Chapter-1V: In House Instructions
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27. SOME INSTRUCTIONS ON TRANSACTION OF BUSINESSIN ERD
(Instruction NO. 294/Secy/ERD/80. dated 17-6-80)

| have been following some procedures in transaction of business, which are
slightly out of the ordinary. In the paragraphs below | have attempted to systematize these
practices. These instructions may be followed by all officers of E.R.D.

1. A draft should normally by prepared at the level just below the approving
authority. In case of a brief or a very important document or a letter from the Minister or
the President, it may be initiated at a level two steps below the approving authority.
Officers of two levels may discuss the contents of a draft and then the subordinate officer
unless instructed to the contrary, may put it up directly to the approving authority without
routing it through his immediate superior.

2. If a file has moved up three or more steps and there is no disagreement at any step,
for expeditious action it should be fine for the highest level to send it back to the lowest
level for action. The intermediate steps may be informed after the action has been taken.
If, however, there is disagreement at any level the file must go back through the usual
route.

3. It should be appropriate for a superior officer to send a paper to the lowest level
by passing intermediate levels for initiating action but action initiated or taken must be
reported to the intermediate level. For example, a Joint Secretary may mark a paper to
Section Officer indicating action to be taken. Section Officer may initiate action and
process the paper through Deputy Secretary or take the action with the approval of the
Deputy Secretary.

4. No receipt should remain unattended for longer than three days in any office if
action on a receipt can not be taken within five days the matter should be brought to the
notice of the superior officer.

5. When a meeting takes place at the level of the Secretary/Additional Secretary or
Joint Secretary, this should normally be attended respectively by the Deputy Secretary or
Section Officer concerned with the subject. In the meetings of the Minister either the
Secretary/Additional Secretary or the Joint Secretary shall be in attendance. Record of
discussion or at least some notes of such discussion should be there in the appropriate file
unless the subject discussed is trivial or needs no noting. When it concerns the visit of a
delegation, the notes may appear in the report on the visit. Meetings with the President
should normally be attended by the Secretary/Additional Secretary unless some other
arrangement is made.

6. At all levels there should be original work, Secretary or Joint Secretary, not to
speak of Deputy Secretary, should dispose of cases or subjects at their levels initiating all
necessary action. For filling in gaps of details, discussion with subordinate officials or
specific information from desks may be helpful. This is a matter of great importance for
both high quality of work and speed of disposal of business.
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28. CASES FOR SUBMISSION TO SECRETARY.

( No. 328/Secy/ERD/80, dated 28-8-80 and modified on 6-1-81)

1. Submission of files or papers to Secretary will be obligatory in the cases listed
below. In most other cases Additional Secretary/Joint Secretaries/Chiefs should take final
decisions. In case of doubt they may consult with the Secretary without formally
submitting papers.

1)
)
(3)

(4)
(5)
(6)
(7)

(8)
)

(10)

(11)
(12)

(13)
(14)

(15)

(16)
(17)

(18)
(19)
(20)

All references received from the level of Ministers from other Ministries,
Files or unofficial notes received from Secretary of another Division.

All briefs for international meetings or ministerial and higher level
delegations.

All cases of attendance in a meeting where on working paper has been
circulated (except at Ministers’ level or Selection Committee meeting).

All submissions to Council of Ministers or Council Committees or
Secretaries Committees.

Comments on proposals or summaries received from other Ministries for
submission to Council of Ministers or Council Committees or the
President.

Monthly or Annual reports on activities.
All cases of past debt liabilities except routine matters.

All cases of allocation of own foreign exchange resources outside those
decided in the ADP review meeting of June-July. Allocations made in the
review meetings not chaired by the Secretary will be brought to his notice
before formal allocation is made. Minor adjustments in allocation during
the year will not, however, be submitted to the Secretary.

All cases of allocation of commodity aid. Routine re-allocations or
adjustment of allocations, however, need not be submitted.

Cases of aid agreements of new type or with changed terms of credit.

Cases of difference of opinion between Co-ordination Branch and another
desk on allocation of cash, commodity or project aid.

Cases of multiple approach for aid.

All cases of hard term borrowing which are required to be processed
through the Hardloan Committee.

All cases of high level visits such as those by members of top management
of aid agencies and higher levels.

All cases of deputation or delegations abroad.

All reports on foreign visits or foreign training by the officers of the
Division.

Budget proposals.

All cases for Selection Board or Special Selection Committee.

All cases of transfer of officers of and above the level of Deputy Secretary
Chief outside the Division. Also cases of their first posting in the Division.

169



(21) Matters relating to economic wings of our missions abroad and the officers
of our representatives on the boards of international financial institutions.

(22)  Personnel matters relating to Additional Secretary, Joint Secretaries,
Chiefs and Personal staff of the Secretary.

(23) Interactions on intra-divisional co-ordination.
(24)  Matters relating to reorganization in the ERD.

2. In the temporary absence of the Secretary from headquarters, Additional Secretary
or Joint Secretary in-charge will dispose of all cases except those listed in
(5),(19),(20),(21),(22),(23) & (24). The Secretary on his return should be briefed about
disposed of cases other than those listed in (2) (4) (9) (10) and (13).

3. Additional Secretary will exercise Secretary’s authority in respect of the wings
placed under him except in cases listed in (1), (3), (5), (6), (14), (16), (18), (19), (20),
(21), (22), (23) & (24). At his discretion he may submit cases to Secretary or keep him
informed informally. Papers submitted to the Minister by Additional Secretary directly
will be seen by the Secretary when they are returned by the Minister.

29. NOTE BOOK ON IMPORTANT INFORMATION.
(No. 290, Secy/ERD 80 dated 19-1-80)

Each aid desk should maintain a Note book for important information. This Note
book should also be used for the purpose of taking important and crucial follow-up
actions.

2. The Note book should contain some basic information relevant to the desk.such
information can be-

Q) Summary information on grants or loans committed, the elements of
assistance, its quantum and purpose, its kind (commodity, project or
technical assistance) and its nature (tied, untied, etc.).

(i) Yearly programme of commitments, disbursements and repayments and a
progressive account of performance.

(ili)  Information on disbursement of grants and loans, both cumulative and

current.
(iv)  Information on local currency financing and reimbursements where made.
(V) Information on food and fertilizer aid.

