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Dhaka CentreNIC IT Limited

About Us

Dhaka CentreNIC IT Limited (DCIT LTD) is a premier IT-based organization in
Bangladesh, committed to developing highly skilled professionals for the digital era.
We offer advanced training programs in IT Support Services, Computer Operation,
Graphic Design, Web Design and Development, and Digital Marketing. Our courses
are recognized and approved by esteemed organizations such as NSDA, BWCCI,
BASIS, E-CAB, and the ICT Division. Through hands-on learning experiences and
expert mentorship, we empower freelancers, aspiring professionals, and IT
enthusiasts to excel in freelancing, outsourcing, and corporate IT careers.

At DCIT LTD, we are dedicated to building a smart, capable workforce to meet both
local and global market demands. Our training institute fosters self-employment,
digital entrepreneurship, and career development by delivering quality education
paired with real-world project experience. Backed by a team of experienced trainers,
a strong nationwide network, and a vision for excellence, DCIT LTD actively
contributes to Bangladesh’s digital transformation and economic growth. We are
committed to shaping confident, future-ready professionals who will lead the next
generation of the IT industry.

Company Overview

Year of Establishment: 2012
 Registration as a IT Company:
2012

Dhaka CentreNIC IT Limited
232 (2nd floor), West Agargaon, Shere-Bangla Nagar 
Dhaka 1207, Bangladesh.
Web :- www.dcitltd.com.bd 
Email:- dcithr2012@gmail.com
Phone: 01872-884988, Mobile: 01756-842455
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Dhaka CentreNIC IT Limited (DCIT LTD) is officially approved by the National
Skills Development Authority (NSDA) . This prestigious recognition affirms that our
training programs align with national skill standards, ensuring quality and relevance
in today’s job market. Through NSDA-approved courses, we are equipping learners
with certified, job-ready skills that open doors to employment and entrepreneurship.
We take pride in contributing to the development of a skilled, future-ready workforce
in support of Bangladesh’s digital transformation.

NSDA Approval
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NSDA Approved Courses
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NSDA Approved Courses
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NSDA Approved Courses
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Dhaka CentreNIC IT Limited (DCIT LTD) is officially licensed to operate as a legal
business entity under the jurisdiction of the local municipal authority in Bangladesh.
We possess a valid Trade License, which certifies our legitimacy to conduct
commercial activities in accordance with local government regulations. This license
underscores our commitment to lawful business practices, operational integrity, and
responsible service delivery across all areas of our work.

 Trade License
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Our Achivements & Certifications 
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DCIT Ltd. has achieved remarkable success through its collaboration with the ICT
Division of Bangladesh, contributing significantly to the nation’s digital development.
The company has implemented various ICT-based training and capacity-building
programs that have empowered youth and professionals with essential digital skills.
Through innovative approaches and quality training, DCIT Ltd. has helped promote
digital literacy and employability across the country. Its dedication and performance
have earned recognition as a reliable partner in advancing the government’s vision of
a Smart Bangladesh.
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DCIT Ltd. has proudly collaborated with the Bangladesh Women Chamber of
Commerce and Industry (BWCCI) on several impactful projects aimed at empowering
women through technology and entrepreneurship. Through these initiatives, DCIT
Ltd. has provided ICT training, business development support, and digital skill
enhancement programs for women entrepreneurs. These projects have helped
many participants improve their technical knowledge, expand their businesses
online, and contribute to the digital economy. 
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Dhaka CentreNIC IT Limited (DCIT LTD) is a proud member of the e-Commerce
Association of Bangladesh (e-CAB), reflecting our active engagement in the
advancement of Bangladesh’s digital and e-commerce ecosystem. This affiliation
signifies our commitment to driving innovation, ensuring quality, and fostering
sustainable growth in the fields of online business and IT services. Through our
partnership with e-CAB, we continue to contribute to the development of a robust
and future-ready digital economy.
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Dhaka CentreNIC IT Limited (DCIT LTD) is officially approved by the National Skills
Development Authority (NSDA) . This prestigious recognition affirms that our training
programs align with national skill standards, ensuring quality and relevance in today’s
job market. 
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Activities & Images Of (DCIT LTD)

The informal visit by Chairman Mirza Nurul Ghani Shovon provided an excellent
opportunity to review and evaluate our regular class activities.
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Activities & Images Of (DCIT LTD)
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Activities & Images Of (DCIT LTD)

Our Graphics Design regular class under NSDA includes hands-on training in Adobe
Photoshop, Illustrator, and InDesign. Students work on real-world design projects
such as logo creation, banner design, and photo editing. These activities help
learners build professional portfolios and develop industry-standard creative skills.
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Activities & Images Of (DCIT LTD)

Our Computer Operation class focuses on developing essential digital skills for
beginners and professionals. Students learn to use Microsoft Office applications,
manage files, and perform basic troubleshooting. The training ensures participants
gain practical computer knowledge for both personal and workplace efficiency.
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Activities & Images Of (DCIT LTD)
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Activities & Images Of (DCIT LTD)
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Our RPL & Regular
Assessment Result Sheet

