a d e d  by the A d d i t i o n a l  S e c r e t a r y  of the M i n i s t r y  
of E s t a b l i s h m e n t .  The m e m b e r s  and s t a f f  of the W o r k i n g  G r o u p  
are li s t e d  in A n n e x  B.
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B. p bje c tiy.es

1. The m a i n  o b j e c t i v e  of the P u b l i c  A d m i n i s t r a t i o n  E f f i c i e n c y  
S t u d y  ( P A E S ) is to i d e n t i f y  t h e  k e y  c o n s t r a i n t s  in p u b l i c  
a d m i n i s t r a t i o n  a n d  r e c o m m e n d  i m p l e t n e n t a b l e  m e a s u r e s  f o r  
i m p r o v i n g  a d m i n i s t r a t i v e  e f f i c i e n c y .  A c c o r d i n g  to the S c o p e  of 
W o r k  o f  the S t e e r i n g  C o m m i t t e e ,  r e c o m m e n d a t i o n s  a r e  to  b e  
d e v e l o p e d  to a c h i e v e  the f o l l o w i n g  o b j e c t i v e s :

(a) H i g h e r  s t a n d a r d s  in a d m i n i s t r a t i v e  p e r f o r m a n c e ;

(b) S o u n d  p o l i c y  a n a l y s i s ;

(c) I m p l e m e n t a t i o n  of p o l i c y  a n d  its s t r a t e g i c  i m p l i c a t i o n s ;

(d) D e l e g a t i o n  of a u t h o r i t y  for n o n - p o l i c y  m a k i n g  d e c i s i o n s ;

(e) P r o c e d u r e s  for s t a f f i n g  the s e l e c t e d  m i n i s t r i e s / d i v i s i o n s ;  
a n d

(f) D e v e l o p m e n t  a n d  i m p r o v e m e n t  o f  t r a i n i n g  f a c i l i t i e s  f o r  
d e v e l o p m e n t  a d m i n i s t r a t i o n .

The a b o v e  o b j e c t i v e s  are c o m m o n  to the fo u r  p r i o r i t y  a r e a s  of 
t h e  s t u d y .  T h e  S e c r e t a r i a t  S y s t e m  a n d  W o r k  P r o c e d u r e s  
c o n s t i t u t e s  one of the fo u r  p r i o r i t y  areas.

T h e  W o r k i n g  G r o u p  o n  t h e  S e c r e t a r i a t  S y s t e m  a n d  W o r k  
P r o c e d u r e s  has d e f i n e d  the o b j e c t i v e s  of t h i s  s t u d y  as follows:

(a) E x a m i n e  the p r o v i s i o n s  of the R u l e s  of B u s i n e s s  and the 
S e c r e t a r i a t  I n s t r u c t i o n s  w i t h  a v i e w  to p o i n t i n g  out the 
d e f i c i e n c i e s  in the s u b s t a n c e  as w e l l  as the p r a c t i c e  of 
the p r o v i s i o n s ;

(b) A s s e s s  the d y s f u n c t i o n a l  a s p e c t s  of d e c i s i o n - m a k i n g  in the 
S e c r e t a r i a t  S y s t e m  in t e r m s  o f  t h e  l e v e l s ,  s t a g e s ,  a n d  
p r o c e d u r e s  of d e c i s i o n - m a k i n g ;

(c) E x a m i n e  the p r o b l e m s  in w o r k  m e t h o d s  a n d  c o m m u n i c a t i o n  
p r o c e d u r e s  i.e. f i l i n g ,  r e c o r d - k e e p i n g ,  a n d  i n t e r  a n d  
i n t r a - o r g a n i z a t i o n a l  c o m m u n i c a t i o n ;

(d) R e v i e w  the p e r s o n n e l  m a n a g e m e n t  p r o c e d u r e s  and i d e n t i f y  
p r o b l e m s  in r e c r u i t m e n t ,  s t a f f i n g ,  t r a n s f e r ,  p r o m o t i o n ,  
s u p e r v i s i o n ,  and i n c e n t i v e s ;
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E x a m i n e  the d e f i c i e n c i e s  in t r a i n i n g  in t e r m s  of p h y s i c a l  
f a c i l i t i e s ,  f i n a n c i a l  r e s o u r c e s ,  staff, a n d  the r e l e v a n c e  
and i m p a c t  of i n - c o u n t r y  as w e l l  as f o r e i g n  training;

I d e n t i f y  p r o b l e m s  o f  i n a d e q u a t e  p h y s i c a l  f a c i l i t i e s  a n d  
l o g i s t i c a l  s u pport; a n d

D e v e l o p  r e c o m m e n d a t i o n s  a n d  a n  i m p l e m e n t a t i o n  p l a n  f o r  
m a k i n g  i m p r o v e m e n t s  in the a b o v e  areas.



C . Hb thodoloqy

The b a s i c  m e c h a n i s m  for this r e p o r t  w a s  the W o r k i n g  G r o u p  on the 
S e c r e t a r i a t  S y s t e m  and W o r k  P r o c e d u r e s  w h i c h  h e l d  e i g h t  m e e t i n g s  
w i t h  the c o n s u l t a n t s  d u r i n g  M a y  t h r o u g h  S e p t e m b e r .  T h e  c h a i r m a n  
and the m e m b e r s  of the W o r k i n g  G r o u p  p r o v i d e d  g u i d a n c e  to the 
c o n s u l t a n t s  at e a c h  st e p  of the study. T h e  c o n s u l t a n t s  also m e t  
w i t h  the i n d i v i d u a l  m e m b e r s  of the W o r k i n g  G r o u p  s e v e r a l  t imes to 
d i s c u s s  s p e c i f i c  issues and to s e e k  t h e i r  a d v i c e .

Th e  m e t h o d o l o g y  for the c o l l e c t i o n  of d a t a  r e l i e d  on  d o c u m e n t a r y  
a n a l y s i s ,  i n t e r v i e w s  w i t h  the c l a s s  I o f f i c e r s  at all le v e l s  in 
t h e  m i n i s t r i e s ,  a n d  a s u r v e y  c o n d u c t e d  . t o  c o l l e c t  i n - d e p t h  
i n f o r m a t i o n  from a s e l e c t e d  s a m p l e  of o f f i c e r s  o n  s p e c i f i c  issues.

1. I m p o r t a n t  G o v e r n m e n t  d o c u m e n t s  a n d  t h e  r e p o r t s  o f  v a r i o u s  
o f f i c i a l  c o m m i t t e e s  w e r e  r e v i e w e d  w i t h  s p e c i a l  a t t e n t i o n  to 
t h e  o r g a n i z a t i o n ,  f u n c t i o n s  a n d  w o r k  p r o c e d u r e s  o f  t h e  
S e c r e t a r i a t .  The e n t i r e  p r o v i s i o n s  of the R u l e s  of Business, 
1975 and the S e c r e t a r i a t  I n s t r u c t i o n s ,  1976 w e r e  e x a m i n e d  to 
d e t e r m i n e  the a d e q u a c y  a n d  p r a c t i c e  o f  t h e s e  p r o v i s i o n s  and 
t h e  e x t e n t  t o  w h i c h  t h e  e x i s t i n g  p r o v i s i o n s  r e q u i r e  
m o d i f i c a t i o n s  and i m p r o v e d  m e a s u r e s  of e n f o r c e m e n t .  The li s t  
of the d o c u m e n t s  r e v i e w e d  is c o n t a i n e d  in the B i b l i o g r a p h y .

2. I n t e r v i e w s  w e r e  c o n d u c t e d  w i t h  a p p r o x i m a t e l y  s i x t y  o f f i c i a l s  
at all l e v e l s  in s e v e n  M i n i s t r i e s .  T h e  M i n i s t r i e s  include: 
E s t a b l i s h m e n t ;  Indus t r y ;  C o m m e r c e ;  F i n a n c e ;  P l a n n i n g ;  A g r i c u l 
ture; and I r r i g a t i o n ,  W a t e r  D e v e l o p m e n t  a n d  F l o o d  Con t r o l .

The c o n s u l t a n t s  i n t e r v i e w e d  the m a j o r i t y  of the g o v e r n m e n t  
o f f i c e r s  m o r e  t h a n  o n c e .  O f f i c i a l s  f r o m  t h e  U n i t e d  S t a t e s  
A g e n c y  for I n t e r n a t i o n a l  D e v e l o p m e n t  (USAID), U n i t e d  N a t i o n s  
D e v e l o p m e n t  P r o g r a m  ( U N D P ) ,  a n d  t h e  W o r l d  B a n k  w e r e  a l s o  
i n t e r v i e w e d .  T h e  l i s t  o f  t h e  i n d i v i d u a l s  i n t e r v i e w e d  is 
a t t a c h e d  as A n n e x  C.

3. T h e  c o n s u l t a n t s  d e s i g n e d  a s e m i - s t r u c t u r e d  q u e s t i o n n a i r e  on 
the b a s i s  of the i n f o r m a t i o n  f r o m  the d o c u m e n t a r y  a n a l y s i s  and 
f o r m a l  i n t e r v i e w s  in o r d e r  t o  c o l l e c t  f u r t h e r  d a t a  o n  
i m p o r t a n t  i s s u e s  f r o m  t h e  g o v e r n m e n t  o f f i c i a l s .  T h e  
q u e s t i o n n a i r e  and the a n a l y s i s  of the r e s p o n s e s  is a t t a c h e d  as 
A n n e x  D. The q u e s t i o n n a i r e  was c i r c u l a t e d  to a s e l e c t e d  sample
of 70 c l a s s  I o f f i c e r s  in the s e v e n  M i n i s t r i e s .  T h e  m a j o r i t y
of the r e s p o n d e n t s  s e l e c t e d  w e r e  of t h e  l e vel of A s s i s t a n t  
S e c r e t a r i e s .  H o wever, at l e ast one J o i n t  S e c r e t a r y  and one
D e p u t y  S e c r e t a r y  w e r e  i n c l u d e d  in the s a m p l e  from e a c h  of the 
M i n i s t r i e s .  A t o t a l  o f  <19 o f f i c i a l s  p r o v i d e d  c o m p l e t e
r e s p o n s e s  to the q u e s t i o n n a i r e .
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4. An  a t t e m p t  w a s  m a d e  to e x a m i n e  the d i f f i c u l t i e s  f a c e d  by the 
c l i e n t e l e  of the S e c r e t a r i a t .  F o r  this p u r p o s e ,  f o r t y  v i s i t o r s  
to the S e c r e t a r i a t  w e r e  i n t e r v i e w e d  o h  a r a n d o m  b a s i s  t h r o u g h  
a p r e p a r e d  i n t e r v i e w  guide. F o u r  m e m b e r s  of the c o n s u l t a n t  
team c o n d u c t e d  i n t e r v i e w s  o v e r  a two d a y  p e r i o d .  The i n t e r v i e w  
g u i d e  a n d  t h e  f i n d i n g s  f r o m  t h e  S u r v e y  are a t t a c h e d  as A n n e x  E.
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II. SECRETARIAT SYSTEM

A _ Historical Overview

The e s s e n t i a l  s t r u c t u r e  and f u n c t i o n s  of the B a n g l a d e s h  S e c r e t a 
riat S y s tem, like the s e c r e t a r i a t  s y s t e m s  in o t h e r  c o u n t r i e s  of 
S o u t h  A s i a ,  w e r e  d e v e l o p e d  u n d e r  t h e  B r i t i s h  p e r i o d .  B r i t i s h  
c o l o n i a l  a d m i n i s t r a t i o n  p r o v i d e d  the f r a m e w o r k  of o r g a n i z a t i o n  
and o p e r a t i o n a l  p r o c e d u r e s .  The l e g a l  and p o l i t i c a l  f r a m e w o r k  of 
the B r i t i s h  a d m i n i s t r a t i v e  s e t - u p  i n  Ind.ia w a s  m a i n l y  g e a r e d  
t o w a r d s  t h e  m a i n t e n a n c e  of l a w  a n d  o r d e r ,  t h e  c o l l e c t i o n  o f  
r e v e n u e s  and the p r o m o t i o n  of c o m m e r c i a l  i n t e r e s t s .  T h e  d i s t r i c t  
was the f o c a l  p o i n t  of its a d m i n i s t r a t i o n .  T h e  f u n c t i o n s  of the 
B r i t i s h  S e c r e t a r i a t  S y s t e m  w e r e  s t r i c t l y  r e g u l a t o r y  in nature.

I n d i a  w o n  f r e e d o m  f r o m  t h e  B r i t i s h  r u l e  i n  1 94 7 a n d  it w a s  
p a r t i t i o n e d  into two i n d e p e n d e n t  s t a t e s  i.e. I n d i a  a n d  P a k i s t a n .  
B o t h  o f  t h e  i n d e p e n d e n t  s t a t e s  i n h e r i t e d  t h e  a d m i n i s t r a t i v e  
s y s t e m  f r o m  the B r i t i s h .  T h e  s t r u c t u r e  a n d  f u n c t i o n s  o f  t h e  
s e c r e t a r i a t  system, m o r e  or less, r e m a i n e d  i n t a c t  in b o t h  the 
nations. T h e  f o r m e r  s t a t e  of P a k i s t a n  a d o p t e d  a u n i t a r y  form of 
g o v e r n m e n t  w i t h  W e s t  P a k i s t a n  a n d  E a s t  P a k i s t a n  a s  t h e  t w o  
p r o v i n c e s .  T h e  g o v e r n m e n t  a d m i n i s t r a t i o n  w a s  m a i n l y  c o n d u c t e d  
t h r o u g h  t h e  c e n t r a l  s e c r e t a r i a t  a n d  t h e  t w o  p r o v i n c i a l  
s e c r e t a r i a t s  in W e s t  P a k i s t a n  and E a s t  P a k i s t a n  r e s p e c t i v e l y .

During the time of the u n i t e d  P a k i s t a n ,  the p r o v i n c i a l  g o v e r n m e n t  
in E a s t  P a k i s t a n  w a s  m o r e  o r  l e s s  a r e p l i c a  o f  t h e  c e n t r a l  
g o v e r n m e n t .  It had a s e c r e t a r i a t  s i m i l a r  to t h a t  of the center, 
c o n s i s t i n g  o f  s e v e r a l  d e p a r t m e n t s  a n d  r e s p e c t i v e  a t t a c h e d  
d i r e c t o r a t e s  and s u b o r d i n a t e  o f f i c e s  p a t t e r n e d  a l o n g  t h e  l i n e s  of 
the c e n t r a l  s e c r e t a r i a t .  The a d m i n i s t r a t i v e  s e t - u p  w a s  s p l i t  into 
ce n tral a d m i n i s t r a t i o n  and p r o v i n c i a l  a d m i n i s t r a t i o n .  T h e  c e n t r a l  
s e c r e t a r i a t  w a s  c o m p o s e d  of all m i n i s t r i e s  a n d  w a s  r e s p o n s i b l e  
for f o r m u l a t i o n  of n a t i o n a l  p o l i c i e s .  T h e  s t r u c t u r e  o f  t h e  
p r o v i n c i a l  a d m i n i s t r a t i o n  was, h o w e v e r ,  d i f f e r e n t  f r o m  that of 
the c e n t r a l  g o v e r n m e n t .  The p r o v i n c i a l  a d m i n i s t r a t i o n  and t h e  
p r o v i n c i a l  s e c r e t a r i a t s  w e r e  c r e a t e d  a s  f i e l d  u n i t s  o n  a 
g e o g r a p h i c a l  b a s i s  and o r g a n i s e d  in t o  d i v i s i o n s ,  d i s t r i c t s ,  s u b 
d i v i s i o n s ,  a n d  thanas. T h e  p r o v i n c i a l  s e c r e t a r i a t  w a s  r e s p o n s i b l e  
for field a d m i n i s t r a t i o n  and e x e c u t i o n  of p l a n s  a n d  p o l i c i e s  as 
o p p o s e d  to the f o r m u l a t i o n  o f  p o l i c i e s  w h i c h  w a s  t h e  m a i n  
r e s p o n s i b i l i t y  of^*6he c e n t r a l  s e c r e t a r i a t .
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The p a i n f u l  c i r c u m s t a n c e s  in w h i c h  the s t a t e  of B a n g l a d e s h  was 
c r e a t e d  p r o d u c e d  u t t e r  c h a o s  in its a d m i n i s t r a t i v e  and e c o n o m i c  
systems. S o o n  a f t e r  i n d e p e n d e n c e  in 1971, the m a i n  c o n c e r n  of the 
new G o v e r n m e n t  of B a n g l a d e s h  w a s  to u n d e r t a k e  n e c e s s a r y  m e a s u r e s  
to t r a n s f o r m  t h e  p r o v i n c i a l  s e c r e t a r i a t  o f  t h e  f o r m e r  E a s t  
P a k i s t a n  i n t o  a n a t i o n a l  S e c r e t a r i a t .  T h e  t a s k  o f  b u i l d i n g  a new 
n a t i o n  r e q u i r e d  the a d m i n i s t r a t i v e  s y s t e m  to be r e o r g a n i z e d  and 
s t r e n g t h e n e d  at all l e v e l s  of the g o v e r n m e n t .



B. Post IndflPtihciencB Changes

A t  t h e  t i m e  o f  i n d e p e n d e n c e ,  t h e  n e w l y  c o n s t i t u t e d  n a t i o n a l  
G o v e r n m e n t  o f  B a n g l a d e s h  i n h e r i t e d  a d e f i c i e n t  i n s t i t u t i o n a l  
st r u c t u r e .  P u b l i c  s e c t o r  i n s t i t u t i o n s  w e r e  s e v e r e d  from t h e i r  
p a r e n t  b o d i e s  w h i c h  s i g n i f i c a n t l y  w e a k e n e d  t h e i r  o r g a n i z a t i o n a l  
a n d  m a n p o w e r  c a p a b i l i t i e s .  T h e  i n h e r i t e d  c i v i l  s e r v i c e  
o r g a n i z a t i o n  a n d  p e r s o n n e l  w e r e  n o t  a d e q u a t e  t o  m e e t  t h e  
r e q u i r e m e n t s  o f  t h e  n e w  n a t i o n .  S i n c e  t h e n ,  s u c c e s s i v e  
G o v e r n m e n t s  h a v e  i n i t i a t e d  c h a n g e s  a n d  r e f o r m s  to r e o r g a n i s e  a n d  
s t r e n g t h e n  the c i v i l  s ervice. A n u m b e r  of c o m m i t t e e s  s i nce 1972 
h a v e  a d d r e s s e d  the p r o b l e m s  in the c i v i l  s e r v i c e  a n d  r e c o m m e n d e d  
m e a s u r e s  f o r  i m p r o v e m e n t s .

1. The o b j e c t i v e s  of the A d m i n i s t r a t i v e  a n d  S e r v i c e s  R e o r g a n i s a 
t i o n  C o m m i t t e e  (ASRC), a p p o i n t e d  b y  the G o v e r n m e n t  in 1972, 
was to d e t e r m i n e  an a p p r o p r i a t e  f r a m e w o r k  for r e o r g a n i z a t i o n  
o f  t h e  a d m i n i s t r a t i v e  s y s t e m  a n d  p r o p o s e d  c h a n g e s  i n  
r e c r u i t m e n t ,  s t a f fing, s e r v i c e  c o n d i t i o n s ,  w o r k  m e t h o d s  etc.

The c o m m i t t e e  p r o p o s e d  a c l a s s l e s s  U n i f i e d  G r a d i n g  S t r u c t u r e  
c o n s i s t i n g  of ten g r a d e s  and the c r e a t i o n  of S e n i o r  P o l i c y  a n d  
M a n a g e m e n t  P o s t s  to be f i l l e d  on the b a s i s  of c o m p e t e n c e  by  
t h e  p e r s o n n e l  o f  g r a d e s  I t o  I V .  T h e  C o m m i t t e e  a l s o  
r e c o m m e n d e d  to p r o f e s s i o n a l i s e  the s e r v i c e s  and to a l l o w  e q u a l  

o r t u n i t y  to b o t h  g e n e r a l i s t s  and p r o f e s s i o n a l s .

W i t h  r e s p e c t  t o  t h e  o r g a n i z a t i o n  a n d  f u n c t i o n s  o f  t h e  
S e c r e t a r i a t ,  the C o m m i t t e e  w a s  of the v i e w  t h a t  the role of 
the S e c r e t a r i a t  s h o u l d  be l i m i t e d  to: (i) p o l i c y  f o r m u l a t i o n ;
(ii) p l a n n i n g ;  (iii) e v a l u a t i o n  of e x e c u t i o n  of plan; (iv) 
l e g i s l a t i v e  m e a s u r e s ;  (v) a s s i s t i n g  the M i n i s t e r  in d i s c h a r g e  
of his r e s p o n s i b i l i t i e s ;  (vi) p e r s o n n e l  m a n a g e m e n t  at the t o p  
l e v e l  ( v i i )  e x e c u t i o n  o n l y  in  a r e a s  w h e r e  t h e r e  is a n  
a d v a n t a g e  in m e r g i n g  the D e p a r t m e n t s  w i t h  the S e c r e t a r i a t ,  a n d  
(viii) s u p e r v i s i o n  of the w o r k  of the O p e r a t i n g  D e p a r t m e n t s  
w h e r e  n e c e s s a r y .

The f u n c t i o n s  of n a t i o n a l  g o v e r n m e n t ,  a c c o r d i n g  to m e m b e r s  of 
the C o m m i t t e e ,  w e r e  d e f i n e d  as m a i n l y  d e v e l o p m e n t a l  in n a t u r e  
a nd t h e r e f o r e  t h e  b u l k  o f  o p e r a t i o n a l  a n d  a d m i n i s t r a t i v e  
f u n c t i o n s  s h o u l d  lie w i t h  the p u b l i c  S t a t u t o r y  c o r p o r a t i o n s  
and r e g i o n a l  and l o cal p u b l i c  bodies.

The R e p o r t  of ASllC was not ma d e  pub! ic and its r e c o m m e n d a t i o n s  
were not f u l l y  i m p l e mented.

( 1 ).
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2. In 1977, t h e  G o v e r n m e n t  f o r m e d  a n o t h e r  C o m m i t t e e  on S e r v i c e s  
s t r u c t u r e  k n o w n  as R a s h i d  C o m m i t t e e  (2). T h e  G o v e r n m e n t ,  b a sed 
on r e c o m m e n d a t i o n  of R a s h i d  C o m m i t t e e ,  c o n s t i t u t e d  the S e n i o r  
S e r v i c e s  P o o l  (S S P ) in M a r c h  1 9 7 9  c o n s i s t i n g  o f  p o s t s  o f  
D e p u t y  S e c r e t a r i e s  and a b o v e  in the n a t i o n a l  s e c r e t a r i a t .  T h e  
b a s i c  c o n c e p t  w a s  to select- p e o p l e  a t  t h e  l e v e l  o f  D e p u t y  
S e c r e t a r y  t h r o u g h  an e x a m i n a t i o n  s y s t e m  to be c o n d u c t e d  by the 
P u b l i c  S e r v i c e  C o m m i s s i o n .  P r o m o t i o n  w i t h i n  the P o o l  w a s  to be 
g i v e n  s t r i c t l y  on the b a s i s  of merit.

3. T h e  M a r t i a l  L a w  C o m m i t t e e  (M L C ), a p p o i n t e d  by the M a r t i a l  L a w  
G o v e r n m e n t  in A p r i l  1982, w a s  r e s p o n s i b l e  for e x a m i n i n g  the 
o r g a n i z a t i o n a l  s e t - u p  of the M i n i s t r i e s / D i v i s i o n s ,  the D e p a r t 
m e n t s ,  D i r e c t o r a t e s ,  S u b o r d i n a t e  O f f i c e s ,  a n d  t h e  P u b l i c  
S t a t u t o r y  C o r p o r a t i o n s (3). T h e  m o s t  s i g n i f i c a n t  r e c o m m e n d a t i o n  
of the C o m m i t t e e  w a s  the r e d u c t i o n  of m i n i s t r i e s  f r o m  36 to 20 
a n d  the n u m b e r  of d i v i s i o n s  f r o m  49 to 45. The r e c o m m e n d e d  
r e d u c t i o n s  i m p l i e d  r e d u c t i o n s  i n  t h e  t o t a l  s t r e n g t h  o f  
p e r s o n n e l  f r o m  9440 to 6118. W i t h  r e g a r d  to the S e c r e t a r i a t ,  
the C o m m i t t e e  r e c o m m e n d e d  th a t  the l a y e r s  of d e c i s i o n - m a k i n g  
s h o u l d  be r e d u c e d  and p r o p o s e d  a 1:3 r a t i o  of s u p e r v i s o r s  to 
staff. O t h e r  r e c o m m e n d a t i o n s  of the C o m m i t t e e  i n c l u d e d  the 
i n t r o d u c t i o n  o f  m e r i t  s y s t e m  f o r  p r o m o t i o n s  a n d  a m a x i m u m  
d e l e g a t i o n  of f i n a n c i a l  a n d  a d m i n i s t r a t i v e  p o w ers.

T he r e c o m m e n d a t i o n s  of the M L C  w i t h  r e g a r d  to the r e d u c t i o n  
of the M i n i s t r i e s / D i v i s i o n s  and t h e i r  s t a f f  w e r e  i m p l e m e n t e d .  
T he n u m b e r  of m i n i s t r i e s  w e r e  r e d u c e d  to 20 and a ban w a s  
i m p o s e d  o n  p u b l i c  e m p l o y m e n t . H o w e v e r ^ t w o  y e a r s  a f t e r  t h e s e  
c h a n g e s  w e r e  i m p l e m e n t e d ,  the n u m b e r  o f  m i n i s t r i e s  w e r e  a g a i n  
i n c r e a s e d  to 32 a n d  the b a n  w a s  l i f t e d  r e s u l t i n g  in a n  
i n c r e a s e  o f  t h e  s t r e n g t h  o f  s t a f f  a p p r o x i m a t i n g  to  i t s  
p r e v i o u s  levels.

4. The C o m m i t t e e  for A d m i n i s t r a t i v e  R e o r g a n i z a t i o n / R e f o r m  (CARR) 
w a s  c o n s t i t u t e d  in 1 9 8 2  to  r e v i e w  t h e  s t r u c t u r e  o f  t h e  
a d m i n i s t r a t i o n  and r e c o m m e n d  c h a n g e s  f o r  the d e v o l u t i o n  of 
a u t h o r i t y  to local g o v e r n m e n t  i n s t i t u t i o n s  (4).

The C o m m i t t e e  r e c o m m e n d e d  s u b s t a n t i v e  m e a s u r e s  to d e c e n t r a l i s e  
a d m i n i s t r a t i o n  to t h e  d i s t r i c t  a n d  s u b d i s t r i c t  l e v e l s  b y  
u p g r a d i n g  t h a n a s  i n t o  u p a z i l a s  a n d  s u b d i v i s i o n s  i n t o  
d i s t r i c t s .  A s  a r e s u l t  o f  t h e  i m p l e m e n t a t i o n  o f  t h e  
C o m m i t t e e s ’ r e c o m m e n d a t i o n s ,  l o c a l  a d m i n i s t r a t i o n  w a s  
r e o r g a n i z e d  i n t o  t h e  u p a z i l a  s y s t e m .  A d m i n i s t r a t i v e  
d e c e n t r a l i s a t i o n  was u n d e r t a k e n  by t r a n s f o r m i n g  t h a n a s  into 
u p a z i l a s  and by r e p l a c i n g  the C i r c l e  O f f i c e r  of t h a n a  w i t h  the 
U p a z i l a  N i r b a h i  O f f i c e r  (UNO), P o l i t i c a l  p a r t i c i p a t i o n  a n d  
a c c o u n t a b i l i t y  in t h e  l o c a l  g o v e r n m e n t  a d m i n i s t r a t i o n  w a s  
i n t r o d u c e d ,  to soirfe exte n t ,  by a s s i g n i n g  s i g n i f i c a n t  a u t h o r i t y  
to the e l e c t e d  c h a i r m e n  a n d  m e m b e r s  of the u p a z i l a  councils.
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5. A C a b i n e t  s u b - c o m m i t t e e ,  u n d e r  the c h a i r m a n s h i p  of Dr. M.A. 
Matin, w a s  a p p o i n t e d  in June, 1987 to e x a m i n e  the s t r u c t u r a l  
o r g a n i z a t i o n  o f  S e n i o r  S e r v i c e s  Po o l  (SSP) a n d  u n e q u a l  p r o s 
p e c t s  of p r o m o t i o n  of o f f i c e r s  of v a r i o u s  c a d r e  s e r v i c e s  (5). 
The M a t i n  C o m m i t t e e ,  a f t e r  e x a m i n i n g  the p r o c e e d i n g s  of the 
S p e c i a l  C o m m i t t e e  r e g a r d i n g  S S P ,  w h i c h  w a s  c o n s t i t u t e d  i n  
1985, r e c o m m e n d e d  the a b o l i t i o n  of S S P.*

The M a t i n  C o m m i t t e e  p r o p o s e d  t h a t  the S e c r e t a r i a t  c a n  be ma d e  
mo r e  r e p r e s e n t a t i v e  by a s s i g n i n g  q u o t a  to t h e  p o s t s  of D e p u t y  
S e c r e t a r i e s  a n d  J o i n t  S e c r e t a r i e s  for v a r i o u s  c a d r e  servi c e s .  
T h e  c o m m i t t e e  a l s o  p r o v i d e d  q u o t a  f o r  p o s t s  o f  D e p u t y  
S e c r e t a r i e s  a n d  J o i n t  S e c r e t a r i e s  of v a r i o u s  s e r v i c e s .  T h e  
post of S e c r e t a r i e s  a n d  A d d i t i o n a l  S e c r e t a r i e s  w i l l  n o t  be 
s u b j e c t  to q u o t a  for a n y  service.

The r e c o m m e n d a t i o n s  of the M a t i n  C o m m i t t e e  h a v e  b e e n  a p p r o v e d  
and the G o v e r n m e n t  has a b o l i s h e d  the SSP.

A s p e c i a l  C o m m i t t e e  w a s  f o r m e d  i n  1 9 8 5  u n d e r  t h e  
C h a i r m a n s h i p  o f  A d m i r a l  S u l t a n  A h m a d  t o  r e v i e w  t h e  
s t r u c t u r e  o f  the SSP. T h e  C o m m i t t e e  h a d  r e c o m m e n d e d  that 
t h e  S S P  s h o u l d  c o n t i n u e .  It s h o u l d  b e  n o t e d  t h a t  t w o  
m e m b e r s  of the S u l t a n  C o m m i t t e e  w e r e  a l s o  the m e m b e r s  of 
the M a t i n  C o m m i t t e e  w h i c h  r e c o m m e n d e d  to a b o l i s h  the SSP.
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C . P r e s e n t  O r g a n i z a t i o n  a n d  F u n c t i o n s

1. Organization of the Secretariat

The S e c r e t a r i a t  is the c e n t e r  of the g o v e r n m e n t  a d m i n i s t r a t i o n .
It is in t h e  S e c r e t a r i a t  t h a t  a l l  t h e  a d m i n i s t r a t i v e  a n d  
d e v e l o p m e n t a l  p o l i c i e s  a r e  f o r m u l a t e d .  T h e  d e c i s i o n s  o f  t h e
G o v e r n m e n t ,  b o t h  a d m i n i s t r a t i v e  and d e v e l o p m e n t a l ,  c o m e  a b o u t  as 
a re s u l t  of e J a b o r a t e  d e l i b e r a t i o n s  w i t h i n  the S e c r e t a r i a t .  The 
S e c r e t a r i a t  a l s o  s e r v e s  as an i m p o r t a n t  c h a n n e l  of a d v i c e  to the 
M i n i s t e r s  in p o l i c y - m a k i n g  a n d  l e g i s l a t i v e  m a t t e r s .

1.1 U n d e r  A r t i c l e  56 o f  t h e  C o n s t i t u t i o n  o f  t h e  P e o p l e ' s
R e p u b l i c  of B a n g l a d e s h ,  t h e  e x e c u t i v e  a u t h o r i t y  o f  t h e
R e p u b l i c  v e s t s  in the P r e s i d e n t ,  w h o .u n d e r  his r u l e - m a k i n g  
p o w e r  h a s  m a d e  t h e  R u l e s  o f  B u s i n e s s ,  1 9 7 5 ,  f o r  t h e  
a l l o c a t i o n  a n d  t r a n s a c t i o n  o f  t h e  b u s i n e s s  o f  t h e
G o v e r n m e n t .  U n d e r  t h e  p r o v i s i o n s  o f  t h e s e  r u l e s ,  t h e  
P r e s i d e n t  h a s  t h e  a u t h o r i t y  t o  c o n s t i t u t e  a M i n i s t r y  
c o n s i s t i n g  of one or mo r e  D i v i s i o n s  and d i s t r i b u t e  b u s i n e s s  
of the G o v e r n m e n t  a m o n g  them. If a n y  d o u b t  a r i s e s  as to the 
M i n i s t r y  to w h i c h  a c a s e  p r o p e r l y  p e r t a i n s ,  t h e  m a t t e r  is 
r e f e r r e d  t o  t h e  C a b i n e t  D i v i s i o n  f o r  d e c i s i o n .  T h e  
S e c r e t a r i a t  I n s t r u c t i o n s ,  1976, f r a m e d  u n d e r  the p r o v i s i o n s  
of the R u l e s  of B u s i n e s s ,  1975, lays d o w n  the p r o c e d u r e s  as 
to how the b u s i n e s s  of the g o v e r n m e n t  s h o u l d  be c o n d u c t e d .

1.2 A t  p r e s e n t  t h e r e  a r e  32 M i n i s t r i e s  c o m p r i s i n g  o f  49
D i v i s i o n s  (An n e x - F ) .  All the M i n i s t r i e s  a n d  the D i v i s i o n s  
are c o l l e c t i v e l y  k n o w n  as the S e c r e t a r i a t .  T h e r e  is p r a c t i c a 
lly no d i f f e r e n c e  b e t w e e n  a M i n i s t r y  a n d  a D i v i s i o n ,  e x c e p t  
t h n t  n M i n i s t r y  m a y  b e  c o n s t i t u t e d  w i t h  o n e  o r  m o r e  
D i v i s i o n s .  T h u s  a M i n i s t r y / D i v i s i o n  has b e e n  d e f i n e d  to be a 
s e l f - c o n t a i n e d  a d m i n i s t r a t i v e  u n i t  r e s p o n s i b l e  f o r  t h e  
c o n d u c t  o f  b u s i n e s s  o f  the G o v e r n m e n t  in a d i s t i n c t  a n d  
s p e c i f i e d  sphere.

1.3 A M i n i s t e r  m a y  be a s s i g n e d  t h e  c h a r g e  o f  o n e  o r  m o r e  
M i n i s t r i e s  by the P r e s i d e n t .  He is r e s p o n s i b l e  for p o l i c y  
m a t t e r s  c o n c e r n i n g  h i s  M i n i s t r y  a n d  f o r  i m p l e m e n t a t i o n  
thereof. He is al s o  r e s p o n s i b l e  for c o n d u c t i n g  the b u s i n e s s  
of his M i n i s t r y  in the P a r l i a m e n t .

v‘

1.4 The S e c r e t a r y  is the ’o f f i c i a l  h e a d  of the M i n i s t r y .  He is 
r e s p o n s i b l e  for its a d m i n i s t r a t i o n  and d i s c i p l i n e  and for 
the p r o p e r  c o n d u c t  of the a s s i g n e d  b u s i n e s s .  He is a l s o  the 
P r i n c i p a l  A c c o u n t i n g  O f f i c e r  of the M i n i s t r y ,  its A t t a c h e d  
D e p a r t m e n t s  and S u b o r d i n a t e  O f f i c e s .  He k e e p s  the M i n i s t e r -  
i n - C l m r g e  i n f o r m e d  of the w o r k i n g  o f  t h e  M i n i s t r y  a n d  
a c c o r d i n g  to the l a t e s t  a m e n d m e n t s  in the R u l e s  of Busin e s s ,  
w o rks u n d e r  his s u p e r v i s i o n . *

* As a m e n d e d  by n o t i f i c a t i o n  n u m b e r  C D - 4 / 1 8 / 8 9 - R u l e s / 7 4 5 d a t e d  Sep 
tember 2, 1989. The a m e n d m e n t  i m p l i e s  that the S e c r e t a r y  c a n  no
disp o s e  of i m p o r t a n t  c a s e s  w i t h o u t  the a p p r o v a l  of the M i n i s t e r .

11



1.5 T h e  S e c r e t a r y  is r e s p o n s i b l e  f o r  o r g a n i z i n g  t h e  M i n i s t r y  
into a n u m b e r  of w o r k i n g  u n i t s  k n o w n  as S e c t i o n s .  A g r o u p  of 
S e c t i o n s  c o n s t i t u t e  a Branch, and a n u m b e r  of B r a n c h e s  f o r m  
a Wing, w h i c h  is a s u b - d i v i s i o n  of a M i n i s t r y / D i v i s i o n .

1.6' An A s s i s t a n t  S e c r e t a r y  is in c h a r g e  of a S e c t i o n ,  w h i l e  a
D e p u t y  S e c r e t a r y  and a J o i n t  S e c r e t a r y  are in c h a r g e  of a
B r a n c h  and a W i n g  r e s p e c t i v e l y .  In so m e  M i n i s t r i e s  there are 
o ne or m o r e  A d d i t i o n a l  S e c r e t a r i e s  d e p e n d i n g  o n  the v o l u m e  
of work. T h e  A d d i t i o n a l  S e c r e t a r i e s  are m a d e  i n - c h a r g e  of a 
w i n g  s i m i l a r  to the J o i n t  S e c r e t a r y .

1.7 T h e  S e c r e t a r y  is in o v e r a l l  c h a r g e  o f  a M i n i s t r y  o r  a
D i v i s i o n .  The A d d i t i o n a l  S e c r e t a r y  a n d  the J o i n t  S e c r e t a r y  
are e n t r u s t e d  w i t h  a we l l  d e f i n e d  s p h e r e  of duty. W i t h i n  
t h e i r  s p h e r e ,  t h e y  a r e  s u p p o s e d  t o  a s s u m e  f u l l
r e s p o n s i b i l i t y  and s u b m i t  c a s e s  d i r e c t  to the M i n i s t e r  for 
o r d e r -s. S u c h  c a s e s  a r e  r e t u r n e d  t o  t h e m  t h r o u g h  t h e  
S e c r e t a r y .  H o w e v e r ,  t h e  J o i n t  S e c r e t a r i e s ,  i n  a c t u a l  
p r a c t i c e ,  S u b m i t  c a s e s  t o  t h e  M i n i s t e r s  t h r o u g h  t h e  
s e c r e t a r i e s .*

1.8 T h e  D e p u t y  S e c r e t a r y  d i s p o s e s  of a l l . c a s e s  in w h i c h  no m a j o r
q u e s t i o n  of p o l i c y  is i n v o l v e d  or w h i c h ,  u n d e r  the rules or 
s t a n d  i n g o r d e r s ,  he is c o m p e t e n t  t o  d i s p o s e  o f .  T h e  
A s s i s t a n t  S e c r e t a r y  d i s p o s e s  of all c a s e s  w h e r e  t h e r e  are
c l e a r  p r e c e d e n t s ,  a n d  no q u e s t i o n  o f  d e v i a t i o n  f r o m  s u c h  
p r e c e d e n t s  is i n v o l v e d  or w h i c h  u n d e r  the r u l e s  or s t a n d i n g  
o r d e r s  he is c o m p e t e n t  to d i s p o s e  of.

2. Distribution of work

The S e c r e t a r y ,  by m e a n s  of s t a n d i n g  o r d e r s ,  d i s t r i b u t e s  the w o r k  
of the M i n i s t r y  a m o n g  the v a r i o u s  s e c t i o n s  a n d  o t h e r i w o r k i n g  
units, lie d e t e r m i n e s  the m a x i m u m  e x t e n t  of d e l e g a t i o n  of p o w e r s  
to o f f i c e r s  s e r v i n g  u n d e r  h i m  and i s s u e s  c l e a r  o r d e r s  l a y i n g  
down t h e s e  p o w e r s  a n d  al s o  the m a n n e r  of d i s p o s a l  of c a s e s  and 
en s ures that - ,

a) the d i s t r i b u t i o n  of w o r k  is e q u i t a b l e ;
b) the c h a n n e l  of s u b m i s s i o n  of c a s e s  is v e r t i c a l  and not 

h o r i z o n t a l ;  and
c) the t i e r s  t h r o u g h  w h i c h  a c a s e  has to p a s s  are o r d i n a r i l y  

not m o r e  than two, e x c l u d i n g  the S e c r e t a r y .

The c u r r e n t  p r a c t i c e  of all c a s e s  b e i n g  s u b m i t t e d  b y  the 
J o i n t  S e c r e t a r i e s  and A d d i t i o n a l  S e c r e t a r i e s  t h r o u g h  the 

. S e c r e t a r y  is i n c o n s i s t e n t  w i t h  the p r o v i s i o n  of S e c r e t a r i a t  
I n s t r u c t i o n  No. 8 w h i c h  e n t r u s t s  ‘t h e m  w i t h  a w e l l - d e f i n e d  
s p h e r e  o f  a u t h o r i t y  a n d  a l l o w s  t h e m  to s u b m i t  a l l  c a s e s  
d i r e c t  to  the M i n i s t e r .  T h e  S e c r e t a r y  w i l l  ha v e  the power, 
h o w e v e r ,  to c a l l  for a n y  c a s e  f o r  h i s  o w n  c o n s i d e r a t i o n  
b e f o r e  it is s u b m i t t e d  to the M i n i s t e r .
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3.Role and Functions of the Secretariat

The role of the S e c r e t a r i a t  is l i m i t e d  to -

a) p o l i c y  f o r m u l a t i o n ;

b) p l a n n i n g ;

c) e v a l u a t i o n  of e x e c u t i o n  of plans;

d) l e g i s l a t i v e  m e a s u r e s ;

e) a s s i s t i n g  t h d  M i n i s t e r  i n  t h e  d i s c h a r g e  of  h i s  
r e s p o n s i b i l i t i e s  to the P a r l i a m e n t ;

f) p e r s o n n e l  m a n a g e m e n t  at the t o p  level, viz., (i) o f f i c e r s  
not b e l o w  the r a n k  of M e m b e r / D i r e c t o r  in the c a s e s  of 
P u b l i c  S t a t u t o r y  C o r p o r a t i o n s  and (ii) o f f i c e r s  not b e l o w  
th e  r a n k  w h o  a r e  in r e c e i p t  o f  M o d i f i e d  N e w  N a t i o n a l  
S c a l e  of P a y  of Tk. 1 6 5 0 - 3 0 2 0 ,  in the c a s e s  of A t t a c h e d  
D e p a r t m e n t s  and S u b o r d i n a t e  O f f i c e s .

g) p e r s o n n e l  m a n a g e m e n t  of the o f f i c e r s  of c o n c e r n e d  c a d r e  
s e r v i c e s .  T h e  f u n c t i o n  of the M i n i s t r y  of E s t a b l i s h m e n t  
s h a l l  be l i m i t e d  to p e r s o n n e l  a d m i n i s t r a t i o n  o f  t h e  
o f f i c e r s  of BCS ( A d m i n i s t r a t i o n )  a n d  B C S  ( S e c r e t a r i a t )  
C a d r e s  as w e l l  as first a p p o i n t m e n t  to all c a d r e s  of B C S  
a n d  i n t e r - m i n i s t e r i a l  t r a n s f e r  a n d  p o s t i n g  o f  C l a s s  I 
o f f i c e r s  w i t h i n  the S e c r e t a r i a t :

h) s u c h  o t h e r  m a t t e r / m a t t e r s  a s  m a y  b e  d e t e r m i n e d  b y  t h e  
P r e s i d e n t  from time to time.