(vi)  Information on projects under consideration of Development Partners.

(vii)  Information on approval status of projects for which aid has been lined up
or is being negotiated.

(viii) Notes on important dates e.g. due reports, fulfilling obligations like loan
effectivity, debt repayment, completion of studies or reports etc. meetings,
dead line for actions.

(ix)  Notes on important follow-up actions.

x) Notes on any pending matters.

(xi)  short notes on important records, studies, reports or files.
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30. STAFF DEVELOPMENT, STAFF TRAINIG AND STAFF MEETING.
(No. 245 SECY/ERD/80 dated 8-2-80)

The standard of performance of a Division depends, among other things, on the
knowledge level of staff and their skills in secretariat procedure. The moral of the staff
and their commitment to the work they are involved in are also very important factors in
determining the quality of their output. While training is supposed to be provided to staff
in organized institutions, it must be ensured by the Division that its staff are trained, kept
up to date and given opportunities to learn and further educate themselves. Staff
development consists of measures by which staff are trained and made fit to hold higher
responsibilities and perform better. Staff development also refers to providing
opportunities for staff to do better in their career.

2. While career opportunities are to be provided through the service structure and the
construction of the organizational pyramid, improvement of staff quality must be a matter
of constant attention in the Division. The device of staff meeting must be widely used not
only for intra-Division Communication but also for staff education and moral boosting. In
addition, the matter of staff training at intervals must be an established practice in the
Division.

3. As a matter of routine there should be a staff meeting once a month, whether there
is a special subject to discus or not. Usually it should take place on the first working
Wednesday of the month at noon. The first item in the meeting will be review of
decisions of the previous meeting. Instructions of general nature will be explained in the
staff meetings. Matters of general interest will be considered in the meeting whether it
relates to household affairs like supply of typewriter or stationery or it relates to
substantive business like preparation of annual work chart, the manner of disposal of a
particular kind of business or organization of a system of work, etc. Any officer will be
free to raise a matter for discussion or seek any clarification.

4. Occasionally a staff meeting will be in the form of a seminar on a subject of
interest to officers of the Division. Such subjects may relate to business transacted in
ERD such as negotiation of aid or programming of technical assistance, or these may be
issues of general interest e.g., rural institutional apparatus or land reforms or financing of
operations of autonomous bodies, Officers of the Division will be encouraged to prepare
seminar papers and outsiders may also be invited to present seminar papers. Usually a
seminar paper will be circulated about three days before the day of the meeting.

5. Some staff meetings may be in the nature of workshop on specific subjects. In
such a gathering the objective will be to acquire skills or sharpen the ability to handle
business in the Division. For workshops, experts may be invited from outside, if
necessary.

6. For staff development, short training or retraining courses should be conducted at
intervals. Such courses may be organized for staff at levels-such as for desk officers,
assistants, stenographers, drivers and the like. The courses should be designed by officers
of the Division with assistance from institutions like PATC/RPATC or STI. While for
officers the focus of attention in a training programme should be disposal of disposal of
business in the ERD; sufficient emphasis should be placed on tools of disposal of
business such as minute writing, conference technique, filing and draining of papers,
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management of office supplies and records etc. No retraining course should extend
beyond three days. And short workshop method should be followed at some intervals.
When new staff of any category is recruited in a batch, they should invariably be put
through a training course of some duration, say a week or a fortnight.

31. INTER-MINISTERIAL MEETINGS.
(N0.290/SECY/ERD/80 dated 19-01-80 in modification of instruction dated Junel4,1977)

Inter-ministerial meeting is an important device for clarification, modification or
formulation of decisions. In matters where inter-ministerial consultation is essential, such
consultation can be concluded through this device. Review meetings such as review of
development budget or utilisation aid are a kind of inter-ministerial meeting. Finalisation
of a brief such as for a Joint Commission Session or ESCAP or Aid Group Meeting may
be made in inter-ministerial meetings. Loan and grant agreements can be cleared in inter-
ministerial meetings.

2. Though it is a very useful device, excessive use of this instrument may prove
counter-productive. In calling inter-ministerial meetings the following principles
should be observed:

(i) The convenience of important participants may be considered in fixing the
time and venue.

(if) The level of attendance may be indicated in order to ensure that the meeting is
fruitful and it does not lead to further meetings. The participants should be
expected to come fully briefed to speak on behalf of their respective agencies.

(iii) A working paper elaborating the subject of discussion and identifying the
issues for decision is circulated in good time. On urgent occasions at least the
issues should be listed.

(iv) Minutes of the meeting when held should be prepared and circulated.
Sometimes the meetings may lead to issue of some letters or amendments of draft
documents or preparation of briefs, in such cases, the end product will substitute
the minutes.

3 For attendance in inter-ministerial meetings the following principles may be
observed :

(i) No meeting should be attended for which a working paper has not been
circulated or prepared. Meetings called by Ministers, however, should be attended
with the approval of the superior officer even if there are no working papers. For
routine meetings like that of Slection Committee where cases are presented in the
meeting, there will be no need for a prior working paper.

(i) Before attending a meeting, the concerned officer should obtain clearance
from an appropriate level of position to be taken on various issues . When an
officer of the level of Joint Secretary is attending such a meeting the final views
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of the division should usually be communicated and there should be no
stipulation for further inter-ministerial consultation.

(iii) Returning from the meeting the officer concerned should record a brief note
on the outcome of the meeting in the relevant file and bring it to the notice of his
superior. If detailed minutes are expected shortly, he may brief his superior officer
concerned orally.

(iv) If minutes when received are found to be inaccurate, particularly with
respect to the point of view of the participant, immediately the position should be
clarified to the Chairman or Secretary of the meeting.

32. PREPARATION OF BRIEFS FOR HIGH LEVEL VISITS.
(No.263/SECY/ERD/80 dated 3-3-80)

1. Whenever a brief is required to be prepared in connection with the visit of any
ministerial or higher level delegation coming from abroad or going from
Bangladesh it should normally contain the following information :

(i) a brief description of the economy and attitude of the country particularly
with reference to aid and economic co-operation.