. General administrative tiers

G o v e r n m e n t  p o l i c i e s  are e x e c u t e d  b v  d i f f e r e n t  p o l i t i c o - a d m i n i s -  
trative .tiers in the f i eld level. F o r  th i s  p u r p o s e  a d m i n i s t r a t i v e  
hierar.c,hies are as f o l l o w s : *

(1) D i v i s i o n s 4

(2) D i s t r i c t s 64

(3) U p a z  ilas - 460

(4) U n i o n s - 4403
(5) V i l l a g e s -85 ,650

Source: S t a t i s t i c a l  P o c k e t b o o k  of B a n g l a d e s h ,  1989 ( P u b l i s h e d  
by the B a n g l a d e s h  B u r e a u  o f  S t a t i s t i c s ) .
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Total m a n p o w e r  of the G o v e r n m e n t ,  the b i g g e s t  e m p l o y e r  in the 
c o u n t r y ,  i s  a p p r o x i m a t e l y  1 2 , 2 5 , 7 8 4  i n c l u d i n g  t h e  P u b l i c  
S t a t u t o r y  C o r p o r a t i o n s / S e m i - a u t o n o m o u s  b o d i e s  ( A n n e x - G ) .  T h e  
total n u m b e r  of c l a s s  1 o f f i c e r s  in the G o v e r n m e n t  is 36,666 o u t  
of w h i c h  1631 C l a s s  I o f f i c e r s  are p o s t e d  in the S e c r e t a r i a t .

T h e  r a t i o  o f  o f f i c e r s  t o  s t a f f  in t h e  S e c r e t a r i a t  is 
a p p r o x  i m a t © 1y 1 i 4, w h i 1 © t h e  s a m © r a t i o  in D © p a r t m © n t s  a n d  
C o r p o r a t i o n s  is of m u c h  h i g h e r  m a g n i t u d e .  A p p a r e n t l y ,  t h e r e  is no 
u n i f o r m  c r i t e r i a  w h i c h  d i c t a t e s  the s t r e n g t h  of s t a f f  v i s - a - v i s  
o f f i c e r s .  T h e  E n a m  C o m m i t t e e  of 1982 r e c o m m e n d e d  a 1:3 o f f i c e r s  
to s taff r a t i o  but the r e c o m m e n d a t i o n s  c o u l d  n o t  be i m p l e m e n t e d  
due to the g o v e r n m e n t’s c o m m i t t m e n t  to p u b l i c  s e c t o r  e m p l o y m e n t .  
A r a t i o n a l i z a t i o n  of s t a f f  a l l o c a t i o n s  to i n c r e a s e  f u n c t i o n a l  
p r o d u c t i v i t y ,  w i t h  or w i t h o u t  r e t r e n c h m e n t  of p e r s o n n e l ,  however, 
r e m a i n s  a n  i m p o r t a n t  i s s u e  w h i c h  s h o u l d  b e  c o n s i d e r e d  by t h e  
g o v e r n m e n t  w i t h i n  the f r a m e w o r k  of its e m p l o y m e n t  p o l i c y .

8. The G o v e r n m e n t  A d m i n i s t r a t i o n  r e p r e s e n t s  a u n i f i e d  s t r u c t u r e  
w i t h i n  w h i c h  s p e c i f i c  f u n c t i o n s  a r e  a s s i g n e d  to t h e  d i f f e r e n t  
p a r t s  o f  the a d m i n i s t r a t i o n .  The role and f u n c t i o n s  of t h e  
S e c r e t a r i a t  v i s - a - v i s  t h e  D e p a r t m e n t s ,  D i r e c t o r a t e s ,  
S u b o r d i n a t e  o f f i c e s  and P u b l i c  S t a t u t o r y  B o d i e s  a r e  d e l i n e a t e d  
f o r  t h e  p u r p o s e  of e f f i c i e n t  w o r k i n g  of t h e  t o t a l  s y s t e m .  
T h e s e  f u n c t i o n a l  r e l a t i o n s h i p s  c a n  b e  p o r t r a y e d  b y  t h e  

f o l l o w i n g  diagram.
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D i a gram 1: Public A d m i nistrat ion in Bangladesh.

D o u b l e  lines i n d i c a t e  a u t o n o m o u s  r e l a t i o n s h i p .



Ill. k e y c o n s t r a i n t s  in t h e

SECRETARIAT SVSTEM AND
WORK PROCEDURES

ft. Ruins, Itnqulations,__andjnstructions

1. SnupR and Functions

1.1 R u l e s  a n d  r e g u l a t i o n s  a r e  t h e  p r i m a r y  m e a n s  b y  w h i c h  a n  
a d m i n i s t r a t i v e  s y s t e m  d e s i g n a t e s  r e s p o n s i b i l i t y  a n d  
a u t h o r i t y  to its v a r i o u s  o r g a n s  and lays d o w n  t h e  p r o c e d u r e s  
f o r  an e f f i c i e n t  c o n d u c t  of o f f i c i a l  b u s i n e s s .  R u l e s  a n d  
r e g u l a t i o n s  d e f i n e  w h o  d o e s  w h a t  and how in a g o v e r n m e n t  and 
t h e r e f o r e  a r e  n-e c e s s a r y  t o  d e l i m i t  t h e  f u n c t i o n a l  
j u r i s d i c o t i o n s ,  d e l i n e a t e  the d u t i e s  and spell out a r a t h e r  
s t a b l e  and p r e d i c t a b l e  p r o c e d u r e  f o r  c a r r y i n g  o u t  t h e s e  

d u t i e s .

To e n s u r e  e f f i c i e n t  a d m i n i s t r a t i o n  in t h e  S e c r e t a r i a t ,  the 
M i n i s t r i e s / D i v i s i o n s • are g o v e r n e d  by v a r i o u s  laws, rules, 
i n s t r u c t i o n s  e t c .  t h e  m o s t  c o m m o n  o f  w h i c h  a r e  t h e  

f o 11owi n g :

n ) The O f f i c i a l  S e c r e t s  Act, 1923;

b) The P u b l i c  S e r v a n t s  ( R e t i r e m e n t )  Act, 1974;

r.) The R u l e s  of B u s i n e s s ,  1975;

d) The S e c r e t a r i a t  I n s t r u c t i o n s ,  1976;

e) The G o v e r n m e n t  S e r v a n t s  ( C o n d u c t )  Rules, 1979;

f) The G o v e r n m e n t  S e r v a n t s  (Special P r o v i s i o n s )  O r d i n a n c e ,  

1979 :

g) The B a n g l a d e s h  P u b l i c  S e r v i c e  C o m m i s s i o n  ( C o n s u l t a t i o n )  
R e g u l a t i o n s ,  1979;

h) The General P r o v i d e n t  F u n d  Rules, 1979;

i) The B a n g l a d e s h  A l l o c a t i o n  Rules, 1982 ( c o n c e r n s  a l l o c a 

tion of r e s i d e n t i a l  a c c o m m o d a t i o n ) ;

i) The A d m i n i s t r a t i v e  T r i b u n a l s  Act, 1982;

k) Thf> P u b l i c  E m p l o y e e s  D i s c i p l i n e  ( P u n c t u a l  A t t e n d a n c e )  

Ord i nnnce , 1 ;

1) The G o v e r n m e n t  S e r v a n t s  ( D i s c i p l i n e  8. A p p e a l )  Rules, 1985;
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m) The Pu b l i c  S e r v a n t s  ( D i s m i s s a l  on C o n v i c t i o n )  O r d i n a n c e  

1985 ;

n) The B a n g l a d e s h  S e r v i c e  Rules, P a r t  I and P a r t  II;

o) The D e l e g a t i o n  of A d m i n i s t r a t i v e  P o w ers;

p) The D e l e g a t i o n  of F i n a n c i a l  Powers;

q) The B a n g l a d e s h  F i n a n c i a l  Rules;

r) The R e c r u i t m e n t  Rules;

ft) The S e n i o r i t y  Rules;

t) T r a i n i n g  P o l i c y  of N a t i o h a l  T r a i n i n g  C o u n c i l ;  

u) The T r e a s u r y  Rules, P a r t  I and P a r t  II;

v) I n s t r u c t i o n s  r e g a r d i n g  a d v a n c e ,  o f f i c e  a c c o m m o d a t i o n ,  
security, supply, use of g o v e r n m e n t  t r a n s p o r t ;  etc.

1.2 T h e  R u l e s  o f  B u s i n e s s ,  1 9 7 5  a n d  t h e  S e c r e t a r i a t  
I n s t r u c t i o n s ,  1976, e m b o d y  t h e  n e c e s s a r y  p r o v i s i o n s  f o r  
allocating f u n c t i o n a l  r e s p o n s i b i l i t y  to v a r i o u s  a reas and 
levels of the G o v e r n m e n t  and for s p e c i f y i n g  w o r k  p r o c e d u r e s .  
The m a j o r i t y  of the p r o v i s i o n s  of the two d o c u m e n t s  ha v e  
existed s j nce the B r i t i s h  p e r i o d  and h a v e  b e e n  m o d i f i e d  f r o m  
time to time. The l a t e s t  r e v i s i o n  in the R u l e s  of B u s i n e s s  
was u n d e r t a k e n  in S e p t e m b e r ,  1989.

S. Knowledge of Rules and Instructions

The k n o w l e d g e  of the P.ules of B u s i n e s s  and the S e c r e t a r i a t  
I n s t r u c t i o n s  on the part of the o f f i c e r s  is e s s e n t i a l  for 
t h e i r  s a t i s f a c t o r y  p e r f o r m a n c e .  W i t h o u t  a n  a d e q u a t e  
k n o w l e d g e  it is d i f f i c u l t  to m a k e  a p p r o p r i a t e  d e c i s i o n s  in 
an a p p r o p r i a t e  manner.

It is w i d e l y  b e l i e v e d  th a t  the o f f i c e r s ,  p a r t i c u l a r l y  at the 
l o w e r  l e v e l ,  do  n o t  h a v e  a g o o d  g r a s p  o f  t h e  R u l e s  a n d  
I n s t r u c t i o n s .  T h e  c o n c e r n  t h a t  t h e  l a c k  o f  k n o w l e d g e  
r e s u l t s  in e i t h e r  d e l a y  in d e c i s i o n s  o r  in i n a c t i o n  o r  
i n a p p r o p r i a t e  a c t i o n  has b e e n  r a i s e d  a m o n g  the m a j o r i t y  of 
the o f f i c e r s  we i n t e r v i e w e d .  It w a s  p o i n t e d  out that a la c k  
of a d e q u a t e  t r a i n i n g  at the p o s t - e n t r y  and i n - s e r v i c e  s t a g e s  
is a m a j o r  c o n t r i b u t i n g  f a c t o r  to the d e c l i n e  in kno w l e d g e .  
E a r l i e r ,  w h e n  t h e  e n t r a n t s  t o  t h e  c i v i l  s e r v i c e  w e r e  
r e q u i r e d  to u n d e r g o  r i g o r o u s  t h e o r e t i c a l  a n d  p r a c t i c a l  
training, the level of the o f f i c e r s’ k n o w l e d g e  a b o u t  R u l e s  
and I n s t r u c t i o n s  w a s  b e l i e v e d  to be h i g h e r  and m a n i f e s t e d  in
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higher standards of a d m i n i strative performance. The Survey 
c o n d u c t e d  by the consul t a n t s  has made an attempt to identify 
the levels of knowledge among the of f i c e r s  on the basis of 
t h e i r  o w n  s e l f - e v a l u a t i o n  a n d  a n  e v a l u a t i o n  of  t h e i r  
subordinates. The following findings emerge from the Survey.*

2.2 A p p r o x i m a t e l y  o n e - t h i r d  of t h e  o f f i c e r s  i n d i c a t e  a g o o d
k n o w l e d g e  of the R u l e s  of B u s i n e s s  a n d  the S e c r e t a r i a t
I n s t ructions according to self-evaluation. Good knowledge
implies a knowledge of seventy five to hundred percent of 
the provisions.

2.3 A p p r o x i m a t e l y  o n e - h a l f  of  t h e  o f f i c e r s  i n d i c a t e  a
s a t i s f a c t o r y  k n o w l e d g e  of  t h e  R u l e s  a n d  I n s t r u c t i o n s  
according to self-evaluation. S a t i s f a c t o r y  knowledge implies 
a k n o w l e d g e  of f i f t y  to  s e v e n t y  f i v e  p e r c e n t  o f  t h e
prov i s i o n s .

2.4 A p p r o x i m a t e l y  o n e - s i x t h  of t h e  o f f i c e r s  i n d i c a t e  a p o o r  
knowledge of the Rules and Instructions according to self- 
evaluation. Poor knowledge implies a knowledge of less than 
fifty percent of the provisions.

2.5 The Estimate of knowledge of the Rules and Instructions on 
t h e  p a r t  o f  t h e  s u b o r d i n a t e s  as  e s t i m a t e d  b y  t h e i r  
s u p e r v i s o r s  is c o n s i d e r a b l y  d i f f e r e n t  f r o m  t h e  s e l f -  
estiinates. Approx i m a t e l y  one-half of the s u b o rdinates i.e. 
Assistant Secretaries were estimated to have poor knowledge. 
A p p r o x i m a t e l y  f o r t y - f i v e  p e r c e n t  h a v e  s a t i s f a c t o r y  
knowledge; and only s ix-percent have good knowledge.

2.6 T h e  level of k n o w l e d g e  d o e s  n o t  a p p e a r  to be d i r e c t l y  
related to the length of service.

2.7 T h e r e  are no s i g n i f i c a n t  d i f f e r e n c e s  a m o n g  t h e  o f f i c e r s  
a c r o s s  t h e  s e v e n  M i n i s t r i e s  in w h i c h  t h e  S u r v e y  w a s  
coruiuc t e d .

On the basis of our interviews and the findings from the 
S u r v e y ,  it a p p e a r B  t h a t  t h e  k n o w l e d g e  o f  R u l e s  a n d  
I n s t r u c t i o n s  a m o n g  at l e a s t  h a l f  o f  t h e  o f f i c e r s  at t h e  
l e v e l  o f  t h e  A s s i s t a n t  S e c r e t a r i e s  is l e s s  t h a n  
s a t i s f a c t o r y . The officers in the rank of Deputy Secretaries 
and Joint Secretaries appear to be more familiar with the 
R u l e s  and I n s t r u c t i o n s .  T h i s  is p a r t i c u l a r l y  t r u e  of the 
officers who joined the civil services before 1971.

For the purpose of the Survey, knowledge of rules and 
regulations was estim a t e d  in three general categories: 
good k n o w l e d g e ;  s a t i s f a c t o r y  k n o w l e d g e  a n d  p o o r  k n o w 
ledge. The three categories indicate approximate est i m a 
tes o n l y  and s h o u l d  not be c o n s t r u e d  as q u a n t i t a t i v e  
indicators of knowledge.
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R e c o m m e n d a t i o n s :  I. T r a i n i n g  o n  t h e  R u l e s  o f  B u s i n e s s  a n d
S e c r e t a r i a t  I n s t r u c t i o n s  s h o u l d  b e  a n  
integral part. of o n - t h e - j o b  t r a i n i n g  in the 

S e c r e  t a r i a t .

2. F r e q u e n t  r e f r e s h e r  c o u r s e s  o n  R u l e s  a n d
I n s t r u c t i o n s  s h o u l d  b e  u n d e r t a k e n  a t  t h e  
PATO, the RPATCs, the BCS (Admin) A c ademy, 
nml the S t a f f  T r a i n i n g  I n s t i t u t e  (ST1).

.1. (’a s e - s t u d y  m e t h o d s  s h o u l d  be a p p l i e d  in the
t r a i n i n g  o f  o f f i c e r s  i n  r u l e s  a n d  
r e g u l a t i o n s .

3. Availability of Dncu«ents

3.1 T i m  k n o w l e d g e  a s  w e l l  a s  t h e  p r a c t i c e  o f  R u l e s  a n d  
I n s t r u c t i o n s  i.s c o n s t r a i n e d  b y  t h e  f a c t  t h a t  t h e  r e l a t e d  
d o c u m e n t s  a r e  n o t  a v a i l a b l e  to t h e  o f f i c e r s  f o r  q u i c k  
r ef e r e n c e .  In c e r t a i n  cases, the d o c u m e n t s  are a v a i l a b l e  in 
the S e c t i o n s  but are not p r o p e r l y  kept. T h e  o f f i c e r s  have a 
l o n d e n c v  to keej> c o p i e s  of t h e s e  d o c u m e n t s  in t h e i r  p e r s o n a l  
c u s t o d y  and take them a l o n g  u p o n  t h e i r  t r a n s f e r .

3.2 A c c o r d i n g  to the S u r v e y  c o n d u c t e d ,  a p p r o x i m a t e l y  f i f t y  
p e r c e n t  of the o f f i c e r s  a c k n o w l e d g e  to h a v e  the c o p i e s  of 
the d o c u m e n t s  a v a i l a b l e .  In t h e  c a s e  o f  t h e  A s s i s t a n t  
Serve I :i r i «’s , on l y  t h i v t y - t h r e e  p e r c e n t  a c k n o w l e d g e  to have 

the c o p i e s  of the d o c u m e n t s  a v a i l a b l e .

3.3 The p r o b l e m  oT a v a i l a b i l i t y  is b o t h  a p r o b l e m  of s c a r c i t y  as
w e l l  n p r o b l e m  o f  o r g a n i z i n g  a n d  m a i n t a i n i n g  t h e

d o c u m e n t s  in an a p p r o p r i a t e  pi a c e .

The d o c u m e n t s  on important. R u l e s  and R e g u l a t i o n s  i n c l u d i n g  
the c u r r e n t  a m e n d m e n t s  are not c a t a l o g u e d  and p l a c e d  in a 
c e n t r a l l y  l o c a t e d  u n i t  or o f f i c e  w i t h i n  the M i n i s t r i e s  for 
e a s y  a c c e s s  a n d  r e f e r e n c e .  T h e  a v a i l a b i l i t y  o f  t h e s e  
doc u m e n t s  c o u l d  be i n c r e a s e d  by p r i n t i n g  the d o c u m e n t s  ‘in 
s u f f i c i e n t  n u a n t i t i e s  to be d i s t r i b u t e d  to all o f f i c e r s  and 
staff, as we I I as by e s t a b l i s h i n g  a w e l l  o r g a n i z e d  mini- 
l ill v a r y  in e a c h  M i n i s t r y  w i t h  c a t a l o g u e d  a n d  i n d e x e d  
d o c u m e n t s  and o t h e r  n e c e s s a r y  r e f e r e n c e  m a t e r i a l s .

Recommendation: '1. M i n i s t r i e s  s h o u l d  e s t a b l i s h  d o c u m e n t a t i o n
c e n t e r s  w h e r e  p r o p e r l y  c a t a l o g u e d  d o c u m e n t s  
o n  r u l e s  a n d  r e g u l a t i o n s  a r e  k e p t  f o r  
r e f e r e n c e .

5. All o f f i c e r s  s h o u l d  be p r o v i d e d  a c o m p l e t e  
set. oT rule b o o k s  at. the ti m e  of p o s t - e n t r y  
t r a i n i n g  and a s k e d  to k e e p  th e m  u p - t o - d a t e .
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Adequacy of Rules and Instructions

Syst e m s  and procedures embodied in the Rules of Business and 
the S e cretariat Instructions are theore t i c a l l y  sound except 
in c a s e s  where m o d i fications may be needed to make the Rules 
and I n s t r u c t i o n s  m o r e  p r a c t i c a b l e  a n d  r e s p o n s i v e  to the 
present day conditions. The same systems and procedures in 
p u b l i c  a d m i n i s t r a t i o n  have e x i s t e d  m o r e  o r  le s s  in the 
S u b c o n t i n e n t  for a long p e r i o d  (6). In t h e  p a s t ,  t h e s e  
systems arid procedures have worked well in this country as 
well as in o t h e r  c o u n t r i e s  l i k e  T n d i a ,  P a k i s t a n  a n d  Sri 
l.anka.

It is, t h e r e f o r e ,  n o t  t h e  B i i b s t a n c e  o f  t h e  R u l e s  a n d  
Inst, r u c t i o n s  in m o s t  c a s e s  t h a t  p r e s e n t s  p r o b l e m s  t o  
e f f i c i e n c y  but rather their n o n - o b s e r v a n c e  (7).

An e x a m i n a t i o n  of the provisions of the Rules of Business 
a n d  I. lie S e c r e t a r i a t  I n s t r u c t i o n s  i n d i c a t e s  t h a t  
a p p r o x i m a t e l y  three-fourth of the provisions, are sound in 
substance. It must be added, however,that there are examples 
of R u l e s  and i n s t r u c t i o n s  w h i c h  do p r e s e n t  l i n g u i s t i c  
d i f f i c u l t i e s  (8). So m e  of the R u l e s  a n d  I n s t r u c t i o n s  are 
d i f f i c u l t  to comprehend and to follow. The language of such 
Rules and I nsIructions could be simplified.

The provisions of the Rules and Instructions are considered 
as adequate for an efficient disposal of business by the 
m a j o r i t y  of  the o f f i c e r s .  A c c o r d i n g  to t h e  S u r v e y ,  
a p p r o x i m a t e l y  seventy-five percent of the o f ficers believe 
t h a t  the e f f i c i e n c y  in the G o v e r n m e n t  w i l l  s i g n i f i c a n t l y  
increase if the provisions were a p p r o p r i a t e l y  applied. In 
c e r t a i n  areas, the provisions of the Rules and Instructions 
r e q u i r e  modifications and improvements. The respondents to 
the Survey identified the following areas for modifications, 
in o r d e r  of importance.

- D e l e g a t i o n  of a d m i n i strative and financial powers;
- Intra and inter-ministerial coordination;
- Mult i p l i c i t y  of d e c i s ion-making layers;
- Cha n n e l s  and process of communication; and
- AI located time for the disposal of business.

In examining the p r o visions of the Rules and Instructions, 
we have identified those Rules and Instructions that call 
for m o d i f i c a t i o n s  in o r d e r  to e n h a n c e  the e f f i c i e n c y .  We 
have been guided i ri this effort by the findings from the 
Survey and the following general principles:



a. Allocation of responsibility to both individuals as well 
as to organizations ought to be clearly a s signed and 
should be consistent with the delegated powers;

b. Functional jurisdictions ought to be clearly delineated 
to m i n i m i z e  ove r l a p .  For e x a m p l e ,  j u r i s d i c t i o n  o v e r  
f o r m u l a t i n g  p o l i c i e s  o u g h t  to be d i f f e r e n t i a t e d  f r o m  
j u r i s d i c t i o n  o v e r  e x e c u t i o n  o f  p o l i c i e s  as f a r  as 

pract i c a b l e ;

c. A d m i n i s t r a t i v e  a n d  f i n a n c i a l  p o w e r s  o u g h t  to be 
delegated to the m a x imum extent possible.

d. Excessive noting and file-shifting ought to be minimized 
to avoid delays in making decisions.

RecommeridatioQs: 6. The Secretariat I n s t r uctions should be made
simpler, especially in its Bengali version.

7. Further revisions in the Rules of Business
may be made in future after the effects of 
Rules r e v i s e d  in 1989 h a v e  b e e n  i n s t i t u 
tionalised. Such revisions should be based 
ori c a r e f u l  a s s e s s m e n t s  by  the c o n c e r n e d  
organisations to be und e r t a k e n  on a conti- 

nui ng bas L s .

s _ f i b s e r y a n ? i © _ e f - B u i e ? _a n d . _ I n s t r j i c t i o n s

5.1 Non-observance of the Rules and I n s t r uctions has become a 
c o m m o n  p r a c t i c e .  The S e c r e t a r i a t  I n s t r u c t i o n s  c o n t a i n s  
specific p r o v i s i o n s  for d e c i s i o n - m a k i n g ,  d e l e g a t i o n  of 
authority, supervision, files man a g e m e n t  etc. The observance 
of these p r o v i s i o n s  by the o f f i c e r s  is c r u c i a l  to the 
e f f i c i e n c y  of the G o v e r n m e n t .  N o n - o b s e r v a n c e  of  t h e  
important. R u l e B  and I n s t r u c t i o n s  is n o t  m o n i t o r e d  a n d  
penalized. The officers are n e i ther rewarded for observing 
the R u l e s  a n d  I n s t r u c t i o n s  n o r  d i s c i p l i n e d  f o r  n o n -  
o b s e r v a n c e .  U n l e s s ,  R u l e s  a n d  I n s t r u c t i o n s  a r e  s t r i c t l y  
observed u nder a supervision and m o n i t o r i n g  system, it may 
be difficult to obtain the required compliance.

Dur i n g  the c o u r s e  of this s t u d y ,  we  h a v e  e x a m i n e d  t h e  
provisions of the Rules and Instructions w h ich have a direct 
bearing on efficiency. We have found that a majority of 
these R u l e s  and I n s t r u c t i o n s  a r e  n o t  o b s e r v e d .  In s o m e  
cases, the R ules and I n s t r u c t i o n s  a r e  o b s e r v e d  but n o t  
according to their full intent.
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The r e a s o n s  b e h i n d  the n o n - o b s e r v a n c e  of the R u l e s  are m a n y  
and i n t e r r e l a t e d  (9). In c e r t a i n  ca s e s ,  the R u l e s  m a y  not be 
f o l l o w e d  d e l i b e r a t e l y  d u e  to l a c k  o f  s a n c t i o n s  o r  h i d d e n  
p e r s o n a l  m o t i v e s .  The lack of a d e q u a t e  k n o w l e d g e ,  time, and 
p r o p e r  l o g i s t i c s  i n t e r f e r e  w i t h  t h e i r  a p p l i c a t i o n  in o t h e r  
c a s e s .  T h e  f i n d i n g s  f r o m  t h e  S u r v e y  i n d i c a t e  t h a t  t h e  
o f f i c e r s  c o n s i d e r  t h a t  t h e  f o l l o w i n g  f a c t o r s  m i l i t a t e  
a g a i n s t  the o b s e r v a n c e  of the R u l e s  a n d  I n s t r u c t i o n s :

- I n a d e q u a t e  k n o w l e d g e ;
- T i m e  c o n s t r a i n t s ;
- I n a d e q u a t e  d e l e g a t i o n  of a u t h o r i t y ;  and
- Lack of s u p e r v i s i o n  and i n s p e c t i o n .

The m a j o r  e x a m p l e s  of the n o n - o b s e r v a n c e  of the p r o v i s i o n s  
of the S e c r e t a r i a t  I n s t r u c t i o n s  a n d  the R u l e s  of Business, 
the d e v i a t i o n s  in a c t u a l  p r a c t i c e  a n d  t h e i r  i m p a c t  o n  
e f f i c i e n c y  are b r i e f l y  d i s c u s s e d  below:

5.2 D e l a y s  in d e c i s i o n - m a k i n g  o c c u r  p r i m a r i l y  d u e  to n o n -  
o b s e r v a n c e  of the p r e s c r i b e d  ti m e  l i m i t  as la i d  d o w n  in the 
S e c r e t a r i a t  I n s t r u c t i o n  N o . 185. T h e  I n s t r u c t i o n  is s e l d o m  
f o l l o w e d  by o f f i c e r s  d u e  to s e v e r a l  r e a s o n s .  Fi r s t ,  t h e r e  is 
an i n t e n t i o n a l  n e g l e c t  in o b s e r v a n c e  d u e  to w e a k  s u p e r v i s i o n  
and l a c k  of a c c o u n t a b i l i t y .  S e c o n d ,  t h e  o v e r l o a d  of w o r k  d u e  
to its u n e q u a l  d i s t r i b u t i o n  p r e s e n t s  p r o b l e m  in f o l l o w i n g  
t h e  t i m e - l i m i t .  T h i r d ,  p o o r  l o g i s t i c a l  s u p p o r t ,  in  s o m e  
cases, i n t e r f e r e  w i t h  d i s p o s i n g  c a s e s  in time.

R e c o m m e n d a t i o n s : 8. The time l i m i t  l a i d  d o w n  in t h e  I n s t r u c t i o n
No. 185 for the e x a m i n a t i o n  a n d  d i s p o s a l  of 
c a s e s  s h o u l d  be  s t r i c t l y  f o l l o w e d  b y  a l l  
off i c e r s .

9. D i s p o s a l  of B u s i n e s s  w i t h i n  the p r e s c r i b e d  
time l i m i t  by the o f f i c e r s  s h o u l d  be t a k e n  
into a c c o u n t  in t h e i r  p e r f o r m a n c e  a p p r a i s a l .

5.3 The e x i s t i n g  p r o v i s i o n  for s u b m i t t i n g  a s t a t e m e n t  of p e n d i n g  
c a s e s -  o n  a m o n t h l y  b a s i s ,  a c c o r d i n g  t o  S e c r e t a r i a t  
I n s t r u c t i o n  No. 194, is n o t  a p p r o p r i a t e l y  f o l l o w e d .  T h e  
m o n t h l y  s t a t e m e n t s  g e n e r a l l y  d o  n o t  c o n t a i n  s u f f i c i e n t  
i n f o r m a t i o n  n e e d e d  for the d i s p o s a l  of the cases.

R e c o m m e n d a t i o n : 10. A s s i s t a n t  S e c r e t a r i e s  s h o u l d  m a i n t a i n  a
w e e k l y  l i s t  o f  p e n d i n g  c a s e s  w i t h  f u l l  
p a r t i c u l a r s  to be i n c l u d e d  in the m o n t h l y  
s t a t e m e n t  on p e n d i n g  cases.
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5.4 A t  p r e s e n t ,  o f f i c e r s  s e l d o m  i n s p e c t  S e c t i o n s  a n d  i n q u i r e  
i n t o  t h e  p r o b l e m s  o f  t h e  o f f i c e .  A s  a r e s u l t ,  t h e  
s u b o r d i n a t e  s t a f f  d o  n o t  f e e l  t h e  u r g e n c y  t o  d i s p o s e  o f  
c a s e s  w i t h i n  p r e s c r i b e d  time limit. T h i s  l e a d s  to d e l a y  in 
the d i s p o s a l  of b u s i n e s s .

R e c o m m e n d a t ion : 11. I n s p e c t i o n  o f  S e c t i o n s  b y  A s s i s t a n t
S e c r e t a r i e s  a n d  D e p u t y  S e c r e t a r i e s  a n d  
s u r p r i s e  v i s i t  by h i g h e r  o f f i c e r s  as l a i d  
d o w n  in I n s t r u c t i o n  n u m b e r s  196, 197 and 201- 
202 s h o u l d  be d u l y  made. W h i l e  m a k i n g  the 
i n s p e c t i o n ,  t h e  o f f i c e r s  s h o u l d  h a v e  
I n s t r u c t i o n  N o s .  2 0 3 - 2 0 8  i n  h a n d  a s  a 
c h e c k l i  s t .

5.5 P r e s c r i b e d  o f f i c e  h o u r s  are n o t  a d e q u a t e l y  o b s e r v e d  . N o n 
g a z e t t e d  s t a f f  do not find it n e c e s s a r y  to o b s e r v e  o f f i c e  
Fiours d u e  t o  l a c k  o f  s u p e r v i s i o n  a n d  a b s e n c e  o f  
d i s c i p l i n a r y  m e a s u r e s .  A t t e n d a n c e  R e g i s t e r s  a r e  n o t  
m a i n t a i n e d  a c c o r d i n g  to S e c r e t a r i a t  I n s t r u c t i o n  Nos. 81- 
82.

R e c o m m e n d a t i ons: 12. T h e  p r o v i s i o n s  o f  S e c r e t a r i a t  I n s t r u c t i o n
Nos. 81 - 82 s h o u l d  be s t r i c t l y  followed.

13. S e n i o r  O f f i c e r s  s h o u l d  d e m o n s t r a t e  the v a l u e  
of p u n c t u a l i t y  t h r o u g h  p e r s o n a l  e x a m ples.

5.6 Files and r e c o r d s  are n o t  p r o p e r l y  o r g a n i z e d  and m a i n t a i n e d  
w h i c h  a d v e r s e l y  a f f e c t s  the s p e e d  at w h i c h  r e l e v a n t  a n d  
i m p o r t a n t  i n f o r m a t i o n  can be p r o c e s s e d  a n d  r e t r i e v e d  for 
the d i s p o s a l  of b u s i ness.

T h e  r e s p o n s i b i l i t y  o f  p r o p e r l y  o r g a n i z i n g  f i l e s  a n d  
m a i n t a i n i n g  r e c o r d s  lies w i t h  the S e c t i o n  A s s i s t a n t  who, 
a c c o r d i n g  to I n s t r u c t i o n  N o . 11, is r e s p o n s i b l e  for the 
f0.1 l o w i n g :

a) P u t t i n g  u p  p r e v i o u s  pape r s ,  p r e c e d e n t s ,  rules, r e g u l a 
t i o n s  and o t h e r  r e f e r e n c e s  r e l a t i n g  to the case u n d e r  
c o n s i d e r a t i o n ;

b) O p e n i n g  of files and k e e p i n g  a r e c o r d  of m o v e m e n t  of 
files;

c) K e e p i n g  a no t e  of all i m p o r t a n t  o r d e r s  a n d  d e c i s i o n s ;

d) R e c o r d i n g ,  index i n g ,  a n d  w e e d i n g  of files;

e) W a t c h i n g  the n e c e s s i t y  of k e e p i n g  p r i o r i t y  or s e c u r i t y  
l a b e l s  on files. He wi l l  b r i n g  to the n o t i c e  of the 
A s s i s t a n t  S e c r e t a r y  at t h e  f i r s t  o p p o r t u n i t y  t h a t  
o c c u r s  of r e m o v i n g  t h e s e  labels;
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O t h e r  c l e r i c a l  d u t i e s  a s s i g n e d  to him, i n c l u d i n g  c a s u a l  
t y p i n g ,  m a i n t e n a n c e  o f  D i a r y  R e g i s t e r  a n d  t h e  
p r e p a r a t i o n  of s t a t e m e n t s  and re t u r n s .

In p r a c t i c e ,  S e c t i o n  A s s i s t a n t s  n o r m a l l y  c a r r y  items (a) 
and (b) and p a r t  of (f). I t ems (c), (d), a n d  (e) w h i c h  are
c r u c i a l  for f i l i n g  and r e c o r d  k e e p i n g  a r e  n o t  u n d e r t a k e n .  
Also, v e r y  f e w  of the S e c t i o n  A s s i s t a n t s  k n o w  how to t y p e  
a l t h o u g h  t y p i n g  s k i l l s  are r e q u i r e d  for t h e i r  a p p o i n t m e n t .

R e c o m m e n d a t i o n s :14. T h e  A s s i s t a n t  S e c r e t a r i e s ,  as the i m m e d i a t e
s u p e r i o r  o f  S e c t i o n  A s s i s t a n t s ,  s h o u l d  
e n s u r e  th a t  the I n s t r u c t i o n s  for o r g a n i z i n g  
files and k e e p i n g  r e c o r d s  a r e  c a r r i e d  out in 
t h e i r  e n t i r e t y .

15. U l t i m a t e  r e s p o n s i b i l i t y  of p r o p e r  filing and 
r e c o r d  k e e p i n g  s h o u l d  b e  a s s i g n e d  to t h e  
A s s i s t a n t  S e c r e t a r i e s .

5.7 In m a n y  c a s e s ,  the m a r g i n  o f  a n o t e  s h e e t  is u s e d  f o r
m a r k i n g  f iles to s u p e r i o r  o f f i c e r s .  T h e  m a r g i n  is p r i m a r i l y
m e a n t  for r e f e r e n c i n g  and for u n o f f i c i a l  o b s e r v a t i o n  w h i c h  
do not form p a r t  of a note. U s i n g  the m a r g i n  for o t h e r  t h a n  
s p e c i f i e d  p u r p o s e s  c a u s e s  u n n e c e s s a r y  w a s t e  o f  p a p e r  a n d  
s l o p p i n e s s  in the note sheets.

Re c o m m c n d a t i o n :  16. M a r g i n  of a n o t e  s h e e t  be r e s e r v e d  for the
p u r p o s e s  o f  r e f e r e n c i n g  a n d  u n o f f i c i a l  
o b s e r v a t i o n s .  S e c r e t a r i a t  I n s t r u c t i o n  No. 
115(2) r e g a r d i n g  the use of  m a r g i n  s h o u l d  be 
o b s e r v e d .

5.8 In w r i t i n g  n o t e s  on a file, t h e r e  is a c o m m o n  t e n d e n c y  a m o n g  
A s s i s t a n t  S e c r e t a r i e s  to r e p r o d u c e  the c o n t e n t s  of the 
p a p e r  u n d e r  c o n s i d e r a t i o n  (PUC). S u c h  n o t e s  are u n n e c e s s a r y  
and r e d u n d a n t .  A n  i n c o r r e c t  s u m m a r y  or  p a r a p h r a s i n g  of PUC 
into n o t e s  m a y  bi a s  a d e c i s i o n .  T h e  S e c r e t a r i a t  I n s t r u c t i o n  
No. 117 p r o v i d e s  t h a t  " t h e  r e p r o d u c t i o n  o f  a n o t e  o f  
v e r b a t i m  e x t r a c t s  f r o m  p a p e r  u n d e r  c o n s i d e r a t i o n  o r  i t s  
p a r a p h r a s i n g  w i l l ,  as a r u l e ,  b e  a v o i d e d .  It w i l l  be 
p r e s u m e d  t h a t  the p a p e r  u n d e r  c o n s i d e r a t i o n  w i l l  be read by 
the o f f i c e r  to w h o m  it is s u b m i t t e d " .

R e c o m m e n d a tJ o n: 17. I t  is i m p o r t a n t  t h a t  t h e  S e c r e t a r i a t
I n s t r u c t i o n  No. 117 s h o u l d  b e  o b s e r v e d  b y  
A s s i s t a n t  S e c r e t a r i e s .  P a r a p h r a s i n g  f r o m  
p a p e r  u n d e r  c o n s i d e r a t i o n  (PUC) s h o u l d  not 
be u n d e r t a k e n  in any. c a s e  to a v o i d  u n n e c e 
s s a r y  n o t i n g s  a n d  a l l o w  t h e  c o n c e r n e d  
o f f i c e r  to read the P U C  in full.
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5.9 I n o r d i n a t e  a m o u n t s  of time, l a b our, a n d  m a t e r i a l s  are w a s t e d  
due to the c o m m o n  p r a c t i c e  of d i a r i s i n g  all r e c e i p t s  in the 
Secti o n s .  T h i s  p r a c t i c e  is c l e a r l y  a g a i n s t  I n s t r u c t i o n  N o . 32 
w h i c h  s p e c i f i e s  the ten t y p e s  of  r e c e i p t s  th a t  wi l l  n o t  be 
d i a r i s e d .

R e c o m m e n d a t i o n: 18. I n s t r u c t i o n  N o .  32 r e g a r d i n g  p r o p e r
d i a r i s i n g  o f  i n - c o m i n g  m a i l  s h o u l d  b e  
s t r i c t l y  f o l l o w e d  b y  the S e c t i o n  A s s i s t a n t s .

5.10 M o n t h l y  r e p o r t s  of the a c t i v i t i e s  of the M i n i s t r i e s / D i v i 
sions, as r e q u i r e d  by Ru l e  No. 23 of the R u l e s  of B u s i n e s s ,  
are not r e g u l a r l y  p r e p a r e d  a n d  s u b m i t t e d  to the C o u n c i l  of 
M i n i s t e r s  by all M i n i s t r i e s .  As a r e s ult, the C o u n c i l  of 
M i n i s t e r s  is u n a b l e  to k n o w  a n d  h e l p  r e s o l v e  the o u t s t a n d i n g  
issues and p r o b l e m s  faced by the M i n i s t r i e s / D i v i s i o n s .

R e c o m m e n d a t i o n : 19. A l l  M i n i s t r i e s / D i v i s i o n s  s h o u l d  p r e p a r e  a
b r i e f  s t a t e m e n t  o f  t h e i r  a c t i v i t i e s  o n  a 
m o n t h l y  b a s i s  and s u b m i t  it to the C o u n c i l  
of M i n i s t e r s  in a c c o r d a n c e  w i t h  the R u l e  23 
of the R u l e s  of B u s i n e s s .

5.11 A p p l i c a t i o n  of  t h e  s e c u r i t y  p r o c e d u r e s  f o r  p r o t e c t i n g  
i m p o r t a n t  g o v e r n m e n t  i n f o r m a t i o n ;  p r o v i d i n g  v a l i d  a c c e s s  to 
v i s i tors; a n d  e n s u r i n g  p r o p e r  w o r k i n g  e n v i r o n m e n t  in the 
S e c r e t a r i a t  are t o t a l l y  l acking.

I

It h a s  b e e n  o b s e r v e d  t h a t  v i s i t o r s ,  b o t h  o f f i c i a l s  a n d  
n o n - o f f i c i a l s , h a v e  e a s y  a c c e s s  to t h e  r o o m s  of  o f f i c e r s ,  
e s p e c i a l l y  o f  j u n i o r  o f f i c e r s  w h i c h  i n t e r r u p t s  the work* 
O f f i c i a l  b u s i n e s s  is o f t e n  c o n d u c t e d  in the p r e s e n c e  of 
the v i s i t o r s  w h o  c o m e  to k n o w  of i n f o r m a t i o n  o f  c o n f i d e n 
tial nature. R u l e  No. 26 of the R u l e s  o f  B u s i n e s s  r e g a r d i n g  
the p r o t e c t i o n  a n d  c o m m u n i c a t i o n  of o f f i c i a l  i n f o r m a t i o n  is 
f r e q u e n t l y  v i o l a t e d .

R e c o m m e n d a t i o n s : 20. T h e  v i s i t o r s ’ a c c e s s  t o  t h e  S e c r e t a r i a t
s h o u l d  be r e s t r i c t e d .  A v i s i t o r  s h o u l d  not 
be a l l o w e d  to see an o f f i c e r  o t h e r  t h a n  t h a t  
d i r e c t l y  c o n c e r n e d  w i t h  h i s  b u s i n e s s .

21. V i s i t o r s  s h o u l d  be r e c e i v e d  by the o f f i c e r s  
in a s e p a r a t e  m e e t i n g  r o o m  r a t h e r  than in 
t h e i r  o f f i c e s  to m i n i m i z e  i n t e r r u p t i o n  o f  
off i c i a l  work.

22. T h e  S e c r e t a r y  of the M i n i s t r y  s h o u l d  e n s u r e  
p r o p e r  c o m p l i a n c e  w i t h  R u l e  No. 26 by all 
c o n c e r n e d .

24



1. Policy Analysis and Monitoring

1.1 A c c o r d i n g  to the R a l e s  of B u s i n e s s ,  it is the r e s p o n s i b i l i t y  
of the S e c r e t a r i a t  to f o r m u l a t e  p o l i c i e s  a n d  p l a n s  a n d  
e v a l u a t e  and m o n i t o r  t h e i r  e x e c u t i o n .  In B a n g l a d e s h  as in 
m o s t  c o u n t r i e s ,  t h e  p o l i c i e s  a r e  f o r m u l a t e d  at the h i g h e s t  
p o l i t i c a l  l e v e l .  T h e  p r o c e s s  o f  p o l i c y - f o r m u l a t i o n  in  
d e v e l o p m e n t  s e c t o r s  i s  a l s o  i n f l u e n c e d  b y  t h e  d o n o r  
o r g a n i z a t i o n s  w h i c h  c o n t r i b u t e  a p p r o x i m a t e l y  90 p e r c e n t  of  
the n a t i o n’8 a n n u a l  d e v e l o p m e n t  b u d get. T h e  r o l e  a s s i g n e d  to 
t h e  S e c r e t a r i a t  in p o l i c y - m a k i n g  p r o c e s s  b a s i c a l l y  is t o  
p r o v i d e  the r a i s o n  d e t e r e  f o r  f o r m u l a t i n g  s o u n d  p o l i c i e s  
t h r o u g h  c o l l e c t i o n  a n d  a n a l y s i s  of i n f o r m a t i o n  to e s t a b l i s h  
p r i o r i t i e s  a n d  o b j e c t i v e s  a n d  t o  d e v e l o p  e f f e c t i v e  
s t r a t e g i e s  f o r  a c h i e v i n g  t h e m .  T h i s  f o r m  o f  s t r a t e g i c  
t h i n k i n g  is c r u c i a l  to the d e v e l o p m e n t  of p o l i c i e s  but is 
s e r i o u s l y  n e g l e c t e d  in the S e c r e t a r i a t .