(if) a statement on economic relations with the country covering trade volume
level and quality of technical co-operation and financial aid (statistical tables
may be annexed.)

(i) a description of current year’s programme of economic co-operation and
expectations for the future.

(iv) specific problem areas such as disbursement difficulties, lengthy procedure
thin or large pipeline, reporting formalities, consultancy input, type of
assistance (commodity aid and local cost coverage issues), tying of aid,
volume of aid, candidate selection procedure for training and education etc.

(v) a listing of issues for negotiation or discussion including issues of
international concern.

(vi) in case of an agency like World Bank or IFAD the basic information will be
about its structure, organisation and operations.

2. The brief should be cleared invariably by the Secretary who shall consult with the
Minister as required. In the absence of the Secretary, Additional Secretary will clear the
brief. And in the absence of both, the concerned J S will obtain informal clearance from
the Minister.

3. A copy of the brief shall always be sent to the Private Secretaries of the Minister,
Secretary and Additional Secretary. When the President House is expected to be involved
in the visit, a copy of the brief should also be sent to the Secretary to the President.

33. Conduct of Visits by Foreign Delegations.

Cabinet Division has provided general instructions regarding the protocol and
other arrangements during the visit of foreign dignitaries. These instructions dated
March 10,1980 are reproduced for ready guidance.
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Visits by foreign delegations is a matter of great frequency and constant attention
in the Economic Relations Division. A number of smaller details need be followed
regularly in such cases. Instruction number ERD Cord. 1/M-61/80,dated June 26,1980
spells out these details.

No.ERD/Cord-1/M-61/80, dated 26-6-1980
Subject : Instructions regarding visit of foreign delegation

In addition to Government’s instructions contained in circular No.32/1/780 Rules
dated 10" March,1980 (copy enclosed) the undersigned is desired to circulate herewith a
copy of the instructions regarding visits of foreign delegation prepared by Secretary,
External Resources Division for kind information and necessary action.

MD NURUL HAQUE
Research Officer

All Officers
External Resources Division

Ministry of Finance
Economic Relations Division

Subject:- Instructions regarding visits of foreign delegations.

1. On receipt of information about the visit of a delegation the concerned desk will
check up the following points in the first instance :

Q) the need for the visit;

(i) the timing of the visit;

(iii)  the level of hospitality to be extended;

(iv)  the convenience of concerned agencies; and
(V) a financial budget for the visit.

2. A programme should then be drawn up in consultation with concerned agencies.
Arrangements should also be laid down about reception, transportation, accommodation,
field visits, publicity, security service and entertainments. Depending on the level of the
visitor, if he is at least a Minister or Head of an International Agency, the programme
should be printed in good time.

3. It is obligatory to prepare a complete brief for every important visit. For this
purpose materials should be obtained from concerned agencies where necessary. In
preparing the brief instructions on brief preparation should be carefully followed. In case
the visit is by an Appraisal or Project Identification Mission the brief should specially list
issues for negotiation and also give the position to be taken by all our agencies on these
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issues. It may be necessary to have inter-ministerial consultation for preparation of brief
or finalisation of our position on various issues to be discussed or negotiated. Personal
information about the visitors should be obtained and provided in the briefs.

4. If a delegation is calling on the Minister or the President a summary of the brief in
the nature of talking points should be prepared and furnished. The conducting officer
should also take the opportunity of giving a last minute oral briefing when it is called for.
It may be necessary to brief the Minister or the President on what has transpired in
previous discussions and meetings.

5. All meetings or important discussions with visiting delegation should be attended
by officers of the branch looking after the visit. In fixing meetings the level of the
visiting delegation should be carefully considered. If a courtesy call is arranged, it should
be ensured that it does not turn into a business session.

6. If assistance is considered desirable and absolutely essential only then officials
from the Mission of the country or Headquarters of the visiting delegation may be
summoned in good time. Consultation with concerned Ministries (i.e. Foreign or
Commerce) should invariably be made on such occasion and Ministerial approval
solicited.

7. The scale of entertainment should not be lavish. The lunches or dinners should be
modest and also the number of formal parties should be limited. The food habits of the
visitors should be respected. Cultural functions or river cruises should be organised for
very special delegations. The programme of visit should not be too tight and sight seeing
or shopping opportunities should be catered for. Gifts when they are given should be
representative of our art, culture or craftsmanship and at the same time be modest.

8. The protocol branch should be involved in the organisation of the visit from the
very beginning and assistance from outside agencies may be sought with the approval of
the Joint Secretary in charge of the concerned branch. Host officer or officers should be
detailed to accompany the visitors or monitor their programme.

9. Each visit should result in a report on the visit or a memorandum of understanding

or aide-memoire or minutes of discussion or press communique. This should be
circulated to concerned agencies and invariably to our mission concerned with the visit.

A.M.A. Muhith
Secretary
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GOVERNMENT OF THE PEOPLE’S REPUBLIC OF BANGLADESH
CABINET SECRETARIAT
Cabinet Division

No.32/1/78-Rules Dated 10"
March,1980

The undersigned is directed to enclose a copy of “instructions regarding the
protocol and other arrangements during the visit of the foreign dignitaries” as approved
by the Government for favour of information and necessary action.

Enclo: As stated above

Abdul Halim Chowdhury
Deputy Secretary

Distribution :

All Secretaries/Addl. Secretaries and Joint Secretaries in-charge of Ministries/Divisions.
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GOVERNMENT OF THE PEOPLE’S REPUBLIC OF BANGLADESH
CABINET SECRETARIAT
Cabinet Division

Subject: Instructions regarding the protocol and other arrangements during the visit of the
foreign dignitaries.

1. Introduction- It is an international convention that the host country should accord a
befitting reception to the foreign delegation and VIPS during their visits. At present there
IS no specific instructions in regard to the responsibilities of different Ministries/
Organisations in this regard. In order to see that no lapses occur in the matter it is
necessary to issue instructions regarding the protocol and other arrangements during the
visits of foreign delegations and VIPs to our country. The following guidelines may be
adopted in this regard.