1.2 A t  p r e s e n t ,  t h e  M i n i s t r i e s  p e r f o r m  l i m i t e d  f u n c t i o n s  i n  
s u p p o r t  of p o l i c y - f o r m u l a t i o n  a n d  ha v e  a s s u m e d  d i s p r o p o r 
tionate r e s p o n s i b i l i t i e s  for e x e c u t i v e  and a d m i n i s t r a t i v e  
functions, e s p e c i a l l y  in the a r e a  of p e r s o n n e l  m a n a g e m e n t .  
The M i n i s t r i e s  r e t a i n  the a u t h o r i t y  o v e r  a l a r g e  n u m b e r  of 
a d m i n i s t r a t i v e  d e c i s i o n s  w h i c h  s h o u l d  a p p r o p r i a t e l y  b e  
t r a n s f e r r e d  to the D e p a r t m e n t s .  It is e s t i m a t e d  t h a t  m o r e  
t h a n  h a l f  of the c a s e s  in the S e c r e t a r i a t  i n v o l v e  p e r s o n n e l  
mat t e r s .  As a c o n s e q u e n c e  of t h e  c r e a t i o n  of  30 c a d r e s  a n d  
a n  a p p r o x i m a t e l y  f o u r - f o l d  i n c r e a s e  i n  t h e  n u m b e r  o f  
p e r s o n n e l  s i n c e  1 9 8 2 ,  t h e  M i n i s t r i e s  h a v e  b e c o m e  
o v e r b u r d e n e d  w i t h  a d m i n i s t r a t i o n  of p e r s o n n e l  a n d  r e l a t e d  
m a t t e r s .

1.3 T h e  S e c r e t a r i a t  h a s  a l s o  b e e n  a s s i g n e d  t h e  i m p o r t a n t  
f u n c t i o n  of m o n i t o r i n g  the i m p l e m e n t a t i o n  of p o l i c i e s .  T h e  
p o l i c i e s  are i m p l e m e n t e d  t h r o u g h  the D e p a r t m e n t s  and C o r p o 
r a t i o n s  and the M i n i s t r i e s  are r e s p o n s i b l e  to f o l l o w - u p  on 
the p r o b l e m s  in i m p l e m e n t a t i o n  a n d  take n e c e s s a r y  m e a s u r e s .  
In B a n g l a d e s h ,  a n  e f f e c t i v e  i m p l e m e n t a t i o n  of  the G o v e r n m e n t  
p o l i c i e s  is o f t e n  h a m p e r e d  b y  l a c k  o f  c o o r d i n a t i o n  a m o n g  
v a r i o u s  a g e n c i e s ;  l o g i s t i c a l ,  f i n a n c i a l  a n d  m a n p o w e r  
problems; and o t h e r  i n s t i t u t i o n a l  s h o r t c o m i n g s .  It is t h e  
f u n c t i o n  6f the M i n i s t r i e s  to k e e p  a b r e a s t  of t h e s e  d i f f i 
c u l t i e s  and d e v i s e  m e a n s  to o v e r c o m e  them.

1.4 T h e  M i n i s t r i e s  do  n o t  h a v e  a p p r o p r i a t e  o r g a n i z a t i o n a l  
m e c h a n i s m s  for u n d e r t a k i n g  p o l i c y - o r i e n t e d  work. T h e r e  is a 
lack of well t r a i n e d  o f f i c e r s  and s t a f f  n e e d e d  for p o l i c y  
analysis, p l a n n i n g ,  m o n i t o r i n g  and e v a l u a t i o n .  The p e r s o n n e l  
w h o  h a v e  t h e  a p p r o p r i a t e  t r a i n i n g  a r e  n o t  u t i l i z e d .  
M o r e o v e r ,  p o l i c y - p l a n n i n g  a c t i v i t i e s  a n d  s k i l l s  a r e  n o t  
a d e q u a t e l y  r e w a r d e d  u n d e r  the c u r r e n t  system.

B . D e c i s i o n - M a ki n g
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1 5 T h e  M i n i s t r y  of E s t a b l i s h m e n t  is t h e  c e n t r a l  p e r s o n n e l
a g e n c y  of the G o v e r n m e n t .  One of the m a i n  d i f f i c u l t i e s  in 
the M i n i s t r y  of E s t a b l i s h m e n t  is the la c k  of e x p e r t i s e  for 
the f o r m u l a t i o n  of c o m p r e h e n s i v e  and e f f e c t i v e  P e^®° "n ® 
p o l i c i e s  t h r o u g h o u t  the g o v e r n m e n t  m a c h i n e r y .  T h e  ro l e  ot 
the E s t a b l i s h m e n t  M i n i s t r y  in s e t t i n g  p e r s o n n e l  p o l i c i e s  has 

b e c o m e  e s p e c i a l l y  i m p o r t a n t  a f t e r  the i n t r o d u c t i o n  a 
s e r v i c e  s t r u c t u r e  in 1980. T h i s  e n t a i l s  a c h a l l e n g i n g  t a s k
of f o r m u l a t i n g  p e r s o n n e l  p o l i c i e s  f o r  a l a r g e  n u m  e r  o 
e x i s t i n g  e m p l o y e e s .  A c u t e  s h o r t a g e  o f  q u a l i f i e d  s t a f f  in 
s u c h  i m p o r t a n t  f u n c t i o n a l  s p h e r e s  a s  t r a i n i n g ,
o r g a n i z a t i o n a l  d e v e l o p m e n t  a n d  s u p e r v i s i o n  has been
s e r i o u s l y  h a m p e r i n g  v a r i o u s  p r o g r a m m e s  of s t a f f  d^ e l°P“eJ* 
and o r g a n i z a t i o n a l  i m p r o v e m e n t s  for w h i c h  the M i n i s t r y  
d i r e c t l y  r e s p o n s i b l e .  P e o p l e  t r a i n e d  a n d  e x p e r i e n c e d  m  
the se a r e a s  are i n a d e q u a t e l y  a v a i l a b l e .  T h o s e  e «  w h o  are
t r a i n e d  in t h e s e  f i e l d s  a r e  n o t  p r o p e r l y  u t i l i z e d .  F r e s h  
r e c r u i t s  are h a r d l y  a t t r a c t e d  to t h e s e  a r e a s  b e c a u s e  of a

la c k  of c a r e e r  o p p o r t u n i t i e s .

Recpmmendatloiis:23. T h e  M i n i s t r i e s  s h o u l d  d e v e l o p  ^ e r n a l
m e c h a n i s m s  f o r  p o l i c y  f o r m u l a t i o n  a n d  
a n a l y s i s  a n d  f o r  m o n i t o r i n g  t h e  p r o p e r  
e x e c u t i o n  of the p o l i c i e s .

24. A w e l l  t r a i n e d  c a d r e  o f  s p e c i a l i s t s  t o
a n a l y z e  t h e  i m p a c t  a n d  s t r a t e g i c  i m p l i c a 
t i o n s  of the p o l i c i e s  s h o u l d  b e  d e v e l o p e d  
t h r o u g h  i n - c o u n t r y  a n d  f o r e i g n  t r a i n i n g  
p r o g r a m s .  The t r a i n e d  s p e c i a l i s t s  s h o u l d  be 
a p p r o p r i a t e l y  p o s t e d  a n d  u t i l i z e d  in t h e  
M i n i s t r i e s  for a m i n i m u m  of fi v e  years.

25. T h e  r e s p o n s i b i l i t y  of the M i n i s t r i e s  in the 
a r e a  of s o u n d  p o l i c y  a n a l y s i s  r e q u i r e s  that 
the S e c r e t a r i a t  r e d u c e  its o p e r a t i o n a l  and 
a d m i n i s t r a t i v e  a c t i v i t i e s  in the s e c o n d a r y  
m a t t e r s  of p e r s o n n e l  a d m i n i s t r a t i o n .  T h e  
M i n i s t r i e s  s h o u l d  d e l e g a t e  the a d m i n i s t r a t i o n  
of p e r s o n n e l  to the D e p a r t m e n t s  as d i s c u s s e d  
in the s e c t i o n  o n  p e r s o n n e l  m a n a g e m e n t  o f  

this Report.
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2. Decision-Haking Procedures

2.1 D e c i s i o n - m a k i n g  in the G o v e r n m e n t ,  in p r a c t i c e ,  is h i g h l y  
c e n t r a l i z e d .  M o s t  of the d e c i s i o n s  are a c t u a l l y  m a d e  at the 
h i g h e s t  l e vel of the G o v e r n m e n t  a l t h o u g h  the p o w e r  of the 
a u t h o r i t y  is d e l e g a t e d  w i t h i n  the h i e r a r c h y .  T h e  d e l e g a t e d  
a u t h o r i t y  e s p e c i a l l y  at t h e  m i d d l e  l e v e l s  is e x e r c i s e d  
w i t h i n  v e r y  n a r r o w  l i m i t s  f o r  f e a r  o f  c o n t r a v e n i n g  t h e  
d e c i s i o n s  h i g h e r  up. A c c o r d i n g  to the S u r v e y ,  the f o r e m o s t  
r e a s o n  for n o t  e x e r c i s i n g  a u t h o r i t y  t h a t  h a s  b e e n  a s s i g n e d  
to the o f f i c e r s  is t h e i r  f e a r  of u n k n o w n  c o n s e q u e n c e s .  T h e  
p r o b l e m  is m a d e  w o r s e  by t h e  fact t h a t  t h e  p e r f o r m a n c e  o f  an  
o f f i c e r  is n o t  j u d g e d  o n  t h e  b a s i s  o f  h i a  c o m p e t e n c e  in  
t a k i n g  d e c i s i o n s .  T h e r e  is no  p a r t i c u l a r  i n c e n t i v e  in t a k i n g  
i n i t i a t i v e s .  It m a y  n o t  be i n a p p r o p r i a t e  to say t h a t  u n d e r  
t h e  e x i s t i n g  c i r c u m s t a n c e s ,  i t  is  s a f e r  n o t  t o  t a k e  
d e c i s i o n s  a n d  t h e  p e r c e i v e d  r i s k s  o f  m a k i n g  d e c i s i o n s  
o u t w e i g h  b o t h  b e n e f i t s  a n d  r i s k s  of  n o t  m a k i n g  them.

The f i n d i n g s  f r o m  the S u r v e y  i n d i c a t e  t h a t  o v e r  50 p e r c e n t  
of the o f f i c e r s  do not e x e r c i s e  the p o w e r s  t h a t  h a v e  b e e n  
a s s i g n e d  to them. T h e s e  o f f i c e r s  do a c k n o w l e d g e  t h e i r  p o w e r s  
b ut do n o t  e x e r c i s e  it f o r  s e v e r a l  r e a s o n s .  T h e  f e a r  o f  
n e g a t i v e  c o n s e q u e n c e s  and the la c k  of t r u s t  of the s u p e r i o r s  
are c i t e d  by the o f f i c e r s  as the m o s t  f r e q u e n t  r e a s o n s  for 
a v o i d a n c e  of r e s p o n s i b i l i t i e s .  O t h e r  r e a s o n s  i n c l u d e :  
i n c o m p l e t e  i n f o r m a t i o n ,l a c k  o f  k n o w l e d g e  a n d  e x t r a n e o u s  

inter f e r e n c e .

T h e  f i n d i n g s  o f  t h e  S u r v e y  s u g g e s t  t h a t  t h e  c o n s t r a i n t s  
p e r c e i v e d  by the o f f i c e r s  in m e e t i n g  t h e i r  r e s p o n s i b i l i t i e s  
are o v e r w h e l m i n g .  H o w e v e r ,  it has a l s o  b e e n  o b s e r v e d  t h a t  
t h e r e  is a c l a s s  o f  o f f i c e r s ,  e s p e c i a l l y  a t  m i d d l e  a n d  
h i g h e r  levels, w i t h  d e m o n s t r a t e d  c o m p e t e n c e .  T h e  e m p h a s i s  on  
p e r c e i v e d  c o n s t r a i n t s  t h e r e f o r e  n e e d s  to be q u a l i f i e d .  It 
s e e m s  that the c o n s t r a i n t s  to p e r f o r m a n c e  m a y  be i n v e r s e l y  
r e l a t e d  to an  i n d i v i d u a l’s level of s e l f - c o n f i d e n c e  and the 
trust he is a b l e  to e a r n  f r o m  his c o l l e a g u e s  and s u p e r i o r s .

2.2 A l a r g e  n u m b e r  of  d e c i s i o n s  in t h e  G o v e r n m e n t  r e q u i r e  
c o o r d i n a t i o n  a m o n g  d i f f e r e n t  m i n i s t r i e s  a n d  a g e n c i e s  and are 
m a d e  t h r o u g h  i n t e r - m i n i s t e r i a l  c o n s u l t a t i o n  and c o m m i t t e e s .  
C o m m i t t e e  m e e t i n g s  are i m p o r t a n t  for c o o r d i n a t i o n  and for 
d e v e l o p i n g  a c o m m o n  p o i n t  o f  v i e w  to a v o i d  j u r i s d i c t i o n a l  
p r o b l e m s .  H o w e v e r ,  the c o m m i t t e e  s y s t e m  a l s o  c a r r i e s  t h e  
r isks of d i f f u s i n g  r e s p o n s i b i l i t y  a n d  d e f e r r i n g  d e c i s i o n s .

I n t e r - m i n i s t e r i a l  m e e t i n g s  a s  p r e s e n t l y  c o n d u c t e d  m e a n  
d e l a y s  and d e f e r r a l s  of d e c i s i o n s .  T h e  p r o b l e m  is n o t  so 
m u c h  w i t h  the c o n c e p t  of d e c i s i o n s  by c o m m i t t e e  but w i t h  the 
s t r u c t u r e  and p a r t i c i p a t i o n  of c o m m i t t e e  m e e t i n g s .  T h e r e  are 
several d i f f i c u l t i e s  a s s o c i a t e d  w i t h  m e e t i n g s  in the p u b l i c  
s e c t o r  o r g a n i z a t i o n s .  M e e t i n g s  t a k e  p l a c e  w i t h o u t  a d e q u a t e  
p r e p a r a t i o n .  I n  c o n v e n i n g  a m e e t i n g ,  t h e  c o n c e r n e d
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o r g a n i z a t i o n  d o e s  n o t  a d e q u a t e l y  s p e c i f y  t h e  i s s u e s  a n d  
d e t e r m i n e  t h e  a g e n c i e s  o r  t h e  l e v e l  o f  o f f i c e r s  m o s t  
a p p r o p r i a t e  for p a r t i c i p a t i o n .  T h e  role and e x p e c t a t i o n s  of 
the p a r t i c i p a n t s  are i m p o r t a n t  for the s u c c e s s  of a m e e t i n g .  
The m e e t i n g s  a r e  o f t e n  c o n d u c t e d  w i t h o u t  a c l e a r  s t a t e m e n t  
of p r o b l e m s  and issues and a t t e n d e d  b y  a m i x  of s e n i o r  a n d  
j u n i o r  o f f i c e r s  w h i c h  w o r k s  a g a i n s t  the e f f i c i e n c y  of s u c h  
m e e t i n g s .  In a d d i t i o n ,  t h e  s t a t u s  o f  d e c i s i o n  t a k e n  in 
these m e e t i n g s  is g e n e r a l l y  u n c l e a r  a n d  the d e c i s i o n s  are 
not a l w a y s  b i n d i n g  u p o n  t h e  c o n c e r n e d  p a r t i e s .  The S e c r e t a 
r i a t  I n s t r u c t i o n  No. 199 r e g a r d i n g  t h e  p u r p o s e  o f  i n t e r -  
m i n i s t e r i a l  m e e t i n g  is r a t h e r  vague.

2.3 T h e  f o r m a l  c o o r d i n a t i o n  o f  t h e  a c t i v i t i e s  o f  d i f f e r e n t  
o r g a n s  of a m i n i s t r y  is p r i m a r i l y  u n d e r t a k e n  t h r o u g h  m o n t h l y  
c o o r d i n a t i o n  m e e t i n g  c a l l e d  by the S e c r e t a r y .  T h e  p u r p o s e  of 
the m o n t h l y  m e e t i n g  is to d i s c u s s  i m p o r t a n t  i s s u e s  a n d  
p e n d i n g  c a s e s  and take a p p r o p r i a t e  m e a s u r e s .

0

T h e  m o n t h l y  m e e t i n g s  c o u l d  b e  a u s e f u l  m e c h a n i s m  f o r  
e x p e d i t i n g  p e n d i n g  c a s e s  if t h e y  a r e  w e l l  s t r u c t u r e d  a n d  
c o n d u c t e d  on the b & s i s  of a p r o p e r  w o r k i n g  paper. P r e s e n t l y ,  
the m e e t i n g s  are c o n d u c t e d  w i t h o u t  the c r u c i a l  i n f o r m a t i o n  
on p e n d i n g  i s s u e s  a n d  l i k e l y  o p t i o n s .  I m p o r t a n t  m a t t e r s ,  
l i k e  p r o b l e m s  o f  s u p e r v i s i o n ,  i n s p e c t i o n  a n d  u n d i s p o s e d  
c a s e s ,  a r e  n o t  p r e s e n t e d  a n d  r e s o l v e d  s y s t e m a t i c a l l y  in 
these m e e t i n g s .  A w e l l  p r e p a r e d  d o c u m e n t  o n  i m p o r t a n t  i s s u e s  
a n d  l i k e l y  s o l u t i o n s  c i r c u l a t e d  t o  t h e  p a r t i c i p a n t s  in 
a d v a n c e  w o u l d  p r o d u c e  e x p e c t e d  r e sults.

The p r o c e s s  of c o o r d i n a t i o n  w i t h i n  e a c h  M i n i s t r y  w o u l d  be 
f a c i l i t a t e d  by h o l d i n g  m o r e  f r e q u e n t  a n d  we l l  s t r u c t u r e d  
m e e t i n g s  a m o n g  the m i d d l e  and j u n i o r  l evel o f f i c e r s  i.e. the 
D e p u t y  S e c r e t a r i e s  and A s s i s t a n t  S e c r e t a r i e s .  T h e  D e p u t y  
S e c r e t a r y  c o u l d  m e e t  w i t h  the A s s i s t a n t  S e c r e t a r i e s  in e a c h  
section, on a r e g u l a r  basis, to d i s c u s s  p r o b l e m s  and ta k e  
n e c e s s a r y  m e a s u r e s .

2.4 D e c i s i o n - m a k i n g  p r o c e d u r e s  r e l y  m o s t l y  o n  f o r m a l  w r i t t e n  
c o m m u n i c a t i o n  a m o n g  d i f f e r e n t  l e v e l s  o f  o f f i c e r s  a n d  
M i n i s t r i e s / D i v i s i o n s .  U n l e s s  f i l e s  a r r i v e ,  n o  a c t i o n  is 
i n i tiated. It is c o n s i d e r e d  s a f e r  b y  the o f f i c e r s  to ta k e  
a c t i o n  o n l y  u p o n  r e c e i v i n g  f o r m a l  w r i t t e n  c o m m u n i c a t i o n .  T h e  
h e a v y  r e l i a n c e  o n  w r i t t e n  c o m m u n i c a t i o n  h a s  c r e a t e d  a 
c u l t u r e  of b u r e a u c r a t i c  r i g i d i t y  a n d  d o e s  n o t  p r o m o t e  a 
c l i m a t e  of t r u s t .  J u n i o r  o f f i c e r s  s h o w  d e f e r e n c e  t o  t h e  
personal a u t h o r i t y  of the sup e r i o r s ,  a n d  feel r e l u c t a n t  to 
a p p r o a c h  them i n f o r m a l l y  and se e k  d i r e c t i o n s .

2.5 The e x a m i n a t i o n  of a ca s e  b e g i n s  at the l o w e s t  level i.e. at
t h e  l e v e l  o f  t h e  S e c t i o n  A s s i s t a n t ,  w h o  r e c e i v e s  t h e  
i n c o m i n g  cominvin i c a t  ion f r o m  t h e  R & I  u n i t .  T h e  S e c t i o n  
A s s i s t a n t  m a k e s  a d e t e r m i n a t i o n  of the s u b j e c t  m a t t e r  of the 
case and p l a c e s  it in a file a c c o r d i n g l y .  The file is t h e n  
p a s s e d  on to the s u c c e e d i n g  h i g h e r  l e v e l s  for action.
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The e x i s t i n g  p r o c e d u r e  of e x a m i n i n g  a c a s e  and d e t e r m i n i n g  
i t s  s u b j e c t  m a t t e r  a n d  i m p o r t a n c e  c r e a t e s  t w o  m a j o r  
p r o b l e m s .  F i r s t ,  t h e  m o v e m e n t  o f  f i l e s  t a k e s  t i m e  a n d  
p r e v e n t s  a c t i o n  o n  u r g e n t  c a s e s .  S e c o n d ,  c a s e s  a r e  n o t  
p r o p e r l y  d i s t i n g u i s h e d  in t e r m s  of t h e i r  s u b j e c t  m a t t e r  a n d  
i m p o r t a n c e .  T h e  p r o c e d u r e  r e q u i r e s  c h a n g e s  so that c a s e s  c a n  
be e x a m i n e d  a n d  c l a s s i f i e d  a p p r o p r i a t e l y  w i t h  due a t t e n t i o n  

to t h eir i m p o r t a n c e  and s u b j e c t  m a t t e r .

R e c o m m e n d a t i o n s : 26. C o n s u l t a t i o n s  w i t h i n  t h e  s a m e  M i n i s t r y
------  - s h o u l d  be c a r r i e d  m o s t l y  t h r o u g h  t e l e p h o n e

or i n f o r m a l  p e r s o n a l  m e e t i n g s  as i n t e n d e d  by 
S e c r e t a r i a t  I n s t r u c t i o n  No. 1 2 1 .  D e c i s i o n  
r e s u l t i n g  from s u c h  c o n s u l t a t i o n s  s h o u l d  be 
r e c o r d e d  for c o n f i r m a t i o n  by the a p p r o p r i a t e  

s e n i o r  o fficer.

27. I n t r a - m i n i s t e r i a l  m o n t h l y  m e e t i n g s  o n  c a s e s  
p e n d i n g  for mo r e  t h a n  a m o n t h  s h o u l d  be h e l d  
r e g u l a r l y  t o  e n s u r e  q u i c k  d i s p o s a l  o f  
b u s i n e s s  a c c o r d i n g  t o  a w e l l  p r e p a r e d  
d o c u m e n t  on p e n d i n g  c a s e s  and o t h e r  m a t t e r s  
r e l a t e d  to s u p e r v i s i o n ,  i n s p e c t i o n ,  r e c o r d  
k e e p i n g ,  a n d  s e c u r i t y .  I n s t r u c t i o n  N o . 1 9 5  
s h o u l d  be m o d i f i e d  to i n c l u d e  the s u b j e c t s  
in a d d i t i o n  to p e n d i n g  c a s e s  as m e n t i o n e d  in 
this r e c o m m e n d a t i o n .

28. I n t e r - m i n i s t e r i a l  m e e t i n g s  s h o u l d  b e  
c o n d u c t e d  only on  the b a s i s  of a p r e p a r e d  
d o c u m e n t  on  i s s u e s  a n d  a l t e r n a t i v e s  to b e  
p l a c e d  b e f o r e  t h e  c o m m i t t e e  o n e  w e e k  in 
a d v a n c e .  T h e  o b j e c t i v e  o f  t h e  m e e t i n g  
s h o u l d  b e  to a r r i v e  a t  a c o n s e n s u s  a n d  
d e c i s i o n .  The d e l i b e r a t i o n s  of the m e e t i n g s  
s h o u l d  be r e c o r d e d  i n t o  p r o f o r m a  m i n u t e s  
s p e c i f y i n g  t h e  i s s u e s ,  t h e  a l t e r n a t i v e s  
d i s c u s s e d ,  t h e  d e c i s i o n s  t a k e n  a n d  t h e  
a g e n c y  r e s p o n s i b l e  for t h e i r  i m p l e m e n t a t i o n .

T h e  S e c r e t a r i a t  I n s t r u c t i o n  N o .  1 9 9  
r e g a r d i n g  the f o r m a t  o f  i n t e r - m i n i s t e r i a l  
m e e t i n g s  s h o u l d  be a m e n d e d  r e q u i r i n g  a w o r k 
ing d o c u m e n t  a n d  s p e c i f y i n g  t h e  s t a t u s  o f  
d e c i s i o n s  taken.

29. T h e  D e p u t y  S e c r e t a r y  in c h a r g e  of a B r a n c h
s h o u l d  h o l d  r e g u l a r  m e e t i n g s  t w i c e  a w e e k  
witli the A s s i s t a n t  S e c r e t a r i e s  w o r k i n g  u n d e r  
him. The p u r p o s e  of t h e s e  m e e t i n g s  sh o u l d  be 
to d i s c u s s  important, p r o b l e m s  a n d  p e n d i n g  
c a s e s  a n d  t a k e  n e c e s s a r y  d e c i s i o n s  d u r i n g  

the meeting.
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30. The R & I unit s h o u l d  sort out the i n - c o m i n g  
c o m m u n i c a t i o n  B r a n c h - W i s e  i n s t e a d  o f  
S e c t i o n - W i s e  a n d  s e n d  it d i r e c t l y  t o  t h e  
D e p u t y  S e c r e t a r y  i n - c h a r g e .  T h e  D e p u t y  
S e c r e t a r y  s h o u l d  c l a s s i f y  the c a s e s  in t erms 
of n e c e s s a r y  a c t i o n s  a n d  t h e  a p p r o p r i a t e  
l e v e l s  at w h i c h  the a c t i o n s  c a n  be taken. He 
s h o u l d  pa s s  t h e s e  c a s e s  on to the A s s i s t a n t  
S e c r e t a r y  who w i l l  e n s u r e  t h a t  the c a s e s  are 
p l a c e d  in files and d i r e c t l y  f o r w a r d e d  for 
a c t i o n  at t h e  a p p r o p r i a t e  l e v e l .  R e c e i p t s  
d e a l i n g  w i t h  u r g e n t  a n d  i m p o r t a n t  c a s e s  
s h o u l d  b e  d i r e c t l y  f o r w a r d e d  t o  t h e  
S e c r e t a r y .  T h e  S e c r e t a r i a t  I n s t r u c t i o n  No. 
22 s h o u l d  be a c c o r d i n g l y  m o d i f i e d .

3. Delays in Decision-Making

3.1 D e l a y s  in m a k i n g  d e c i s i o n s  in the G o v e r n m e n t  a r e  k n o w n  to
o c c u r  m o r e  f r e q u e n t l y  n o w  than in the past. D e l a y s  are o f t e n
c o n s i d e r e d  as s y n o n y m o u s  w i t h  a d m i n i s t r a t i v e  i n e f f i c i e n c y  
w h i c h  m a y  n o t  be n e c e s s a r i l y  t r u e .  T h e  t i m e ,  r e s o u r c e s ,  
i n f o r m a t i o n  a n d  c o m p e t e n c e  for m a k i n g  d e c i s i o n s  v a r y  f r o m  
one c a s e  to a n o t h e r .  T h e  s t a t e m e n t s  a b o u t  t h e  f r e q u e n c y  and 
c a u s e s  of d e l a y s  are t h e r e f o r e  d i f f i c u l t  to g e n e r a l i z e .

D e l a y s  in d e c i s i o n - m a k i n g  o c c u r  for s e v e r a l  r e a s o n s .  Some of
the i m p o r t a n t  r e a s o n s  include:

(a) n o n - a d h e r e n c e  to p r o c e d u r e s  la i d  d o w n  in t h e  S e c r e t a r i a t  
I n s t r u c t i o n s  a n d  1. h e  R u l e s  o f  B u s i n e s s ;  ( b )  l a c k  o f  
e n f o r c e m e n t  o f  a c c o u n t a b i l i t y ;  (o) w o r k  o v e r l o a d ;  (d) l a c k  
o f  l o g i s t i c a l  s u p p o r t ;  a n d  (e) l a c k  o f  w e l l - t r a i n e d  
p e r s o n n e l .  1

3.2 M a n y  d e l a y s  o c c u r  at the i n i t i a l  s t a g e s  of the d i s p o s a l  of 
b u s i n e s s .  L e t t e r s  i n i t i a l l y  r e c e i v e d  in t h e  R e c e i p t  a n d  
Issue U n i t  (R & 1 Unit) are not d e l i v e r e d  s y s t e m a t i c a l l y  a n d  
o n - t i m e  to the a d d r e s s e s  and S e c t i o n s .  T h i s  t i m e - l a g  sets up 
a c h a i n  r e a c t i o n  of d e l a y s  at the r e m a i n i n g  stages.

3.3 The w o r k  load of the s e c t i o n s  is not e q u a l l y  d i s t r i b u t e d .  
U n e q u a l  d i s t r i b u t i o n  of w o r k  is one of the c a u s e s  of d e l a y s  
in the S e c r e t a r i a t .  T h e  d i s t r i b u t i o n  of w o r k  as s p e c i f i e d  
un der the R u l e s  of B u s i n e s s  is not r e v i e w e d  in r e l a t i o n  to 
the n a t u r e  a n d  v o l u m e  of a c t u a l  w o r k .  A c c o r d i n g  to t h e  
Rules, s u b j e c t s  of a l l i e d  n a t u r e  h a v e  to be a s s i g n e d  to one 
Section. F u r t h e r m o r e ,  the w o r k  load of a p a r t i c u l a r  s e c t i o n  
is n o t  a l l o c a t e d  as r e f l e c t e d  by t h e  i s s u e  a n d  r e c e i p t  
figures in the S e c t i o n s .  D e l a y s  o f t e n  o c c u r  as a r e s u l t  of 
o v e r l o a d  of w o r k  in c e r t a i n  Secti o n s .
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3.4
lack of c o n f i d e n c e  on the p a r t  of  the o f f i c e r s  a b o u t  t h e i r  
1 ft-1 .;i- v iirul nut*c*i Fieri d u t i e s  o f t e n  a c c o m p a n i e d  b y
•*iri s d i c V Y o n a l  a n d  p e r s o n a l  i n f r i n g e m e n t s  b y  h i g h e r  l e v e l s  
i ^ o  I h e a f f a i r  f lower l e v e l s  c o n t r i b u t e  t o  the p r o b l e .

r r r n o c ‘ftre,Cd u e  time a n d  a t t e n t i o n  to i t. di . p o . . l  • The

^ - r t l d S ^ ^ e o u ^ : -  b u s  i n e  s s u p o l

i n s t r u c t i o n s  f r o m  s u p e r i o r s .

o k rpi Mnip l i m i t s  for an e x a m i n a t i o n  and d i s p o s a l  of a case
3 '5 L  b ' . n  u w  a . « n  u n d e r  the S e c r e t a r i a t  I n s t r u c t i o n s .  The

d * ^ i o s a l 6 o f 1 ̂ I n ^ i n e s s ^ ^ x c e p t 1 ̂ i ar^quTrTrrg a d d ^ t \ o n a l  

i n f o r m a t  Lon o r  int e r - m l n i  s t e r i a l  c f°r r”£ely
e x e m p t i o n s  are a l lowed. The s p e c i f i e d  t ^ e - l i m l t  b1S e a s l l y  
o b s e r v e d  i n c l u d i n g  for r o u t i n e  c a s e s  w h i c h  c a n  b e  e a s i l y

d i s p o s e d  without, delay.

3 6 T h e r e  is a c o m m o n  t e n d e n c y  to p u s h  the f i l e s  u p  * V e "
C U H O B  Where the c o n c e r n e d  o f f i c e r  is autl.or.z.d to . U B P o B O
of the case. The t e n d e n c y  is m o r e  c o m m o n  at  the l e v e l  
A , s i B t a n t  S e c r e t a r i e s .  A c c o r d i n g  t o  t h e  S e c r e t a r y
I n s t r u c t i o n s ,  an A s s i s t a n t  S e c r e t a r y  is 3 U t h o r i  ze I t o
d i s p o s e  m o s t  o f  t h e  r o u t i n e  c a s e s .  It is e s 1 1 mate,i thia 
about l i rty p e r c e n t  of the c a s e s  c a n  h e  d i s p o s e d  o f  « > t h i n  
the p r e s c r i b e d  t i m e - l i m i t  at  t h e  l e v e l  o f  t h e  A s s i s t a n t  
S e c r e t o r y .  H o w e v e r ,  it h a s  b e e n  f o u n d  t h a t  t h e  A s s i s t a n t  
S e c r e t a r i e s  as a c l a s s  d i s p o s e  of o n l y  10 p e r c e n t  c a s e s  and 

take an a v e r a g e  of 8 clays (10).

A c c o r d i n g  to o u r  Survey, the o f f i c e r s  i d e n t i f y  a la c k  of
trust by the s u p e r i o r s  a n d  a l a c k  of  s e l f  c o n f i d e n c e  in
their' o w n  a b i l i t y  as the two p r i m a r y  f a c t o r s  for p a s s i n g

C i I e h .

3 7 D e c i s i o n  m a d e  in the S e c r e t a r i a t  on p u b l i c  c a s e s  are n o t
c o m m u n i c a t e d  to the c o n c e r n e d  p a r t i e s  m  time. L o g i s t i c a l
d i f f i c u l t i e s  s o m e t i m e  i n t e r f e r e  w i t h  p r o « p t  a c k n o w i e d g m e n t
of c ases and c o m m u n i c a t i o n  of the d e c i s i o n s  made. It has 
been found that a b o u t  o n e - f o u r t h  of the d e c i s i o n s  are not
c o m m u n i c a t e d  (11). G i v e n  the di fficul t i e s , the c l i e n t s  £ * Ve 
com** to i n v o k e  p a t r o n a g e  a n d  p e r s u a s i o n  to  s o l v e  t h e l f 
problems. T h e  c o m m o n  p r a c t i c e  a m o n g  the c l i e n t s  is to lo o k  
o u t  f o r  p a t r o n  who has i n f l u e n c e  in the S e c r e t a r i a t .  T h i s  
e x p l a i n s  w h y  a l m o s t  40 p e r c e n t  of the v i s i t o r s  d e s i r e d  
see the M i n i s t e r s  and their p r i v a t e  S e c r e t a r i e s .
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Recominendat i qiis : 31 . A l l  r e c e i p t s  i n  t h e  R&.I u n i t  s h o u l d  b e
d e l i v e r e d  to o f f i c e r / s e c t i o n  e v e r y  t w o
h o u r s .  U r g e n t  c o s e s  s h o u l d  be d e l i v e r e d
i m m e d i a t e l y  u p o n  r e c e i p t . I n s t r u c t i o n  No. 22 
s h o u l d  be m o d i f i e d  a c c o r d i n g l y .

32. D i s t r i b u t i o n  o f  w o r k  o f  t h e  M i n i s t r i e s /
D i v i s i o n s  s h o u l d  be r e v i e w e d  a t  r e g u l a r  
i n t e r v a l s  by the O & M  W i n g  to e n s u r e  e q u i t a -  
b i l i t y  and to a v o i d  o v e r l o a d  and o v e r l a p  of 
w o r k .  I n s t r u c t i o n  N o .  7 a n d  R u l e  3 ( v i ) 
s h o u l d  be a c c o r d i n g l y  m o d i f i e d  t o  i n c l u d e  
r e v i e w  at r e g u l a r  int e r v a l s .

C. P e r s o n n e l __M a n « s e ! » * t n t

1. Recruitment. Selection. Appointment, and Transfer

1.1 T h e  r e s p o n s i b i l i t y  for r e c r u i t m e n t  a n d  s e l e c t i o n  o f  B C S  
c a d r e  o f f i c e r s  is p r i m a r i l y  v e s t e d  in t w o  b o d i e s  - t h e  
M i n i s t r y  of E s t a b l i s h m e n t  and the P u b l i c  S e r v i c e  C o m m i s s i o n  
(P S C ). The R u l e s ,  R e g u l a t i o n s  and I n s t r u c t i o n s  e m a n a t e  f r o m  
the M i n i s t r y  of E s t a b l i s h m e n t  w h i c h  a l s o  e n s u r e s  t h e i r  p r o 
p e r  p u r s u a n c e  b y  o t h e r  a g e n c i e s .  O p e r a t i o n a l l y ,  t h e  
R e g u l a t i o n  W i n g  of the M i n i s t r y  of E s t a b l i s h m e n t  p r e p a r e s  as 
well as e x a m i n e s  t h e  r e c r u i t m e n t  r u l e s  p r e s c r i b i n g  t h e  
m e t h o d  and c r i t e r i a  for r e c r u i t m e n t  b e f o r e  they are sent to 
the I’SC for a p p r o v a l .  Ea c h  M i n i s t r y / D i v i s i o n  c a n  f r a m e  its 
own r e c r u i t m e n t  rules and e n f o r c e  t h e m  w i t h  the a p p r o v a l  of 
the M i n i s t r y  o f  E s t a b l i s h m e n t ,  t h e  M i n i s t r y  o f  L a w  a n d  

Just ice and the PSC.

The p r o c e s s i n g  of  r e c r u i t m e n t  rules, p r e p a r e d  by a Ministry,' 
by the M i n i s t r y  of E s t a b l i s h m e n t  and the M i n i s t r y  of Law and 
J u s t i c e  o f t e n  c a u s e s  d e l a y  in f i r i a l i s a t i o n  o f  r u l e s  a n d  
c o n s e q u e n t l y  in r e c r u i t m e n t .  The d r a f t  r e c r u i t m e n t  r u les 
p r e p a r e d  by a M i n i s t r y  are b a s e d  on the M o d e l  R e c r u i t m e n t  
R u l e s  a p p r o v e d  by the G o v e r n m e n t  a n d  p r o v i d e  a n  a d e q u a t e  
basis for f r a m i n g  d r a f t  r u l e s  by the i n d i v i d u a l  m i n i s t r i e s .  
The p r o c e s s  of r e v i e w  and a p p r o v a l  is a m e r e  f o r m a l i t y  and 
should be u n d e r t a k e n  w i t h o u t  u n n e c e s s a r y  delays.
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1 2 At present, r e c r u i t m e n t  to v a c a n t  p o s t s  is o f t e n  del a y e d .  
S o l e d  ion for r e c r u i t m e n t  to all c a d r e  p o s t s  and all non- 
c a d r e  c l a s s  I a n d  c l a s s  II p o s t s  is m a d e  o n  c e n t r a l i z e d  
b a s i s  bv the P u b l i c  S e r v i c e  C o m m i s s i o n .  D i f f e r e n t  a g e n c i e s  
of the G o v e r n m e n t  r e q u e s t  the PSC to s e l e c t  c a n d i d a t e s  to 
fill up v a c a n t  p o s t s  in t h e i r  o f f i c e s .  O w i n g  to l a r g e  
n u m b e r s  of s u c h  r e q u e s t s  and the time c o n s u m i n g  p r o c e d u r e s  
o f  s e l e c t i o n ,  t h e  P S C  f i n d s  it d i f f i c u l t  t o  m e e t  t h e i r

d e m a n d  in time.

1.3 R e c r u i t m e n t  of c l a s s  1 c i v i l  s e r v a n t s  is b a s e d  o n  the q u o t a  
s v s t e m  w h i c h  r e s t r i c t s  t h e  r a n g e  o f  s e l e c t i o n  b a s e d  o n  
merit. In the initial, r e c r u i t m e n t  to c l a s s  I p o s t s  today, 40 
percent, of all p o s i t i o n s  are filled on the b a s i s  of m e r i t  
a n d  t h e  r e s t  a r e  d i s t r i b u t e d  o n  t h e  q u o t a  s y s t e m .

1.4 The i n c e n t i v e s  a n d  o p p o r t u n i t i e s  for c a r e e r  d e v e l o p m e n t  are 
n e g l i g i b l e .  P r o f e s s i o n a l  m o b i l i t y  in the c i v i l  s e r v i c e  is 
r e s t r i c t e d  b e c a u s e  m e r i t  a n d  p e r f o r m a n c e  a r e  n o t  
d i f f e r e n t i a t e d  f r o m  s e n i o r i t y .  U n d e r  the e x i s t i n g  system, 
m e r i t  i * o f t e n  s u b s u m e d  b y  o t h e r  c o n s i d e r a t i o n s  a n d  
t h e r e f o r e  tlmrp is a m?ed to c l e a r l y  r e c o g n i z e  m e r i t  as a 
trait of h i g h e r  p e r f o r m a n c e  and as a b a s i s  of a c c e l e r a t e d  

p r o m o t i o n  and c a r e e r  a d v a n c e m e n t .

1 R o crn i I,merit is p a r t i a l l y  b a s e d  on merit. A f t e r  the initial
posting, there is a ne e d  for f u r ther s c r e e n i n g  and s e l e c t i o n  
or' o f f i c e r s  o n  the b a s i s  or m e r i t  a n d  h i g h  p e r f o r m a n c e .  A 
t w o - tier r e c r u i t m e n t  p r o c e s s  n e e d s  to be i n t r o d u c e d  u n d e r  
w h i c h  o f f i c e r s  a f t e r  t h e i r  i n i tial p o s t i n g  in the f i e l d  will 
b e c o m e  e l i g i b l e  to c o m p e t e  t h r o u g h  an o p e n  e x a m i n a t i o n  held 
bv t lie PSC. T h e  top r a n k i n g  c a n d i d a t e s  w o u l d  q u a l i t y  lor 
a c r e l p r n t p H  p r o m o t i o n  at. a p p r o p r i a t e  l e v e l s  i n  t h e i r  

rrsprc I. i vo •

lfi Civil s e r v i c e  e x a m i n a t i o n s  are not r e g u l a r l y  c o n d u c t e d  in 
R-\ng 1 ndesli. T h i s  c o n d i t i o n  a f f e c t s  the n o r m a l  r e c r u i t m e n t  
mid s e l e c t i o n  s y s t e m  and leads to the n e c e s s i t y  for m a k i n g  
a d h o c  a p p o i n t m e n t .  A l a r g e  n u m b e r  o f  a d h o c  a p p o i n t m e n t s  

c o n t i n u e  from y e a r  to year.
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1.7 The p o w e r  of i n i t i a l  a p p o i n t m e n t  of BCS c a d r e  o f f i c e r s  is
e x e r c i s e d  by the M i n i s t r y  of E s t a b l i s h m e n t .  T h e  e n t r y  level
a p p o i n t m e n t s  of n o n - c a d r e  c l a s s  I o f f i c e r s  are m a d e  by the
r e s p e c t i v e  M i n i s t r i e s .  T h e  p r o c e s s  of i n i t i a l  a p p o i n t m e n t s  
of n o n - c a d r e  o f f i c e r s  as well as the t r a n s f e r  of b o t h  c a d r e d  
and non c a d r e d  o f f i c e r s  is too time c o n s u m i n g  and i n volves 
d e t a i l s  of a d m i n i s t r a t i o n  w h i c h  a r e  n o t  c r u c i a l  to t h e  
f u n c t i o n s  o f  t h e  S e c r e t a r i a t .  T h e  m a i n  r o l e  o f  t h e  
S e c r e t a r i a t  is to f o r m u l a t e  p o l i c i e s  a n d  not to de a l  w itn 
a d m i n i s t r a t i v e  d e t a i l s  a s s o c i a t e d  w i t h  t h e  e x e c u t i o n  of 

p o 1 i c i e a .