2. General :- (a) As soon as the intimation of the visit of any foreign delegation is
received by any Ministry, that Ministry shall immediately initiate the process to make
necessary arrangement for reception, transport, accommodation, etc. of the delegation. If
the subject matter of the delegation relates to more than one Ministry, the Ministry which
first receives the information about the visit of the delegation will arrange to hold an
Inter-Ministerial meeting to decide which Ministry will host the delegation. The host
Ministry will be responsible for over all arrangements in regard to reception, transport,
accommodation, etc. of the visiting delegation and for selecting the internal delegation/
team handling the visit, in coordination with other concerned Ministries.

Cabinet Division, Ministries of Foreign and Home Affairs shall be informed
immediately about the arrival of the delegations, VIPs, etc.

(b) In the Inter-Ministerial meeting protocol arrangements like drawing up programmes
for delegation and taking other necessary measures will be finalised. The Ministry of
Foreign Affairs will be consulted, whenever necessary.

(c) If such visits are initiated or intimation of such visits are received by any Autonomous
Body/Corporation or an Attached Department, the concerned Administrative
Ministry/Division will be immediately informed. In making necessary arrangements for
reception, transport, accommodation and selection of the internal team to meet the
delegation by the autonomous body/attached department, the Administrative Ministry
shall be consulted or at least kept in the picture.

3. Classification of delegations and VIPs,- The foreign delegations and VIPs may be
classified into two broad categories, namely, State Guest Class | and State Guest Class
.

A. State Guest-Class I:
(1) Heads of State,
(2) Deputy Heads of State

(3) Heads of Government
(4) Ministers of Foreign Government.
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(5) Members of Royal Family.

(6) Secretary General of the UN*

(7) UN officials of the rank of Under Secretary General and Assistant
Secretary General such as the Chief Executives of the Inter-Governmental
and specialised agencies like UNESCO, WHO, ILO, FAO, World Bank,
UNDP, etc.**

(8) The Chief Executives of other international political organisations such as
the Islamic Secretariat, Commonwealth, etc.

B. State Guest—Class Il
The foreign delegation, dignitaries and VIPs other than those enumerated
above, who are invited by Government of Bangladesh are treated as State
Guests.

4. (a) Reception of foreign dignitaries,- The general principle of receiving foreign
delegations/VIPs is that the visiting foreign dignitary shall be received by his opposite
member of the Government of Bangladesh or his representative. If the visiting dignitary
is a Minister, the Chief of Protocol shall assist the concerned Ministry in matter of
reception, accommodation, transport, etc. If the visiting dignitary is a Head or a Deputy
Head of State, Head of Government or Member of the Royal Family, arrangement for his
reception shall be the exclusive responsibility of the Ministry of Foreign Affairs. As
regards Vice or Deputy Heads of Government, it will be decided by the Ministry of
Foreign Affairs in consultation with the concerned Ministries.

(b) Assistance by Chief of Protocol.- If the host Ministry/Department other than
the Ministry of Foreign Affairs require certain facilities concerning the visit of foreign
VIPs they should send their requirements to the Chief of Protocol of the Ministry of
Foreign Affairs. The protocol matters of the foreign dignitaries are the responsibility of
the Ministry of Foreign Affairs as per item 9 of the Allocation of Business.

(c) Introduction at the Airport- The Head of Bangladesh delegation will introduce
the members of his delegation and other officers to his counterpart.
*  The Secretary General of the UN is accorded the status of a Foreign Minister.
**  The Under Secretary General and Assistant Secretary General of the UN are accorded the
status of Foreign Secretary and Additional Foreign Secretary respectively. The Protocol with
regard to this category varies from country to country. It would, however, be appropriate to
grant them the status of Under Secretary General of the UN.
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5. Baggage of delegation/VIPs- (a) The baggage of the VIPs and their entourage are
allowed to pass through the customs free of duty and without checking.

(b) One Officer of the host Ministry will remain present in the place of
accommodation before the arrival of the delegation there. He will be responsible to
conduct the leader and other members of the delegation to their respective rooms.

(c) The Protocol Officer of the Ministry of Foreign Affairs, on request, and one
representative of the host Ministry/Department will always remain in attendance in the
place of accommodation. They will be in touch with the members of the delegation for
any assistance they may ask for any time.

(d) The leader of the delegation will be provided with an exclusive room,
preferably a suite, spacious enough for receiving visitors, holding meetings etc.

(e) The rooms will be checked and earmarked in advance for the visitors.

7. Preparations of Food for VIPs- One officer of the host Ministry will collect in
advance particulars of the food habits of the members of the delegation. He will ascertain
likes and dislikes regarding food from the leader of the delegation before preparing food
for the delegation.

8. Visit of VIPs in the interior- Visits of the foreign delegation and VIPs to any part
of Bangladesh will be arranged by the host Ministry in consultation with the Ministry of
Home Affairs and other concerned Ministries.

9. The Ministry of Information and Broadcasting should be kept duly informed about
the visits of foreign dignitaries for necessary press coverage and publicity.
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34. PREPARATION OF ANNUAL REPORT

By August each year a report on specific items is required to be submitted to the
Cabinet Division. Cabinet Division has devised a proforma for that and it has to be filled
in by a stipulated date (Proforma attached). This job shall be handled by the Coordination
Wing. The exercise is similar to what is done for monthly reporting.

2. Under the Rules of Business (Rule 23(2)) a more comprehensive Annual Report
of Activities is required to be prepared. We prepared our first such report for 1978-79.
Henceforth forward the Annual Report should be prepared every August. This is to be
followed by our annual publication on Flow of External Resources. Sufficient copies of
the Annual Report should be produced to supply to all divisions, agencies, diplomatic
missions and other official institutions or functionaries. Copies of the other-document is
needed in large number by foreign missions, press, research institutions and the like in
addition to all official recipients. In fact, it may be considered if the publication on “Flow
of External Resources” should not be a priced document.

3. The publication of the Annual Report is the responsibility of Coordination Branch
but they can draw on the services of any branch for the purpose. ‘Flow of External
Resources’ document is essentially a publication of the Foreign Aid Budget and Accounts
Branch and EEP Branch may help in the effort.

4. The Annual Report should broadly cover the following subjects;

(1) There should be a statement of functions of the Division and it will be a
statement to be repeated from year to year with occasional modifications.

(i)  There should be a statement on organisation of work in the Division and the
staffing situation. Changes occurring during the year and difficulties
experienced should be highlighted.