1.8 The a u t h o r i t y  and p r o c e d u r e s  for a p p o i n t m e n t  and p r o m o t i o n  
for the o f f i c e r s  in the MNS g r a d e s  1 to 6 h a v e  b e e n  r e c e n t l y  
a m e n d e d  and the S u p e r i o r  S e l e c t i o n  B o a r d  (SSB) p r e v i o u s l y  
r e s p o n s i b l e  for t h e s e  f u n c t i o n s  has b e e n  a b o l i s h e d . *

A c c o r d i n g  to t h e  l a t e s t  a m e n d m e n t ,  t h e  g o v e r n m e n t  h a s  
d e c i d e d  to p l a c e  m i n i s t e r s  a t  t h e  h e a d  o f  c o m m i t t e e s  
r e s p o n s i b l e  to s e l e c t  c a n d i d a t e s  f o r  p r o m o t i o n  a n d  
a p p o i n t m e n t  to h i g h e r  posts. P r i o r  to t h i s  d e c i s i o n ,  t h ese 
s e l e c t i o n s  w e r e  m a d e  by the S S B  h e a d e d  b y  t h e  C a b i n e t  
S e c r e t a r y .  The e x i s t i n g  p r o m o t i o n a l  c o m m i t t e e s  ha v e  b e e n  
a b o l i s h e d  a n d  r e p l a c e d  by t w o  B o a r d s .  T h e  " D e p a r t m e n t  
S u p e r i o r  P r o m o t i o n  and A p p o i n t m e n t  B o a r d  c o n s i s t s  of the 
Mini s t e r - i  n - c h a r g e  as t h e  c h a i r m a n  a n d  t h e  S e c r a t a r y  o r  
A d d i t i o n a l  S e c r e t a r y  of the M i n i s t r y  of E s t a b l i s h m e n t  and 
the S e c r e t a r y  or A d d i t i o n a l  of the c o n c e r n e d  M i n i s t r y  as the 
members. It has b e e n  g i v e n  the a u t h o r i t y  to r e c o m m e n d  for 
s e l e c t i o n  and p r o m o t i o n  of o f f i c e r s  in the MNS g r a d e s  1, 2, 
and 3 i.e. the p o s t s  of S e c r e t a r i e s ,  A d d i t i o n a l  S e c r e t a r i e s ,  
a n d  J o i n t  S e c r e t a r i e s  as w e l l  t h e  c h a i r m e n  o r  m a n a g e m e n t  
d i r e c t o r s  of a u t o n o m o u s  o r g a n i z a t i o n s .  The r e c o m m e n d a t i o n s  
of Lhe B o a r d  will be p l a c e d  b e f o r e  the P r e s i d e n t  for his 

a p p r o v a l .

M i n i s t r y  of E s t a b l i s h m e n t ,  N o t i f i c a t i o n  No. S A - 3 / 1 - 1 4 / 8 9 -  

3 2f> d a t e d  J u l y  24, 1 989.
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The s e c o n d  B o a r d  " D e p a r t m e n t a l  P r o m o t i o n  and A p p o i n t m e n t  
Board" c o n s i s t s  of the M i n i s t e r - i n - c h a r g e , as c h a i r m a n ,  the 
S e c r e t a r y  or  A d d i t i o n a l  S e c r e t a r y  of the c o n c e r n e d  M i n i s t r y  
a n d  t h e  H e a d  of c o n c e r n e d  D e p a r t m e n t  o r  C o r p o r a t i o n  as 
m e m b e r s .  It has b e e n  g i v e n  the a u t h o r i t y  to r e c o m m e n d  for 
s e l e c t i o n  and p r o m o t i o n  of o f f i c e r s  in the g r a d e s  of M N S  4,
5, a n d  6 of  a l l  c a d r e  a n d  n o n - c a d r e  o f f i c e r s  u n d e r  t h e  
a d m i n i s t r a t i v e  c o n t r o l  of the M i n i s t r y  c o n c e r n e d .  T h i s  B o a r d  
is a l s o  a u t h o r i z e d  to s e l e c t  c a n d i d a t e s  for a p p o i n t m e n t  or 
p r o m o t i o n s  of w h o l e  t i m e  m e m b e r s  o r  d i r e c t o r s  o r  s e m i -  
a u t o n o m o u s  o r g a n i z a t i o n .  T h e  B o a r d  w i l l  s u b m i t  i t s  
r e c o m m e n d a t i o n s  to the P r e s i d e n t  for a p p r o v a l .

T h e  l a t e s t  a m e n d m e n t s  h a v e  g i v e n  t h e  M i n i s t e r s  e x t e n s i v e  
a u t h o r i t y  in the s e l e c t i o n  and p r o m o t i o n  of m i d d l e  and h i g h  

level o f f i c e r s .
R e c o m m e n d a t i o n s :  33. T o  e x p e d i t e  t h e  p r o c e s s i n g  o f  d r a f t

r e c r u i t m e n t  rules, a l egal o f f i c e r  s h o u l d  be 
p o s t e d  in the M i n i s t r y  of E s t a b l i s h m e n t .  The 
d r a f t  r u l e s  p r e p a r e d  by a M i n i s t r y  s h o u l d  be 
j o i n t l y  r e v i e w e d  a n d  a p p r o v e d  b y  t h e  c o n 
c e r n e d  o f f i c e r s  o f  t h e  M i n i s t r y  o f  
E s t a b l i s h m e n t .

34. T h e  p o w e r  o f  i n i t i a l  a p p o i n t m e n t  o f  n o n 
c a d r e  c l a s s  I o f f i c e r s  in M o d i f i e d  N a t i o n a l  
S c a l e  (MNS) of Tk. 1 6 5 0 - 3 0 2 0  in the a t t a c h e d  
D e p a r t m e n t s ,  s h o u l d  be d e l e g a t e d  to the H e a d s  
of  the D e p a r t m e n t s .

35. T h e  p o w e r  of t r a n s f e r  of c l a s s  I o f f i c e r s  of 
t h e  BCS c a d res, e x c e p t  BCS ( A d m i n i s t r a t i o n )
&. D CS ( S e c r e t a r i a t ) ,  s h o u l d  be d e l e g a t e d  to 
t h e  H e a d s  of the D e p a r t m e n t s  e x c e p t  t h e i r  
i m m e d i a t e  d e p u t i e s .

36. T h e  p o w e r  of t r a n s f e r  of n o n - c a d r e  c l a s s  I 
o f f i c e r s  of the D e p a r t m e n t s  s h o u l d  be d e l e 
g a t e d  to the H e a d s  of t h e  D e p a r t m e n t s  except 
t h e i r  i m m e d i a t e  d e p u t i e s  u n d e r  t h e  g u i d e 
l i n e s  s p e c i f i e d  by the M i n i s t r i e s .

37. T h e  G o v e r n m e n t  s h o u l d  c o n s i d e r  the i n t r o 
d u c t i o n  of a t w o - t i e r  r e c r u i t m e n t  p r o c e s s  tc 
s e l e c t ,  o n  t h e  b a s i s  o f  c o m p e t i t i v e  
e x a m i n a t i o n ,  c a n d i d a t e s  f o r  a c c e l e r a t e d  
p r o m o t i o n .  U n d e r  the s u g g e s t e d  system, the 
PS C  w o u l d  ho l d  a c o m p e t i t i v e  e x a m i n a t i o n  to 
s e l e c t  the c a n d i d a t e s  w i t h  five y e a r s  of 
s e r v i c e .  T h e  t o p - r a n k i n g  c a n d i d a t e s  w o u l d  
b e c o m e  e l i g i b l e  for a c c e l e r a t e d  p r o m o t i o n  at 
t h e  l e v e l  of t h e  D e p u t y  S e c r e t a r i e s .  T h i s  
r e c o m m e n d a t i o n  s h o u l d  be f u r t h e r  d e v e l o p e d  
by  the M i n i s t r y  of E s t a b l i s h m e n t  in r e l a t i o n  
to the c u r r e n t  p o l i c i e s .
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2 . Supervision

2.1 S" P<i i " S" "  r l\  n"r ^  s T r  t ^ ’l " " ’ r i a n t * !*»  t t e ” «

d i s p o s a l  o f  " q u J » « n t i  p u n c t u a l
o r g a n i z a t i o n  of o f f x c  , d b y  t h e  s u p e r v i s o r s  in a
a t t e n d a n c e  etc. are no q n m e  o f  t h e  o f f i c e r s  t a k e

r e s u l t  - " V ^ ^ V ^ l o w - u p  o n the »»rk of their 
p e r s o n a l  i n i t i a t i v e s  ° fGW officers p e r s o n a l l y  v i sit
s u b o r d i n a t e s .  H o w e v e r ,  v e r y  > w  p _ D u r i n g  t h e

s u b o r d i n a t e  o f f i c e s  u n d e r  t h ^ r M ® UrP„erl n  f 0 r B e d b y  s e n i o r
c o u r s e  o f  o u r  1 n t  e r v i  e - . o n »l  v i s i t s  t o  t h e

° «hVrYin»tetho "fices'  o n l y  a  few tin.es in f i f t e e n  to t w e n t y

y e a r s  of t h e i r  service.

T h e  S e c r e t a r i a t  I n d u c t  i o n  K » ;  J O >  P . o v : l d «  t h . ^  t h .

o f f i c e r s  of the » " k, . . o M b l e  i n t e r v a l s .

s u r p r i s e  v l s l t 3 .t o . ^ '  t h e y  „ m  p a y  s p e c i a l  a t t e n t i o n  to
W h i l e  p a y i n g  such visits, t h e y  wi a a  i y

the f o l l o w i n g  points:

. • „ -̂p fhp R u l e s  of B u s i n e s s ,  the

“I'f^ri^t I n s t r u c t  i o n s , S t a n d i n g  O r d e r s  a n d  o f f i c e  

i n s t r u c t i o n s  are b e i n g  d u l y  c o m p l i e d  « t h ;

lb) W h e t h e r  s e c u r i t y  a r r a n g e m e n t s  are a d e q u a t e ;

(e) w h e t h e r  o f f i c e  lay o u t  is in o r d e r  a n d  the r e c o r d s  are

p r o p e r l y  m a i n t a i n e d ,

( d , W h e t h e r  g o v e r n m e n t  p r o p e r t y  a n d  o f f i c e  e q u i p m e n t s  are

p r o p e r l y  u t i l i z e d  and t a k e n  c a r e  of,

(r) W h e t h e r  c a s h  and a c c o u n t s  are p r o p e r l y  m a i n t a i n e d ;  and

( t ) W h e t h e r  the w o r k  o f  r e c e i p t  a n d  d e s p a t c h  is d o n e

sm o o t h  1y •

Al, of the a b o v e  n e c e s s a r y  d e t a i l s  o f  s u p e r v i s i o n  a r e

p r e s e n t l y  n e g l e c t e d .

2 F o r m a l  i n s p e c t i o n s  o n  a # ^ 1° i n s p e c t i o n s  is to c o n d u c t  
u n d e r t a k e n .  T h e  p u r p o s e  o f  o f f i c e  p r o c e d u r e s  a n d

. t h o r o u g h  V V C a t l “d tr k e  c o r r e c t i v e  m e a s u r e s .  A c c o r d i n g  
personnel p r o b l e m s  ® nd - ( . tv,e D e p u t y  S e c r e t a r i e s  are
PLo Secretariat i n s t r u c t i o n s ,  ^ D e p u j ^  o n c . ln

r e q u i r e d  to ‘ hp A s s i s t a n t  S e c r e t a r i e s  a r e

e v e r y  six m " n r r e s p e c t i v e  S e c t i o n s  o n c e  e v e r y  
r e q u i r e d  to i n?u - * • - fp|c e r q are s u p p o s e d  to p a y

L u r i n g  o r r i o ^  o r g a n i z a t i o n , u t i l i z a t i o n  of

ofTi c" c " u i r » e n t ,  f i l i n g  a n d  r e c o r d  k e e p i n g ,  f i n a n c i a l
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a c c o u n t s  and o t h e r  m a t t e r s  of i m p o r t a n c e  a c c o r d i n g  to the 
g u i d e l i n e s  on i n s p e c t i o n  g i v e n  in I n s t r u c t i o n  NOs . 2 0 3 - 2 0 8
of Ihe S e c r e t a r i a t  I n s t r u c t i o n s ,  and s u b m i t  a r e p o r t  to the 
next h i g h e r  a u t h o r i t y .

2.3 A n u m b e r  of d i f f i c u l t i e s  in s u p e r v i s i o n  a r i s e  out of p o o r  
lay out of o f fices. T h e  o f f i c e s  in the M i n i s t r i e s  are not 
ln-id out to a c c o m m o d a t e  the s u p e r i o r s  and the s u b o r d i n a t e s  
w i t h i n  p r o x i m i t y  to e a c h  other. T h e  o f f i c e s  are s e p a r a t e d  
f r o m  e a c h  o t h e r  a n d  i n  s o m e  c a s e s  t h e  s u p e r i o r s  a n d  
s u b o r d i n a t e s  o c c u p y  o f f i c e s  a t  t h e  d i f f e r e n t  e n d s  of  t h e  
d i f f e r e n t  floors of the b u i l d i n g .  M o r e o v e r ,  the o f f i c e s  are 
o f t e n  s e c l u d e d  t h r o u g h  m u l t i p l e  d o o r s  and w a l l s  w h e r e  it 
b e c o m e s  i m p o s s i b l e  for the o f f i c e r s  t o  b e  a w a r e  of  t h e  
p r e s e n c e  and a c t i v i t i e s  of t h e i r  s u b o r d i n a t e s .

2.4 A v a r i e t y  of a t t i t u d i n a l  a n d  b e h a v i o u r a l  f a c t o r s  w o r k  
a g a i n s t  s u p e r v i s i o n .  The s e n i o r  o f f i c e r s  a p p e a r  r e l u c t a n t  to 
l e a v e  t h e i r  o f f i c e s  a n d  g o  t o  t h e  o f f i c e s  o f  t h e i r  
s u b o r d i n a t e s .  On the o t h e r  hand, the s u b o r d i n a t e s  d i s p l a y  a 
lack of d e f e r e n c e  t o w a r d  the a u t h o r i t y  of t h e i r  s u p e r i o r s .

Re c o m m e n d a t i o n : 38. E v e r y  M i n i s t r y / D i v i s i o n  s h o u l d  f o r m  a n
int e r n a l  w o r k  s t u d y  un i t  for the r e g u l a r
i n s p e c t i o n  and s u p e r v i s i o n  of all S e c t i o n s .
A J o i n t  S e c r e t a r y ,  a D e p u t y  S e c r e t a r y ,  a n d  
a n  A s s i s t a n t  S e c r e t a r y  s h o u l d  s e r v e  o n  a 
m o n t h l y  r o t a t i o n  b a s i s ,  a s  a n  i n s p e c t i o n  
team. T h e  J o i n t  S e c r e t a r y  ( A d m i n i s t r a t i o n )  
s h o u l d  c o o r d i n a t e  t h e  i n s p e c t i o n  t e a m ,  
c o m p i l e  the findings, and p r e p a r e  a n d  s u b m i t  
a m o n t h l y  r e p o r t  to the S e c r e t a r y .

3. Performance Appraisal and Promotion

P e r f o r m a n c e  a p p r a i s a l  is u n d e r t a k e n  t h r o u g h  ACR. T h e  c u r r e n t  
form of A C R  is of a s u b j e c t i v e  n a t u r e  and is i n a d e q u a t e  to 
reflect, the actual p e r f o r m a n c e  of an o f f i c e r .  T h e  fo r m  is 
too l e n g t h y  and its c o m p l e t i o n  by the s u p e r v i s o r s  is t i m e -  
con s u m i n g .  As a result, s i g n i f i c a n t  d e l a y s  take p l a c e  in 
c o m p l e t i n g  the forms and in s u b m i t t i n g  a p p r a i s a l  r e p o r t s  to 
the c o n c e r n e d  a u t h o r i t i e s .

3.2 The s u b j e c t i v e  a n d  c o n f i d e n t i a l  n a t u r e  of  t h e  A C R s  r e p r e s e n t  
a c o n c e r n  to m a n y  o f f i c e r s  e s p e c i a l l y  a m o n g  t h e  A s s i s t a n t  
S e c r e t a r i e s .  T h e  u n d e r l y i n g  m e t h o d  o f  a p p r a i s a l  d o e s  n o t  
a l l o w  a n y  p a r t i c i p a t i o n  o r  f e e d b a c k  o n  t h e  p a r t  o f  a n  
a p p r a i s e e .  A c c o r d i n g  to t h e  S u r v e y ,  a m a j o r i t y  o f  t h e  
A s s i s t a n t  S e c r e t a r i e s  ha v e  i n d i c a t e d  a n e e d  f o r  m o d i f y i n g  

' ^ t h e  a p p r a i s a l  m e thods. T h e  m a i n  s u g g e s t i o n s  for m o d i f i c a 
tions include:
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(n) p a r t i c i p a t o r y  a p p r a i s a l  in w h i c h  t h e  s u p e r i o r s  a n d
s u b o r d i n a t e s  s p e c i f y  the p e r f o r m a n c e  t a r g e t s  b y  m u t u a l
consul tat i o n ;

(b) t w o - w a y  a p p r a i s a l  in w h i c h  s u b o r d i n a t e s  al s o  p l a y  some
role in e v a l u a t i n g  t h e i r  s u p e r i o r s ;  and

(c) f e e d b a c k  f r o m  s u b o r d i n a t e s  on the a p p r a i s a l  r e p o r t  b e f o r e  
its f i n a l i s a t i o n .

R e c o m m e n d a t i o n s : 39. The e x i s t i n g  A C R  f o r m s  s h o u l d  be m a d e  m o r e
o b j e c t i v e  to r e f l e c t  a c t u a l  p e r f o r m a n c e  of 
the o f f i c e r s .  A c c e l e r a t e d  p r o m o t i o n s  s h o u l d  
be a w a r d e d  on the b a s i s  o f  o u t s t a n d i n g  p e r 
formance. T h e  c r i t e r i a  of " o u t s t a n d i n g n e s s "  
shoxild be m o r e  o b j e c t i v e l y  def i n e d .

40. T h e  p e r f o r m a n c e  a p p r a i s a l  s h o u l d  be i n i t i a t e d  
on the b a s i s  of a s t a t e m e n t  of s e l f - e v a l u a 
tion p r e p a r e d  by the a p p r a i s e e s .  T h e  s elf- 
e v a l u a t i o n  s t a t e m e n t  s h o u l d  c o n s i s t  o f  
q u a n t i t a t i v e  arid q u a l i t a t i v e  e v i d e n c e  of the 
p e r f o r m a n c e .

Incentives

4.1 The s a l a r i e s  and fringe b e n e f i t s  of the o f f i c e r s ,  w i t h  the 
e x c e p t i o n  of t h o s e  at the v e r y  top level, are not a d e q u a t e  
to meet their e c o n o m i c  needs. The s a l a r i e s  are not a d j u s t e d  
to real i n f l a t i o n  w h i c h  c o n t i n u e s  to e r o d e  the v a l u e  of the 
i ncoine .

4.2 The fringe b e n e f i t s ,  i.e. free a c c o m m o d a t i o n  and t r a n s p o r t  
and special c a t e g o r i e s  of a l l o w a n c e s ,  are h i g h l y  s k e w e d  in 
f avour of on l y  a l i m i t e d  n u m b e r  of top c i v i l  s e r v a n t s .  The 
m a j o r i t y  of the o f f i c e r s  d o  n o t  e n j o y  a d e q u a t e  f r i n g e  
bene f i t s .

4.3 A m a j o r i t y  of the o f f i c e r s  do not h a v e  the f i n a n c i a l  m e a n s  
f o r  t a k i n g  a n  o c c a s i o n a l  v a c a t i o n  o r  f o r  r e c r e a t i o n .  
C o n s e q u e n t l y ,  the o f f i c e r s  s u f f e r  f r o m  h e a l t h  p r o b l e m s  for 
lack of r e c u p e r a t i o n  f r o m  u n i n t e r r u p t e d  d a i l y  r o u t i n e s  of 
o f f i c e  wo r k  o v e r  a long d u r a t i o n .

4.4 Nori-pecuniary i n c e n t i v e s  in the fo r m  of r e c o g n i t i o n  a w a r d s  
for m e r i t ,  p e r f o r m a n c e  a n d  p r o m o t i o n  d o  n o t  e x i s t .  F o r  
i nstance, f o r e i g n  t r a i n i n g  o p p o r t u n i t i e s  are not u t i l i z e d  as 
i n c e n t i v e s  for p e r f o r m a n c e  .
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^  i h p  Go v e r n me nt  s h o u l d  e n s u r e  a d e q u a t e  f i s c a l
R e c o m m e n d a t i o n s .41 • , n  r e a l  t e r m s ,  t o  t h e  p u b l i c

s e r v a n t s .  A p e r m a n e n t  b o d y  m a y  be 
c o n s t i t u t e d  t o  c o n t i n u o u s l y  r e v i e w  t h e  

c o m p e n s a t i o n  s y s tem.

42. An o c c a s i o n a l  v a c a t i o n  is important for the 

officers for maintaining P h y s  c a ' 
m e n t a l  fitness. T h e  G o v e r n m e n t
c o n s i d e r  g r a n t i n g  t h e  o f f i c e r o  b o t h  
r e c r e a t i o n a l  and f e s t i v a l  a l l o w a n c e s  every 
t h r e e  y e a r s  and w i t h d r a w  t h e  e x i s t i n g  ban.
T h e  o f f i c e r s  s h o u l d  be p e r m i t t e d  t o  a v a i l  

the due v a c a t i o n  leave.

b .  m i l e s  a m i  nocjul a t i  o n s  i n  P e r s o n n e l  fxdmi ni  s t  r a t i o n

The R u l e s  a n d  R e g u l a t i o n s ; » s r t a n i i n g  to

Pe,S”n ^ i ^ i “ l e a "  aT? c o n c e r n e d  This" o f t e n  p r e s e n t s  

d U f ? c u l i  ies "n t a K i n g  q u i c k  d e c i s i o n s  on p e r s o n n e l  m a t t e r s .

R e c o m m e n d a t i o n :  4 3 .  y ^ r T d ’ B a n k  S n e e d  " p u b l i c

A d m i n i s t r a t i o n  P r o j e c t .  T h e  Ma n u a l  c ° v<=rs  
the p e r t i n e n t  r u l e s  and r e g u l a t i o n s  and t h e  
p r o c e d u r e s  f o r  t h e i r  a p p l i c a t i o n  i n  
p e r s o n n e l  m a t t e r s .  T h e  G o v e r n m e n t  s h o u l d  
p r o v i d e  th i s  manual  t o  o f f i c e r s  as a g u i d e  
f o r  p e r s o n n e l  ma n a g e me n t .
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D. Training

1. Training Facilities and Staff

T h ere are a p p r o x i m a t e l y  150 t r a i n i n g  i n s t i t u t i o n s  in the c o u n t r y  
e s t a b l i s h e d  by d i f f e r e n t  m i n i s t r i e s ,  d i v i s i o n s  and a u t o n o m o u s  
b o d i e s .  T h e  t r a i n i n g  in g e n e r a l  a d m i n i s t r a t i o n  is p r i m a r i l y  
c o n d u c t e d  by the P u b l i c  A d m i n i s t r a t i o n  T r a i n i n g  C e n t e r  (P A T C ) and 
the BCS ( A d m i n i s t r a t i o n )  A c a d e m y .

t
T h e  P A T C  is the a p e x  i n s t i t u t i o n  f o r  t r a i n i n g  o f  a l l  c a d r e  
o f f i c e r s .  It w a s  e s t a b l i s h e d  b y  m e r g i n g  e r s t w h i l e  g o v e r n m e n t  
tra i n i n g  i n s t i t u t i o n s  i.e. the B a n g l a d e s h  A d m i n i s t r a t i v e  S t aff 
College, the N a t i o n a l  I n s t i t u t e  of P u b l i c  A d m i n i s t r a t i o n  a n d  the 
Civil O f f i c e r s’ T r a i n i n g  A c a d e m y .  It is p r i m a r i l y  r e s p o n s i b l e  for 
p r o v i d i n g  f o u n d a t i o n  t r a i n i n g ,  i n - s e r v i c e  t r a i n i n g ,  a n d  r e f r e s h e r  
c o u r s e s  to d i f f e r e n t  c a d r e s  of the C i v i l  S e r v i c e .  T h e  BCS (Admin) 
A c a d e m y  e s t a b l i s h e d  in 1987, is at its n a s c e n t  s t a g e  a n d  lacks 
a d e q u a t e  t r a i n i n g  s t a f f  and l o g i s t i c a l  su p p o r t .

The e x i s t i n g  t r a i n i n g  f a c i l i t i e s  and s t a f f  o f  the P A T C  a n d  the 
BCS A c a d e m y  are l i m i t e d  and i n a d e q u a t e  to m e e t  the p o s t - e n t r y  and 
i n - s e r v i c e  t r a i n i n g  r e q u i r e m e n t s  of the B C S  c l a s s  I o f f i c e r s .

1.1 T h e  n u m b e r  o f  q u a l i f i e d  a n d  w e l l - t r a i n e d  s t a f f  n e e d e d  is
li m i t e d  d u e  to the e x i s t i n g  s y s t e m  o f  p o s t i n g  a n d  d e p u t i n g
the s e n i o r  o f f i c e r s  into the p o s i t i o n s  of t r a i n e r s .  It is a
c o m m o n  k n o w l e d g e  t h a t  s e n i o r  o f f i c e r s  a r e  p o s t e d  in t h e  
t r a i n i n g  i n s t i t u t i o n s  a g a i n s t  t h e i r  w i s h e s  a n d  o f t e n  t h e  
p o s t i n g  is c o n s i d e r e d  a s  a p u n i t i v e  m e a s u r e  b y  t h e  
o f f i c e r s .  T h e  p r a c t i c e  of  p o s t i n g  t h e  o f f i c e r s  d o e s  n o t  
s y s t e m a t i c a l l y  t a k e  i n t o  a c c o u n t  t h e i r  e x p e r i e n c e  a n d  
q u a l i f i c a t  i o n s , a n d  p r e v i o u s  t r a i n i n g .  A s  a r e s u l t ,  t h e  
q u a l i t y  and the m o t i v a t i o n  on the p a r t  of the d e s i g n a t e d  
t r a i n e r s  is limited.

1.2 F o l l o w - u p  t r a i n i n g  is not u n d e r t a k e n  s y s t e m a t i c a l l y  and at 
r e g u l a r  int e r v a l s .  T h e  p o s t - e n t r y  t r a i n i n g  a n d  i n - s e r v i c e  
t r a i n i n g  c o u r s e s  are not well i n t e g r a t e d  a n d  s c h e d u l e d  to 
p r o v i d e  and c o n t i n u o u s l y  u p d a t e  the l e v e l s  of k n o w l e d g e  and 
s k i l l s  r e q u i r e d  of the o f f i c e r s  in the S e c r e t a r i a t .

1.3 A n u m b e r  o f  o f f i c e r s ,  a t  t h e  l e v e l  o f  t h e  A s s i s t a n t  
S e c r e t a r i e s ,  are a s s i g n e d  to t h e i r  i n i t i a l  p o s t i n g s  w i t h o u t  
ha v i n g  u n d e r g o n e  the r e q u i r e d  p o s t - e n t r y  t r a i n i n g .  Moreover, 
the d e f i c i e n c i e s  of p o s t - e n t r y  t r a i n i n g  are not c o m p e n s a t e d  
by a s y s t e m a t i c  o n - t h e - j o b  t r a i ning. A fo r m a l  s y s t e m  of on- 
t h e - j o b  t r a i n i n g  for t h e  p r o b a t i o n e r s  in t h e  S e c r e t a r i a t  
d o e s  not exist. The du a l  lack of i n s t i t u t i o n a l  t r a i n i n g  and 
o n - t h e - j o b  t r a i n i n g  has a d i r e c t  b e a r i n g  on the l o w  p e r f o r 
m a n c e  of the A s s i s t a n t  S e c r e t a r i e s  l e a d i n g  to d e c r e a s e  in 
the s t a n d a r d s  of p e r f o r m a n c e  e x p e c t e d  of them.
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1.4 The p h y s i c a l  c a p a c i t y  for t r a i n e e s  at the P A T C  is i n a d e q u a t e  
to i m p a r t  t r a i n i n g  to the r e q u i r e d  n u m b e r  of o f f i c e r s .  At 
p r e s e n t ,  f o u n d a t i o n  t r a i n i n g  for 16 w e e k s  c a n  be g i v e n  to 
a p p r o x i m a t e l y  400 o f f i c e r s  in a year. T h e r e  is an  i n c r e a s i n g  
b a c k l o g  o f  t r a i n e e s  f o r  t h e  f o u n d a t i o n  c o u r s e  d u e  to  
i n c r e a s e  in the s t r e n g t h  of o f f i c e r s  u n d e r  t h e  u p a z i l a  
d e c e n t r a l i s a t i o n  s y s t e m .  It is e s t i m a t e d  t h a t  a b o u t  1 6 0 0  
o f f i c e r s ,  r e c r u i t e d  s i n c e  1981, h a v e  not r e c e i v e d  f o u n d a t i o n  
t r a i n i n g  (12). The p r o b l e m  is m a d e  w o r s e  by the fact that 
the d u r a t i o n  of f o u n d a t i o n  t r a i n i n g  has b e e n  r e d u c e d  to two 
m o n t h s  u n t i l  J u n e ,  1990. T o  m e e t  t h e  r e q u i r e m e n t  o f  t h e  
f o u n d a t i o n  training, f a c i l i t i e s  of  the B A R D  at C o m i l l a  and 
B A R D  at  B o g r a  a n d  t h e  B C S  A c a d e m y  a r e  b e i n g  u t i l i z e d  to 
c l e a r  the backlog.

The a d e q u a c y  of the d u r a t i o n  of the f o u n d a t i o n  t r a i n i n g  is 
q u e s t i o n a b l e .  T o o  m u c h  a p p e a r s  t o  b e  c o v e r e d  i n  t h e  
f o u n d a t i o n  c o u r s e s  w i t h i n  too l i t t l e  time. In the e f f o r t  to 
m a x i m i z e  its c a p a c i t y ,  the P A T C  c o n d u c t s  t r a i n i n g  for all 
c a d r e s  w h i c h  l e a v e s  l i m i t e d  s c o p e  for s p e c i a l i z e d  t r a i n i n g  

in f u n c t i o n a l  areas.

R e c o m m e n d a t i o n s : 44. The f a c i l i t i e s  a n d  t r a i n i n g  c a p a c i t y  of the
P A T C  s h o u l d  b e  e x p a n d e d  a s  a l o n g - t e r m  
m e a s u r e .

45. T r a i n i n g  p r o g r a m s  s h o u l d  a l s o  b e  e x p a n d e d  
at o t h e r  i n s t i t u t i o n s  in the co u n t r y .

46. C r a s h  t r a i n i n g  p r o g r a m s  at the P A T C  and the 
BCS (Admin) A c a d e m y  s h o u l d  c o n t i n u e  to m e e t  
the i m m e d i a t e  n e e d s  a n d  t o  c l e a r  u p  t h e  
b a c k l o g .

47. - O n - t h e - j o b  t r a i n i n g  p r o g r a m s  i n  t h e  
M i n i s t r i e s  s h o u l d  be c o n d u c t e d  by s e l e c t e d  
o f f i c e r s  o f  t h e  M i n i s t r y .  O u t s i d e  
c o n s u l t a n t s  and s p e c i a l i s t s  m a y  be l i b e r a l l y  
u t i l i s e d  f o r  t h i s  p u r p o s e .  T h e  c o n d u c t  o f  
o n - t h e - j o b  t r a i n i n g  s h o u l d  b e  a r o u t i n e  
r e s p o n s i b i l i t y  of e a c h  s u p e r v i s o r .
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2. Relevance of Training

2.1 The r e l e v a n c e  of t r a i n i n g  is d e t e r m i n e d  by the e x t e n t  to 
w h i c h  the t r a i n i n g  i m p a r t e d  h e l p s  the t r a i n e e s  to p e r f o r m  
Lheir actual job e f f i c i e n t l y .  A c c o r d i n g  to the S u r vey, a 
m a j o r i t y  of t h e  o f f i c e r s  at t h e  l e v e l  o f  t h e  A s s i s t a n t  
S e c r e t a r i e s  i n d i c a t e  the l i m i t e d  r e l e v a n c e  of the t r a i n i n g  
received. H o w e v e r ,  the f i n d i n g s  of o u r  s u r v e y  a l s o  i n dicate 
that the t r a i n e d  o f f i c e r s  c o n s i d e r  i n - c o u n t r y  t r a i n i n g  more 
r e l e v a n t  t h a n  f o r e i g n  t r a i n i n g .  T h e  e x i s t i n g  m e t h o d s  of 
t r a i n i n g  are found to be m o s t l y  b a s e d  on t r a d i t i o n a l  class 
r o o m  t e a c h i n g  and are i n a d e q u a t e  to c r e a t e  an  a p p r o p r i a t e  
learning e n v i r o n m e n t .

T r a i n i n g  c u r r i c u l a  and m e t h o d s  are n o t  b a s e d  o n  a s s e s s m e n t  
o f  the t r a i n i n g  n e e d s  o f  t h e  p a r t i c i p a n t s .  1 h e  t r a i n i n g  
i n s t i t u t i o n s  as we l l  as the M i n i s t r i e s  do n o t  c o n d u c t  an 
a s s e s s m e n t  o T  the p r a c t i c a l  s k i l l s  n e e d e d  b y  d i f f e r e n t  
c a t e g o r i e s  o f  p e r s o n n e l  w h i c h  c o u l d  p r o v i d e  a b a s i s  f o r  
t a i l o r i n g  t r a i n i n g  c u r r i c u l a  a n d  m e t h o d s .  T h i s  o b s e r v a t i o n  
a p p l i e s  to b o t h  i n - c o u n t r y  a s  w e l l  a s  f o r e i g n  t r a i n i n g  

pr o g  r a m m e s .

2.2 I n - r o u n t r y  a n d  f o r e i g n  t r a i n i n g  are not l i n k e d  to m a x i m i z e  
the impact of  the e x i s t i n g  t r a i n i n g  o p p o r t u n i t i e s .  A c c o r d i n g  
to the N a t i o n a l  T r a i n i n g  P o l i c y  (N T P ), f o r e i g n  t r a i n i n g  is 
p r e c o n d i t i o n a l  on i n - c o u n t r y  t r a i n i n g  ( 1 3 ) .  T h e  l i n k a g e  
b e t w e e n  the two rorms of t r a i n i n g ,  h o w e v e r ,  r e q u i r e s  to be 
m a d e  w i t h  r e s p e c t  to d e v e l o p m e n t  of s p e c i f i c  s k i l l s  in such 
a iii an n c r t h a t  s k i l l s  f i r s t  d e v e l o p e d  t h r o u g h  5 n - c o u n t r y  
p r o g r a m m e s  c a n  he f u r t h e r  d e v e l o p e d  t h r o u g h  f o r e i g n  t r a i n i n g  
o p p o r t u n i t i e s .  T h u s ,  t h e r e  ifc a n e e d  t o  m a t c h  p o t e n t i a l  
t r a i n e e s  w i t h  t h e  r e q u i r e d  s k i l l s  a n d  t h e  t r a i n i n g  

o p p o r t u n i  t i e s .

R e c o m m e n d a t io n s :4 8.

49 .

50

A s s e s s m e n t  o f  t r a i n i n g  n e e d s  s h o u l d  b e  
u n d e r t a k e n  by the t r a i n i n g  i n s t i t u t i o n s  in 
c o o p e r a t i o n  w i t h  the M i n i s t r i e s  to d e t e r m i n e  
the actual job s k i l l s  r e q u i r e d  at d i f f e r e n t  
levels in the S e c r e t a r i a t  system.

The d e s i g n  of t r a i n i n g  c u r r i c u l a  s h o u l d  be 
b a sed on an a s s e s s m e n t  of t r a i n i n g  needs.

T r a i n e r s  s h o u l d  b e  t r a i n e d  i n  a p p l y i n g  
m o d e r n  m e t h o d s  s u c h  a s  i n t e r a c t i v e  
m a n a g e m e n t . ,  s i m u l a t e d  d e c i s i o n  m a k i n g ,  
a u d i o - v i s u a l  l e a r n i n g  t e c h n i q u e s  e t c . , a n d  
m i n i m i s e  t r a d i t i o n a l  c l a s s  r o o m  t e a c h i n g .
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Utilization of Training

tit i 1 i zaf ion of the t r a i n e d  p e r s o n n e l  a n d  e s p e c i a l  ly of t h o s e  
w h o  in e lrftinfd u n d e r  U,e fo r e i 8n  f . c i U t i e , ' ‘\ J ” r e i g n  
t w o  m a j o r  f a c t o r s .  F i r s t ,  c a n d i d a t e s  t o r  t h e  
t r a i n i n g  a r e  n o t  s e l e c t e d  on  the b a s i s  of  p r e d e f i n e d  n e eds 
in o r g a n i z a t i o n a l  and s k i l l s  d e v e l o p m e n t  n o r  o n  the b a s i s  of 
t h e  i n d i v i d u a l  c a r e e r  p l a n n i n g .  T h e  o p p o r t u n i t i e s  of  f o r e i g n  
t ' a i n T n g  a r e  m o s t l y  g r a n t e d  o n  t h e  d o n o r s  • :p e r c e p t x o n  o
n e e d s  or as p e r s o n a l  r e w a r d  to the o f f i c e r s .  S e c o n d ,  
t r a i n e d  p e r s o n n e l  are not. p l a c e d , u p o n  t h e i r  r e t“rn •

l i o n s  w h e r e  t h e y  c o u l d  u t i l i z e  t h e i r  t r a i n i n g  
a p p r o p r i a t e l y .  In some cases, t r a i n e d  p e r s o n n e l  are p l a c e d  
a p p r o p r i a t e  1y for a b r i e f  d u r a t i o n  a n d  t h e n  t r a n s f e r r e d  to 
p o s i t i o n s  not s t r i c t l y  r e l e v a n t  to t h e i r  t r a i n i n g U  ). 
r e s u l t ,  t h e  p o t e n t i a l  i m p a c t  o f t h e  t r a i n i n g  
o r g a n i z a t i o n a l  and p e r s o n n e l  d e v e l o p m e n t  is lost.

R e c o m m e i i d a t J j j n : 51

52.

Long t e r m  f o r e i g n  t r a i n i n g  of m i d d l e  level 
o f f i c e r s  s h o u l d  be r e s t r i c t e d  to s p e c i a l i z e d  
a r e a s  of h i g h  p r i o r i t y .  F o r e i g n  t r a i n e d  
o f f i c e r s  s h o u l d  be p l a c e d  in the p o s t s  w h e r e  
they c a n  b e s t  u t i l i z e  t h e i r  e x p e r t i s e .  The 
d u r a t i o n  o f  s u c h  p o s t i n g s  s h o u l d  b e  a 

m i n i m u m  of five years.

Long t e r m  f o r e i g n  t r a i n i n g  in b r o a d  f u n c t i o 
nal or a c a d e m i c  a r e a s  s h o u l d  be r e s e r v e d  for 
s e n i o r  o f f i c e r s  e n g a g e d  in g e n e r a l  m a c r o  

m a n a g e m e n t .

Training Incentives

4.2

W e l l - q u a l i f i e d  a n d  m o t i v a t e d  t r a i n e r s  a r e  e s s e n t i a l  f o r  
i m p r o v i n g  the q u a l i t y  a n d  e f f e c t i v e n e s s  o f  t r a i n i n g .  T h e  
s t a t u s  and i n c e n t i v e s  for t r a i n e r s  u n d e r  the p r e s e n t  s y s t e m  
a r e  so l i m i t e d  that v e r y  few q u a l i f i e d  i n d i v i d u a l s  a s p i r e  to 

t a k e  up the job of a t r a i n e r .  The p r o f e s s \?n _°jr £ ®
t r a i n e r  d o e s  n o t  c a r r y  a " r e s p e c t a b l e  s t a t u s  n o r  is

a s s o c i a t e d  tilth a c h i e v e m e n t  and merit.

T h e  i n c e n t i v e s  to the t r a i n e e s  a r e  i n a d e q u a t e  t o  p r o v i d e  
n e c e s s a r y  m o t i v a t i o n .  V e r y  few o f f i c e r s ,  a c c o r d i n g  to o u r  
U a e V v i e w s  a n d  the S u r v e y ,  l o o k  f o r w a r d  t o  i n - c o u n t r y  
t r a i n i n g  w h i c h  i m p l i e s  a v a r i e t y  o f  p e r s o n a l  h a r d s h i p s .  
F o r e i g n  t r a i n i n g  p r o v i d e s  for g r e a t e r  p e r s o n a l  i n c e n t i v e s  
and is c o n s i d e r e d  ve r y  a t t r a c t i v e .  T h e  o v e r a l l  c o n c l u s i o n  is 
t h a t  the i n - c o u n t r y  t r a i n i n g  is m o r e  r e l e v a n t  b u t  l e s s  
a t t r a c t i v e  w h i l e  f o r e i g n  t r a i n i n g  is f o u n d  t o  be m o r e  

att fjictive but less relevant.
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T h e  o p p o r t u n i t i e s  f o r  f o r e i g n  t r a i n i n g ,  h o w e v e r ,  a r e  n o t  
e q u a l l y  e x t e n d e d  to a l l  q u a l i f i e d  c a n d i d a t e s  d u e  t o  t i m e  
c o n s u m i n g  p r o c e d u r e s  o f  s e l e c t i o n  a n d  c l e a r a n c e .  A s  a 
result, a s i g n i f i c a n t  n u m b e r  of f o r e i g n  t r a i n i n g  o p p o r t u n i 

ties a r e  not availed.

4.3 The f i n a n c i a l  r e s o u r c e s  r e q u i r e d  for i m p r o v i n g  the t r a i n i n g  
f a c i l i t i e s  a n d  for p r o v i d i n g  i n c r e a s e d  i n c e n t i v e s  to t h e  
s t a f f  a n d  t r a i n e e s  a r e  c o n s t r a i n e d  b y  t h e  e x i s t i n g  
g o v e r n m e n t  e x p e n d i t u r e  on t r a i n i n g  a n d  m a n p o w e r  d e v e l o p m e n t .  
The p r e s e n t  t r a i n i n g  b u d g e t  of a p p r o x i m a t e l y  Tk. 30 C r o r e  is 
not s u f f i c i e n t  to m a k e  n e c e s s a r y  i m p r o v e m e n t s  in t r a i n i n g  

f a c i 1 ities.

R e c o m m e n d a t i o n s :5 3 . T r a i n e r s  s h o u l d  be r e c r u i t e d  o n  the b a s i s  of 
.......  q u a l i f i c a t i o n  and p r o f e s s i o n a l  interest.

54. T r a i n e r s  s h o u l d  be g i v e n  a t t r a c t i v e  b e n e f i t s  
like instructional, pay, free a c c o m m o d a t i o n ,  
o v e r s e a s  t r a i n i n g  o p p o r t u n i t i e s ,  a n d  o t h e r  
b e n e f i t s  w h i c h  the g o v e r n m e n t  m a y  c o n s i d e r  
a p p r o p r i a t e .

55. T r a i n e e s  s h o u l d  be g i v e n  s p e c i a l  p a y / a l l o w 
a n c e  In a d d i t i o n  to t r a v e l  a n d  d a i l y  

al l o w a n c e .

56. F o r e i g n  t r a i n i n g  a n d  i n - c o u n t r y  t r a i n i n g  
s h o u l d  b e  l i n k e d  t o g e t h e r  a s  a c a r e e r  
d e v e l o p m e n t  i n c e n t i v e .  A t i m e - b a s e d  s e q u e n c e  
o f  t r a i n i n g  s h o u l d  b e  f o l l o w e d  a s  a 
p r e c o n d i t i o n  for p r o m o t i o n  and as a pa r t  of 
s o u n d  c a r e e r  p l a n n i n g  for e a c h  officer.

5 7. D o n o r  f u n d e d  f o r e i g n  t r a i n i n g  p r o g r a m s  
s h o u l d  h a v e  an i n - c o u n t r y  t r a i n i n g  c o m p o n e n t  
for t r a i n i n g  of t r a i n e r s  and for i m p r o v i n g  
t lie q u a l i t y  of i n - c o u n t r y  t r a i n i n g  p r o g 
r a m m e s  .