(iii) There should be a general review of major activities in a summary form and
this should cover: (i) mobilisation of aid, (ii) special features in aid
mobilisation, coordination and utilisation, (iii) commodity aid and
counterpart fund generation, (iv) financing of import policy and essential
imports like fertilizers, edible oil, etc. (v) food aid and food situation, (vi)
financing of development imports, (vii) technical assistance volume and
coordination with notes on project preparatory work, studies, advisory or
supervisory services and training and fellowship programmes, (viii) project
aid and local currency financing, (ix) terms of aid and global situation, (X)
debt servicing, (xi) hard term borrowing, (xii) delegations sent and received,
(xiii) seminars, conferences and meetings organised attended, (xiv) foreign
voluntary agencies, (xv) links with regional and international organisations
including contributions made and honours received, (xvi) research activities-
studies or original work done, (xvii) economic and technical co-operation
activities including functioning of joint commissions and technical
assistance programmes, (xviii) staff training, development and systems
improvement, (xix) welfare activities including sports and cultural
achievements, and (xx) budget statement.
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(iv)

Finally there should be brief listing of activities of each branch. Aid desks
should cover aid negotiated, major projects dealt with, delegations sent and
received, meetings and seminars handled, any development of special
interest and note on problem areas.

5. Publication entitled “Flow of External Resources” should be made as soon as
disbursement estimates for the year are completed; The introductory remarks will
essentially be repeated from year to year with necessary updating. The other information
to go into this document are:

(i)

(i)

(iii)

(iv)

(v)

(vi)

(vii)

Summary statement on commitment and disbursement. Except for the year
just completed it would be repetitious.

Detailed statement on commitment and disbursement. Here also except for
one year it would be repetitious.

Statement on past debt liability in two parts i.e. for on-going projects and for
completed projects. These would be primarily repeat statements.

Statement on funds received according to source categories- DAC countries
multilateral agencies, centrally planned countries, OPEC and other sources,
that will include commercial money as well. The totals will change for the
addition of figures for one year.

Statement on Hard Term Borrowings. Details of each borrowing will be
supplied and changes will be only the addition of new such borrowings
during the year.

Statement on Terms of Assistance. Here also new information will be
supplied, for one year while repeating the statement otherwise from year to
year.

Statement on debt will cover statements on past debt converted into grant, on
outstanding debt source-wise and on debt service expenditures including
estimates of the prospective year.

(viii) Statement on sectoral distribution of project aid. This also will be a repeat

(ix)

(x)

(xi)

statement except for one year.

Statement on balance of payments, besides a balance of payments statements
for all the years including estimates for the prospective year, there will be
two statements on export receipts and import payments for major items.

Other statements of general economic interest such as conversion rates,
GDP, development outlay, revenue receipts, population, price index and the
like may be prepared.

Consideration may be given to reproducing statements on global aid flow,

per capita aid flow, global debt picture and such other statistics to clarify the
perspective.
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Proforma for Submission of Annual review of Activities of Ministries/Divisions.

Hours/Visists.

No of Days Place Outcome of
on Tour/Visit the Tour in Brief

(@ Within the Country:
(1) Minister
(if) State/ deputy Minister
(iii) Secretary
(iv) Additional Secretaries
(v) Joint Secretaries
(vi) Head of Depts.
(vii) Chairmen of the Public Corporations and Heads of Autonomous Bodies.

(b) Abroad:
(i) Minister
(it) State/ deputy Minister
(iii) Secretary
(iv) Additional Secretaries
(v) Joint Secretaries
(vi) Head of Depts.
(vii) Chairmen of the Public Corporations and Heads of Autonomous Bodies

2. Important Meetings etc.
@) No. of Meetings etc. held

(b) Important Meetings/ Conferences  Under the Major Decisions/
/Seminars/ Workshops on Chairmanship. Recommendations
in brief.
(i)
(ii)
(iii)
(iv)

Note: In case of Police Department tours/visits of IGP/AddI, IGPs/DIGs and SPs should
be mentioned.
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Development Activities:

Schemes/Projects:
On-going New Total
Q) No. undertaken during the year
(i) No. compiled during the year
@)  (a) No. of schemes scheduled for
completion during the year.
(b) No. of schemes completed
during the financial year.
(iv)  Overall positions of the projects.
@ In terms of expenditure
(% of total allocation)
(b) In terms of physical progress
(in percentage)

4. Production:

Major items/categories Target for Achievement Profit or
the financial during the Loss.
year financial year

(i)

(ii)

(iii)

(iv)

5. Training Programmes:

Name of Programme Sponsored ~ Number Progress made
by Participated to-date
(Name of (completed
Agency) Undergoing)

A. Foreign:

(i)

(ii)

(iii)

(iv)

B. Within the country:

6. Corruption and Disciplinary cases:

Item Corruption Disciplinary

cases cases

(1)

(i)
(iii)
(iv)

No. of cases pending

No. initiated during the year

No. under enquiry/ investigation/trial
No. finally disposed of with
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punishment: No. of No. of Other

persons persons punishments
dismissed increment such as
discharged.  held up. fine censures.
(V) Cumulative total of disposal during the year.
Miscellaneous Activities not covered above but deserve mention, if any:
(i)
(ii)
(iii)
(iv)
Problems
Problems calling Brief suggestion Action so far
for immediate for solution/ taken for
attention/actions. action solution.
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35(a). PROCESSING OF AGREEMENTS/MOU WITH DEVELOPMENT
PARTNERS

EXTERNAL RESOURCES DIVISION
MINISTRY OF FINANCE
No. 3/Secy/ERD/80, Dated the 28" February, 1987

Subject: Processing of Agreements/MOU with Development Partners.

The necessity of some guidelines on the above subject is being keenly felt in order
to achieve better co-ordination and expeditious disposal of cases. The following general
guidelines are, therefore, issued for processing of Agreements/MOU with Development
Partners:

1. Copies of the draft Agreement/MOU will be sent to the concerned
Ministries/Agencies as soon as the same is received from the Development Partner. The
concerned Wing of ERD will simultaneously examine the draft and prepare comments.
One copy of the draft will also be sent to the Secretary indicating the following:

(a) the date of receipt of the draft in ERD.
(b) the date of sending it for comments of other Ministries/Agencies.
(c) the last date for executing/negotiation of the agreement.

2. The concerned Wing will formulate GOB position on the draft on the basis of
comments/suggestions received from the Secretary, ERD and other Ministries/agencies
and examination in the wing itself and if necessary through an inter-ministerial meeting.

3. GOB comments and suggestion made on the basis of the exercise as at para 2
will be communicated to the Development Partner in writing requesting them to
incorporate those comment/suggestions in the agreement and for further negotiation, if
necessary.

4. A summary for the President/Minister on the basis of negotiation will then be

prepared which will include, wherever applicable, the following:

Description of the project (PP/DPP may be a better source).

Approval status of the project.

Description of major items of work.

Expected benefits from the project.

Amount and terms of credit.

Break-up of cost in tabular form.

Details of TA/Training showing cost.

Reasons for utilizing loan money (if applicable) for TA.

Major issues, conditions and commitments.

Any other important point/issue.

Conclusions/Recommendations.

5. The summary indicated at para 4 will be put up as early as possible but
not later than 30 days before the terminal date for signing/execution/negotiation of the
agreement. Possibilities of delay should be brought to the notice of the Secretary at the
earliest opportunity.
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6. No Agreement/MOU should be signed without approval on the basis of the
Summary as indicated at para 4.

7. Whenever a Wing negotiates/signs an agreement/MOU it will furnish the
original to the Director of FABA, retaining a Working copy. The Director, FABA will
then incorporate the information in the report prepared by him periodically for circulation
to all officers of ERD.

M.K.ANWAR
Secretary
Distribution:
All Officers of ERD.

Copy for information :
P.S. To the Minister for Finance.

[N.B. The word ‘President’ mentioned in this circular is substituted by the words ‘Prime
Minister’]
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35(b). Delegation of Financial Power in Respect of Agreement Signing with
Development Partners.

I

Il : - I -1 -1
(Rules of Business)

(Delegation)

(delegation) ( % )
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36. DEVELOPMENT PROJECT PROPOSAL AND ATTENDANCE IN ECNEC
MEETINGS

The first step for any development project is the formation and approval of a
Development Project Proposal (DPP) and to place it before the Executive Committee of
the National Economic Council (ECNEC). The Prime Minister, as chairman the Finance
Minister, as Alternative chairman presides over the meetings of this Committee.
Secretary, Economic Relations Division represents this Division in the meetings of
ECNEC. In case of absence of secretary, representative from ERD not below the rank of
Joint Secretary/Joint Chief may attend the meeting. In order to make this participation
more effective, ERD should examine and prepare comment on all the aspects of the DPP.
The financial aspect of the project should be examined specially.

2. The ECNEC meetings are the responsibility of the Co-ordination Wing. Due to
frequency of ECNEC meetings, it is not possible for the Co-ordination Wing to examine
and prepare comments on all the DPP. In order to make participation more effective it is
necessary that all the Branches of ERD are involved in the process. Concerned Wing of
ERD will examine and prepare comments on the DPP as per distribution shown in
Annex-1:

(@) The respective Branch of work which is also responsible for examination of DPP.
(b) The above arrangement is not applicable where the Secretary himself decides to
attend or asks a joint Secretary/Joint Chief specially to attend any such meeting.

(c) The Co-ordination wing shall continue to co-ordinate matters relating to ECNEC.
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37. BUDGETING AND BUDGET CONTROL

Budgeting of the following elements should be carefully done:

(1) Travel Allowance

(2) Entertainment

(3) Transport maintenance and service

(4) Communication expenses-telephone, telex, postage and messenger service
(5) Library and documentation centre needs

(6) Stationery and supplies

(7) Technical assistance programme

(8) Foreign Missions

(9) Contributions to various international agencies.

2. International travel is a fact of life in the ERD. In September and March every
year there should be a review of international travel requirements for the year. Every Joint
Secretary should make an estimate of possible travels. The Administration Wing will also
make projections on the basis of the past trend and forecasts made earlier. The
Administration Wing needs to maintain a register of travels and traveling officers are
supposed to keep the Administration Wing informed of their travels. A tour programme
that is sent to Accounts Section for billing purposes should also be sent to Administration
Wing to help them compile the comprehensive information on travel by officers of ERD.
All sanction letters relating to travels should not only be maintained in the individual files
of individual officers but also in a Guard File in chronological order by the section
maintaining the Travel Register.

3. Receiving delegations and entertaining them is also another common feature. At
the time of preparing the budget, each branch should have a forecast the possible extent of
entertainment in the coming year. Administration Wing (Protocol Section) is required to
maintain. a register of entertainments noting the size and kind of delegation entertained
and provision of services like transportation, accommodation, food, presents, hospitality
and internal travel. This register of information should also be consulted by the Budget
Officer in the preparation as well as revision exercise. In this connection, Protocol
Section should maintain a guests list which should be updated every now and then. The
list should contain names and designation of all government functionaries of the level of
Joint Secretaries and above, Chairmen or MD's of corporations, companies, or
autonomous bodies, University Teachers of eminence, Directors of all subordinate
offices, journalists and editors of eminence, all Members of Parliament, important civil
leader and politicians, Presidents and prominent members of all professional
organizations and associations, leading members of business and industrial elite and the
like. Other branches should assist Administration Wing in compiling and updating the
list.

4. ERD has a number of vehicles and hence their maintenance is very important. For
each vehicle there should be a maintenance schedule for the year and that must be strictly
observed. All drivers should be trained in a little maintenance work and should be made
responsible for the day to day upkeep of the vehicles. Garaging should be meticulous so
that vehicles do not remain exposed all the time. Major repair works should be sanctioned
only at the level of the Joint Secretary. Special attention should be paid to secure
accommodation for the drivers preferably in the vicinity of the garage. Arrangements
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should be made with one or more workshops for regular servicing of the vehicles. A
servicing schedule for the vehicles should be prepared for the year and strictly
maintained. Efforts should be made to maintain the shuttle service between Bangladesh
Secretariat and Sher-e-Bangla Nagar during office hours. The scooters for despatch riders
should be given special care.