58. F o r e i g n  t r a i n i n g  s h o u l d  m a x i m i s e  the use of 
t r a i n i n g  i n s t i t u t i o n s  in A s i a  a n d  t h e  
P a c i f i c  in o r d e r  t o  b e n e f i t  f r o m  t h e  
e x p e r i e n c e  and r e s o u r c e s  of t h o s e  c o u n t r i e s  
w h i c h  are m o s t  r e l e v a n t  to the d e v e l o p m e n t  
n e e d s  of B a n g l a d e s h .
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f>9. T r a i n i n g  o f f e r s  s h o u l d  be w i d e l y  c i r c u l a t e d .  
M i n i s t r i e s / D i v i s i o n s  s h o u l d  p l a n  t h e i r  
m a n p o w e r  t r a i n i n g  n e e d s  a n d  p r e p a r e  a r o s t e r  
o f  p o t e n t i a l  c a n d i d a t e s  t o  e x p e d i t e  t h e  
select, i o n  p r o c e d u r e .  T h e  p o t e n t i a l  
c a n d i d a t e s  s h o u l d  be i d e n t i f i e d  on the b asis 
o f  s k i l l '  r e q u i r e m e n t s ,  s e n i o r i t y ,  a g e ,  
e d u c a t i o n a l  q u a l i f i c a t i o n s ,  and p o t e n t i a l  
f o r  m a k i n g  a l o n g  t i m e  c o n t r i b u t i o n  t o  
d e v e l o p m e n t  in B a n g l a d e s h .

60. T h e  d e v e l o p m e n t  o f  t h e  c a p a c i t y  o f  i n -  
c o u n t r y  t r a i n i n g  i n s t i t u t i o n s  is a h i g h  
p r i o r i t y .  ' T e c h n i c a l  a n d  f i n a n c i a l  
r e s o u r c e s  s h o u l d  be d i r e c t e d  t o w a r d s  t h e  
d e v e l o p m e n t  of h i g h  q u a l i t y  a n d  m o t i v a t e d  
s t a f f ,  p h y s i c a l  f a c i l i t i e s ,  m o d e r n  
e q u i p m e n t ,  and l o c a l l y  a p p r o p r i a t e  t r a i n i n g  
m a t e r  i a l s .

61. The G o v e r n m e n t  s h o u l d  i n c r e a s e  the e x p e n d i 
t u r e  o n  t r a i n i n g  a n d  h u m a n  r e s o u r c e  
d e v e l o p m e n t  f o r  u p g r a d i n g  a n d  e x p a n d i n g  
t r a i n i n g  f a c i l i t i e s .
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E . Fi l e __M a n a g e m e n t . __ a n d  R e c o r d __ K e e p i n g

1. File Manayo»ont

I . 1 The r e c o r d s  m a n a g e m e n t  is an i n t e g r a l  p a r t  of the f u n c t i o n s  
of any o r g a n i z a t i o n .  File s y s t e m  is one of the a s p e c t s  of 
the r e c o r d s  m a n a g e m e n t .  In the files, w r i t t e n  c o m m u n i c a t i o n s  
are s t o r e d  w h i c h  s e r v e s  as the m e m o r y  of the o r g a n i z a t i o n .  
The b e t t e r  the filing and r e c o r d  k e e p i n g  s y s t e m  a n d  m a n a g e 
m e n t  in a n  o r g a n i z a t i o n ,  t h e  m o r e  e f f i c i e n t  w i l l  be  t h e  
w o r k i n g  of t h a t  o r g a n i z a t i o n .

T h e  e x i s t i n g  f i l i n g  a n d  r e c o r d  k e e p i n g  p r o c e d u r e s  a r e  
d e f i c i e n t  in m e e t i n g  the p r e s e n t  r e q u i r e m e n t s  o f  i n f o r m a t i o n  
m a n a g e m e n t  in the S e c r e t a r i a t .  The S e c r e t a r i a t  I n s t r u c t i o n s  
h a v e  s p e c i f i e d  p r o c e d u r e s  o n  h o w  to o p e n  n e w  f i l e s  a n d  
r e c o r d  and i ndex them.

T h e  o p e n i n g  of f i l e s  in t h e  S e c r e t a r i a t  f o l l o w s  t h e  o n e  
l e t t e r  a n d  two f i g u r e s  s y s t e m .  In t h i s  s y s t e m ,  t h e  c a t c h  
w o r d s  of the t i t l e  o f  t h e  f i l e s  a r e  f i r s t  s e p a r a t e d  a n d  
g r o u p e d  i n t o  a l p h a b e t i c a l  order.

*

U n d e r  a n  a l p h a b e t i c a l  g r o u p  t h e r e  m a y  b e  m a n y  f i l e s .  T o  
d i s t i n g u i s h  o n e  f i l e  f r o m  t h e  o t h e r  u n d e r  t h e  s a m e  
a l p h a b e t i c a l  group, the files are a s s i g n e d  an I n d e x  n u m b e r  
e.g. "1A" m e a n i n g  f i l e s  on  " A p p o i n t m e n t "  a n d  "2A" m e a n i n g  
files on " A c c o u n t s "  and so on.

U n d e r  e a c h  I ndex N u m b e r  there m a y  be m a n y ' f i l e s .  To d i s t i n g 
u i s h  o n e  file from the o t h e r  u n d e r  the sa m e  I n d e x  No. a 
h y p h e n  is put and t h e n  se r i a l  n u m b e r s ,  of the f i l e s  u n d e r  
the same Index are g i v e n  by figures, for e x a m p l e  : 1A - 1
m a y  m e a n  a p p o i n t m e n t  of he a d  a s s i s t a n t  1A - 2 m a y  m e a n
a p p o i n t m e n t  of s t e n o g r a p h e r ;  1A - 3 m a y  m e a n  a p p o i n t m e n t  of 
M L S S  a n d  so on.

The old u n d i s p o s e d  files of a n y  y e a r  are b r o u g h t  f o r w a r d  to 
the F i l e  I n d e x  R e g i s t e r  of the n e x t  y e a r  w i t h  a n e w  serial 
n u m b e r  r e t a i n i n g  Lhp old Index No. as far as p r a c t i c a b l e .  
But in p r a c t i c e  th i s  is not f o l l o w e d  in m a n y  c a s e s  and the 
o l d  f i l e s  w i t h  t h e i r  o r i g i n a l  n u m b e r  a r e  a l l o w e d  t o  
c o n t i n u e .  T h i s  c a u s e s  u n n e c e s s a r y  c o n f u s i o n  a n d  p o s e s  
d i f f i c u l t y  in r e t r i e v a l  at a l a t e r  date.

T h i s  s y s t e m  of f i l i n g  and i n d e x i n g  is b a s e d  o n  a s u b j e c t i v e  
c l a s s i f i c a t i o n  of files. T h e  a p p l i c a t i o n  of  t h i s  s y s t e m  is 
l a b o u r - i n t e n s i v e  a n d  too r e l i a n t  u p o n  t h e  p e r s o n a l  s k i l l s  o f  
the l o w e r  staff.
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1.2 F iles have two parts. The first p a r t  of a file is r e s e r v e d  
for m a k i n g  c o m m e n t s  and r e f e r e n c e s  in the form of notes. The 
sec o n d  part of a file c o n s i s t s  of c o r r e s p o n d e n c e  and the
d o c u m e n t s  as a p p l i c a b l e  to a case. T h e  n o t i n g  p a r t  of the 
file takes up c o n s i d e r a b l e  v o l u m e  w i t h  c o m m e n t s  a n d  o p i n i o n s  
of the o f f i c e r s  at v a r i o u s  level and s u m m a r y  or p a r a p h r a s i n g
of the d o c u m e n t s  from p a r t  two.

T he two p a r t  fi l i n g  s y s t e m  c r e a t e s  two p r o b l e m s .  One, the
f i l e s  g e t  v o l u m i n o u s  f r o m  n o t e s  a n d  c o m m e n t s  a t  m u l t i p l e  
levels. Second, the c o n t e n t s  of the p a r t  two o f  the file are 
s u m m a r i z e d  o r  r e p l i c a t e d  in p a r t  o n e  w h i c h  m a k e s  t h e  
c o n t e n t s  of some p o r t i o n s  of the file r e d u n d a n t .

2 _ R e c o r d  K e e p i n g

2.1 The p r o c e d u r e s  of r e c o r d i n g ,  i n d e x i n g  and w e e d i n g  of files 
or in o t h e r  w o r d s  p r e s e r v a t i o n  and d e s t r u c t i o n  of f i l e s  as 
c o n t a i n e d  in  I n s t r u c t i o n  N o s .  8 5 - 9 9  a r e  c o m p l e x  a n d  
d i f f i c u l t  to u n d e r s t a n d .  As a r e s u l t  th i s  a s p e c t  of r e c o r d s  
m a n a g e m e n t  r e m a i n s  n e g l e c t e d  in the S e c r e t a r i a t .  O l d  files 
a r e  p i l e d  u p  y e a r  a f t e r  y e a r  a n d  a r e  d e s t r o y e d  
i n d i s c r i m i n a t e l y  u p o n  the o r d e r s  of the h i g h e r  a u t h o r i t i e s .  
M a n y  v a l u a b l e  r e c o r d s  a r e  l o s t  i n  t h i s  p r o c e s s .  T h i s  
p r a c t i c e  of d e s t r o y i n g  the o l d  f i l e s  i n d i s c r i m i n a t e l y  also 
p r e s e n t s  p r o b l e m s  of s e c u r i t y  of i n f o r m a t i o n .  T h e  p o s s i b l e  
use of c o m p u t e r s  to s o r t  out o b s o l e t e  f i l e s  for d e s t r u c t i o n  
a n d  m L c r o - f i 1 m i ng for p r e s e r v i n g  n e e d e d  f i l e s  s h o u l d  b e  
g i v e n  c o n s i d e r a t i o n  by the G o v e r n m e n t .  *

2.2 P r o c e d u r e s  for c l o s i n g  files r e q u i r e  t h a t  files h a v e  to be 
c l a s s i f i e d  into four c a t e g o r i e s :  (a) p e r m a n e n t  cases; (b)
s e m i - p e r m a n e n t  cases; (c) o r d i n a r y  cases; and (d) r o u t i n e  
c a s e s .  T h e  p r o c e d u r e s  d o  n o t  m a k e  a n y  s e n s e ,  e v e n  if 
p r o p e r l y  e x e c u t e d .  In c l o s i n g  t h e  f i l e s ,  t h e  f o l l o w i n g  
a c t i v i t i e s  are i n v o l v e d  w h i c h  a p p e a r  to be u n n e c e s s a r y .

(a) L i s t i n g  o f  p a p e r s  c o n t a i n e d  i n  t h e  f i l e  is t o  b e  
p r e p a r e d  and m a i n t a i n e d  on the file.

(b) The p a p e r s  on the c o r r e s p o n d e n c e  s i d e  are r e v e r s e d  and 
the note s h e e t s  are p l a c e d  b e l o w  the c o r r e s p o n d e n c e .

(c) P r e p a r a t i o n  of a b s t r a c t  of the c a s e  as w e l l  as index 
s lips and a r r a n g i n g  the l a t t e r  a l p h a b e t i c a l l y  in loose 
leaf b i n d e r s  in the R &. I u n i t  for p r i n t i n g  of the I n dex 
at the e n d  of the y e a r ,  a r e  q u i t e  u n n e c e s s a r y ,  t i m e  
c o n s u m i n g  and s e r v e s  no u s e f u l  p u r p o s e .
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2 . 3 S e c r e t a r i a t  R e c o r d  f o .  / g o  r T  A “ ‘s « T  « n { ? S
p r e s e r v i n g  p e r ™ « n e . ,  I C, / H l n i s t r i e s / D i , i s i » , . s .  T h i s

( C a t e g o r y  D) f i l e t  ot a r for t a k i n g  care of t h e s e

lleco i d Hoorn has U a l n  .. • L r y / D i v i s i o n  r e q u i r e s  o l d  f l l e ®
files. W h e n e v e r ,  any Mini. y r e q u i s i t ion to the R e c°^d 
for r e f e r e n c e  pur p o s e ,  U >ey w h  t h e  t i m e  c o m e s  f o r

R o o m  f o r  g e t t i n g  t h e  " ’■"■gory 1 1 1 -  > S

M t n I sVr y / P Tv*i s 1 on  c o n c l r n e ^ ^ d o / s  it a f t e r  b r i n g i n g  t h o s e  

f i l e s  from the R e c o r d  Room.

t a k e n  b y  t h e  D e p a r t m e n t  of  
• A ’ c a t e g o r y  o f  R o o m  a f t e r  25 yea r s ,  w h e n  these

m e i V are t r e a t e d  to be h i s t o r i c a l  d o c u m e n t .

i? * a * * * n’ c a t e g o r y  f i les into the
At , - r „t c o n s , g n m e n t m O f onA ^  l e n g t h y  a n d

c u m b e r s o m e  r e c o r d i n g  p r o c e d u r e s .

BfiEom®em!»tlan^62- f U i n g Pc a b in it s  should be

i n t r o d u c e d .

*,3. A s t u d y  o n  h o w  t o m o  d e  r n i s e  ̂ h  e , f i  1:1 » « 

s y s t e m  s h o u l d  e B t a n d a r d i z e d  system.

T h e * 0 s t u d y  s h o u l d  - a m i n e  the a p p l i c a t i o n  of

e f f e c t i v e n e s s .

T h e  p r o c e d u r e s  r e g a r d i n g !

ing, w e e d i n g  an es  g Q  t h a t  t h e  S e c t i o n
n e e d  to be s u n p  a n d  a p p l y  t h e m .
A s s i s t a n t s  c a n  u n d e r s t a n d  s t i n g

T h e  t i m e l y  « P P l l L « e n B U red by the h i g h e r
p r o c e d u r e s  s h o u l d  c H v e n  to the

t^“ ductior^'of^paper-shr^dditTg machines for
i n t r o d u c t i o n  o p » f «- u n n e c e s s a r y
t h e  d e s t r u c t i o n  o f  o l d  a n d  u n n

m a t e r i a l s .
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F . Ptiys ical.. Faci lj t ies_and_Logistics

1. Physical Facilities

P h y s i c a l  f a c i l i t i e s  in t h e  p r e s e n t  S e c r e t a r i a t  h a v e  n o t  b e e n  
p l a n n e d  a c c o r d i n g  to the g r o w t h  in the M i n i s t r i e s  and the size of 
t h e i r  p e r s o n n e l .  In m o s t  cases, p h y s i c a l  f a c i l i t i e s  a r e  l i m i t e d  
a n d  d o  n o t  p r o v i d e  f o r  a d e q u a t e  s p a c e  a n d  a w o r k - c o n d u c i v e  
e n v i r o n m e n t .  T h e  s i t u a t i o n  g e n e r a l l y  is t h a t  o f  o v e r c r o w d e d  a n d  
u n m e t h o d i c a l  a r r a n g e m e n t  of work.

1.1 T h e r e  is no r a tional b a s i s  u p o n  w h i c h  the v a r i o u s  M i n i s t r i e s  
and D L v i s i o n s  are h o u s e d  inside the B a n g l a d e s h  S e c r e t a r i a t .  
A p p a r e n t l y  there is no r e l a t i o n s h i p  b e t w e e n  the si z e  of a 
M i n i s t r y / D i v i s i o n  a n d  t h e  a m o u n t  o f  p h y s i c a l  s p a c e  
a l l o c a t e d .  The m a n n e r  in w h i c h  v a r i o u s  M i n i s t r i e s  are h o u s e d  
in the S e c r e t a r i a t  is a big s o u r c e  of i n e f f i c i e n c y .  In some 
i n s t a n c e s ,  a M i n i s t r y  is t r u n c a t e d  i n t o  t h r e e  o r  f o u r  
p o r t i o n s ,  ea c h  h o u s e d  in small b l o c k s  in d i f f e r e n t  floors of 
a b u i l d i n g .  It i s # n o t  u n c o m m o n  to fi n d  top r a n k i n g  o f f i c e r s  
s i t t i n g  in one b u i l d i n g  and the s u p p o r t i n g  s t a f f  in a n o t h e r  
b u i l d i n g .

1.2 T h e  M i n i s t r i e s  o c c u p y  o f f i c e s  o n  d i f f e r e n t  f l o o r s  o f  t h e  
sa m e  b u i l d i n g  w h i c h  m a k e s  it i n c o n v e n i e n t  for the o f f i c e r s  
or the v i s i t o r s  to c a r r y  t h e i r  b u s i n e s s .  The S e c t i o n s  and. 
the W i n g s  of the M i n i s t r y  are a l s o  d i s p e r s e d ,  o c c a s i o n a l l y  
at, c o n s i d e r a b l e  d i s t a n c e  f r o m  e a c h  o t h e r  w h i c h  p r e s e n t s  
d i f f i c u l t y  in c o m m u n i c a t i o n  a m o n g  t h e  o f f i c e r s  a n d  in 
t r a n s m i t t i n g  f i l e s  a n d  p a p e r s  f r o m  o n e  p l a c e  t o  a n o t h e r  
p l n e e  .

1.3 T h e r e  is no space to r e c e i v e  v i s i t o r s  and c o n d u c t  m e e t ings. 
M e e t i n g s  are held and v i s i t o r s  are r e c e i v e d  by the o f f i c e r s  
in t heir own o f f i c e s  w h i c h  i n t e r r u p t s  the o f f i c i a l  business.

1.4 T h e  b u i l d i n g s  o f  t h e  M i n i s t r i e s  a r e  n o t  s i t u a t e d  i n  
a c c o r d a n c e  w i t h  t h eir f u n ctions. The M i n i s t r i e s  p e r f o r m i n g  
r e l a t e d  f u n c t i o n s  a r e  n o t  s i t u a t e d  i n  p r o x i m i t y  to  e a c h  
o t h e r  w h i c h  c r e a t e s  p r o b l e m s  of c o o r d i n a t i o n .  F o r  instance, 
t h e  s e r v i c e  M i n i s t r i e s  s u c h  a s  W o r k s ,  C o m m u n i c a t i o n ,  
E d u c a t i o n  etc. w h i c h  h a v e  m o r e  c o n t a c t s  w i t h  i n d i v i d u a l  
c l i e n t s  t h a n  o t h e r  M i n i s t r i e s  a r e  s c a t t e r e d  a l l  o v e r  t h e  
S e c r e t a r i a t .  R e g u l a t o r y  M i n i s t r i e s / D i v i s i o n s  s u c h  as the 
E s t a b l i s h m e n t ,  the F i n a n c e  and the C a b i n e t  D i v i s i o n  a r e  the 
p r i m a r y  a g e n c i e s  to i s sue r u les and r e g u l a t i o n s  p e r t a i n i n g  
to p e r s o n n e l  a n d  f i n a n c i a l  m a t t e r s .  T h e s e  
M i n i s t r i e s / D i v i s i o n s  are not l o c a t e d  in s u c h  a m a n n e r  that 
these c o u l d  be c o n v e n i e n t l y  r e a c h e d  by all o t h e r  M i n i s t r i e s /  
D i v i s i o n s .
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T h e  G o v e r n m e n t  s h o u l d  c o n s i d e r  b u i l d i n g  a 
new S e c r e t a r i a t , T h e  p h y s i c a l  f a c i l i t i e s  in 
the n e w  S e c r e t a r i a t  s h o u l d  b e  d e s i g n e d  to 
fo s t e r  an i m p r o v e d  w o r k i n g  e n v i r o n m e n t .

T h e  S e c r e t a r i a t  s h o u l d  b e  h o u s e d  i n t o  
blocks. The M i n i s t r i e s  s h o u l d  be h o u s e d  in 
p r o x i m a t e  b l o c k  o n  t h e  b a s i s  o f  t h e i r  
f u n c t i o n s .  T h e  m a i n  r e g u l a t o r y  M i n i s t r i e s  
s h o u l d  be l o c a t e d  in t h e  c e n t e r  so t h a t  
m i n i s t e r i a l  b u s i n e s s  c o n c e r n e d  w i t h  
r e g u l a t o r y  m a t t e r s  c o u l d  b e  e f f i c i e n t l y  

c o n d u c t e d .

E a c h  b l o c k  s h o u l d  h a v e  i n t e r c o m  t e l e p h o n e  
system. V i s i t o r s  w i s h i n g  to m e e t  a n y  o f f i c e r  
s h o u l d  be a l l o w e d  to u s e  t h e  f a c i l i t y  o f  
s u c h  t e l e c o m  s y s t e m s .  I n  c a s e s  w h e r e  t h e  
e n t r y  o f  a n  i n d i v i d u a l  is c o n s i d e r e d  
n e c e s s a r y  b y  t h e  o f f i c e r  c o n c e r n e d ,  h e  
sh o u l d  be a l l o w e d  to e n t e r  the S e c r e t a r i a t  
o ff i c e s .  S t r i c t n e s s  in the m a t t e r  of e n t r y  
into the S e c r e t a r i a t  s h o u l d  be g i v e n  s e r i o u s  

c o n s i d e r a t i o n .

2. Organiiation of Offices

2.1 T h e  o f f i c e  l a y - o u t  and the o r g a n i z a t i o n  o f  o f f i c e s  in the 
S e c r e t a r i a t  d o e s  not f o l l o w  a r a t i o n a l  o r d e r .  The o f f i c e s  of 
D i v i s i o n s  , W i n g s  a n d  S e c t i o n s  a r e  a l l  s c a t t e r e d .  T h i s  
h a m p e r s  s m o o t h  o p e r a t i o n  of b u s i n e s s  a n d  c r e a t e s  d i f f i c u l t y  
for the o f f i c e r s  in s u p e r v i s i n g  the s u p p o r t i n g  staff.

2.2 T h e  p r e s e n t  s y s t e m  o f  a r r a n g e m e n t  o f  o f f i c e s  c r e a t e s  
c o n f u s i o n  a m ong the o f f i c e r s  and staff; a lot of time is 
w a s t e d  in e i t h e r  l o o k i n g  for or f i n d i n g  the d e s i r e d  office. 
T i m e  is w a s t e d  in r e a c h i n g  a c e r t a i n  o f f i c e  as the o f f i c e s  
a r e  n o t  l o c a t e d  a c c o r d i n g  to  t h e  h o m o g e n e i t y  o f  t h e i r  
functions. The p r e s e n t  a r r a n g e m e n t s  a l s o  act as a b a r r i e r  to 
e a s y  c o m m u n i c a t i o n  and c o n s u l t a t i o n  a m o n g  t h e  officers.

2.3 T h e r e  is l a c k  of u n i f o r m i t y  in t h e  a l l o c a t i o n  o f  o f f i c e  
s p a c e  a m o n g  d i f f e r e n t  o f f i c e r s  in t h e  S e c r e t a r i a t .  T h e  
a l l o c a t i o n  of o f f i c e  s p a c e ,  a c c o r d i n g  t o  t h e  G o v e r n m e n t  
s p e c i f i c a t i o n s  to d i f f e r e n t  l e v e l s  of the h i e r a r c h y  is not 
f o l l o w e d  d u e  to the p h y s i c a l  l i m i t a t i o n s .  A s  a r e s u l t ,  
o f f i c e r s  o f  t h e  s a m e  r a n k  o c c u p y  o f f i c e s  o f  v a r y i n g  
p r o p o r t i o n s .  The d i s c r e p a n c y  in a l l o c a t i o n  of o f f i c e  s p a c e s  
c r e a t e s  p r o b l e m  in w o r k  as we l l  as m o r a l e  for the o f f i c e r s .

R e c o m m e n d a t i o n ! :65.

66.

67 .
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ReqoBmencJaL_ions: 68. T h e  e x i s t i n g  o f f i c e  l a y  o u t  a n d  s e a t i n g
a r r a n g e m e n L s  o f  t h e  o f f i c e r s  s h o u l d  be  
u n i f o r m l y  d e s i g n e d  to f a c i l i t a t e  s u p e r v i s i o n  
and e c o n o m y  of time and l o g i s t i c s .

69. The p h y s i c a l  l a y - o u t  of the o f f i c e s  sho u l d  
be d e s i g n e d  so that, t h e  o f f i c e r  i n - c h a r g e  
and his s u b o r d i n a t e s  are h o u s e d  in p r o x i m i t y  
to e a c h  o t h e r  in o r d e r  to f a c i l i t a t e  easy 
c o n s u l t a t i o n  and s u p e r v i s i o n .

70. T h e  o f f i c i a l  m e e t i n g s  a n d  r e c e p t i o n  o f  
v i s i t o r s  s h o u l d  take p l a c e  in a m e e t i n g  room 
w h i c h  is s e p a r a t e  but c o n n e c t e d  to the main 
o f f i c e s  in o r d e r  t o  a v o i d  u n n e c e s s a r y  
i nterr u p t i  o n .

3. Office Equipment

3.1 O f f i c e  w o r k  s u f f e r s  for l a c k  of  o f f i c e  e q u i p m e n t ,  f o r m s  and 
s t a t i o n e r i e s .  'Die s u p p l y  of c o m m o n  i tems of s t a t i o n e r y  is 
i r r e g u l a r .  T h e  a d m i n i s t r a t i v e  s e c t i o n  in t h e  M i n i s t r y  
r e s p o n s i b l e  f o r  t h e  s u p p l y  o f  o f f i c e  e q u i p m e n t  a n d  
s t a t i o n e r i e s  is u n a b l e  to p e r f o r m  s a t i s f a c t o r i l y .  Due to the 
.lack of m a i n t a i n i n g  p r o p e r  i n v e n t o r i e s ,  r e q u i r e m e n t s  c a n  not 
be d e t e r m i n e d  iri advance.

3.2 T h e  p r e s e n t  s y s t e m  of p r o c u r e m e n t  o f  o f f i c e  e q u i p m e n t  is 
rigid and t i m e - c o n s u m i n g  and n e e d s  to be c h a n g e d .  U n d e r  the 
system, a f t e r  the annual b u d g e t  is p a s s e d  a n d  a p p r o v e d ,  each 
M i n i s L r y / D i v i s i o n s  p r e p a r e s  an i n d e n t  in the p r e s c r i b e d  form 
and s e n d s  it to the B a n g l a d e s h  F o r m s  a n d  S t a t i o n e r y  O f f i c e  
for the n e e d e d  s u p p l y  of items. The a r t i c l e s  w h i c h  are not 
a v a i l a b l e  in that o f f i c e  are p r o c u r e d  f r o m  the local m a r k e t  
t h r o u g h  t e n d e r  p r o c e d u r e  f o r  w h i c h  t h e r e  is a s t a n d i n g  
T e n d e r  C o m m i t t e e  in e a c h  M i n i s t r y / D i v i s i o n  . B e f o r e  a n y  item 
can be p r o c u r e d  from the l o c a l  market, a n o n - a v a i l a b i l i t y  
c e r t i f i c a t e  is r e q u i r e d  to be o b t a i n e d  f r o m  the F o r m s  and 
S t a t i o n e r y  O f f i c e .  Items s u c h  as f u r n i t u r e ,  p h o t o - c o p i e r s ,  
c o m p u t e r s ,  e t c .  a r e  u s u a l l y  p r o c u r e d  t h r o u g h  t e n d e r  
p r o c e d u r e .  T h i s  s y s t e m  p r e v e n t s  M i n i s t r i e s  and D i v i s i o n s  
from o b t a i n i n g  u s e f u l  and i m p o r t a n t  o f f i c e  e q u i p m e n t  at the 
n e e d e d  time.

3.3 T h e  e x i s t i n g  e q u i p m e n t  is i n a p p r o p r i a t e  f o r  c o n d u c t i n g  the
o f f i c i a l ,  b u s i n e s s  in  a n  e f f i c i e n t  m a n n e r .  T y p i n g  is 
g e n e r a l l y  d o n e  o n  m a n u a l  t y p e w r i t e r s .  A l i m i t e d  q u a n t i t y  of 
e l e c t r i c a l  t y p e w r i t e r s  and m i c r o  c o m p u t e r s  e x i s t  but a r e  not 
s u f f i c i e n t l y  u t i l i z e d .  Hence, d e l a y s  o c c u r  in the t y p i n g  of 
the o f f i c i a l  d o c u m e n t s .  D o c u m e n t s  a r e  c o p i e d  m o s t l y  o n  
a n t i q u a t e d  d u p l i c a t i n g  m a c h i n e s  w h i c h  s u f f e r  f r o m  f r e q u e n t
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b r e a k d o w n . D u p l i c a t i n g  s e r v i c e s  a r e  o p e r a t e d  o n  a c e n t r a l  
b a s i s  a n d  t h e  r e q u i s i t i o n i n g  o f  s e r v i c e s  b y  d i f f e r e n t  
o f f i c e s  m a k e s  i t  i n c o n v e n i e n t  t o  d u p l i c a t e  a n d  c o p y  

n e c e s s a r y  m a t e r i a l s .

R e c o m m e n d a t i o n s :  71 . E v e r y  M i n i s t r y  s h o u l d  b e  e q u i p p e d  w i t h  a n
a d e q u a t e  n u m b e r  of p h o t o - c o p i e r s  a n d  m i c r o

c o m p u  t e r s .

72. O f f i c e  e q u i p m e n t  s h o u l d  b e  m o d e r n i z e d  b y  
i n t r o d u c i n g  m i c r o  c o m p u t e r s  and p h o t o c o p y i n g  
m a c h i n e s  to e x p e d i t e  a n d  m a n a g e  the flow and 
s t o r a g e  of i n f o r m a t i o n .

73. C o n f e r e n c e  t e l e p h o n e  s y s t e m s  s h o u l d  b e  
i n t r o d u c e d  in s e l e c t e d  M i n i s t r i e s  o n  a p i l o t  

b a s i s .

74. T r a i n i n g  in t h e  u s e  o f  m o d e r n  o f f i c e  
e q u i p m e n t  and c o m p u t e r s  s h o u l d  be m a n d a t o r y  
f o r  A s s i s t a n t  S e c r e t a r i e s  a s  p a r t  o f  t h e  
p o s t - e n t r y  and i n - s e r v i c e  train i n g .

75. L o g i s t i c  sup p o r t ,  s u c h  as f o r m s  and 
s t a t i o n e r i e s ,  o f f i c e  e q u i p m e n t s ,  etc. s h o u l d  
be a d e q u a t e l y  p r o v i d e d  to all S e c t i o n s  for 
the s m o o t h  f l o w  of b u s i n e s s .  All S e c t i o n s  
s h o u l d  be p r o v i d e d  o f f i c e  s u p p l i e s  a c c o r d i n g  
to their n e e d s  at r e g u l a r  i n t e r v a l s  and a 
s y s t e m  of i n v e n t o r y  c o n t r o l  s h o u l d  be 

m a i n t a i n e d .

T ranspor t

T h e  t r a n s p o r t  f a c i l i t y  p r o v i d e d  b y  t h e  S e c r e t a r i a t  is 
i n a d e q u a t e  a n d  p r o p e r  p r o c e d u r e s  f o r  u t i l i z i n g  e x i s t i n g  
t r a n s p o r t  are lacking. L a c k  of t r a n s p o r t  f a c i l i t y  for the 
o f f i c e r s  and s t a f f  to c o m m u t e  to and f r o m  the p l a c e  of w o r k  
c a u s e s  s e v e r e  p r o b l e m s  in m a i n t a i n i n g  p u n c t u a l  o f f i c e  hours.

The t r a n s p o r t  f a c i l i t y  a v a i l a b l e  for o f f i c i a l  p u r p o s e s  are 
also inadeq u a t e .  T r a n s p o r t  is s o m e t i m e s  not a v a i l a b l e  w h e n  
ne e d e d  for i m p o r t a n t  o f f i c i a l  work.
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R e c o m m e n d a t i o n s : 76. T h e  G o v e r n m e n t  s h o u l d  e x p a n d  a n d  i m p r o v e  
p u b l i c  t r a n s p o r t  f a c i l i t i e s .  As an i n t erim 
mea s u r e ,  the g o v e r n m e n t  s h o u l d  c o n s i d e r  the 
tise of m i c r o  a n d  m i n i  b u s e s  t o  p i c k  a n d  
d e l i v e r  g o v e r n m e n t  p e r s o n n e l  at f i x e d  po i n t s  
in Dhaka.

77. The e x i s t i n g  p r o c e d u r e s  for the u t i l i z a t i o n  
of p r e s e n t  t r a n s p o r t  f a c i l i t i e s  for g o v e r n 
me n t  p e r s o n n e l  s h o u l d  be improved.



T V .  I M P L E M E N T A T I O N  P L A N

The r e c o m m e n d a t i o n s  of the W o r k i n g  G r o u p  h a v e  b e e n  d e v e l o p e d  w i t h  
a v i e w  to e n h a n c e  the e f f i c i e n c y  in the S e c r e t a r i a t  S y s t e m  and 
its W o r k  P r o c e d u r e s . I m p l e m e n t a t i o n  of the r e c o m m e n d a t i o n s  in the 
s p e c i f i c  a r e a s  of the R e p o r t  i . e . ,  R u l e s  a n d  I n s t r u c t i o n s ;  
1,'c'C i s i o n - n m k  i n g ; P e r s o n n e l  M a n a g e m e n t ;  T r a i n i n g ;  F i les M a n a g e m e n t  
and R p c o r d  Keeping; P h y s i c a l  F a c i l i t i e s  and L o g i s t i c s  r e q u i r e s  
a n  o v e r a l l  m e c h a n i s m  t o  e n s u r e  t h a t  a p p r o p r i a t e  m e t h o d s ,  
r e s o u r c e s  a n d  p e r s o n n e l  a r e  a p p l i e d  f o r  i m p l e m e n t i n g  t h e  
r e c o m m e n d a t i o n s .

T h e  0 ft M W j n g  of the M i n i s t r y  o f  E s t a b l i s h m e n t  s h o u l d  be 
d e s i g n a t e d  t h e  p r i m e  r e s p o n s i b i l i t y  f o r  c o o r d i n a t i n g  a n d  
m o n i t o r i n g  the i m p l e m e n t a t i o n  o f  t h e  v a r i o u s  p r o g r a m m e s  as  
d e s c r i b e d  in this section. For this p u r p o s e ,  a n u m b e r  of c h a n g e s  
and i m p r o v e m e n t s  jn the e x i s t i n g  f u n c t i o n s  a n d  s t a f f  of 0  & M 
W i n g  s h o u l d  be first u n d e r t a k e n .

1. The f u n c t i o n s  and s c ope of w o r k  of the e x i s t i n g  0 & M Wi n g  
s h o u l d  be e n l a r g e d  to i n c l u d e  d e v e l o p m e n t a l  a c t i v i t i e s  r e l a t e d  
to o r g a n i z a t i o n a l  c h a n g e s  and i m p r o v e m e n t s  in o f f i c e  a n d  w o r k  
p r o c e d u r e s ,  p e r s o n n e l  d e v e l o p m e n t ,  i n f o r m a t i o n  m a n a g e m e n t  
s y s t e m s  etc. T h e  c u r r e n t  r e g u l a t o r y  f u n c t i o n s  o f  0 & M in 
r e v i e w i n g  p r o p o s e d  r e o r g a n i z a t i o n s  and p e r s o n n e l  a d d i t i o n s  
s l i o u M  c o n t i n u e  as one of the c o m p o n e n t s  of O  ft M services.

2. The s t a f f  c a p a c i t y  of 0  ft M s h o u l d  be s t r e n g t h e n e d  t h r o u g h  
d e p u t i n g  and r e c r u i t i n g  q u a l i f i e d  p e r s o n n e l  w i t h  t r a i n i n g  and 
e x p e r i e n c e  in o r g a n i z a t i o n a l  c h a n g e  and d e v e l o p m e n t .  A r e v i e w  
or the p r e s e n t  s t a f f  of 0 & M s h o u l d  be u n d e r t a k e n  a n d  the 
s t a f f  w i l h  i n a p p r o p r i a t e  q u a l i f i c a t i o n s  and e x p e r i e n c e  sh o u l d  
be p o s t e d  e l s e w h e r e .  T h e  s e l e c t e d  0 & M s t a f f  s h o u l d  b e  
p r o v i d e d  wit.ii special, p a y  a n d  o t h e r  a t t r a c t i v e  b e n e f i t s  
i n c l u d i n g  foreign t r a i n i n g  o p p o r t u n i t i e s .

3. 0 ft M s h o u l d  be a l l o c a t e d  a s e p a r a t e  and s u f f i c i e n t  b u d g e t  for 
its internal o r g a n i z a t i o n a l  and s t a f f  d e v e l o p m e n t  as we l l  as 
for contract ing out.side c o n s u l t a n c y  s e r v i c e s .

In o u r  view, t fie a b o v e  p r o p o s e d  c h a n g e s  a n d  i m p r o v e m e n t s  in 
the 0 ft M W i n g  c o u l d  be c o m p l e t e d  w i t h i n  a s h o r t  p e r i o d ,  
p r e s u m a b l y  w i t h i n  a fi-12 m o n t h s ’ dura t i o n ,  w h i c h  will e n a b l e  
the 0 ft M Wi n g  to c o o r d i n a t e  and m o n i t o r  the i m p l e m e n t a t i o n  of 
the r e c o m m e n d e d  p r o g r a m m e s :

'1 . A st tidy should be u n d e r t a k e n  to t r a n s f o r m  the 0 ft M W i n g  of 
the M i n i s t r y  of Establ i s h men t Into a f u l l - f l e d g e d  Divis i o n .
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DEVEI iO P M E N T _ O F _  0&M„J2 APACJLTY (Terms of R e f e r e n c e )

The S t u d y  G r o u p  r e c o m m e n d s  that the O & M  W i n g  of the M i n i s t r y  of 
E s U b l i s h m n n t  s h o u l d  b e  s i g n i f i c a n t l y  s t r e n g t h e n e d  a n d  
t r a n s f o r m e d  into a f u l l - f l e d g e d  D i v i s i o n .

ObJ e_c_tjl v e

•The o b j e c t i v e  is to e x p a n d  t h e  s c o p e  a n d  f u n c t i o n s  of  t h e  
e x i s t i n g  O & M  W i n g  to i n c l u d e  d e v e l o p m e n t a l  a c t i v i t i e s  r e l a t e d  to 
o r g a n i z a t i o n a l  c h a n g e s  a n d  i m p r o v e m e n t s  in w o r k  p r o c e d u r e s ,  
p e r s o n n e l  d e v e l o p m e n t ,  i n f o r m a t i o n  m a n a g e m e n t  s y s t e m s  etc.

A s t u d y  will be c o n d u c t e d  to d e t e r m i n e  the o r g a n i z a t i o n a l  and 
p e r s o n n e l  requ irements of the p r o p o s e d  O & M  D i v i s i o n .

The s t u d y  will focus upon:

1. A p p r o p r i a t e  o r g a n i z a t i o n a l  s t r u c t u r e  a n d  m a n d a t e  o f  O & M :  
e x a m i n e  the r a n g e  of a l t e r n a t i v e s  f o r  a n  e f f e c t i v e  O & M  
r e o r g a n i z a t i o n  by a d d r e s s i n g  the issue o f  h o w  the O & M  c a n  
b e s t  p e r f o r m  s e r v i c e - o r i e n t e d  f u n c t i o n s  r a t h e r  t h a n  r e g u l a 
tory f u n c t i o n s  and the level of a u t o n o m y  t h a t  m a y  be r e q u i r e d  
for this purpose.

2. R e l a t i o n s h i p  b e t w e e n  O & M  a n d  t h e  M i n i s t r i e s  a n d  o t h e r  
a g e n c i e s  - e x a m i n e  the m o d e s  of d e l i v e r y  of O & M  s e r v i c e s  to 
the g o v e r n m e n t a l  o r g a n i z a t i o n s .

3. P e r s o n n e l  r e q u i r e m e n t s  - d e t e r m i n e  the s t r e n g t h ,  q u a l i f i c a 
tions, s e r v i c e  c o n d i t i o n s ,  and t r a i n i n g  r e q u i r e m e n t s  for the 
O & M  per s o n n e l .

4. T r a i n i n g  - f o r m u l a t e  a t r a i n i n g  p r o g r a m m e  for O & M  p e r s o n n e l  
i n c l u d i n g  an i d e n t i f i c a t i o n  of t a r g e t  p o p u l a t i o n ,  t r a i n i n g  
c u r r i c u l u m  and a p p r o p r i a t e  i n s t i t u t i o n s  b o t h  i n - c o u n t r y  a n d  
a b r o a d .

Finan c i a l  r e q u i r e m e n t s  - e s t i m a t e  the f i n a n c i a l  and b u d g e t a r y  
r e q u i r e m e n t s  of O & M  d e v e l o p m e n t  and o p e r a t i o n s .

A p p JLQX_im a te__Co st

The s t u d y  wi l l  be c o n d u c t e d  by an i n d e p e n d e n t  t e a m  c o n s i s t i n g  of 
1 e x p a t r i a t e  a n d  2 l o c a l  c o n s u l t a n t s  (3 p e r s o n - m o n t h s  f o r  
e x p a t r i a t e  nnd 0 p e r s o n - m o n t h s  for local c o n s u l t a n t s ) .  It w i l l
a p p r o x i m a t e l y  t-0 sL 2 , 0 0 0 .



n. Prograimes

I. lUilen and Regulations

O b j e c t i v e s  To„_s.i mplify_Ru.les^^exuljLtJjJnsj.^.ncLJLns t r u e t i o n 3 _ a n d
a d o p t _m e a s u r e s___ t o__i n c r e a. s_e__ t h e__ know.1 e d g e a n d
c o m p l  i an c e_o n t  tie p a r t  of the o f f i c e r s ,  and_s_tafX •

M e t h o d s :

(a) M o n i t o r ,  t h r o u g h  a d m i n i s t e r i n g  a t e s t ,  t h e  s t a t e  o f  
k n o w l e d g e  of the R u l e s  and I n s t r u c t i o n s  o n  the p a r t  of the 
de s k  o f f i c e r s  and take n e c e s s a r y  a c t i o n s  for i m p r o v i n g  the
k n o w l e d g e .

I m p i e m e n t i . n g _ 0 r g a n i z a t i o n ( s ): R e s p e c t i v e  M i n i s t r i e s .

(b) ArrnnE>e special t r a i n i n g  c o u r s e s  of s h o r t  d u r a t i o n  w i t h i n  
the M i n i s t r y / D i v i s i o n  p e r i o d i c a l l y  to u p - d a t e  the k n o w l e d g e  

of the o f f i c e r s .

Inip_lemeritinj_.Orga n i z a tion(s) : M i n i s t r y  of E s t a b l i s h m e n t  in
c o n s u l t a t i o n  w i t h  r e s p e c t i v e  
M i n i s t r i e s .

(c) P r i n t  and s u p p l y  s u f f i c i e n t  n u m b e r  of R u l e s  and I n s t r u c t i o n s  
wi t h  u p - t o - d a t e  a m e n d m e n t s  to all o f f i c e r s .

Tmp.lement.in^_.OrganizatjLOjLLsl: R e s p e c t i v e  M i n i s t r i e s  .

(d) I n t r o d u c e  p r o p e r  c a t a l o g i n g  and i n v e n t o r y  c o n t r o l  of b o o k s  
of rpfr rptire .

I m p l e m e n t  ing_0rgan.i.S.«Vt_io.n.(j5j.: R e s p e c t i v e  M i n i s t r i e s  .

(e) S i m p l i f y  the R u les and I n s t r u c t i o n s  w i t h  the a s s i s t a n c e  of 
e x p e r i e n c e d  c o n s u l t a n t s ;

lmp.lempn.Lj.i>g.._P.rganizatiorij s_) : M i n i s t r y  of E s t a b l i s h m e n t  in
c o n s u l t a t i o n  w i t h  the C a b i n e t  
D i v i sion, M i n i s t r y  of Finance, 
and M i n i s t r y  of L a w .