5. With the installation of ERD's PABX system telephone bill is expected to be
under control. The PABX exchange has to be run well; there should be three shifts for
four hours each for the operators. Telex messages are required, to be authorised by
Deputy Secretaries. Diplomatic bag should be extensively used for despatch to foreign
countries, pouches of international agencies may also be used occasionally. Since most of
the jobs are performed keeping in view tight deadlines, the despatch riders have to be
used rather excessively. At the peak hour i.e., 9 to 5 two despatch riders should work.

6. The library and the documentation centre established with external assistance. Its
regular maintenance and replenishment would be a burden on the budget. In acquiring
books wishes of various branches may be ascertained. In fact there is a Library
Committee to advise on acquisition of books and maintenance of the documentation
centre. EEP Branch will be very largely concerned with the documentation centre, in fact,
that branch is in the over-all charge of the library. Documents relating to specific
institutions of ERD's responsibility i.e., ESCAP, ECOSOC, UNDP, World Bank etc,
should be preserved and maintained and the branch dealing with the institutions should
play an important role in replacing and maintaining the documentation centre. Except for
routine maintenance and acquisitions, the library and the documentation centre should
seek external aid.

7. ERD needs a large quantity of stationery and supplies to run the day to day
activities smoothly. As long as the Central Stationery outfit is there efforts should be
made to obtain supplies from them. Sufficient basic registers should be provided to all
sections. Duplicating and zeroxing material should be in good supply. Bond paper for
typing agreement or minutes of meeting with high level foreign delegations should also
be available sufficiently. There should be a regular contract on long term basis for
maintenance of typewriters. ERD should have a good stock of conference supplies such
as pads, papers, pencils, maps etc. Good maintenance of papers depends partly on
availability of basic registers, file covers, tags, punching machines, file ribbons and
supply of note sheets and filing cabinets or racks. Provision of these tools must be a
paramount concern of the Common Service Section.

8. ERD administers a small technical assistance programme of Bangladesh.
Fellowships and training facilities are offered under this programme. Occasionally fare
and per-diem to our experts are paid under this programme. Rates of fellowships and per-
diem should be reviewed from time to time. Some TCDC programme is also undertaken
under the aegis of International organizations with our own funds. These activities are
likely to expand. Some of these activities can be financed by technical assistance funds
available from Development Partners but some of it has to be financed by the country's
own resources. It is necessary not only to provide annual allocations but at the same time
take steps to use them fruitfully. There should be an inventory of institutes and
organizations who can provide facilities for training or education. Seats should be set
apart in such institutes or schools for our fellows. There should also be a list of experts
and organizations whose proficiency can be used in other countries. Before agreeing to
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make awards of scholarships or to provide expert services, every desk should obtain
clearance from the section responsible for our technical assistance programme.

9. There are a few missions under the control of ERD. The Mission budgets have to
be carefully estimated. The transfer travel budget should be worked out on the basis of
tenures of four years and some leave facility once in three years. Also it should be
stipulated that all officers will be entitled to regular allowances in full. Official visits to
capital for consultation should be kept at a minimum. In preparing the budgets the
Administration Wing shall consult with the area desks.

10. Bangladesh is to contribute to various international institutions and programmes
on an annual or periodic basis. In many cases such contributions are made in foreign
exchange as well. All commitments of contribution must be made with clearance from
Finance Division and where necessary in consultation with concerned agency. These
should be communicated by concerned desk immediately to the budget office for
incorporation in our budget grant. Some of these contributions are subscription or
contribution to IBRD, IDA, IFC, ADB, IFAD, IDB, APDC, SIAP, Colombo Plan,
Colombo Plan Staff College, CFTC, UNDP, UNCDF, UNFPA, WFP, USAID, UNICEF,
Commonwealth Foundation, UNEP.

11.  Budgeting is an all-year round activity, it is a two edged exercise. On the one hand
budget estimate for the future have to be made, on the other actual performance has to be
monitored and control exercised on expenditure. The budget officer should do a great deal
of legwork to be aware of new developments in the division which have financial
implications. Of course, it is obligatory on all desks to inform the Budget Section of any
proposals or commitments involving expenditure or receipt in the current account as
distinct from the capital account. Reorganization proposals involving staff deployment
must be brought to the notice of the Budget Section for adequate provision of fund for
salaries, allowances etc. The major items of contingency expenditure have been dealt with
in the preceding paragraphs.

12.  All fresh budget proposals must be finally cleared at Secretary's level. Quarterly
expenditure statements should be examined at the level of Joint Secretary. Exercises on
revised budget and budget estimates should be finally cleared with Secretary. Any
unusual developments during the year such as excessive expenditure in any item or non-
utilization of funds at the projected time or unusual delay in adjusting advances should be
brought to the notice of higher level officers.

13. Inclusion of projects in the ADP is the responsibility of Co-ordination Wing. All

project proposals of the division should be processed through the Co-ordination Wing
who will act as the secretariat of DPEC also.
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38. ALLOCATION OF AID FOR PRIVATE INVESTMENT
(No. 227/SECY/ERD/81, dated 21-12-81)

Investment Board has decided that Board of Directors of Development Banks, BSB,
BSRS, and BKB, will allocate foreign exchange to sanctioned projects on a priority basis
to be determined by them. ERD shall, therefore, provide funds to the institutions and not
to industrial private sector projects.

2. Requests usually made to ERD for support to private sector projects by banks or
ministries are, therefore, to be neglected henceforth.

3. Only in case where non-support of a project will jeopardise additional flow
already agreed to or envisaged, we can make direct identification of private sector project
for help (such as projects receiving IDB equity).

4. Another kind of direct assistance to private sector projects can be when specific
supply is earmarked from the aid provided by a Development Partner as in the case of
Belgian support for solvent extraction plant.

5. The above position may be noted by all desks for future guidance.
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OPEC Fund for International Development (OFID)-

I -
) OPEC Fund I I
() - () 0 () )
(Suppliers’ Credit)
() I/ Notification NO. BOI/R&IMI/4(39)/
81(Part)/1209 , “All proposals for borrowing from abroad by private

sector industrial enterprises in Bangladesh (including supplier’s credits, financial
loans from institutions or individuals and debt issues in capital markets abroad) shall
require prior authorization of the Board of Investment”.