(f) E n s u r e  c o m p l i a n c e  of the R u l e s  of B u s i n e s s ,  1975 and the 
S e c r e t a r i a t .  I n s t r u c t i o n s ,  1 9 7 6  by  a l l  c o n c e r n e d  t h r o u g h  
r e g u l a r  i n s p e c t i o n s  and s u p e r v i s i o n  by s e n i o r  o f f i c e r s  and 
t h r o u g h  m o n t h l y  c o o r d i n a t i o n  m e e t i n g s .

Imp.ijsmentjjig Orgapjization.(.8 ).: Respective  M i n i s t r i e s .
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Oecision-naKing

g bj e c U L v e : To__Hpv p T q p  a n d  i n t r o d u c e I m p r o v e d  _ d e c  j s j o n - m a k i n f t
' ay.sjteras a n d p r o c e d u res .

Me_th_odsj.

(a) A n a l y z e  i n t r a - o r g a n i z a t i o n a l  a n d  i n t e  r - o r g a n  i z a t  l o n a l  
m e t h o d s  of c o o r d i n a t i o n  a n d  i m p r o v e  u p o n  t h e  e x i s t i n g  

me thod s ;

(b) D e s i g n  and c o n d u c t  w o r k s h o p s  on i m p r o v i n g  the s t r u c t u r e  a n d  
q u a l i t y  of m e e t i n g s  a n d  for m a k i n g  m e e t i n g s  r e s u l t - o r i e n t e d ;

(c) S i m p l i f y  c o m m u n i c a t i o n  p r o c e d u r e s  a n d  r e d u c e  w r i t t e n  forms 

of c o m m u n i c a t i o n ;

(d) D e v e l o p  and i n s tall m o n i t o r i n g  s y s t e m s  and p r o c e d u r e s  for

s u p e r v i s i o n .

(e) I n t r o d u c e  the s y s t e m  of s e n d i n g  i n - c o m i n g  ma i l  b y  the R&I 
U n i t  to the De p u t y  S e c r e t a r i e s  e v e r y  two h o u r s  d u r i n g  the 
d a y  and m o d i f y  S e c r e t a r i a t  I n s t r u c t i o n  No. 22 a c c o r d i n g l y .

(f) D i r e c t  the D e p u t y  S e c r e t a r i e s  to m e e t  the A s s i s t a n t  S e c r e t a 
r i e s  u n d e r  them on a r e g u l a r  b a s i s  to s o r t  o u t  p e n d i n g  c a s e s  
a n d  p r o v i d e  a new p r o v i s i o n  in the S e c r e t a r i a t  I n s t r u c t i o n s  

in this regard.

(g) M a k e  p r o v i s i o n  for r e v i e w  of the d i s t r i b u t i o n  of w o r k  a m o n g  
the o f f i c e r  of the M i n i s t r y / D i v i s i o n  by a m e n d i n g  S e c r e t a r i a t  

I n s t r u c t i o n  No. 7.

(h) E n s u r e  r e g u l a r  s u b m i s s i o n  of m o n t h l y  r e p o r t  of the a c i t i v i -  
t i e s  of the. M i n i s t r y / D i v i s i o n  f o r  c o n s i d e r a t i o n  b y  t h e  
c o u n c i l  of M i n i s t e r .  A l s o ,  e n s u r e  s u b m i s s i o n  o f  a n n u a l  
r e p o r t  for i n f o r m a t i o n  of the sa i d  c o u n c i l ,  as p e r  Rule 23 

of the R u l e s  of B u s i n e s s .

I mjiLemen t i n g _ 0 r g a n  i z a t i o n(.sj_; 0 & M Wing.

57



Personnel Management

Ob.iec t i v e : T o  i m p r o v e  p e r s o n n e l m a n a g e m e n t  t h r o u g h  b e t t e r
P  *1° d u. r e s o f  r e c r u i t m e n t .  s e l e c t i o n .  t r a n s f e r .  
promo t i o r i a n d  i n c e n t i v e s .

M e t h o d s :

(a) R e v i e w  the p r e s e n t  s y s t e m  of the p r o c e s s i n g  of r e c r u i t m e n t .

(b) D e v e l o p  a t w o - t i e r  r e c r u i t m e n t  s y s t e m  as r e c o m m e n d e d  in the 
s t u d y .

Im p l e m e n t i n g  O r g a n i z a t i o n ( s ) : M i n i s t r y  of E s t a b l i s h m e n t  in
c o n s u l t a t i o n  w i t h  the Pub l i c  
S e r v i c e  C o m m i s s i o n .

(c) I n t r o d u c e  f o r m a l  s u p e r v i s i o n  and i n s p e c t i o n  p r o c e d u r e s  b a s e d  
on the S e c r e t a r i a t  I n s t r u c t i o n s  and fo r m  i n t e r n a l  w o r k  s t u d y  
u n i t s  in all M i n i s t r i e s / D i v i s i o n s .

Im p l e m e n t i n g O r g a n i z a t i o n ^ s ): R e s p e c t i v e  M i n i s t r i e s .

(d) S i m p l i f y  a n d  m o d i f y  A C R  f o r m s  t o  r e f l e c t  t h e  a c t u a l  
p e r f o r m a n c e  o f  t h e  o f f i c e r s  a n d  l i n k  p e r f o r m a n c e  w i t h  
p r o m o t i o n ;

I m p l e m e n t i n g  O r g a n i z a tiont s ) : M i n i s t r y  of E s t a b l i s h m e n t .

(e) D e v i s e  o p t i o n s  f o r  i n c r e a s i n g  b o t h  p e c u n i a r y  a n d  n o n -  
p e c u n i a r y  i n c e n t i v e s  f o r  o f f i c e r s  b a s e d  o n  m e r i t  a n d  
per f o r m a n c e .

I m p l e m e n t i n g  O r g a n i z a t i o n t s ): M i n i s t r y  of E s t a b l i s h m e n t  in
c o n s u l t a t i o n  w i t h  M i n i s t r y  of 
Finance.

4. T ra i ning

O b j e c t i v e : T o _ e n h a n e e  the t r a i ni n g  fa c i l i t i e s  a n d t h e q u a l i t y  of
t heir_st a f f_a n d to p r o d u ce i n c r e a s e d  n u m b e r  of w e l l -
trained_j>ejrsonnel.

M e t h o d s :

(a) D e v e l o p  and a p p l y  an a p p r o p r i a t e  p o l i c y  to r e c r u i t  q u a l i f i e d  
t r a i n e r s  wj tit b e t t e r  r e m u n e r a t i o n s  and i n c e n t i v e s ;

(b) C o n d u c t  t. r a i n i n g  n e e d s  a s s e s s m e n t s  to  u p d a t e  t r a i n i n g  
c u r r i c u l a  and m e t hod;
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(c) I n t r o d u c e  c o m p u t e r - b a s e d  t r a i n i n g  t e c h n o l o g i e s ;

(d) E x p a n d  f i n a n c i a l  s u p p o r t  for r e s e a r c h  and p u b l i c a t i o n s ;

(e) I n c r e a s e  the t r a i n i n g  c a p a c i t y  a t  t h e  P A T C  a n d  t h e  B C S
( A d m i n i s t r a t i o n )  A c a d e m y ;

(f) I n t e g r a t e  i n - c o u n t r y  a n d  f o r e i g n  t r a i n i n g  p r o g r a m s  in
s u p p o r t  of c a r e e r  p l a n n i n g  and d e v e l o p m e n t  of l o c a l  t r a i n i n g  
insti tu t i o n s .

(g) I n s t i t u t e  o n - t h e - j o b  t r a i n i n g  p r o g r a m s  in the M i n i s t r i e s  to
be c o n d u c t e d  by the s e n i o r  o f f i c e r s ;

I m p l e m e n t i n g  O r g a n i z a t i o n ( s ): M i n i s t r y  of E s t a b l i s h m e n t .

0 N_-T 11E- JOB T R A I N I N G  (Terms of R e f e r e n c e )

The S t u d y  CJroup r e c o m m e n d s  that O n - t h e - J o b  T r a i n i n g  (0J T ) sh o u l d  
be f o r m a l l y  o r g a n i z e d  and c o n d u c t e d  in the m i n i s t r i e s .  The b a sic 
p u r p o s e  of O J T  is to i m p r o v e  kno w l e d g e ,  s k i lls, a n d  a t t i t u d e s  
t h a t  a r e  d i r e c t l y  r e l e v a n t  t o  t h e  m a n a g e r s ’ i m m e d i a t e  
e n v i r o n m e n t .  T h e r e f o r e ,  t h e r e  is a n e e d  to c r e a t e  a l e a r n i n g  
e n v i r o n m e n t  in the a c t u a l  w o r k - s e t t i n g  w h e r e  s u p e r v i s o r s  t r a i n e d  
in O J T  t e c h n i q u e s  can i n s t i l l  p r a c t i c a l  p r o b l e m  s o l v i n g  s k i l l s  in 
their s u b o r d i n a t e s .

Objective:

An  O J T  p r o g r a m m e  w i l l  be i n t r o d u c e d  in s e l e c t e d  m i n i s t r i e s  a n d  
i m p l e m e n t i n g  a g e n c i e s  o n  a p i l o t  b a s i s  f o r  a o n e  y e a r  p e r i o d  
u n d e r  the general m a n a g e m e n t  and s u p e r v i s i o n  of the O & M  W i n g  and 
Internal T r a i n i n g  S e c t i o n  of the M i n i s t r y  of E s t a b l i s h m e n t .  The 
p r o g r a m m e  will be i m p l e m e n t e d  by the f o l l o w i n g  m e t h o d s .

M e t h o d s

1. T h e  O & M  W i n g  will c o n d u c t  an a s s e s s m e n t  o f  w o r k - m e t h o d s  and 
o p e r a t i o n s  in s e l e c t e d  n u m b e r  o f  u n i t s  i n  d i f f e r e n t  
m i n i s t r i e s  a n d  i d e n t i f y  t h e  m a j o r  p r o b l e m s  r e l a t e d  to 
s u p e r v i s i o n ,  l e a d e r s h i p ,  m o t i v a t i o n ,  a n d  s k i l l s  a n d  
a t t i t u d e s .

2. T h e  O & M  W i n g  will s e l e c t  a p p r o x i m a t e l y  t w e n t y  s u p e r v i s o r y  
o f f i c e r s  of the r a n k s  of D e p u t y  S e c r e t a r i e s  a n d  A s s i s t a n t  
S e c r e t a r i e s  from d i f f e r e n t  m i n i s t r i e s .  T h e  s e l e c t i o n  wi l l  be 
b a s e d  on a c n d e m i c  q u a l i f i c a t i o n s ,  p r e v i o u s  t r a i n i n g ,  and a 
w i l l i n g n e s s  of the o f f i c e r s  to train t h e i r  s u b o r d i n a t e s .
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3. T h e  s e l e c t e d  g r o u p  o f  o f f i c e r s  w i l l  be g i v e n  t r a i n i n g  in O J T  
m e t h o d s  a n d  t h e i r  a p p l i c a t i o n  t o  i m p r o v e  s u p e r v i s i o n ,  
e m p l o y e e  m o t i v a t i o n ,  a n d  i n d i v i d u a l  a n d  o r g a n i z a t i o n a l  
p e r f o r m a n c e  a c c o r d i n g  to s p e c i f i c  n e e d s  as i d e n t i f i e d  by  the 
a s s e s s m e n t .  T h e  t r a i n i n g  w i l l  b e  c o n d u c t e d  a t  t h e  B C S  
( A d m i n i s t r a t i o n )  A c a d e m y  at D h a k a  w i t h  t h e  a s s i s t a n c e  o f  
q u a l i f i e d  l o c a l  c o n s u l t a n t s  f r o m  o u t s i d e  a s  w e l l  a s  f r o m  
w i t h i n  the g o v e r n m e n t .

4. T h e  t r a i n i n g  p r o g r a m m e  a t  t h e  B C S  A c a d e m y  w i l l  b e  o f  
a p p r o x i m a t e l y  1 0 - 1 2  w e e k s  a n d  w i l l  b e  c o n d u c t e d  i n  t h e  
e v e n i n g  a f t e r  o f f i c e  hours. B o t h  the t r a i n e r s  and p r o g r a m m e  
m a n a g e r s  a s  w e l l  a s  t h e  p a r t i c i p a n t  t r a i n e e s  w i l l  b e  
c o m p e n s a t e d  at the d a i l y  r a tes a l l o w e d  for l o c a l  c o n s u l t a n t s .

5. T h e  p a r t i c i p a n t  t r a i n e e s  a f t e r  c o m p l e t i n g  t h e i r  t r a i n i n g  w i l l  
a s s u m e  t h e  r e s p o n s i b i l i t y  o f  f o r m a l l y  s u p e r v i s i n g  a n d  
c o n d u c t i n g  t r a i n i n g  for t h e i r  s u b o r d i n a t e s  in a c t u a l  w o r k  
s e t t i n g  t h r o u g h  the a p p l i c a t i o n  of O J T  t e c h n i q u e s .

0. S i m i l a r  p r o g r a m s  c a n  be d e s i g n e d  a n d  e x t e n d e d  to  o t h e r
o r g a n i z a t i o n s  in a c c o r d a n c e  w i t h  t h e  j o b - s p e c i f i c  s k i l l  
r e q u i r e m e n t s  a f t e r  the s u c c e s s  of the p i l o t  a c t i v i t i e s  ha v e  
b e e n  e v a l u a t e d .

P e r f o r m a n c e  I n d i c a t o r s : The n u m b e r  of s u p e r v i s o r s  t r a i n e d  in 
O J T  m e t h o d s ;  the n u m b e r  of s u p e r v i s o r s  a p p l y i n g  O J T  m e t h o d s  
to t r a i n  s u b o r d i n a t e s ;  im p a c t  on i n d i v i d u a l s  j o b  p e r f o r m a n c e  
an d  e f f i c i e n c y .

AP-R.roxiinate Co s t

T h e  a p p r o x i m a t e  co s t  of i m p l e m e n t i n g  the p i l o t  p r o g r a m m e  for 60 
p a r t i c i p a n t  t r a i n e e s  (20 t r a i n e e s / 3  m o n t h s  s e s s i o n s )  and 10 
t r a i n e r s  and m a n a g e r s  will be a b o u t  $ 6 2 , 0 0 0  in l ocal T a k a  
c u r r e n c y ,  a n  e q u i v a l e n t  o f  4 0  p e r s o n  m o n t h s  o f  l o c a l  
c o n s u l t i n g .  The total c o s t  of e x t e n d i n g  O J T  p r o g r a m s  to o t h e r  
orRnnir.fltions o v e r  a 5 y e a r  p e r i o d  w i l l  b e  a p p r o x i m a t e l y  
$3 10,000 in local T a k a  curre n c y .

5. Fi In aana$yeaient and record keeping

Ob, i e.c t i_v e_: T o__s_ i m p l i f y  a n d  m o d  e r n i z e t h e  f i l i n g  a n d  r e c o r d
k e e p i n g __s y s t e m s  a nd_pra_cedu.re_s. T h e  p r o p o s e d  a c t i v i 
ties will be i m p l e m e n t e d  by the O & M  Wing.
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Me I;hods-:

(a) Introduce* s i m p l e  and s t a n d a r d i z e d  f i l i n g  system;

fb) the a p p l i c a t i o n  o f  c o m p u t e r s  f o r  s t o r i n g  a n d
r e t r i e v i n g  i n f o r m a t i o n  a n d  t h e  u s e  o f  m i c r o - f i l m i n g  f o r
p r e s e r v i n g  o l d  records; ng I o r

(c) S e t - u p  a c o m m i t t e e  o f  e x p e r t s  t o  s t u d y  t h e  e x i s t i n g
i n s t r u c t i o n s  r e g a r d i n g  r e c o r d i n g ,  i n d e x i n g  a n d  w e e d i n g  of
f i l e s  a n d  s u g g e s t  s i m p l i f i c a t i o n  t o  m a k e  t h o s e  e a s i l y
u n d e r s t a n d a b l e  by all c o n c e r n e d ,  p a r t i c u l a r l y  b y  the Secti 
A s s i s t a n t s .  oewuj.

7
ion

XPlPl_emen.tJjig__QrRanization( s ) : 0 & M Wing.

6- Physical Facilities and Logistics

°b,iec t i v e : J o _ . i m p r o v e ^ h e _ w p _ r ^  p r o v i d e  b e t t e r
l p fLks t i c a l  s u p p o r t . -----------

Me t h o d s : 

(ft)

(b) M o d i f y  J a y - o u t  of the o f f i c e s  w i t h  a v i e w  to i m p r o v e  w o r k i n g  
c o n d i t i o n s  and s u p e r v i s i o n ;  p e w o r K m g

(cl K » d , r n i M  n i l  o f f i c e  e q u i p m e n t s  b y  i n t r o d u c i n g  m i c r o  
c o m p u t e r s ,  p h o t o c o p i e r s ,  tele* o r  fax m a c h i n e s  b.. d in
O i v r , Y o n  d e t e r m i " e t h e  ” »<=* n e e d s  o f  e a c h  M i n i s ^ y /

(d) teleph°"e facilities in the selected

XmpIejnentin%_J3rjta.x\izat±gn±sJ: M i n i s t r y  of P u b l i c  W o r k s  in

c o n s u l t a t i o n  w i t h  r e s p e c t i v e  
M i n i s t r i e s .
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4. G o v e r n m e n t  of the P e o p l e’s R e p u b l i c  of B a n g l a d e s h ,  R e p o r t  of 
Lhe C o m m i t t ee for A d m i n i s t r a tive R e o r g a n i z a t i o n / R e f o r m , J u n e
19 R 2 .

5. G o v e r n m e n t  of the P e o p l e’s R e p u b l i c  of B a n g l a d e s h ,  R e p o r t  of 
t. h e_„ C a bine t S u b - C o rn m i_t_t e e for E x a m i n a t i o n  of the S t r u c t u r a l
Or g a n i  z a L i o n  of the__S e n i o r __S e r v i c e s  P o o l (S S P) and u n e q u a l
p r o s p e c  t s _ o f P r o m o t i o n  of o f f i c e rs of v a r i o u s  c a d r e  s e r v i c e s , 
Oc to bet” J 9R 7 .

G. S e c r e t a r i a t  W o r k  ' P r o c e d u r e s  as d e f i n e d  b y  t h e  R u l e s  o f  
B u s i n e s s  mid the S e c r e t a r i a t  I n s t r u c t i o n s  ha v e  b e e n  c a r r i e d  
o v e r  from the B r i t i s h  t i m e  and ha v e  p r o v i d e d  c o n t i n u i t y  to 
the c o n d u c t  of o f f i c i a l  b u s i n e s s .  H o w e v e r ,  the p r o v i s i o n s  of 
I lie two d o c u m e n t s  h a v e  not b e e n  r e v i s e d  to su i t  the c h a n g i n g  
c o n d i t i o n s  a n d  the r e q u i r e m e n t s  o f  a d m i n i s t r a t i o n .  T h e  
p r o b l e m s  in the R u l e s  and I n s t r u c t i o n s  h a d  b e e n  p o i n t e d  out 
as e a r l y  as in 1 94 5 by Sir R i c h a r d  T o t t e n h a m s  w h o  c o m m e n t e d  
that the d i s a d v a n t a g e s  of the s y s t e m  c a n  be s u m m e d  u p  in two 
p h r a s e s  - e x c e s s i v e  n o t i n g  and file s h i f t i n g ,  the c o m b i n e d  
e f f e c t  of w h i c h  is d e l a y  and i n e f f i c i e n c y .

7. The f u n c t i o n a l  r e l a t i o n s h i p  b e t w e e n  a p p l i c a t i o n  of rules and 
a d m i n i s t r a t i v e  e f f i c i e n c y  is not a d i r e c t  r e l a t i o n s h i p  but is 
m e d i a t e d  by the c o m p e t e n c e  and i n t e n t i o n s  of the p e r s o n n e l  
a p p l y i n g  rulfes. R u l e s ,  in a c e r t a i n  e n v i r o n m e n t ,  c o u l d  be 
a p p l i e d  f o r  d y s f u n c t i o n a l  p u r p o s e s  d e p e n d i n g  on  t h e  
i n t e n t i o n s  of the i n d i v i d u a l s .
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8. E x a m p l e s  of r u les that are d i f f i c u l t  to c o m p r e h e n d  are too 
m a n y  to quote. We q u o t e  o n l y  two e x a m p l e s  here:

(1) "The a p p l i c a t i o n  of the p r o v i s i o n s  of ru l e  192 m a y  be e x t e n 
d e d  to a G o v e r n m e n t  s e r v a n t  w h o  is d i s a b l e d  b y  i n j u r y  
a c c i d e n t a l l y  in, or in c o n s e q u e n c e  of, the d u e  p e r f o r m a n c e  of 
h i s  o f f i c i a l  d u t i e s  o r  i n  c o n s e q u e n c e - o f  h i s  o f f i c i a l  
p o s i t i o n ,  or by i l l n e s s  i n c u r r e d  in the p e r f o r m a n c e  of a n y  
particv.il nr d u t y  w h i c h  h a s  t h e  e f f e c t  o f  i n c r e a s i n g  h i s  
l i a b i l i t y  to i l l n e s s  o r  i n j u r y  b e y o n d  t h e  o r d i n a r y  r i s k  
a t t a c h i n g  to the c i v i l  p o s t  w h i c h  he ho l d s .  T h e  g r a n t  of 
this c o n c e s s i o n  is s u b j e c t  to the f u r t h e r  c o n d i t i o n s  -

(i) t h a t  t h e  d i s a b i l i t y ,  i f  d u e  t o  d i s e a s e ,  m u s t  b e  
c e r t i f i e d  by a m e d i c a l  b o a r d  to be d i r e c t l y  d u e  to the 
p e r f o r m a n c e  of the p a r t i c u l a r  duty; a n d

(ii) t h a t ,  if t h e  G o v e r n m e n t  s e r v a n t  h a s  c o n t r a c t e d  s u c h  
d i s a b i l i t y  d u r i n g  s e r v i c e  o t h e r w i s e  t h a n  w i t h  a m i l i t a r y  
for c e ,  it m u s t  be, in t h e  o p i n i o n  o f  G o v e r n m e n t ,  so 
e x c e p t i o n a l  in c h a r a c t e r  or  in the c i r c u m s t a n c e s  of its 
o c c u r r e n c e  as to j u s t i f y  such u n u s u a l  t r e a t m e n t  as the 
g r a n t  of this fo r m  of leave; and

(iii) (.hat the p e r i o d  x>f a b s e n c e  r e c o m m e n d e d  by the m e d i c a l  
b o a r d  m a y  be c o v e r e d  in p a r t  by  l e a v e  u n d e r  this rule 
a n d  in p a r t  b y  o t h e r  l e a v e ,  a n d  t h a t  t h e  a m o u n t  o f  
s p e c i a l  d i s a b i l i t y  l e a v e  g r a n t e d  on a v e r a g e  p a y  m a y  be 
less than four mo n t h s " .

( v ide Rule 193 - of B S R  P a r t  I)

(2) " S u b j e c t  to the p r o v i s i o n s  o f  C h a p t e r  V I I ,  a G o v e r n m e n t  
s e r v a n t  w h o  is a p p o i n t e d  to o f f i c i a t e  in a p o s t  shall not 
d r a w  p a y  h i g h e r  t h a n  h i s  s u b s t a n t i v e  p a y  in r e s p e c t  o f  a 
p e r m a n e n t  p o s t ,  o t h e r  t h a n  a t e n u r e  p o s t ,  u n l e s s  t h e  
o f f i c i a t i n g  a p p o i n t m e n t  i n v o l v e s  the a s s u m p t i o n  of d u t i e s  and 
r e s p o n s i b i l i t i e s  of g r e a t e r  i m p o r t a n c e  t h a n  t h o s e  a t t a c h i n g  
to the post, o t h e r  t h a n  a t e n u r e  post, on w h i c h  he h olds a 
lien, or w o u l d  ho l d  a li e n  had it not b e e n  s u s p e n d e d .  For the 
p u r p o s e  of this rule, the o f f i c i a t i n g  a p p o i n t m e n t  shall, not 
b e  d e e m e d  to i n v o l v e  t h e  a s s u m p t i o n  o f  d u t i e s  a n d  
r e s p o n s i b i l i t i e s  of g r e a t e r  i m p o r t a n c e  if the po s t  to w h i c h  
it is m a d e  is on the same s c a l e  of p a y  as t h e  p e r m a n e n t  post, 
o t h e r  t h a n  a t e n u r e  p o s t ,  o n  a s c a l e  o f  p a y  i d e n t i c a l  
t h e r e w i  t h .

63



The i n t e n t i o n  of the s o - c a l l e d  ru l e  is that an o f f i c e r  out of 
his r e g u l a r  line s h o u l d  not s u f f e r  b y  f o r f e i t i n g  o f f i c i a t i n g  
p r o m o t i o n  w h i c h  he w o u l d  o t h e r w i s e  h a v e  r e c e i v e d  h a d  h e  
r e m a i n e d  in his r e g u l a r  line. F r o m  th i s  it f o l l o w s  that the 
f o r t u i t o u s  o f f i c i a t i n g  p r o m o t i o n  o f  s o m e  o n e  j u n i o r  t o  a n  
o f f i c e r  who is out of the r e g u l a r  l i n e  d o e s  not in itself, 
give rise to a c l a i m  u n d e r  the " n e x t  b e l o w  rule". Be f o r e  s u c h  
a c l a i m  is e s t a b l i s h e d  it s h o u l d  be n e c e s s a r y  th a t  all the 
o f f i c e r s  s e n i o r  to the o f f i c e r  w h o  is o u t  of the r e g u l a r  li n e  
have b^en g i v e n  o f f i c i a t i n g  p r o m o t i o n ,  a n d  a l s o  the o f f i c e r  
next b e l o w  h i m  u n l e s s  in a n y  c a s e  the o f f i c i a t i n g  p r o m o t i o n  
is not g i v e n  b e c a u s e  of i n e f f i c i e n c y ,  u n s u i t a b i l i t y  or  leave. 
In the e v e n t  of one of t h e s e  t h r e e  b a r s  b e i n g  a p p l i c a b l e  -to 
the o f f i c e r  i m m e d i a t e l y  b e l o w  the o f f i c e r  o u t s i d e  his r e g u l a r  
line, then some o t h e r  o f f i c e r ,  e v e n  m o r e  j u n ior, s h o u l d  h a v e  
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a r r a n g e m e n t  s h o u l d  be m a d e  to r e v e r t  s u c h  an o f f i c e r  to his 
p a r e n t  o f f i c e  as s o o n  as p o s s i b l e .  A p p l i c a t i o n  of the "next
b e l o w  r u l e "  a m o u n t s  to t e m p o r a r y  u p g r a d i n g  o f  p o s t s  a n d
s h o u l d  n o t  b e  p e r m i t t e d  e x c e p t  i n  v e r y  e x c e p t i o n a l  
c i r c u m s t a n c e s  and th a t  too for v e r y  s h o r t  pe r i o d " .
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A n n e x u r e  A

S U M M A R Y  O F C O N S T R A I N T S  A N D  R E C O M M E N D A T I O N S



SUM M AR Y OF C O N S T R A I N T S  AND R E C O M M E N D A T I O N S

Findings;

A- R u l e s  a n d  R e g u l a t i o n s

I n a d e q u a t e  k n o w l e d g e  of t h e  1. 
r u l e s  a n d  r e g u l a t i o n s  on 
the p a r t  o-f o f f i c e r s

3.

N o n - a v a i l a b i l i t y  d o c u m e n t s  4.
on r u l e s  and r e g u l a t i o n s

5.

U n c l e a r  I n s t r u c t i o n s  6.

R e v i s i o n  o-f R u l e s  o-f B u s i n e s s  7. 
to i n c r e a s e  p o l i t i c a l  c o n t r o l  
of b u r e a u c r a c y

R e c o m m e n d a t i o n s :

T r a i n i n g  on t h e  R u l e s  of 
B u s i n e s s  and S e c r e t a r i a t  I n s t r u c 
t i o n s  s h o u l d  b e  an i ntegral part 
of o n - t h e - j o b  t r a i n i n g  in t h e  
S e c r e t a r i a t .

F r e q u e n t  r e f r e s h e r  c o u r s e s  on 
R u l e s  and I n s t r u c t i o n s  s h o u l d  b e  
u n d e r t a k e n  at t h e  PATC, t h e  
RF'ATCs, the B C S  (Admin) A c a d e m y ,  
a n d  t h e  S taff T r a i n i n g  I n s t i t u t e  
( S T I ).

C a s e—s t u d y  m e t h o d s  s h o u l d  b e  
a p p l i e d  in the t r a i n i n g  of 
o f f i c e r s  in r u l e s  and r e g u l a -  
t i on s .

M i n i s t r i e s  s h o u l d  e s t a b l i s h  
d o c u m e n t a t i o n  c e n t e r s  w h e r e  
p r o p e r l y  c a t a l o g u e d  d o c u m e n t s  on 
rulers and r e g u l a t i o n s  a r e  kept 
f o r  r e f e r e n c e .

All o f f i c e r s  s h o u l d  be  p r o v i d e d  
a c o m p l e t e  set of r u l e  b o o k s  at 
t h e  t i m e  of p o s t - e n t r y  t r a i n i n g  
a n d  a s k e d  to  keep t h e m  u p - t o -  
date.

T h e  S e c r e t a r i a t  I n s t r u c t i o n s  
s h o u l d  be m a d e  s i m p l e r ,  e s p e 
c i a l l y  in its B a n g l a  version.

F u r t h e r  r e v i s i o n s  in the R u l e s  
of B u s i n e s s  m a y  be  m a d e  in f u t u r e  
a f t e r  the e f f e c t s  of R u l e s  
r e v i s e d  in 1989 h a v e  b e e n  
i n s t i t u t i o n a l i z e d .  Su c h  r e v i s i o n s  
s h o u l d  be b a s e d  on c a r eful 
a s s e s s m e n t s  b y  t h e  c o n c e r n e d  o r 
g a n i s a t i o n s  to b e  u n d e r t a k e n  ori a 
c o n t i n u i n g  basis.
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Dal ays in d s c i s i  o n—m a k i n g  8. T h e  t i m e  l i m i t  laid do w n  in t h e
I n s t r u c t i o n  No. 185 for t h e  
e x a m i n a t i o n  arid d i s p o s a l  of 
c a s e s  s h o u l d  b e  s t r i c t l y  
f o l l o w e d  by all o f f i c e r s .

9. D i s p o s a l  of B u s i n e s s  w i t h i n  t h e  
p r e s c r i b e d  t i m e  limit by t h e  
o f f i c e r s  s h o u l d  b e  t a k e n  into 
a c c o u n t  in t h e i r  p e r f o r m a n c e  
a p p r a i s a l .

10.A s s i s t a n t  S e c r e t a r i e s  s h o u l d  m a i n 
tain a w e e k l y  list of p e n d i n g  
c a s e s  wi t h  full p a r t i c u l a r s  to be  
i n c l u d e d  in t h e  m o n t h l y  s t a t e m e n t  
on p e n d i n g  
cases.

Lack of I n s p e c t i o n  1 1 . I n s p e c t i o n  of S e c t i o n s  b y
A s s i s t a n t  S e c r e t a r i e s  and D e p u t y  
S e c r e t a r i e s  and s u r p r i s e  v i s i t  
b y  h i g h e r  o f f i c e r s  as laid down 
in I n s t r u c t i o n  n u m b e r s  196, 197
a n d  2 0 1 - 2 0 2  s h o u l d  be d u l y  made. 
W h i l e  m a k i n g  t h e  i n s p e c t i o n ,  t h e  
o f f i c e r s  s h o u l d  h a v e  I n s t r u c t i o n  
Nos. 2 0 3 - 2 0 8  in h a n d  a s  a 
c h e c k l i  s t .

I n a d e q u a t e  a t t e n d a n c e  12.T h e  p r o v i s i o n s  of S e c r e t a r i a t
I n s t r u c t i o n  Nos. 8 1 - 8 2  s h o u l d  
be s t r i c t l y  f o l l o w e d .

13 . S e n i o r  O f f i c e r s  s h o u l d  d e m o 
n s t r a t e  the v a l u e  of p u n c t u a l i t y  
t h r o u g h  p e r s o n a l  e x a m p l e s .

I m p r o p e r l y  o r g a n i z e d  f i l e s  14.T h e  A s s i s t a n t  S e c r e t a r i e s ,  as
and r e c o r d s  t h e  i m m e d i a t e  s u p e r i o r  of

S e c t i o n  A s s i s t a n t s ,  sho u l d  
e n s u r e  that t h e  I n s t r u c t i o n s  for 
o r g a n i s i n g  f i l e s  and keep i n g  
r e c o r d s  are c a r r i e d  out in their 
en ti r e t y .

15. U l t i m a t e  r e s p o n s i b i l i t y  of
p r o p e r  f i l i n g  and r e c o r d  keeping 
s h o u l d  be a s s i g n e d  to the
A s s i s l a n t  S e c r e t a r i e s .
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I m p r o p e r  m a k i n g  a n d  n o t i n g  1 6 . M a r g i n  of a n o t e  s h e e t  be
on -files r e s e r v e d  -for the p u r p o s e s  o-f

r e f e r e n c i n g  and u n o f f i c i a l
o b s e r v a t i o n s .  S e c r e t a r i a t  Ins
t r u c t i o n  No. 115(2) r e g a r d i n g
the u s e  o-f m a r g i n  s h o u l d  be 
o b s e r v e d .

R e d u n d a n t  in-formation d u e  to 
u n n e c e s s a r y  r e p r o d u c t i o n  o-f 
the c o n t e n t s  of s u p p o r t i n g  
p a p w r s  and d o c u m e n t s

W a s t e  o-f time, l a b o u r  ,and 
m a t e r i a l s  in d i a r i e i n g  all 
recei p t s

I n c o m p l e t e  p r e p a r a t i o n  and 
i r r e g u l a r  s u b m i s s i o n  of 
m o n t h l y  r e p o r t s  on M i n i s 
t r i e s  a c t i v i t i e s

I n a d e q u a t e  s e c u r i t y  in Sec- 
retari at

1 7 . It is i m p o r t a n t  t h a t  the 
S e c r e t a r i a t  I n s t r u c t i o n  No. 117 
s h o u l d  be  o b s e r v e d  b y  A s s i s t a n t  
S e c r e t a r i e s .  P a r a p h r a s i n g  -from 
paper- u n d e r  consi d e r a t  i on (PUC) 
s h o u l d  not be  u n d e r t a k e n  in any 
c a s e  to a v o i d  u n n e c e s s a r y  
n o t i n g s  and a l l o w  t h e  c o n c e r n e d  
o f f i c e r  to r e a d  t h e  P U C  in full.

I B . I n s t r u c t i o n  No. 32 r e g a r d i n g  p r o 
per- d i a r i s i n g  of i n - c o m i n g  mail 
s h o u l d  be s t r i c t l y  f o l l o w e d  by 
the S e c t i o n  A s s i s t a n t s .

19.All M i n i s t r i e s / D i v i s i o n s  s h o u l d  
p r e p a r e  a b r i e f  s t a t e m e n t  of 
t h eir a c t i v i t i e s  on a m o n t h l y  
b a s i s  and s u b m i t  it to the 
Coun c i l  of M i n i s t e r s  in 
a c c o r d a n c e  w i t h  the S e c r e t a r i a t  
I n s t r u c t i o n  n u m b e r  23.

2 0 . T h e  v i s i t o r s '  a c c e s s  to  the 
S e c r e t a r i a t  s h o u l d  be r e s t r i c t e d .  
A v i s i t o r  s h o u l d  not b e  a l l o w e d  
to see an o f f i c e r  o t h e r  t h a n  that 
d i r e c t l y  c o n c e r n e d  w i t h  his 
b u s i n e s s .

2 1 . Vi si to r s  s h o u l d  be r e c e i v e d  by 
t h e  o f f i c e r s  in a s e p a r a t e  
m e e t i n g  r o o m  r a t h e r  than in 
t h e i r  o f f i c e s  to  m i n i m i z e  
i n t e r r u p t i o n  of o f f i c i a l  work.

.The S e c r e t a r y  of t h e  M i n i s t r y  
s h o u l d  e n s u r e  p r o p e r  c o m p l i a n c e  
w i t h  R u l e  No. 26 b y  all 
c o n c e r n e d .
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B. D e c!sion-Maki na

L a c k  of p o l i c y  p l a n n i n g  23. T h e  M i n i s t r i e s  s h o u l d  d e v e l o p  
c a p a c i t y  in M i n i s t r i e s  i n t e r n a l  m e c h a n i s m s  -for p o l i c y

■formulation and a n a l y s i s  and -for 
m o n i t o r i n g  t h e  p r o p e r  e x e c u t i o n  
of the p o l i c i e s .

L a c k  o-f m o n i t o r i n g  c a p a c i t y  2 4 . ft well t r a i n e d  c a d r e  o-f 
in M i n i s t r i e s  s p e c i a l i s t s  to a n a l y s e  t h e

i m p a c t  and s t r a t e g i c  i m p l i c a 
t i o n s  o-f t h e  p o l i c i e s  s h o u l d  b e  
d e v e l o p e d  t h r o u g h  i n—c o u n t r y  and 
•foreign t r a i n i n g  p r o g r a m s .  T h e  
t r a i n e d  s p e c i a l i s t s  s h o u l d  b e  
a p p r o p r i a t e l y  p o s t e d  and u t i l i s e d
i n t h e  M i n i s t r i e s  -for a m i n i m u m
o-f -five years.

E x c e s s i v e  i n v o l v e m e n t  of 
S e c r e t a r i a t  in a d m i n i s t r a 
t i v e  and o p e r a t i o n a l  m a t t e r s

2 5 . T h e  r e s p o n s i b i l i t y  of t h e
M i n i s t r i e s  in the a r e a  of s o u n d  
p o l i c y  a n a l y s i s  r e q u i r e s  th a t  
t h e  S e c r e t a r i a t  r e d u c e  its
o p e r a t i o n a l  a n d  a d m i n i s t r a t i v e  
a c t i v i t i e s  in t h e  s e c o n d a r y  
m a t t e r s  of p e r s o n n e l  a d m i n i s t r a 
tion. T h e  M i n i s t r i e s  s h o u l d  
d e l e g a t e  t h e  a d m i n i s t r a t i o n  of 
p e r s o n n e l  to t h e  D e p a r t m e n t s  as 
d i s c u s s e d  in t h e  s e c t i o n  on 
p e r s o n n e l  m a n a g e m e n t  of t h i s
R e p o r t .

E x c e s s i v e  r e l i a n c e  on w r i 
tten c o m m u n i c a t i o n  and 
p a s s i n g  f i l e s

2 6 . C o n s u l t a t i o n s  w i t h i n  the s a m e  
M i n i s t r y  s h o u l d  be c a r r i e d

t h r o u g h  t e l e p h o n e  or 
p e r s o n a l  m e e t i n g s  as 

b y  S e c r e t a r i a t  I n s t r u c -  
121. D e c i s i o n  r e s u l t i n g  

f r o m  su c h  c o n s u l t a t i o n s  s h o u l d  
b e  r e c o r d e d  for c o n f i r m a t i o n  by 
t h e  a p p r o p r i a t e  s e n i o r  officer.

most 1y 
i nformal 
i n tended 
t i on N o .



Poor o r g a n i z a t i o n  a n d  i n 
e f f i c i e n c y  of i n t r a - m i n i s -  
terial m e e t i n g s

2 7 . I n t r a - m i n i s t e r i a l  m o n t h l y  m e e t 
in g s  on c a s e s  p e n d i n g  for m o r e
than a m o n t h  s h o u l d  be h e l d
r e g u l a r l y  to e n s u r e  q u i c k
d i s p o s a l  of b u s i n e s s  a c c o r d i n g  
to a w e l 1 p r e p a r e d  d o c u m e n t  on 
p e n d i n g  c a s e s  and o t h e r  m a t t e r s  
r e l a t e d  to s u p e r v i s i o n ,  i n s p e c 
tion, r e c o r d  ke e p i n g ,  a n d
s e c u r i t y .  I n s t r u c t i o n  No. 195 
s h o u l d  be m o d i f i e d  to i n c l u d e  
t h e  s u b j e c t s  in a d d i t i o n  to p e n— 
di n g  c a s e s  as m e n t i o n e d  in t h i s  
r e c o m m e n d a t  i o n .

D e c i s i o n a l  d e l a y s  and d e 
f e r r a l s  d u e  to lack of 
s t r u c t u r e  of intei— m i n i s 
terial m e e t i n g s

2(3. Inter—m i n i s t e r i a l  m e e t i n g s  s h o u l d  
be c o n d u c t e d  o n l y  on the b a s i s  
of a p r e p a r e d  d o c u m e n t  on i s s u e s  
and a l t e r n a t i v e s  to be  p l a c e d  
b e f o r e  the c o m m i t t e e  o n e  week in 
ad vance. T h e  o b j e c t i v e  of t h e  
m e e t i n g  s h o u l d  be  to a r r i v e  at 
a c o n s e n s u s  and d e c i s i o n .  T h e  
d e l i b e r a t i o n s  of t h e  m e e t i n g s  
s h o u l d  be  r e c o r d e d  i n t o  p r o f o r m a  
m i n u t e s  s p e c i f y i n g  t h e  issues, 
the a l t e r n a t i v e s  d i s c u s s e d ,  t h e  
d e c i s i o n s  t a k e n  and the a g e n c y  
r e s p o n s i b l e  for t h e i r  i m p l e m e n -  
ta tion.

T h e  S e c r e t a r i a t  I n s t r u c t i o n  No. 
199 r e g a r d i n g  t h e  f o r m a t  of
i n t e r - m i n i s t e r i a l  m e e t i n g s  s h o u l d  
be a m e n d e d  to r e q u i r i n g  a
w o r k i n g  d o c u m e n t  and s p e c i f y i n g  
t h e  s t a t u s  of d e c i s i o n s  taken.

L i m i t e d  inf o r m a l  i n t e r a c 
tion a m o n g  j u n i o r  and m i 
d d l e  level o f f i c e r s

2 9 . The D e p u t y  S e c r e t a r y  in c h a r g e  
of a B r a n c h  s h o u l d  h o l d  r e g u l a r  
m e e t i n g s  on a r e g u l a r  b a s i s  wi t h  
the A s s i s t a n t  S e c r e t a r i e s  w o r k i n g  
u n d e r  him. T h e  p u r p o s e  of t h e s e  
m e e t i n g s  s h o u l d  b e  to d i s c u s s  
i m p o r t a n t  p r o b l e m s  and p e n d i n g  
cashes and t a k e  n e c e s s a r y  
d e c i s i o n s  d u r i n g  the meeting.



Undi f f erenti at e d  e x a m i n a 
tion of c a s e s  at t h e  l o w 
est level w i t h o u t  r e g a r d  
to t h eir i m p o r t a n c e  and 
u r g e n c y

Unequal d i s t r i b u t i o n  of 
work lo a d  a m o n g  v a r i o u s  
u n i t s  of M i n i s t r i e s

3 0 . T h e  R I u n i t  s h o u l d  sort out 
t h e  i n - c o m i n g  c o m m u n i c a t i o n  
B r a n c h - W i s e  i n s t e a d  of S e c t i o n -  
W i s e  and s e n d  it d i r e c t l y  to t h e  
D e p u t y  S e c r e t a r y  i n - charge. The 
D e p u t y  S e c r e t a r y  s h o u l d  c l a s s i f y  
the c a s e s  in t e r m s  of n e c e s s a r y  
a c t i o n s  a n d  .the a p p r o p r i a t e  
l e v e l s  at w h i c h  t h e  a c t i o n s  can 
b e  taken. He  s h o u l d  p a s s  t h e s e  
c a s e s  on to t h e  A s s i s t a n t  
S e c r e t a r y  w h o  will e n s u r e  that 
t h e  c a s e s  a r e  p l a c e d  in f i l e s  
a n d  d i r e c t l y  f o r w a r d e d  for 
a c t i o n  at t h e  a p p r o p r i a t e  level. 
R e c e i p t s  d e a l i n g  wi t h  u r g e n t  and 
i m p o r t a n t  c a s e s  s h o u l d  b e  
d i r e c t l y  f o r w a r d e d  to the 
S e c r e t a r y .  T h e  S e c r e t a r i a t  
I n s t r u c t i o n  No. 22 s h o u l d  be 
a c c o r d  i n g 1y m o d i f i e d .

31. .All r e c e i p t s  in the R&I u n i t
s h o u l d  b e  d e l i v e r e d  t o
o f f i c e r / s e c t i o n  e v e r y  t w o  hours. 
U r g e n t  c a s e s  s h o u l d  be d e l i v e r e d  
i m m e d i a t e l y  up o n  receipt.
I n s t r u c t i o n  No. 22 s h o u l d  b e  
modi f i ed ac c o r d  i n g 1y .

3 2 . D i s t r i b u t i o n  of w o r k  of t h e  
M i n i s t r i e s / D i v i s i o n s  s h o u l d  be 
r e v i e w e d  at r e g u l a r  i n t e r v a l s  by 
the 0?<M W i n g  to e n s u r e  e q u i t a— 
b i l i t y  and to a v o i d  o v e r  load 
a n d  o v e r l a p  of work. I n s t r u c t i o n  
No. i and R u l e  3 ( v i ) s h o u l d  be 
a c c o r d i n g l y  m o d i f i e d  to i n c l u d e  
r e v i e w  at r e g u l a r  intervals.

C . F e r s o n n e l  M a n a g e m e n t

D e l a y s  in r e c r u i t m e n t  due 
to l e n g t h y  p r o c e s s  of a p p r o 
val of r e c r u i t m e n t  r u l e s  
p r e p a r e d  by the i n d i v i d u a l  
Mi n i str i es

3,3. To e x p e d i t e  t h e  p r o c e s s i n g  of 
d r a f t  r e c r u i t m e n t  rules, a legal 
o f f i c e r  s h o u l d  be p o s t e d  in t h e  
M i n i s t r y  of E s t a b l i s h m e n t .  The 
d r a f t  r u l e s  p r e p a r e d  by a 
M i n i s t r y  s h o u l d  be j o i ntly 
r e v i e w e d  and a p p r o v e d  b y  the 
c o n c e r n e d  o f f i c e r s  of the 
M:i. i \ i tr y of Est ab 1 i s h men t .

'h
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O v e r c e n t r a l  i s a t i o n  of a u t h o 
r i t y  of p e r s o n n e l  m a n a g e m e n t  
■functions in S e c r e t a r i a t

I n a d e q u a t e  r e c o g n i t i o n  o-f 
m e r i t  and l i m i t e d  c a r e e r  
m o b i 1 i ty

S u b j e c t i v e  a n d  n o n - m e r i t  
b a s e d  p e r f o r m a n c e  a p p r a i 
sal s y s t e m

34. T h e  p o w e r  o-f initial a p p o i n t m e n t  
(.if n o n—c a d r e  c l a s s  I o f f i c e r s  in 
M o d i f i e d  N a t i o n a l  S c a l e  (MNS) of 
Tk. 1 6 5 0 - 3 0 2 0  in t h e  a t t a c h e d  
D e p a r t m e n t s ,  s h o u l d  b e  d e l e g a t e d  
to  the H e a d s  of t h e  D e p a r t m e n t s .

.The p o w e r  of t r a n s f e r  of c l a s s  I 
o f f i c e r s  of t h e  B C S  cadres, 
e x c e p t  B C S  ( A d m i n i s t r a t i o n )  ?< 
B C S  ( S e c r e t a r i a t ) , s h o u l d  be 
d e l e g a t e d  to t h e  H e a d s  of t h e  
D e p a r t m e n t s  e x c e p t  t h e i r
i m m e d i a t e  d e p u t i e s .

.The p o w e r  of t r a n s f e r  of n o n 
c a d r e  c l a s s  I o f f i c e r s  of t h e  
D e p a r t m e n t s  s h o u l d  b e  d e l e 
g a t e d  t o  t h e  H e a d s  of t h e  D e p a r t 
m e n t s  e x c e p t  t h e i r  - i m m e d i a t e  
d e p u t i e s  u n d e r  t h e  g u i d e l i n e s  
s p e c i f i e d  b y  t h e  M i n i s t r i e s .

3 7 . T h e  G o v e r n m e n t  s h o u l d  c o n s i d e r  
the i n t r o d u c t i o n  of a t w o - t i e r  
r e c r u i t m e n t  p r o c e s s  t o  select, 
on t h e  b a s i s  of c o m p e t i t i v e  
e x a m i n a t i o n ,  c a n d i d a t e s  f o r  
a c c e l e r a t e d  p r o m o t i o n .  U n d e r  the 
s u g g e s t e d  s y s t e m ,  t h e  P S C  w o u l d  
h o l d  a c o m p e t i t i v e  e x a m i n a t i o n  
to s e l e c t  t h e  c a n d i d a t e s  w i t h  
f i v e  y e a r s  of s e r v i c e .  The t o p -  
r a n k i n g  c a n d i d a t e s  w o u l d  b e c o m e  
e l i g i b l e  for a c c e l e r a t e d  p r o m o 
t i o n  at t h e  level of t h e  D e p u t y  
B e c r e t a r i e s . T h i s  r e c o m m e n d a t i o n  
s h o u l d  be f u r t h e r  d e v e l o p e d  by 
t h e  M i n i s t r y  of E s t a b l i s h m e n t  in 
r e l a t i o n  to the c u r r e n t  policies.

3 0 . E v e r y  M i n i s t r y / D i v i s i  on s h o u l d  
f o r m  an int e r n a l  w o r k  s t u d y  
unit for t h e  r e g u l a r  i n s p e c t i o n  
and s u p e r v i s i o n  of all Sections.
A J o i n t  S e c r e t a r y ,  a D e p u t y  
S e c r e t a r y ,  and an A s s i s t a n t  
S e c r e t a r y  s h o u l d  s e r v e  on a 
m o n t h l y  r o t a t i o n  basis, as an 
i n s p e c t i o n  team. The Joint 
S e c r e t a r y  ( A d m i n i s t r a t i o n )  sh o u l d  
c o o r d i n a t e  t h e  .inspection team, 
c nmpi 1 e t h e  f i n d :i. nq s , and p r e p a r e  
arid s u b m i t  a m o n t h l y  report to 
t h e  S e c r e t a r y .



3 9 . T h e  e x i s t i n g  A C R  f o r m s  s h o u l d  be 
m a d e  m o r e  o b j e c t i v e  to r e f l e c t  
ac t u a l  p e r f o r m a n c e  of the 
o f f i c e r s .  A c c e l e r a t e d  p r o m o t i o n s  
s h o u l d  be a w a r d e d  on t h e  b a s i s  
of o u t s t a n d i n g  p e r f o r m a n c e .  T h e  
c r i t e r i a  of ."out s t a n d i n g n e s s "  
s h o u l d  be  m o r e  o b j e c t i v e l y  
d e f i n e d .

4 0 . T h e  p e r f o r m a n c e  a p p r a i s a l  s h o u l d  
be i n i t i a t e d  on the b a s i s  of a 
s t a t e m e n t -  of s e l f - e v a l u a t i o n  
p r e p a r e d  b y  t h e  a p p r a i s e e s .  T h e  
«5elf e v a l u a t i o n  s t a t e m e n t  s h o u l d  
c o n s i s t  of q u a n t i t a t i v e  a n d  
q u a l i t a t i v e  e v i d e n c e  of the p e r 
f o r m a n c e .

I n a d e q u a t e  s a l a r i e s  
f r i n g e  b e n e f i t s

a nd 4 1 . T h e  G o v e r n m e n t  s h o u l d  e n s u r e  
a d e q u a t e  fis c a l  c o m p e n s a t i o n ,  
in real terms, to the p u b l i c  
s e r v a n t s .

4 2 . An o c c a s i o n a l  v a c a t i o n  is 
i m p o r t a n t  for t h e  o f f i c e r s  for 
m a i n t a i n i n g  p h y s i c a l  and
mental f itness. T h e  G o v e r n m e n t  
s h o u l d  c o n s i d e r  g r a n t i n g  the 
o f f i c e r s  bo t h  r e c r e a t i o n a l  and 
f e s t i v a l  a l l o w a n c e s  e v e r y  t h r e e  
y e a r s  and w i t h d r a w  t h e  e x i s t i n g  
ban. T h e  o f f i c e r s  s h o u l d  b e  
p e r m i t t e d  to avail t h e  d u e  
v a c a t i o n  leave.

I n a d e q u a t e  f a m i l i a r i t y  w i t h  43. A P e r s o n n e l  M->n..ai
r u l e s  and r e g u l a t i o n s  in in ,n o r  Manual w a s  p r e p a r e d

pe r s o n n e l  m a n a g e m e n t  a m o n g  f i n a n c e d  p C b l i r ^ r t l  W°'T1? B a n k
o f f i c e r s  f i n a n c e d  P u b l i c  A d m i n i s t r a t i o n

P r o j e c t .  T h e  M a n u a l  c o v e r s  t h e
p e r t i n e n t  r u l e s  and r e g u l a t i o n s
and t h e  p r o c e d u r e s  for t h eir
a p p l i c a t i o n  in personnel
m a t t e r s .  T h e  G o v e r n m e n t  should
p r o v i d e  t h i s  man u a l  to o f f i c e r s

a g u i d e  for personnel 
m a n a g e m e n t .

T 6



D. Trai ni na

I n a d e q u a t e  f a c i l i t i e s  of t h e  
local t r a i n i n g  i n s t i t u t i o n s

La c k  of j o b - s p e c i f i c  s k i l l s

L i m i t e d  r e l e v a n c e  of t r a i n 
ing

4 4 . T h e  f a c i l i t i e s  a n d  t r a i n i n g  
c a p a c i t y  of t h e  P A T C  sh o u l d  be  
e x p a n d e d  as a l o n g - t e r m  measure.

4 5 . T r a i n i n g  p r o g r a m s  s h o u l d  also be  
e x p a n d e d  at o t h e r  i n s t i t u t i o n s  
in t h e  c ountry.

4 6 . C r a s h  t r a i n i n g  p r o g r a m s  at t h e  
P A T C  and t h e  B C S  (Admin) A c a d e m y  
s h o u l d  c o n t i n u e  to meet t h e  
i m m e d i a t e  n e e d s  and t o  c l e a r  up 
t h e  bac k l o g .

4 *.On t h e—job t r a i n i n g  p r o g r a m s  in 
t h e  M i n i s t r i e s  s h o u l d  . b e  
c o n d u c t e d  b y  s e l e c t e d  o f f i c e r s  
of t h e  M i n i s t r y .  O u t s i d e  
c o n s u l t a n t s  and s p e c i a l i s t s  m a y  
b e  l i b e r a l l y  u t i l i s e d  for t h i s  
p u r p o s e .  T h e  c o n d u c t  of o n - t h e -  
job t r a i n i n g  s h o u l d  be. a routine- 
r e s p o n s i b i l i t y  of e a c h  s u p e r— 
vi s o r .

4 8 . A s s e s s m e n t  of t r a i n i n g  n e e d s
s h o u l d  b e  u n d e r t a k e n  by the 
t r a i n i n g  i n s t i t u t i o n s  in
c o o p e r a t i o n  w i t h  t h e  M i n i s t r i e s  
to d e t e r m i n e  t h e  actual job 
s k i l l s  r e q u i r e d  at d i f f e r e n t  
l e v e l s  in t h e  S e c r e t a r i a t  
& ys tern.

4 9 . T h e  d e s i g n  of t r a i n i n g  c u r r i c u l a  
s h o u l d  be  b a s e d  on t r a i n i n g  
n e e d s  a s s e s s m e n t .

oU. Tr-fji n e r s  s h o u l d  be t r a i n e d  in 
a p p l y i n g  m o d e r n  m e t h o d s  such as 
i n t e r a c t i v e  m a n a g e m e n t ,s i m u l a t e d  
d e c i s i o n  m a k i n g ,  a u d i o—visual 
l e a r n i n g  t e c h n i q u e s  etc., and 
m i n i m i s e  t r a d i t i o n a l  c l a s s  r o o m  
t e a c h  i n g .



Poor u t i l i z a t i o n  o-f offi 
ce r s  t r a i n e d  a b r o a d

P o o r  q u a l i t y  of t r a i n e r s

W e a k  r e l a t i o n s h i p  b e t w e e n  
f o r e i g n  t r a i n i n g  and local 
t r a  i n i ng

T o o  much d e p e n d e n c e  on for 
• i g n  t r a i n i n g

5 1 . L o n g  t e r m  f o r e i g n  t r a i n i n g  of 
m i d d l e  level o f f i c e r s  s h o u l d  be 
r e s t r i c t e d  to s p e c i a l i z e d  a r eas 
of h i g h  p r i o r i t y .  F o r e i g n  
t r a i n e d  o f f i c e r s  s h o u l d  b e  
p l a c e d  in t h e  p o s t s  w h e r e  th e y  
c a n  b e s t  u t i l i z e  their
e x p e r t i s e .  The. d u r a t i o n  o-f such 
p o s t i n g s  s h o u l d  b e  a m i n i m u m  of 
■five years.

5 2 . Lo n g  t e r m  f o r e i g n  t r a i n i n g  in 
b r o a d  f u n c t i o n a l  or a c a d e m i c  
a r e a s  s h o u l d  b e  r e s e r v e d  for 
s e n i o r  0 f ^ icer.s e n g a g e d  in 
g e n eral m a c r o  m a n a g e m e n t .

o 3 . T r a i n e r s s h o u l d  b e  r e c r u i t e d  on 
the b a s i s  of q u a l i f i c a t i o n s ,  
p r o f e s s i o n a l  i n t e r e s t ,  and t r a i n 
ing e x p e r i e n c e .

5 4 . T r a i n e r s  s h o u l d  be g i v e n  a t t r a c 

t i v e  b e n e f i t s  l i k e  i n s t r u c t i o n a l  
pay, -fr «>e a c c o m m o d a t i o n ,  o v e r s e a s  
t r a i n i n g  o p p o r t u n i t i e s  and other 
b e n e f i t s  w h i c h  t h e  g o v e r n m e n t  
m a y  c o n s i d e r  a p p r o p r i a t e .

5 5 . T r a i n e e s  s h o u l d  be g i v e n  special 
p a y / a l l o w a n c e  in a d d i t i o n  to 
travel and d a i l y  a l l o w a n c e .

5 6 . F o r e i g n  t r a i n i n g  a n d  i n - c o u n t r y  
t r a i n i n g  s h o u l d  be linked 
t o g e t h e r  as a c a r e e r  d e v e l o p m e n t  
i n c entive. A t i m e - b a s e d  s e q u e n c e  
of t r a i n i n g  s h o u l d  be f o l l o w e d  
as  a p r e c o n d i t i o n  for p r o m o t i o n  
and as a p a r t  of s o u n d  career- 
p l a n n i n g  for e a c h  o f ficer.

5 7 . D o n o r  f u n d e d  f o r e i g n  t r a i n i n g  
p r o g r a m s  s h o u l d  h a v e  an in-
c o u n t r y  t r a i n i n g  c o m p o n e n t  for 
t r a i n i n g  of t r a i n e r s  a n d  for
i m p r o v i n g  t h e  q u a l i t y  of in
c o u n t r y  t r a i n i n g  p r o g r a m m e s .



5 B . F o r e i g n  t r a i n i n g  s h o u l d  m a x i m i s e  
the? u s e  of t r a i n i n g  i n s t i t u t i o n s  
in A s i a  and t h e  P a c i f i c  in 
o r d e r  to b e n e f i t  f r o m  t h e  
e x p e r i e n c e  and r e s o u r c e s  of 
t h o s e  c o u n t r i e s  w h i c h  a r e  m o s t  
r e l e v a n t  to  -the d e v e l o p m e n t  
n e e d s  of B a n g l a d e s h .

U n s a t i s f a c t o r y  u t i l i z a t i o n  
of f o r e i g n  t r a i n i n g  o p p o r -  

tuni t i e s

5 9 . T r a i n i n g  o f f e r s  s h o u l d  b e  w i d e l y  
c i r c u l a t e d .  M i n i s t r i e s / D i v i s i o n s  
s h o u l d  p l a n  t h e i r  m a n p o w e r
t r a i n i n g  n e e d s  and p r e p a r e  a 
r o s t e r  of p o t e n t i a l  c a n d i d a t e s  
to  e x p e d i t e  t h e  s e l e c t i o n  
p r o c e d u r e .  T h e  p o t e n t i a l  c a n d i 
d a t e s  s h o u l d  b e  i d e n t i f i e d  on 
the b a s i s  of skill r e q u i r e m e n t s ,  
s e n i o r i t y ,  age, e d u c a t i o n a l
q u a l i f i c a t i o n s ,  and p o t e n t i a l  
for m a k i n g  a long t i m e  c o n t r i 
b u t i o n  to d e v e l o p m e n t  in
B a n g  1 at >esh .

U n d e r d e v e l o p e d  c a p a c i t y  of 6 0 . T h e  d e v e l o p m e n t  of t h e  c a p a c i t y
local t r a i n i n g  i n s t i t u t i o n s  of i n - c o u n t r y  t r a i n i n g  i n s t i t u

t i tins is a h i g h  prior i t y .  
T e c h n i c a l  arid f i n a n c i a l  resoui— 
ce s  s h o u l d  be d i r e c t e d  t o w a r d s  
the d e v e l o p m e n t  of h i g h
q u a l i t y  and m o t i v a t e d  staff, 
p h y s i c a l  f a c i l i t i e s ,  m o d e r n  
e q u i p m e n t ,  and l o c a l l y  a p p r o 
p r i a t e  t r a i n i n g  m a t e r i a l s .

I n s u f f i c i e n t  g o v e r n m e n t  e x 
p e n d i t u r e  on t r a i n i n g  and 
h u m a n  r e s o u r c e  d e v e l o p m e n t

6 1 . The G o v e r n m e n t  s h o u l d  i n c r e a s e  
11- > e e x p p n d i t u r- e o n t r a i n i n g  and 
human r e s o u r c e  d e v e l o p m e n t  for 
u p g r a d i n g  and e x p a n d i n g  t r a i n i n g  

f aci 1 i t i es.

E. F i l e  M a n a g e m e n t  and R e c o r d  K e e p i n g

O b s o l e t e  f i l i n g  s y s t e m  and 6 2 . The u s e  of l e t t e r  s i z e d  p a p e r
p r o c e d u r e s  <A-4>, m o d e r n  f i l e  f o l d e r s ,  and
P f i l i n g  c a b i n e t s  s h o u l d  be

introd u c e d .



6 3 . A s t u d y  an h a w  to m o d e r n i z e  t h e  
■filing s y s t e m  s h o u l d  be u n d e r 
t a k e n  in o r d e r  to i n t r o d u c e  a 
s i m p l e  and s t a n d a r d i z e d  system. 
T h e  s t u d y  s h o u l d  e x a m i n e  t h e  
a pi p 1 i c. a t i o n o f c o m p u t e r s  -far 
s t a r i n g  and r e t r i e v i n g  in-forma
t i o n  and its c o s t  e f f e c t i v e n e s s .

6 4 . T h e  p r o c e d u r e s  r e g a r d i n g  r e c o r d 
ing, i n d e x i n g ,  w e e d i n g  and d e s 
t r u c t i o n  o-f r e c o r d s  n e e d  to b e  
s i»n p 1 i f :L e cl s a t h a t t h e  S e c t i o n 
A s s i s t a n t s  can u n d e r s t a n d  and 
a p p l y  them.

F. P h y s i c a l  F a c j 1 i t i e s  and L o q i s t i c s

I n a d e q u a t e  and p o o r l y  6 5 . T h e  G o v e r n m e n t  s h o u l d  c o n s i d e r
p l a n n e d  p h y s i c a l  -facili- b u i l d i n g  a n e w  S e c r e t a r i a t .  T h e
t i e s  p h y s i c a l  -facilities in t h e  n e w

S e c r e t a r i a t  s h o u l d  b e  d e s i g n e d  
to foster- an i m p r o v e d  w o r k i n g  
erivi r on merit.

6 6 . T h e  S e c r e t a r i a t  s h o u l d  be h o u s e d
into blocks. T h e  M i n i s t r i e s  
sIiou 1 (J be h o u s e d  in p r o x i m a t e  
b l o c k  on t h e  b a s i s  o-f t h eir
•functions. T h e  ma i n  r e g u l a t o r y  
M i n i s t r i e s  s h o u l d  be l o c a t e d  in 
t h e  c e n t e r  s o  th a t  m i n i s t e r i a l  
b u s i n e s s c: o n c e r n e d  wit h
r e g u 1 a t o r y mat ters c o u I d  be  
e f f i c i e n t l y  c o n d u c t e d .

6 7 . E a c h  b l o c k  s h o u l d  h a v e  i n t e r c o m
t e l e p h o n e  s y s tem. V i s i t o r s  w i s h 
ing to m e e t  a n y  o f f i c e r
s h o u l d  be a l l o w e d  to u s e  t h e  
f a c i l i t y  of s u c h  t e l e c o m
systems. In c a s e s  w h e r e  the 
e n t r y  of an i n d i v i d u a l  is c o n s i 
d e r e d  n e c e s s a r y  by the
o f f i c e r  c o n c e r n e d ,  he  sh o u l d  be
a l l o w e d  to e n t e r  the S e c r e t a r i a t  
off i c e s .  S t r i c  t n es s in t h e  
m a t t e r  of e n t r y  into the
S,-»(.:retar i at s h o u l d  be given
s & r i o s c consideration.



60. T h e  e x i s t i n g  o-f f ice lay out and 
s e a t i n g  a r r a n g e m e n t s  of the 
o f f i c e r s  s h o u l d  be u n i f o r m l y  
d e s i g n e d  to f a c i l i t a t e  s u p e r v i 
s i o n  and e c o n o m y  of t i m e  and
l o g i s t i c s .

6 9 . The p h y s i c a l  l a y o u t  of t h e  
o f f i c e s  s h o u l d  b e  s o  d e s i g n e d  
t h a t  t h e  o f f i c e r  i n - c h a r g e  and 
h i s  s u b o r d i n a t e s  a r e  h o u s e d  in 
p r o :; j.ini ty to e a c h  o t h e r  in o r d e r  
to f a c i l i t a t e  e a s y  c o n s u l t a t i o n .

»

7 0 . T h e  o f f i c i a l  m e e t i n g s  and 
r e c e p t  ion of v i s i t  o r s  sh o u 1d 
take p l a c e  in a m e e t i n g  r o o m  
w h i c h  is s e p a r a t e  but c o n n e c t e d  
to the main o f f i c e s  in o r d e r  to 
a v o i d  u n n e c e s s a r y  i n t e r r u p t i o n .

7 1 . E v e r y  M i n i s t r y  s h o u l d  be e q u i p p e d  
wi th an a d e q u a  te n u m b e r  of p h o t o 
c o p i e r s  and m i c r o  c o m p u t e r s .

O u t m o d e d  o f f i c e  e q u i p m e n t  7 2 . O f f i c e  e q u i p m e n t  s h o u l d  b e
m o d e r n i s e d  by i n t r o d u c i n g  m i c r o  
c o m p u t e r s  and p h o t o c o p y i n g
m a c h i n e s  to e x p e d i t e  and m a n a g e  
th e  f l o w  and s t o r a g e  of
i n f o r m a t i o n .  O f f i c e r s  and staff
s h o u l d  t r a i n e d  c o n c u r r e n t l y  wi t h  
t h e  i n t r o d u c t i o n  of n e w  t e c h n o -  
1og i e s .

73. C o n f e r e n c e  t e l e p h o n e  s y s t e m s
<3h o u I d  be i.ntroduced in s e l e c t e d  
M i n i s t r i e s  on a p i l o t  basis.

7 4 . T r a i n i n g  in t h e  u s e  of m o d e r n  
of f ice e q u i p  m e n  t. sh ou 1 d b e man - 
dator-y for A s s i s t a n t  S e c r e t a r i e s  
a s  part of the p o s t - e n t r y  and 
:i. r i - s> e r v i c e t r a i n i n g .

I m p r o p e r  of-fice— 1 a y—out  in 
t he S e c r e t a r i a t



Poor l o g i s t i c a l  s u p p o r t  7 5 . L o g i s t i c  s u p p o r t ,  such as
■forms and s t a t i o n e r i e s ,  o f f i c e  
e q u i p m e n t s ,  etc. s h o u l d  b e  a d e -  
quat:e 1 y provi ded to all
S e c t i o n s  for t h e  s m o o t h  f l o w  of 
b u s i n e s s .  All S e c t i o n s  s h o u l d  
b e  p r o v i d e d  . o f f i c e  s u p p l i e s  
a c c o r d i n g  to t h e i r  n e e d s  at 
r e g u l a r  i n t e r v a l s  and a s y s t e m  
of i nvr-'ntory c o n t r o  1 s h o u l d  be  
max n t a i n e d .

*

I n a d e q u a t e  t r a n s p o r t  faci — 7 6 . The G o v e r n m e n t  s h o u l d  e x p a n d  and
l i t i e s  i m p r o v e  p u b l i c  t r a n s p o r t  f a c i l i 

t i e s -. As an i n t e r i m  m e a s u r e
t h e  g o v e r n m e n t  s h o u l d  c o n s i d e r  
t h e  u s e  of m i c r o  and mini b u s e s  
to p i c k  and d e l i v e r  g o v e r n m e n t  
p e r s o n n e l  at f i x e d  p o i n t s  in 
Oli a k a .

7 7 . T h e  e x i s t i n g  p r o c e d u r e s  for the 
u t i l i z a t i o n  of p r e s e n t  t r a n s p o r t  
f a c i 1 it i es f or g o v e r n m e n t  p e r— 
soi i ri e 1 sh ou Id be i mp roved.



A n n e x u r e  B

WJ3RKING_GROUP ON S E C R E T A R I A T  S Y S T E M  A N D  W O R K  P R O C E D U R E S



W o r k i n g  G r o u p o f t h e  S e c r e t a r i a t  S y s t e m  a n d  W o r k  P r o c e d u r e s :

N a m e

1. Mr. M o h a m m a d  Ali
A d d i t i o n a l  S e c r e t a r y  
M i n i s t r y  of E s t a b l i s h m e n t

D e s i g n a t i o n

C h a i r m a n

2. Mr. B a z l u r  R a h m a n  C h o w d h u r y  
J o i n t  S e c r e t a r y  ( O & M )  ** 
M i n i s t r y  of E s t a b l i s h m e n t

M e m b e r

3. Mr. Athfir I s l a m  K h a n
D e p u t y  S e c r e t a r y  ( R e g u l a t i o n )  
M i n i s t r y  of E s t a b l i s h m e n t

M e m b e r

4. Mr. M . I d r i s  A l i
D e p u t y  S e c r e t a r y  (Dev) 
M i n i s t r y  of E s t a b l i s h m e n t

S t u d y  C o o r d i n a t o r

T h e W o r k i n g  G r o u p  is a s s i s t e d  by th e f o l l o w i n g  s t a f f  m e m b e r s :

Dr. R a s h i d  S. A h m a d C o n s u l t a n t

2 . M r . S . K . Das L o c a l  C o n s u l t a n t

3. M r . A . A . K h a n L o c a l  C o n s u l t a n t

4. Mr. H a s n a t  M u z a m m e l R e s e a r c h  A s s i s t a n t

5. Ms. Z u l e k h a  P a r v e e n R e s e a r c h  A s s i s t a n t

6. Mr. I s m a i l  H o s s a i n  P a t w a r y S e c r e t a r y
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A n n e x u r e  C

I N D I V I D U A L S  I N T E R V I E W E D



I N D I V I D U A L S  I N T R R V I E W E D

N a me

Mr. M o u d u d  A h m e d

M i n i  s tjrjr_of J E  s t a b Xi s hme n t 

Mr. M o h a m m a d  Ali 

Mr. D a z l u r  R a h m a n  C h o w d h u r y  

Mr. N u r  M u h a m m a d

Dr. S h a h  M. Farid

Mr. Nazrul. InJam

Mr. Al'.har I s l a m  Kh a n

Mr. M . J d r i r Ali

Mr. K r s h a b  A o h a r j v a

M i n i r I. ry._ o f_. Ag r i c u l t u r e

Mr. M. A. S a y e e d

Mr . A b u l  llashptn

Mr. M o h a m m a d  Akmal Ilossain

Mr. M o h a m m a d  G h u l a m  S a r w a r  M o l l a h

Mr. S h e i k h  S h a f i q u l  I sJnm 

D r . Ari T A h m e d

Mr. M. A z i z u r  R a h m a n

D e s i g n a t i o n

H o n o u r a b l e  V i c e - P r e s i d e n t ,  
G o v e r n m e n t  of the P e o p l e’s 
R e p u b l i c  of B a n g l a d e s h

A d d i t i o n a l  S e c r e t a r y

J o i n t  S e c r e t a r y  (0 & M)

J o i n t  S e c r e t a r y  
(A d m i n i s t r a t i o n )

J o i n t  S e c r e t a r y  
(APD)

J o i n t  S e c r e t a r y  
(R e g u l a t i o n )

D e p u t y  S e c r e t a r y  
( R e g u l a t i o n  and D i s c i p l i n e )

D e p u t y  S e c r e t a r y  
(D e v e l o p m e n t )

S e n i o r  A s s i s t a n t  S e c r e t a r y

S e c r e t a r y

A d d i t i o n a l  S e c r e t a r y

J o i n t  S e c r e t a r y  
( P o l i c y  P l a n n i n g  W i ng)

J o i n t  C h i e f  
( P o l i c y  P l a n n i n g )

D e p u t y  S e c r e t a r y

D e p u t y  C h i e f  
(Pol i c y - P l a n n i n g )

D e p u t y  S e c r e t a r y  
(F o r e i g n  A i d )
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Mr. A.M. A n i s u z z a m a n  

Dr. E k r a m u l  A h a s a n  

Dr. S y e d  A b d u s  S a m a d  

Dr. M o h i u d d i n  K h a n  A l a m g i r

D C S  ( A d m i n i s t r a t i o n) A c a d e m y  

Mr. A.Z.M. S h a m s u l  A l a m  

P u b l ic S e r v ice C o m m i s s i o n  (PSC)

P u b l ic A d m i n i s t r a t ion T r a i n i n g C e n t e r  (PATC)

R e c t o r

M e m b e r - D i r e c t i n g  S t a f f  

M e m b e r - D i r e c t i n g  S t a f f  

M e m b e r - D i r e c t i n g  S t a f f

D i r e c t o r  G e n e r a l

Mr. S.M. Al-IIussainy 

Mr. A m i n  M i a  C h o w d h u r y  

M i n i s try of  P l a n n i n g

Mr. A. B. M. S i d d i q u e

Mr. A. F. M. A l a m g i r  

Mr. F a s i u l  A l a m  K h a n

Mr. N a z m u l  A h a s a n

Mr. A.F.M. A b d u r  R a s h i d

M i n i s t r y  of F in a n c e

Dr. A.IC.M. M a s h i u r  R a h m a n

Mr. J a m a l  H u s s a i n

Mr. D i l i p  K u m a r  B i s w a s

C h a i r m a n

M e m b e r

D i r e c t o r  G e n e r a l ,
IMED.

J o i n t  S e c r e t a r y

J o i n t  S e c r e t a r y  
(A d m i n i s t r a t i o n )

C h i e f , G e n e r a l  
E c o n o m i c  D i v i s i o n

D e p u t y  S e c r e t a r y  (PTC)

J o i n t  S e c r e t a r y  

J o i n t  S e c r e t a r y  

D e p u t y  S e c r e t a r y
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Mijiistry o f I n d u st_ri.es

Mr. M o s h a r r a f  H u s s a i n

Mr. M. Maniruzzaraan C h o w d h u r y

Mr. N.A.M. A l a m g i r

MinjLjBlry o f  C o m m e r c e

J o i n t  S e c r e t a r y  
(A d m i n i s t r a t i o n )

D e p u t y  S e c r e t a r y  
(T r a i n i n g )

S e c r e t a r y

Mr. M o h i u d d i n  Az a d J o i n t  S e c r e t a r y  
( A d m i n i s t r a t i o n )

MiniBj,_rx_of__Irjrjftation. W a t e r  D e v e l o p m e n t  a n d  F l o o d  C o n t r o l

Dr. A.T.M. S h a m s u l  H u d a

M i n i s t r y  o f  P u b l i c  W o r ks

Mr. A y u b u r  R a h m a n  C h o w d h u r y

B a n g l a d e s h_K r i s h i  D a n k (BKB)

Dr. A.M.M. S h a w k a t  Ali

J o i n t  S e c r e t a r y

S e c r e t a r y

M a n a g i n g  D i r e c t o r

n R l a d e s h _ C h e m j c a l I n d u s t r i e s  C o r p o r a t i o n  (BCIC)

Mr. M u z a f f a r  A h m e d  D i r e c t o r  (Fina n c e )

Mr. A b d u l  M a m i n  D i r e c t o r  (Pl a n n i n g )

Mr. M. M. E u nus D i r e c t o r  ( C o m m e r c i a l )

Mr. G i a s  U d d i n  A h m a d  D i r e c t o r  ( T e c h n i c a l )

Office__of_the_Contro_ller_&_Auditor General
Mr. G u l a m  K l b r i a  C o m p t r o l l e r  and

A u d i t o r  G e n e r a l
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A n n e x u r e  D

S U R V E Y O F  O F F I C E R S  ON  I S S U E S  & P R O B L E M S  
IN S E C R E T A R I A T  S Y S T E M  A N D  W O R K  P R O C E D U R E S



U S A I D

M r . Priseil.In M. B o u g h t o n  

Dr. M a l c o l m  J. P u r v i s  

Ms. C o l l e t t e  C h a b o t t  

Mr. S. A. A l - M u t i  

Mr. F r a n k  J. Y o u n g  

Mr. D a v i d  A. H e e s e n

Dr. Ray M o r t o n

W o r l d B a n k

Mr. F r a n c i s  V a n  G i g c h  

Mr. G o r a n  S e g e r l u n d  

Mr. W a y n e  E d i s i s  

Mr. S y e d  Nissamuddin

U N D P

Ms. F l a v i a  P a n s i o r i  

Dr. F r e d r i c k  C. T h o m a s

D i r e c t o r

D e p u t y  D i r e c t o r

A s s i s t a n t  P r o g r a m  O f f i c e r

P r o j e c t  M a n a g e r

P r o g r a m  O f f i c e r

O f f i c e  of F o o d  and 
A g r i c u l t u r e

O f f i c e  of F o o d  and 
A g r i c u l t u r e

C h i e f  of M i s s i o n  

S e n i o r  E c o n o m i s t  

S e n i o r  E c o n o m i s t ,  IFC 

P r o g r a m  A s s i s t a n t

A s s i s t a n t  R e s i d e n t  
R e p r e s e n t a t i v e

C o n s u l t a h t  o n  M a n a g e m e n t  
D e v e l o p m e n t
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S U R V E Y  ON  S E C R E T A R I A T  S Y S T E M  A N D  W O R K  P R O C E D U R E

A. M E T H O D O L O G Y

1 • C o n s t r u c t i o n  of Q u e s t i o n n a i r e

The q u e s t i o n n a i r e  w a s  c o n s t r u c t e d  on the b a s i s  of the i s s u e s  of 
a d m i n i s t r a t i v e  e f f i c i e n c y  i d e n t i f i e d  fr o m  i m p o r t a n t  g o v e r n m e n t  
do c uments, r e p o r t s  of v a r i o u s  c i v i l  s e r v i c e  c o m m i t t e e s  a n d  the 
terms of r e f e r e n c e  of the Study.

The p r e l i m i n a r y  q u e s t i o n n a i r e  w a s  p r e - t e s t e d .  F o r  this p u r p o s e  
seven A s s i s t a n t  S e c r e t a r i e s ,  f r o m  the M i n i s t r y  of E s t a b l i s h m e n t  
were r e q u e s t e d  to c o m p l e t e  the p r e l i m i n a r y  set of q u e s t i o n n a i r e .

It was on the b a s i s  of the a n s w e r s  of the f i r s t  five r e s p o n d e n t s  
t h a t  t h e  f i n a l  q u e s t i o n n a i r e  w a s  c o n s t r u c t e d .  C h a n g e s  i n  t h e  
q u e s t i o n n a i r e  w e r e  m a d e  by. r e d u c i n g  t h e  n u m b e r  o f  o p e n - e n d e d  
q u e s t i o n s ,  r e p h r a s i n g ,  a n d  p r o v i d i n g  a s t r u c t u r e d  s e t  o f  
r e s p o n s e s  to m o s t  o f  the q u e s t i o n s .

2 • S a m p le S e l e c t i o n

It was d e c i d e d  th a t  the q u e s t i o n n a i r e  w o u l d  be d i s t r i b u t e d  a m o n g  
Class I o f f i c e r s  in the s e v e n  d e s i g n a t e d  M i n i s t r i e s ,  the m a j o r i t y  
of w h o m  w i l l  be f r o m  t h e  r a n k  o f  A s s i s t a n t  S e c r e t a r i e s .  In  
addition, the q u e s t i o n n a i r e  w e r e  to be c i r c u l a t e d  to the s e l e c t e d  
o f f i c e r s  on the b a s i s  of t h e i r  r e s p o n s i v e n e s s  a n d  e x p e r i e n c e .  T h e  
s e l e c t i o n  w a s  m a d e  in c o n s u l t a t i o n  w i t h  J o i n t  S e c r e t a r i e s  
( A d m i n i s t r a t i o n )  of the r e s p e c t i v e  M i n i s t r i e s .

3. M e t h o d  o f A d m i n i s t r a ti o n

The q u e s t i o n n a i r e  w e r e  c i r c u l a t e d  to a s e l e c t e d  s a m p l e  o f  70 
Class I o f f i c e r s  o f  the c o n c e r n e d  s e v e n  M i n i s t r i e s .  E a c h  of the 
M i n i s t r y  w a s  g i v e n  ten s e t s  o f  q u e s t i o n n a i r e  e x c e p t  f o r  t h e  
M i n i s t r y  of E s t a b l i s h m e n t ,  w h e r e  f o u r t e e n  q u e s t i o n n a i r e  w e r e  
g i v e n  a n d  the M i n i s t r y  of A g r i c u l t u r e  w h e r e  f i f t e e n  s e t s  o f  
q u e s t i o n n a i r e  w e r e  d i s t r i b u t e d .  T h e  q u e s t i o n n a i r e  w e r e  c i r c u l a t e d  
to the g r o u p s  of the o f f i c e r s  in e a c h  M i n i s t r y  w h i c h  i n c l u d e d  at 
l e a s t  o n e  J o i n t  S e c r e t a r y ,  o n e  D e p u t y  S e c r e t a r y ,  a n d  f i v e  
A s s i s t a n t  S e c r e t a r i e s .

All the q u e s t i o n n a i r e  w e r e  h a n d e d  o v e r  to the c o n c e r n e d  D e p u t y  
S e c r e t a r i e s  of the s e v e n  M i n i s t r i e s  w h o  w e r e  the c o n t a c t  p e r s o n s  
for the P r o j e c t .  Q u e s t i o n n a i r e  w e r e ,  h o w e v e r ,  i n d i v i d u a l l y  
d i s t r i b u t e d  t o  a l l  J o i n t  S e c r e t a r i e s .  T h e  c o m p l e t e d
q u e s t i o n n a i r e  w e r e  c o l l e c t e d  on d a y s  s p e c i f i e d  by the c o n c e r n e d  
D e p u t y  S e c r e t a r y  of e a c h  o f  t h e  M i n i s t r i e s .  A t o t a l  o f  49 
o f f i c i a l s  p r o v i d e d  c o m p l e t e  r e s p o n s e s  to the q u e s t i o n n a i r e .
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4 • V a £ _ F i n d  i.ngs.

To e n s u r e  the v a l i d i t y  of r e s p o n s e s ,  i n c o m p l e t e  q u e s t i o n n a i r e  
were not i n c l u d e d  for a n a l y s i s .  So m e  q u e s t i o n s  w e r e  p u r p o s e l y  
s t r u c t u r e d  for c r o s s  c h e c k i n g .  For e x a m p l e ,  s e l f  e s t i m a t e  a b o u t  
k n o w l e d g e  o T  t h e  R u l e s  a n d  I n s t r u c t i o n s  w e r e  c r o s s  c h e c k e d  
a g a i n s t  the e s t i m a t e  o f  k n o w l e d g e  of the s u b o r d i n a t e s  by t h e i r  
s u p e r i o r s .  By this m e t h o d ,  we w e r e  a b l e  to v e r i f y  the v a l i d i t y  of 

r e s p o n s e s .
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R U L E S  A N D  R E G U L A T I O N S

1. As per s e l f - e s t i m a t e  33 p e r c e n t  of the o f f i c e r s  c l a i m e d  that 
t h e y  h a v e  g o o d  k n o w l e d g e  a b o u t  t h e  R u l e s  o f  B u s i n e s s  a n d  
S e c r e t a r i a t  I n s t r u c t i o n s ,  th a t  is t h e i r  k n o w l e d g e  r a n g e  b e t w e e n  
100 p e r c e n t  to 75 p e r c e n t .  T h i s  g r o u p  c o n s i s t s  o f  t h r e e  J o i n t  
S c c r p t a r i e s (6.28 p e r c e n t ) ,  fo u r  D e p u t y  S e c r e t a r i e s (8.33 percent), 
and e i g h t  A s s i s t a n t  S e c r e t a r i e s  (16.66 p e r c e n t ) .

2. F i f t y  two p e r c e n t  of the o f f i c e r s  c l a i m e d  t h a t  t h e i r  k n o w l e d g e  
a b o u t  R u l e s  of B u s i n e s s  a n d  S e c r e t a r i a t  I n s t r u c t i o n s  r a n g e  
b e t w e e n  50 p e r c e n t  to 75 pe r c e n t .

3. O n l y  o n e  D e p u t y  S e c r e t a r y  a n d  s i x  A s s i s t a n t  S e c r e t a r i e s  
i n d i c a t e d  that t h e i r  k n o w l e d g e  a b o u t  R u l e s  and R e g u l a t i o n s  and 
S e c r e t a r i a t  I n s t r u c t i o n s  r a n g e  b e t w e e n  50 p e r c e n t  to 25 percent.

4. In c o n t r a s t ,  the o p i n i o n  of the sa m e  r e s p o n d e n t s  a b o u t  the 
k n o w l e d g e  of their s u b o r d i n a t e s  r e g a r d i n g  R u l e s  a n d  I n s t r u c t i o n s  
s e e m s  t.o be v e r y  poor. O n l y  6.25 p e r c e n t  i d e n t i f i e d  that the 
k n o w l e d g e  of their s u b o r d i n a t e s  r a nge b e t w e e n  100 p e r c e n t  to 75 
per c e n t .  45.8 p e r c e n t  sa i d  that it r a n g e s  b e t w e e n  75 p e r c e n t  to 
50 p e r c e n t  fol l o w e d  by 4 7.9 per c e n t ,  w h o  c o n s i d e r  the k n o w l e d g e  
of t h eir s u b o r d i n a t e s  r e g a r d i n g  R u l e s  of B u s i n e s s  and S e c r e t a r i a t  
I n s t r u c t i o n s  to be u n s a t i s f a c t o r y  i.e. b e l o w  50 p e r c e n t .

5. F i f t y  p e r c e n t  of t h e  o f f i c e r s  i n d i c a t e d  t h a t  d o c u m e n t s  o n  
R u l e s  and R e g u l a t i o n s  i n c l u d i n g  a m e n d m e n t s  are a v a i l a b l e  in their 
sect, i o n  a s  o p p o s e d  t o  5 4 . 8  p e r c e n t ,  w h o  d i d  n o t  h a v e . t h e  
d o c u m e n t s  a v a i l a b l e .