() : Guidelines for Foreign Exchange Transactions-
2009, Chapter-15 Para-1 Borrowing abroad by private sector
industrial enterprises , “All proposals for borrowing

from abroad by private sector industrial enterprises in Bangladesh (including
supplier’s credits, financial loans from institutions or individuals and debt issues in
capital markets abroad) shall require prior authorization of the Board of Investment
(BOI)-----. However, short term credit accommodations of up to one year duration
from suppliers/buyers abroad are, however, subject to the guidelines/instructions
issued by Bangladesh Bank in regard to settlements for current commercial
transactions”.

: : Guidelines for
Foreign Exchange Transactions-2009 ,
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39. DEPARTMENTAL COMMITTEES

A Standing Departmental Promotion Committee for officers should be constituted
and its members be periodically designated by the Secretary. In addition to Joint
Secretary and Deputy Secretary in charge of Administration, who will serve the
Committee, there should be at least two other Joint Secretaries/Chiefs in the Committee.
Proceedings of all DPC meetings should be recorded.

2. A Departmental Selection Board should also be constituted with members to be
designated periodically by the Secretary to consider cases of promotion which are to be
recommended to the Superior Selection Board. This committee will also be served by the
Administration Branch and it shall have a representative from the Establishment Division.

3. A standing Departmental Special Project Evaluation Committee (DSPEC) also
should be designated by the Secretary. Besides the Joint Chief in charge of Co-ordination
wing, who will serve the Committee, the DSPEC will have representatives of Planning
Commission, IMED, Finance Division, NBR, M/O Science and Information &
Communication Technology and M/O Establishment in it. Others may be invited to
specific meetings.

4. A Foreign Training Committee may also be constituted by the Secretary. Cases of
training or fellowship of ERD officials shall be considered by this Committee. This
Committee will be served by the F&F Branch.

5. A Standing Committee on External Economic Policy Coordination shall function
to guide the work of the EEP Branch. It shall decide on research studies to be undertaken.
It shall evolve policy recommendations on issues of international economic relations and
supervise the preparation of position papers on various issues. Two Committees will be
headed by JS Coordination and its regular members will be DS/DC in charge of UNDP,
FF and World Bank branches. The Secretary shall designate other members periodically,
The DS/DC, EEP will be its Member- Secretary. Officers from other agencies may be
invited to the deliberations of the Committee. The Committee shall meet as and when
necessary but at least once a quarter.

7. There shall be a Standing Library Committee to manage the library and the
documentation center. This will be chaired by DS/DC, EEP branch and its members will
be DS/DC World Bank, UNDP, F&F and Admn (Common Services) branches and others
whom JS Coordination may designate from time to time. The Committee shall meet once
a quarter as and when necessary.

8. The Fortnightly Coordination Meeting will function as a Committee for import
policy, financing, food budget and fertilizer budget.
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40. SUBMISSION REPORTS AFTER OFFICIAL TRIPS/TOURS ABROAD

oSS A AIFII
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41. ENDORSEMENT OF CORRESOPNDENCE MADE WITH DEVELOPMENT
PARTNERS TO CONCERNED BANGLADESH EMBASSY/MISSION ABROAD
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42. SOME INSTRUCTIONS ON PROCEDURE OF WRITTEN
COMMUNICATION

I -1-11
()
() ,

/ /
() ( )
() (Third person)
/
/
( )

(Excellency)
(Yours sincerely)
)
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less formal Charge d’ Affaires Head of Mission  Representative

Dear Ambassador Dear Mr. Ambassador  Dear Head of the Mission Dear
Representative  Dear Charge d’ Affaires With best
regards Your sincerely Dear Sir  Madam Yours
faithfully
Mr.  Mrs. Janab
Begum
“Sir” “Sir” :
Sir Colin Imvay Sir Colin ( )
“Sir” Lady Lord Surname
: Lord Carrington
Excellency
Excellency
“Excellency”
“Honorable” : The Hon’ble Raymond Seymour
Mp. “Hon’ble” Mr., Mrs., Janab  Begum His Excellency  Her
Excellency Her/His Excellency Mr./Janab/ Abdullah Haroon
‘Madam ’ Surname

H H H H H
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A F

FIrOM & o
(Name)
(Designation)
(Phone No.)
NO. et s Dated :
Excellency,
I would like to invite your kind attention/l am desired to refer, to your/our letter
(o T TR URPRTRPTOPRPRTN 0 ) S
(date)
(oYL=t F= T [T T TSSOSO
(subject)
AN TO INTOTN/SAY ...t bbbttt b bt b et b ettt e b b

Please accept, Excellency, the assurance of my highest esteem/consideration OR | would
like to avail myself of the opportunity to renew to your Excellency the assurance of my/our
continued co-operation and consideration.

(Designation)
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43. Instruction on Office Security and Electricity Saving
Responsibility for Office Supplies
No. 2(15) Adm". K/ERD/81. Dated 16-10-1981.

It is observed with great concern that from time to time many typewriter machines,
ceiling fans, telephone receivers and other stationery articles are stolen away from the
office chambers of the officers of Economic Relations Division. Replacement of such
stolen articles is difficult due to tight budgetary provision and as such normal functioning
of the office work is bound to suffer to a great extent. It is always desirable that all
possible measures are taken to stop instances of such thefts.

2. Henceforth all desk officers of ERD are requested to take adequate precautionary
measures for the safety of the office articles/machines lying under their custody before
leaving the office.

3. Stenographers/Typists should ensure safety of the type writer machines before
leaving the office. If any typewriter machine is stolen away, concerned
stenographer/typist shall be held responsible for such theft or loss of such Government
property and shall be liable for making adequate compensation or the loss of such
Government property as may be determined by the Authority.

4. The above instructions should be followed strictly and any deviation shall be
viewed seriously.
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44. Office Order for Representing ERD in ADP Review Meeting of Different
Ministries/ Division/Planning Commission

www.erd.gov.bd
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45. INTRODUCTION OF DIGITAL FILING SYSTEM

Flow chart
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Address

E-mail: secretary @ moestab. Gov.
bd
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46. Entertaining Foreign Guests by ERD
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