H. A s u b s t a n t i a ]  n u m b e r  (72.9 p e r c e n t )  of the o f f i c e r s  c o n s i d e r  
t h a t  the R u l e s  o f  B u s i n e s s  a n d  S e c r e t a r i a t  I n s t r u c t i o n ,  1 9 7 6  
f a c i l i t a t e  q u i c k  d i s p o s a l  of b u s i n e s s  in t h e  S e c r e t a r i a t  while 
27.1 p e r c e n t  a r e  o f  the o p i n i o n  t h a t  R u l e s  a n d  I n s t r u c t i o n s  
in h i b i t  the d i s p o s a l  of b u s i n e s s .

T h e  nliovp p e r c e n t a g e s  m a y  n o t  be  c o n s i d e r e d  to  g i v e  a c l e a r  
p i c t u r e  r e g a r d i n g  the p r o v i s i o n s  of R u l e s  and I n s t r u c t i o n s  in 
q u i c k  d i s p o s a l  of b u s i n e s s  in the S e c r e t a r i a t  b e c a u s e  of the fact 
that twenty r e s p o n d e n t s  (41.66 p e r c e n t )  w h o  a n s w e r e d  p o s i t i v e l y  
to the q u e s t i o n  e s t i m a t e d  t h e i r  own k n o w l e d g e  to be b e t w e e n  75 
percent, to 50 p e r c e n t .  Five r e s p o n d e n t s  (10.41 p e r c e n t )  in the 
sa m e  r a n g e  a n s w e r e d  n e g a t i v e l y .  F o u r  r e s p o n d e n t s  ( 8 . 3 3  percent) 
w h o  e s t i m a t e d  their o w n  k n o w l e d g e  to be b e t w e e n  50 p e r c e n t  to 25 
percent a n s w e r e d  p o s i t i v e l y  and t h r e e  r e s p o n d e n t s  (6.25 percent) 
in the same range a n s w e r e d  n e g a t i v e l y .
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It may be p o i n t e d  out th a t  r e s p o n d e n t s  w h o  t h e m s e l v e s  c l a i m  less 
t h a n  s a t i s f a c t o r y  k n o w l e d g e  a b o u t  t h e  R u l e s  a n d  I n s t r u c t i o n s  
are not in a p o s i t i o n  to d e t e r m i n e  that the R u l e s  of B u s i n e s s  and 
S e c r e t a r i a t  I n s t r u c t i o n s  f a c i l i t a t e  q u i c k  d i s p o s a l  of business. 
T a k i n g  the a b o v e  fact in t o  c o n s i d e r a t i o n ,  the p e r c e i v e d  a d e q u a c y  
of the R u les and I n s t r u c t i o n s  s h o u l d  be q u a l i f i e d .  In the ca s e  of 
o n e - t h i r d  of the r e s p o n d e n t s ,  t h e i r  e v a l u a t i o n  of the a d e q u a c y  
ap p e a r s  to be m o r e  a m a t t e r  of t h e i r  b e l i e f  r a t h e r  t h a n  their 
k n o w ] e d g e .

D E C I S I O N  M A K I N G

1. A s i g n i f i c a n t  n u m b e r  (43.75 p e r c e n t )  of the o f f i c e r s  e x e r c i s e  
the a u t h o r i t y  g i v e n  to them, as o p p o s e d  to 25 p e r c e n t  w h o  r e f r a i n  
f roin e x e  re i s i n g  t h e i r  a u t h o r i t y  p r i m a r i l y  d u e  t o  u n k n o w n  
i m p l i c a t i o n s .  O f  t h e  v a r i o u s  o t h e r  r e a s o n s  t h a t  h a v e  b e e n  
s p e c i f i e d ,  l a c k  of  t r u s t  b y  s u p e r i o r s  a p p e a r s  a s  t h e  s e c o n d  
impor t a n t  reason.

O t h e r  r e a s o n s  for not e x e r c i s i n g  a u t h o r i t y  in o r d e r  of i m p o r t a n c e  
are :

a) Lack of i n f o r m a t i o n ;
b) Non f a m i l i a r i t y  w i t h  r u l e s  and r e g u l a t i o n s .

2. T w e n t y  five p e r c e n t  of the o f f i c e r s  i d e n t i f i e d  l a c k  of trust 
by s u p e r i o r s  as the m a i n  r e a s o n  for the t e n d e n c y  of p u t t i n g  up 
files l.o h i g h e r  o f f i c e r s  for d e c i s i o n .  22.91 p e r c e n t  is of the 
o p i n i o n  that files are r e f e r r e d  to h i g h e r  o f f i c e r s  for i n c o m p l e t e  
i n f o r m a t i o n ,  i m p r o p e r  d o c u m e n t a t i o n ,  a n d  u n c e r t a i n t y  o f  
c o n s e q u e n c e s .  20.83 p e r c e n t  of the o f f i c e r s  are of the o p i n i o n  
that lack of c o n f i d e n c e  is the re a s o n  for p u t t i n g  up  files to 
hig h e r  o f f i c e r s .

3. More than o n e - f i f t h (22.91 p e r c e n t )  of the o f f i c e r s  c l a i m  that 
t h e i r  d e c i s i o n s  a r e  n o t  a t  a l l  i n f l u e n c e d  b y  a n y  k i n d  o f  
e x t r a n e o u s  c o n s i d e r a t i o n s  t h a t  may be b e y o n d  t h e i r  co n t r o l .  But 
the 72.91 p e r c e n t  of the o f f i c e r s  a d m i t t e d  b e i n g  i n f l u e n c e d  by 
external c o n s i d e r a t i o n s  and r a n k e d  " T a d b i r " ( 6 4 . 5 8  p e r c e n t )  as the 
m a i n  f a c t o r .  S I . 01 p e r c e n t  i d e n t i f i e d  l a c k  o f  c o o p e r a t i o n  b y  
o t h e r  M i n i s t r i e s  and D e p a r t m e n t s  as an i m p o r t a n t  f a c t o r  a f f e c t i n g  
qui ck dec isions.
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Other rrnsons which also influence decision making are:

n) I n s t r u c t i o n s  from h i g h e r  a u t h o r i t i e s ;
1>) D e l i b e r a t e  w i t h h o l d i n g  of i n f o r m a t i o n ;
c) Political I n t erference;
d) I n t e r f e r e n c e  by sup e r i o r s ;
e) U n due requests;
T) Time c o n s t r a i n t s  for d i s p o s a l  of cases;
g) I n c o r r e c t  i n f o r mation;

4 . T h e  S e c r e t a r y  h a s  b e e n  i d e n t i f i e d  a s  t h e  p e r s o n  w h o  
c o n t r i b u t e s  m o s t  to d e c i s i o n  m a k i n g ,  w h e r e a s  t h e  A d d i t i o n a l  
S e c r e t a r y  has been i d e n t i f i e d  to be c o n t r i b u t i n g  the least. The 
D e p u t y  S e c r e t a r y  r a n k s  s e c o n d  in c o n t r i b u t i n g  t h e  m o s t  to 
d e c i s i o n - m a k i n g .  T h e  J o i n t  S e c r e t a r y  is- c o n s i d e r e d  t h i r d  in 
c o n t r i b u t i n g  most to d e c i s i o n - m a k i n g .  The A s s i s t a n t  S e c r e t a r y  
ranks fourth in c o n t r i b u t i n g  to d e c i s i o n  m a k ing.

P E R S O N N E L  M A N A G E M E N T

1. The h i g h e s t  n u m b e r  of t i mes that an o f f i c e r  w a s  t r a n s f e r r e d  is 
fourteen, w h i l e  on the o t h e r  hand, q u i t e  a few of  the o f f i c e r s  
have n e v e r  b e e n  t r a n s f e r r e d  at all.

2. T h e  a v e r a g e  l e n g t h  o f  s e r v i c e  h a s  b e e n  f o u n d  t o  b e  1 3 . 9 5  
years, and the a v e r a g e  n u m b e r  of t r a n s f e r s  has b e e n  c a l c u l a t e d  to 
be 5.5 t i m e s .

3. T h e r e  is no c o n s i s t e n t  p a t t e r n  of t r a n s f e r  a c c o r d i n g  to our 
findings. It has b e e n  found that e i g h t  o f f i c e r s  w e r e  t r a n s f e r r e d  
three times. Out of t hese e i g h t  o f f i c e r s ,  one w a s  t r a n s f e r r e d  
throe t i mes in e i g h t e e n  y e a r s  of s e r v i c e ,  w h i l e  o n  the o t h e r  hand 
a n o t h e r  o f f i c e r  s e r v i n g  for the la s t  six y e a r s  w a s  t r a n s f e r r e d  
the s n m e  n u m b e r  of times. The a v e r a g e  l e n g t h  of s e r v i c e  of those 
o f f i c e r s  w h o  have be e n  t r a n s f e r r e d  t hree t i m e s  is 12.12 years.

4. Four o f f i c e r s  h a v e  n e v e r  b e e n  t r a n s f e r r e d  at all. T w o  of them 
have been s e r v i n g  for the last four and five y e a r s  r e s p e c t i v e l y .  
Put, of the o t h e r  two o f f i c e r s ,  one has b e e n  s e r v i n g  for f o u r t e e n  
years and the o t h e r  for s i x t e e n  years.

5. T h e  m o s t  a d v e r s e  a f f e c t  o f  t r a n s f e r  h a s  b e e n  o n  j o b  
s a t i s f a c t i o n  w i t h  39.58 p e r c e n t  of the o f f i c e r s  i n d i c a t i n g  that 
their t r a n s f e r s  have b r o u g h t  t h e m  p r o f e s s i o n a l  f r u s t r a t i o n .  A 
s i g n i f i c a n t  n u m b e r  (31.25 per c e n t )  of the o f f i c e r s  c l a i m e d  that 
t h e i r  f a m i l y  l i f e  h a d  b e e n  a f f e c t e d  b y  t r a n s f e r s ,  a n d  1 6 . 6 6  
percent, of the o f f i c e r s  s p e c i f i e d  that t r a n s f e r s  had a d v e r s e l y  
a f f e c t e d  the p r o s p e c t s  of t h e i r  p r o m o t i o n .
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T R A I N I N G

1. O f  t h e  o f f i c e r s  w h o  h a v e  r e c e i v e d  i n - c o u n t r y  t r a i n i n g ,  
A p p r o x i m a t e l y  50 p e r c e n t  m e n t i o n  that t h e i r  t r a i n i n g  h a d  been 
r e l e v a n t  to t h eir job, t h o u g h  a few of t h e m  s p e c i f i e d  t h a t  the 
t r a i n i n g  was r e l e v a n t  at the t i m e  of train i n g .  O n l y  10 p e r c e n t  of 
t he r e s p o n d e n t s  m e n t i o n e d  t h a t  t h e  t r a i n i n g  u n d e r t a k e n  w a s  
i r r e l e v a n t .  On the o t h e r  h a n d  o n e - t h i r d  r e s p o n d e n t s  c l a i m e d  that 
thei.r foreign t r a i n i n g  was r e l e v a n t  to t h e i r  work.

F o r  a m a j o r i t y  of o f f i c e r s ,  i n - c o u n t r y  t r a i n i n g  h a s  l i m i t e d  
i n c e n t i v e s  and m o t i v a t i o n .  F o r e i g n  t r a i n i n g ,  on the o t h e r  h a n d , i s  
c o n s i d e r e d  m o r e  a t t r a c t i v e .  T h e  o v e r a l l  c o n c l u s i o n  is t h a t  in- 
c o u n t r y  t r a i n i n g  is m o r e  r e l e v a n t  b u t  l e s s  a t t r a c t i v e  w h i l e  
f o r e i g n  t r a i n i n g  is a t t r a c t i v e  but less r e l e v a n t .

L O G I S T T C R

1. W o r k  s e ems to s u f f e r  the m o s t  for lack of s t a f f  or t r a i n e d  
staff. A s i g n i f i c a n t  n u m b e r  of (81.25 p e r c e n t )  o f f i c e r s  s u g g e s t e d  
i m p r o v e m e n t s  in this area.

2. T r a n s p o r t  f a c i l i t y  and o f f i c e  e q u i p m e n t  a r e  the n e x t  in o r d e r  
of i m p o r t a n c e  w i t h  6 0 . 4 2  p e r c e n t  a n d  5 8 . 3 3  p e r c e n t  o f  t h e  
r e s p o n d e n t s  s u g g e s t e d  i m p r o v e m e n t s  in t r a n s p o r t  f a c i l i t i e s .

3. A p p r o x i m a t e l y  50 p e r c e n t  of the r e s p o n d e n t s  s p e c i f i e d  that 
p h ysical f a c i l i t y  n e e d s  i m p r o v e m e n t  to c r e a t e  a c o n g e n i a l  w o r k i n g  
c o n d i t i o n .

4. M a n y  of the r e s p o n d e n t s  s p e c i f i c a l l y  i d e n t i f i e d  l a c k  of  p r o p e r  
c o m m u n i c a t i o n  e q u i p m e n t  t o  b e  a m a j o r  a r e a  t h a t  n e e d s  
improvement.. O t h e r  s p e c i f i c  a r e a s  that h a v e  b e e n  m e n t i o n e d  are 
o f f i c e  a c c o m m o d a t i o n ,  o f f i c e  s t a t i o n e r y ,  t r a i n i n g  f a c i l i t y  and 
lack of well t r a i n e d  staff.

*
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P U B L I C  A D M I N I S T R A T I O N  E F F I C I E N C Y  S T U D Y  
S E C R E T A R I A T  S Y S T E M  A N D  W O R K  P R O C E D U R E S

Q U E S T I O N N A I R E

D e s i g n a t i o n ............................................... * • •

A g e ......................

H i g h e s t  Q u a l i f i c a t i o n : ................................................

D a t e  of j o i n i n g  C l a s s  I S e r v i c e : ...................................

1. H o w  w o u l d  y o u  e s t i m a t e  y o u r  k n o w l e d g e  a b o u t  t h e  R u l e s  o f  
B u s i n e s s  and S e c r e t a r i a t  I n s t r u c t i o n s  i n c l u d i n g  a m e n d m e n t s ?

--- 100% - 75%

---  75% - 50%

---  50% - 25%

A r e  t h e s e  d o c u m e n t s  o n  R u l e s  a n d  R e g u l a t i o n  i n c l u d i n g  t h e  
a m e n d m e n t s  r e a d i l y  a v a i l a b l e  in y o u r  S e c t i o n ?

Yes .......No

2. H o w  w o u l d  y o u  e s t i m a t e  t h e  k n o w l e d g e  o f  y o u r  s u b o r d i n a t e s  
about the Rules and R e g u l a t i o n s  th a t  are e s s e n t i a l  for the 
c o n d u c t  of their d u t i e s ?

- 1 0 0 %  - 75%

- 75% - 50%

- 50% - 25%
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3. Do you t hink that the p r o v i s i o n s  of the R u l e s  of Business,
1975 and the S e c r e t a r i a t  I n s t r u c t i o n s ,  1976, f a c i l i t a t e  q u ick 
disposal' of b u s i n e s s  in the S e c r e t a r i a t ?

.......Yes ....... No

If  n o ,  p l e a s e  s p e c i f y  a r e a s  w h e r e  e x i s t i n g  R u l e s  a n d
R e g u l a t i o n  s h o u l d  be m o d i f i e d .  P l e a s e  r a n k  the a r e a s  in o r d e r  
of i mportance.

__  C h a n n e l s  of c o m m u n i c a t i o n

__  C o o r d i n a t i o n

  A l l o c a t e d  time for d i s p o s a l

  L a y e r s  of d e c i s i o n - m a k i n g

__  D e l e g a t i o n  of a u t h o r i t y

__  O t h e r s

4. Do y o u  t h i n k  t h a t  t h e  R u l e s  of B u s i n e s s  a n d  S e c r e t a r i a t
I n s t r u c t i o n s  a r e  f o l l o w e d  by o f f i c e r s  i n  d i s p o s i n g  t h e i r  
d u t i e s ?

/_____ / Yes /___/ No

If no, w h a t  in y o u r  o p i n i o n  , are the m a i n  r e a s o n s  ?

/__/ I n a d e q u a t e  f a m i l i a r i t y

/__ / I n a d e q u a t e  a u t h o r i t y  in a p p l i c a t i o n  of rules

/_._/ Luck of d i r e c t i o n  and s u p e r v i s i o n

/___/ Ti m e  c o n s t r a i n t

/____/ O t h e r s  P l e a s e  s p e c i f y ___________________________________
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Do you t h i n k  that y o u r  w o r k  s o m e t i m e s  s u f f e r s  f r o m  la c k  of 
l o g i s t i c a l  s u p p o r t ?  If so, p l e a s e  s p e c i f y  t h e  a r e a s  f o r  
i m p r o v e m e n t s .

/__ / O f f i c e  e q u i p m e n t

/__ / S t a f f

/__/ P h ysical F a c i l i t y

/__ / T r a n s p o r t  F a c i l i t y

/__ / Ot h ers. P l e a s e  s p e c i f y

Do you e x e r c i s e  the a u t h o r i t y  g i v e n  to y o u ?  If not, w h a t  are 
the r e a s o n s  for not d o i n g  so?

/__ / Lack of i n f o r m a t i o n

/__ / N o n - f a m i l i a r i t y  of r u l e s  and r e g u l a t i o n s

/__/ U n k n o w n  i m p l i c a t i o n s

/__ / O t h ers. P l e a s e  s p e c i f y

Do you t h i n k  that t h e r e  is a t e n d e n c y  of p u t t i n g  u p  files to 
h i g h e r  o f f i c e r s  w h i c h  an o f f i c e r  c a n  d i s p o s e  h i m s e l f  as per 
g i v e n  a u t h o r i t y ?  If so, w h a t  are the r e a s o n s  f o r  d o i n g  so? 
P l e a s e  s p e c i f y  t h e m  in o r d e r  of t h e i r  i m p o r t a n c e .

/__/ W o r k  o v e r l o a d

/__/ I n c o m p l e t e  i n f o r m a t i o n  and d o c u m e n t a t i o n



/__/ Lack of trust by s u p e r i o r s

/ ____ / L a c k  o f  k n o w l e d g e  o f  t h e  R u l e s  o f  B u s i n e s s  a n d
S e c r e t a r i a t  I n s t r u c t i o n s

/____ / La c k  of s e l f - c o n f i d e n c e

/____ / U n c e r t a i n t y  of c o n s e q u e n c e s

/____ / O t h e r s .  P l e a s e  s p e c i f y ______________________

8. Do you t h ink that d e c i s i o n s  are s o m e t i m e s  i n f l u e n c e d  by 
e xternal c o n s i d e r a t i o n s  b e y o n d  y o u r  c o n t r o l ?

........ Yes ....... No

If yes, p l e a s e  i d e n t i f y  some of t h e s e  c o n s i d e r a t i o n s .

/__ / La c k  of c o o p e r a t i o n  by o t h e r  M i n i s t r i e s  a n d  D e p a r t m e n t s

/Z7 T a d b l r

/__ / O t h ers. P l e a s e  s p e c i f y ____________________________________________

9. Do y o u  t h i n k  t h a t  t h e r e  a r e  t o o  m a n y  l a y e r s  o f  d e c i s i o n  
m a k i n g  in the S e c r e t a r i a t ?  If so, w h i c h  l a y e r s  c o n t r i b u t e  
m o s t  to the d e c i s i o n  m a k i n g  a n d  w h i c h  l a y e r s  c o n t r i b u t e  
least?

Most L e a s t
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10. Flow ma n y  t i mes have you b e e n  t r a n s f e r r e d  d u r i n g  the te n u r e  of 
yo u r  s e r v i c e ?

N u m b e r  of t imes t r a n s f e r r e d : ____________________________________________

P o s i t i o n s  of transfer: 1. _______________________________________________

2 . ____________________________________
3 . _______________________________________________

4  . _________________ ;_____________________________

5  . ____________________

11. H o w  have y o u r  t r a n s f e r s  a f f e c t e d  y o u r  c a r e e r ?

/___ / P r o m o t i o n

/___ / J o b - S a t i s f a c t i o n

/___ / Finn i 1 y I i fe

/H 7  _______________

r ~ j  ________________ :_____
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12. H a v e  you r e c e i v e d  any i n - c o u n t r y  or o v e r s e a s  t r a i n i n g ,  ei t h e r  
s h o r t - t e r m  or l o n g - t e r m ?

/__/ I n - c o u n t r y  t r a i n i n g

S u b j e c t  a r e a  and d u r a t i o n  of t r a i n i n g _________________________________

R e l e v a n c e  to y o u r  p r e s e n t  job __________________________________________

/__ / O v e r s e a s  training; ........ D e g r e e  ......... N o n - D e g r e e

S u b j e c t  a r e a  and d u r a t i o n  of t r a i n i n g ______________________________

R e l e v a n c e  to yo u r  p r e s e n t  job ________________________________________

13. Do you t h i n k  t h a t  t h e  p r e s e n t  f a c i l i t i e s  f o r  t r a i n i n g  of 
o f f i c e r s  w i L h i n  the c o u n t r y  are a d e q u a t e ?  If not, w h a t  steps 
do you s u g g e s t  to i m p r o v e  the s i t u a t i o n .
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1-1. Do you t h i n k  that the t r a i n e d  o f f i c e r s  are p l a c e d  in t h eir 
a r e a  of s p e c i a l L z a t i o n ?  If not, w h a t  s t e p s  w o u l d  you s u g g e s t  
to e n s u r e  p r o p e r  u t i l i z a t i o n  o f  t h e  s e r v i c e s  of  t r a i n e d  
o f f i c e r s .

15. Do you t h i n k  that the e x i s t i n g  p e r f o r m a n c e  a p p r a i s a l  s y s t e m  
in the S e c r e t a r i a t  is s a t i s f a c t o r y ?  If n o t ,  w h a t  d o  y o u  
s u g g e s t  for its imp r o v e m e n t .
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A n n e x u r e  E

SUH.VEY O F  V IS I T O R S TO T H E  S E C R E T A R I A T



S U R V E Y  O F  V T S r T O n S  TO TIIR S E C R E T A R I A T

A . M e t h o d o l ogy

The main o b j e c t i v e  of the s u r v e y  was to find out the p u r p o s e  and 
the na t u r e  of the s u b j e c t  m a t t e r / c a s e  for w h i c h  v i s i t o r s  come' to 
the S e c r e t a r i a t .  In d o i n g  so, a n  a t t e m p t  w e r e  a l s o  m a d e  to 
identify, in g e n e r a l ,  the e f f e c t i v e n e s s  of the v a r i o u s  M i n i s t r i e s  
/ D i v i s i o n s  in d i s c h a r g i n g  t h e i r  d u t i e s  to p u b l i c  and a l s o  the 
e f f e c t i v e n e s s  w i t h  w h i c h  they d i s p o s e  c a s e s  in r e l a t i o n  to time.

D a t a  was c o l l e c t e d  by m e a n s  of the a t t a c h e d  i n t e r v i e w  guide. Data 
c o l l e c t e d  was not l i m i t e d  to the p r e s p e c i f i e d  issues, but o t her 
i n f o r m a t i o n  r e g a r d i n g  I he n a t u r e  of the c a s e s  of r e s p o n d e n t s ,  
factors p r e v e n t i n g  s o l u t i o n  of t heir s p e c i f i c  p r o b l e m s ,  and o t h e r  
a r e a s c o n c e r n i n g  t h e  r o l e  o f  t h e  S e c r e t a r i a t  o r  t h e  
M i n i s t r y / D i v i s i o n  w i t h  r e l a t i o n  to the c a s e s  of r e s p o n d e n t s  were 
al s o  g a t h e r e d  by i n f o r m a l  d i s c u s s i o n s  w i t h  the v i s i t o r s .  Four 
i n t e r v i e w e r s  c o n d u c t e d  the S u r v e y  and c o l l e c t e d  the d a t a  f r o m  the 
r e s p o n d e n t s .  A t o t a l  n u m b e r  o f  t h i r t y  f o u r  p e r s o n s  w e r e  
i n t e r v i e w e d  on a r a n d o m  basis.

B. F i n d i n g s

1. P e o p l e  w h o  v i s i t  the S e c r e t a r i a t  c a n  be d i v i d e d  into three
d i s t i n c t  c a t e g o r i e s :  1) p e o p l e  w h o  c o m e  to v i s i t  M i n i s t r i e s /
D i v i s i o n s  w i t h  s p e c i f i c  o f f i c i a l  and p e r s o n a l  m a t t e r s / c a s e s ,  (2) 
p e o p l e  w h o  c o m e  in g r o u p s  - m e m b e r s  o f  a s s o c i a t i o n s ,  u n i o n s ,  
b u s i n e s s  p a r t n e r s ,  etc. and (3) p e o p l e  w h o  co m e  and sit in the 
w a i t i n g  r o o m  and have no personal, or  o f f i c i a l  b u s i n e s s  of their 
o w n .  S o m e  o f  t h e m  c o m e  t o  m e e t  f r i e n d s ,  r e l a t i o n s  a n d  
a c q u a i n t a n c e s  w o r k i n g  in the S e c r e t a r i a t .  It has b e e n  o b s e r v e d  
t h a t  the m e m b e r s  of t h i s  g r o u p  a l s o  c o m e  to  g i v e  s u p p o r t  to 
o t h e r s  in c a s e  c e r t a i n  d o c u m e n t s ,  a u t h o r i z a t i o n  s i g n a t u r e s ,  etc. 
are required. T h e s e  p e o p l e  act i m m e d i a t e l y  to o b t a i n  the r e q u i r e d  
m a t e r i a l s  and b r i n g  it to the S e c r e t a r i a t .

M o r e  t h a n  t h r e e - f o u r t h  o f  the p e o p l e  w h o  c o m e  t o  v i s i t  t h e  
S e c r e t a r i a t  co m e  from o u t s i d e  of the D h a k a  city.

2. A c c o r d i n g  to the survey, the M i n i s t r y  w h i c h  is v i s i t e d  the 
m o s t  is t h e  M i n i s t r y  o f  E d u c a t i o n .  1 7 . 6 4  p e r c e n t  o f  t h e  
r e s p o n d e n t s  e x p r e s s e d  t h e i r  i n t e n t i o n  of g o i n g  to the M i n i s t r y  of 
Edu c a t i o n .  M i n i s t r y  of Law, Home, F i n a n c e ,  L a n d  and W o r k s  were 
the next to follow, 8.28 p e r c e n t  of the r e s p o n d e n t s  w a n t e d  to 
visit ea c h  of t h e s e  M i n i s t r i e s .

3. The r e a s o n s  for the h i g h  p e r c e n t a g e  of r e s p o n d e n t s  w h o  d e s i r e d  
to v i s i t  the E d u c a t i o n  M i n i s t r y  v a r ied. M o s t  of the v i s i t o r s  came 
for p o s t i n g  and transfer.
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4. The M i n i s t e r  a p p e a r s  as the m o s t  s o u g h t  a f t e r  person. 23.52 
p e r c e n t  of the r e s p o n d e n t s  w a n t e d  to m e e t  the M i n i s t e r s .  An equal 
p e r c e n t a g e  of p e o p l e  d e s i r e d  to me e t  the S e c r e t a r i e s ,  A d d i t i o n a l  
S e c r e t a r i e s ,  and J o i n t  S e c r e t a r i e s  of d i f f e r e n t  M i n i s t r i e s .  The 
A s s i s t a n t  S e c r e t a r i e s  r a n k e d  t h i r d  (1 4 . 7 0  p e r c e n t )  f o l l o w e d  by 
Deputy S e c r e t a r i e s  (8.82 p e r c e n t ) .  A l m o s t  all p e r s o n s  w a n t i n g  to 
m e e t  M i n i s t e r s  c l a i m e d  t h a t  t h e y  e i t h e r  k n o w  t h e  c o n c e r n e d  
M i n i s t e r  p e r s o n a l l y  or h a v e  m e t  the M i n i s t e r  on p r e v i o u s  vi s i t s  
and are f o ] l o w i n g  u p  on t h e i r  p a r t i c u l a r  case.

5. The p r o b l e m s  for w h i c h  p e o p l e  v i s i t  the S e c r e t a r i a t  are so 
v a r i e d  t h a t  it is n o t  p o s s i b l e  to a r r a n g e  t h e m  u n d e r  b r o a d  
c a t e g o r i e s .  T h e  m a j o r  r e a s o n s  i d e n t i f i e d  in our s u r v e y  include:

a) p o s t i n g  and trans f e r ,
b) land dis p u t e ,
c) re l i e f  and grants,
d) a m e n d m e n t  of g o v e r n m e n t  order,
e) s e t t l e m e n t  of p a y  scale,
f) e m p l o y m e n t  and r e - e m p l o y m e n t ,  
g ) t a d b i r ,
h) family m atters, 
i ) c o u r t e s y  visit.

6 . It w a s  f o u n d  t h a t  a b o u t  o n e - t h i r d  o f  t h e  r e s p o n d e n t s  w e r e  
a w a i t i n g  d e c i s i o n  o n  t h e i r  c a s e s  f o r  m o r e  t h a n  t h r e e  m o n t h s .  
Fi fty p e r c e n t  of the r e s p o n d e n t s  m e n t i o n e d  that t h e y  had v i s i t e d  
the c o n c e r n e d  o f f i c e r  m o r e  t h a n  twice. A p p r o x i m a t e l y  10 p e r c e n t  
of the r e s p o n d e n t s  had v i s i t e d  the s a m e  o f f i c e r  m o r e  th a n  ten 
t i m e s .

7. P r e s s u r e  of w o r k ,  p e r c e i v e d  i n e f f i c i e n c y  o f  o f f i c e r s ,  a n d  
l i m i t e d  o f f i c e  h o u r s ,  w e r e  the m a i n  r e a s o n s  m e n t i o n e d  b y  t h e  
r e s p o n d e n t s  f o r  t h e  d e l a y  in d i s p o s a l  o f  t h e i r  c a s e s .  S o m e  
r e s p o n d e n t ,  s w e r e  m o r e  s p e c i f i c  t o  m e n t i o n  r e a s o n s  l i k e  
c o r r u p t i o n ,  d e l a y  in p u t t i n g  up files and a b s e n c e  of a p p r o p r i a t e  
d o c u m e n t s .  N e a r l y  h a l f  (44.12 p e r c e n t )  of the r e s p o n d e n t s  o p i n e d  
t h a t  the r e f e r e n c e  of t h e i r  c a s e  to t h e  S e c r e t a r i a t  c o u l d  be 
a v o i d e d  by d e l e g a t i o n  of p o w e r  to the h e a d s  of o t h e r  G o v e r n m e n t  
D e p a r t m e n t s ,  p r o f e s s i o n a l  i n i t i a t i v e ,  w i l l i n g n e s s  t o  w o r k ,  
a v o i d i n g  u n n e c e s s a r y  r e f e r r a l  of t h e i r  c a s e  and a s s u m p t i o n  of 
r e s p o n s i b i l i t y .  T h e  o t h e r s  did not h a v e  a c l e a r  o p i n i o n  as to 
w h a t  w e r e  t h e  r e a s o n s  f o r  the d i f f i c u l t i e s  in h a v i n g  t h e i r  
p r o b l e m s  s o l v e d  at  the S e c r e t a r i a t  o r  t h e  a l t e r n a t e  m e a n s  b y  
w h i c h  their p r o b l e m  can be s e t t l e d  m o r e  e f f i c i e n t l y .

T h e  v a r i o u s  d i m e n s i o n s  o f  e f f i c i e n c y  in t h e  S e c r e t a r i a t  in 
d e a l i n g  wi t h  its c l i e n t e l e  i n c l u d e  the f o l l o w i n g :

1 ) p r o b l e m s  of v i s i t a t i o n  a n d  entry,

2 ) large n u m b e r  of p e o p l e  and i n t e r r u p t i o n  of work,

3) e x c e s s i v e  use o f  tadbir,

4) c e n t r a l i z a t i o n ,  and

5) u n n e c e s s a r y  refer r a l .
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We m a k e  the f o l l o w i n g  s u g g e s t i o n s  f o r  i m p r o v i n g  t h e  w o r k i n g  
e n v i r o n m e n t  in the S e c r e t a r i a t :

1. V i s i t o r s  to the S e c r e t a r i a t  s h o u l d  he r e s t r i c t e d  as m u c h  as 
p o s s i b l e  to m i n i m i z e  i n t e r r u p t i o n s  in the w o r k i n g  e n v i r o n m e n t .

2. Steps s h o u l d  he t a k e n  to d e l e g a t e  and d e c e n t r a l i z e  the service 
functions of the g o v e r n m e n t  so that the p u b l i c  c a n  p u r s u e  their 
g r i e v a n c e s  w i t h o u t  g o i n g  to the s e c r e t a r i a t .

3. The s e c r e t a r i a t  s h o u l d  be h o u s e d  into blocks. T h e  m i n i s t r i e s  
s h o u l d  be h o u s e d  in p r o x i m a t e  b l o c k s  o n  t h e  b a s i s  o f  t h e i r  
functions. The m a i n  r e g u l a t o r y  m i n i s t r i e s  s h o u l d  be l o c a t e d  in 
the c e n t e r  so t h a t  m i n i s t e r i a l  b u s i n e s s  c o n c e r n e d  w i t h  r e g u l a t o r y  
m a t ters c o u J d  be e f f i c i e n t l y  c o n d u c t e d .  E a c h  b l o c k  s h o u l d  have 
intercom t e l e p h o n e  system. V i s i t o r s  w i s h i n g  to m e e t  a n y  o f f i c e r  
should be a l l o w e d  to u s e  the f a c i l i t y  o n c e  th e y  are a l l o w e d  to 
talk to any o f f i c e r .  In c a s e s  w h e r e  the e n t r y  of an i n d i v i d u a l  is 
c o n s i d e r e d  n e c e s s a r y  by  the o f f i c e r  c o n c e r n e d ,  the v i s i t o r  c o uld 
be a l l o w e d  lo e n t e r  the s e c r e t a r i a t .
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T A B L E  O F  F I N D I N G S

1. M i n i s t r y  v i s i t e d

8 . 8 2 %  
17 . 64% 
2 . 6 4 %  
8 . 8 2 %  
2 . 6 4 %  
2. 64% 
8 . 8 2 %  
8 .82% 
2. 64% 
2 . 64% 
5 .88% 
2 . 6 4 %  
2 . 64% 
2 . 64% 
2 . 64% 
8 . 82% 
2 . 64% 
2 .64%

- 1 7 . 6 4 %
2) Home, Law, F i nance, Land, W o r k s  - 8.82%' (to each)
3) Y o u t h  &. S p o r t s  _ 5 . 8 8 %
4) D e fence, H e a l t h ,  Jute, C u l t u r e ,

E s t a b l i s h m e n t ,  LGRD, C i v i l  A v i a t i o n ,
R e l i g i o u s  A f f a i r s ,  L a b o u r  and
M a n p o w e r ,  Forest, I n d u s t r y  - 2 . 6 4 %  (to each)

3. Mi ni s t e r / O f  f icerB most, s o u g h t

A . Mi ni s t e r 8 (23,. 52%)
B. S e c r e t a r y ,  A d d i t i o n a l  S e c r e t a r y ,

J o i n t  S e c r e t a r y 8 (23,,52%)
C. D e p u t y  S e c r e t a r y 3 ( 8 ,.82%)
D. A s s i s t a n t  S e c r e t a r y 5 ( 14 ., 70%)
E. O t h e r s 1 0 (29.,41%)

Ho m e  3
E d u c a t i o n  6
D e f e n c e  1
Law 3
H e a l t h  1
Jute 1
F i n a n c e  3
Land 3
C u l t u r e  1
E s t a b l i s h m e n t  1
Y o u t h  & S p o r t s  2
LG R D  & C o o p e r a t i v e s  1
C i v i l  A v i a t i o n  1
R e l i g i o u s  A f f a i r s  1
L a b o u r  & M a n p o w e r  1
W o r k s  3
Fo r e s t  4 E n v i r o n m e n t  1 
I n d u s t r y  1

2. M i n i s t r i e s  m o s t  v i s i t e d

I) E d u c a t i o n
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I

P r i m a r y  P u r p o B e  of the v i s i t

A) P o s t i n g and T r a n s f e r
B ) P r o m o  t ion
C) F o r e i g n T r a i n i n g
D) F o r e i g n E m p l o y m e n t
E) Land Di s pute

F) Li c e n c e &. P e r m i t
G ) Re 1 i e f

li) G r a n t s - i n - a i d  ( E d u c a t i o n )
I ) T e l e p h o n e  c o n n e c t i o n

ra tion o f P e n d i n g  C a s e d

( 2 0 . 58%)  
( 1 1 . 76%)  
( 3 2 . 35%)

( 3 5 . 29%) 
( 1 1 . 76%) 
( 5 0 . 00%)

( 2 6 . 47%) 
( 1 4 . 70%) 
( 5 . 88%) 
( 8 . 82%)

( 5 . 88%) 
( 8 . 82%)

( 1 4 . 70%)  
( 1 1 . 76%)  
( 11 . 76%)

A) U p t o  o n e  m o n t h  7
B) O n e  to three m o n t h s  4
f" ) Mo r e  t h a n  three m o n t h s  11

6 . N u m b e r  of t i m e s  c o n c e r n e d  o f f i c e r  v i s i t e d

A) No n e  12
B) O n c e  4
C) T w i c e  or m o r e  17

7. P e r c e i v e d  R e a s o n s  for D e l a y

A) P r e s s u r e  of w o r k  9
B) I n e f f i c i e n c y  5
C) L i m i t e d  o f f i c e  h o u r s  2
D) U n d e r s t a f f i n g  3

8 . V i s i t o r s  s u g g e s t i o n s  for a v o i d a n c e  o f  d e l a y

A) A s s u m p t i o n  of r e s p o n s i b i l i t y  2
B) A v o i d a n c e  of u n n e c e s s a r y  r e f e r r a l s  3
C) D e l e g a t i o n  of p o w e r  to the h e a d s

of D e p a r t m e n t s  5
D) P r o f e s s i o n a l  I n i t i a t i v e  4
E) W i l l i n g n e s s  to w o r k  4
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P U B L I C  A D M I N I S T R A T I O N  E F F I C I E N C Y  S T U D Y

Secretariat- S y s t e m  and W o r k  P r o c e d u r e s  

G u i d e  __t o_l n ter vie w v i s i t o r s to the S e c r e t a  ri a t

1. W h i c h  M i n i s t r y  d o  you intend
tn v i s i t ?  M i n i s t r y  of.

2. W h o m  Ho you i n t e n d  to m e e t ?  a. M i n i s t e r

b. S e c r e t a r y ,  Addl. S e c r e t a r y ,  
J o i n t  S e c r e t a r y .

c. D e p u t y  S e c r e t a r y
d. A s s i s t a n t  S e c r e t a r y
e. O t h e r s

3. W h a t  is the p u r p o s e  of your

a* P o s t i n g  &. T r a n s f e r
b. P r o m o t i o n
c. F o r e i g n  T r a i n i n g
d. F o r e i g n  E m p l o y m e n t
e. Land D i s p u t e
f. L i c e n c e  & P e r m i t  
g . R e l i e f
h. G r a n t s - i n - a i d  ( e d u c a t i o n )
i . T e l e p h o n e  c o n n e c t i o n  
j . O t h e r s

A. H o w  .1 nng is the c a s e  a w a i t i n g

d e c i s i o n  in Urn S e c r e t a r i a t ?  a. U p t o  o n e  m o n t h
b. O n e  to t h r e e  m o n t h s
c. M o r e  t h a n  t h r e e  m o n t h s

Pi. IIo k  mntiv times h a v e  you
v i s i t e d  t.fie o f f i c e r  c o n c e r n e d
e a r l i e r  for the sa m e  p u r p o s e ?  a. No n e

b. O n c e
c. T w i c e  or  m o r e

1 0(5



Whnt, in yo u r  o p i n i o n ,  fire the 
r e a s o n s  for d e l a y  in d i s p o s a l  
of y o u r  c n se? a. P r e s s u r e  of w o r k

b. I n e f f i c i e n c y
c. I n a d e q u a t e  l o g i s t i c s
d. L i m i t e d  o f f i c e  h o urs
e. U n d e r s t a f f i n g

Ho you think, this r e f e r e n c e
of y o u r  cnsr> to the S e c r e t a r i a t
c o u l d  be a v o i d e d ?  Yes

b . No

If v p r , how? a . A s s u m p t i o n  of responsibilit;
b. A v o i d a n c e  of u n n e c e s s a r y  

r e f e r r a l s
c. D e l e g a t i o n  of p o w e r s  to the 

h e a d s  of d e p a r t m e n t
d. P r o f e s s i o n a l  I n i t i a t i v e
e. W i l l i n g n e s s  to W o r k



A n n e x u r e  F

L T S T  O F  M I N I S T R I E S



LTST O F  M I N I S T R I E S

2 .
3 .

4 .

5 .

6 .

7 .

8 .
9 .

1 0 .

11 . 
12 . 
13. 

14 .

15.

16.

17.

18.

19.

2 0 . 

21 . 
22 .

1 . Ministry  of Agriculture

Ministry  of C iv i l  Aviat ion  & Tourism

Ministry  of Commerce

Ministry  of Communication

(a)  Railways D ivis ion
(b) Road and Road Transport  D i v is io n  

Ministry of Defence

Ministry of Education

(a)  Science and Technology D i v is io n

(b) Cultural  A f f a i r s  D i v is io n

Ministry  of Energy and Mineral Resources 

Ministry of Establishment 

Ministry of Environment and Forestry 

Ministry  of Finance

(a)  Finance D ivis ion
(b)  Internal  Resources D i v i s i o n

Ministry  of F isher ies  and Live-Stock

Ministry  of Food

Ministry  of Foreign A f f a i r s

Ministry of Health and Populat ion Control .

Ministry  of Home A f f a i r s  

Ministry  of Industr ies  

Ministry  of Information

Ministry  of I r r i g a t i o n ,  Water Development and Flood Control 

Ministry  of Jute

Ministry  of Labour and Manpower

M i ni stry of Land

Ministry  of Law and Just i ce
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23. Ministry  of Local Government,  Rural Development 

and Co-operatives

(a)  Local Government D iv is io n
(b)  Rural Development and Co-operatives D i v is io n

24. M i n i s t r y  of P l a n n i n g

(a)  Planning D i vis ion
(b)  S t a t i s t i c s  D i v is io n
(c)  External  Resources D i v is io n
(d)  Implementation,  Monitoring and Evaluation  D i v is io n

25 . M inistry of Post and Telecommunication

26. Ministry of Rel i ef  and Reh ab i l it a t i o n

27. Ministry of Rel ig ious  A f f a i r s

28 . Mi ni st ry of Shipping

29. Ministry of Social  Welfare  and Women's A f f a i r s

30. M ini stry o f Text i les

31 . Mini stry o f Works

32. Ministry of Youth and Sports

T«lninf Oeaire 
Savar.Djy^
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Annexure G

TABLE OF MANPOWER



1. Ministry/Division : 45
2. Attached Departments : 185
3. Autonomous Bodies/Corporations : 115

Class-wise Manpower (as on 1st January, 1987)

Class

Ministry/Division
(Secretariat)

Attached Department Autonomous Bodies/ 
Corporation

Total

Sanctioned In Position Sanctioned In Position Sanctioned In Position Sanctioned In Position

1 1836 1631 34,830 26,147 41,544 36,295 78,210 64,073

II 47 29 13,148 10,407 27,112 24,780 40,307 35,216

III 3817 3439 4,73,572 4,21,820 1,32,038 1,06,503 6,09,427 5,31,762

IV 2091 1992 2,09,666 1,92,903 84,395 75,159 2,96,152 2,70,054

Others -- -- -- -- 2,01,688 1,89,228 2,01,688 1,89,228

Grand
Total

7791 7091 7,31,216 6,51,277 4,86,777 4,31,965 12,25,784 10,90,333,

fa.

Complied By: Statistics & Research Cell, 0 & M wing, Ministry of Establishment.
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