Our RPL and Regular Assessment Result Sheets provide a comprehensive record of
participants’ performance, organized systematically for easy reference. They ensure a
professional presentation of results and reflect DCIT Ltd.’s commitment to accurate
evaluation, skill recognition, and supporting learners in achieving their career goals.
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Our RPL & Regular
Assessment Result Sheet
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Our RPL & Regular
Assessment Result Sheet
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Our RPL & Regular
Assessment Result Sheet
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Our RPL & Regular
Assessment Result Sheet
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Our RPL & Regular
Assessment Result Sheet
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Our RPL & Regular
Assessment Result Sheet
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Our RPL & Regular
Assessment Result Sheet
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Our RPL & Regular
Assessment Result Sheet
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Our RPL & Regular
Assessment Result Sheet
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Our RPL & Regular
Assessment Photo Gallery
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Our RPL & Regular
Assessment Photo Gallery
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RPL Awarness Activities

Our Managing Director and Mr. Bikash Chandra Ghatak from BWCCI jointly discussed
the importance of RPL (Recognition of Prior Learning) awareness activities. They
emphasized how RPL helps skilled individuals gain formal recognition for their
existing competencies. The discussion highlighted the role of training centers like
DCIT Ltd. in promoting this initiative nationwide. Both leaders shared insights on
improving participation and ensuring quality assessment. Their collaboration reflects
a strong commitment to empowering the workforce through knowledge and
certification.
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RPL Awarness Activities
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Trainer and Staff Information

Sl.no Name of key trainers Area of expertise Education

01  Md. Anwar Hossain 
Web Design, HTML, CSS, SEO,SEM,
SMM, Linux. Web Developer with
NSDA Certified 

BSc (CSE)

02  Jahid Hasan Prodin Digital Marketing  HSC

03  Shamima Haque 
Web Developer with NSDA
Certified  CBT&A

BSc (CSE)

04  MD. MOSTAKIM 
Computer Operation, Level- 3 & IT
Support Services Level 3

National
University

05
 Mohammad Shofiqule
Islam 

Digital Marketing for Freelancing,
Level- 4 & Marketing Manager

BSc (CSE)

06  Pia Akther 
Graphic Design Level 3 &
Computer Operation Level - 3

BSc(CSE)

07  Md. Ruhin Ahamed 
 Graphic Design, Level- 3 &
Computer Operation Level - 3

Diploma

08  MD. MOSTAKIM 
 IT Support Service, Level- 3 &
Computer Operation

BSc in CSE

09 Afizul Islam
Web Designer And NSDA Certified
Trainer

BSC in CSE

10 Mariya Sultana Digital Content Creator BSc in CSE

11 Ashikul Islam Ashik
Junior Office Executive &
Computer Operator

BSC in CSE 

12 Md Rayhan Office Assistant Diploma

Page 34



Legal Certification of Our Staff

01. Md. Anwar Hossain 
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Trainer and Staff Information
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Trainer and Staff Information

02. Rownak Rashedin
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Trainer and Staff Information

03.  Shamima Haque 
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Trainer and Staff Information
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Trainer and Staff Information

 MD. MOSTAKIM 
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Trainer and Staff Information

 Mohammad Shofiqule Islam 
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Trainer and Staff Information

 Pia Akther 

Page 42



Trainer and Staff Information
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Trainer and Staff Information

 Md. Ruhin Ahamed 
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Trainer and Staff Information
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The Certificate of Incorporation officially recognizes DCIT Ltd. as a legally registered
company.

Memorandum and Articles of 
Association of DCIT Ltd
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Taxpayer Identification Number (TIN) Certificate
Dhaka CentreNIC IT Limited (DCIT LTD) Chairman is a legally registered and tax-compliant
organization in Bangladesh. 
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Business Identification Number (BIN) Certificate

Dhaka CentreNIC IT Limited (DCIT LTD) is officially registered for VAT purposes under
the National Board of Revenue (NBR), Bangladesh. We hold a valid Business
Identification Number (BIN) Certificate, authorizing us to operate in full compliance
with national VAT regulations. This registration reflects our commitment to
maintaining transparency, accountability, and adherence to all legal and financial
standards in our operations.
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Bank Solvency and Statement
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Job Placement Cell &
Created Jobs Facilities

Our Job Placement Cell actively connects trained candidates with employment
opportunities through our Created Job Facilities, executed under the ASSET EBT
Program. This initiative ensures sustainable career growth for trainees in the ICT
sector. The program was honored by the presence of Dhaka CentreNIC IT Ltd. CEO
Md. Anwar Hossain, COO Md. Rownak Rashedin, and Informal Sector Industry
Skills Council (ISISC) Chairman Mirza Nurul Ghani Shovon. Their valuable
participation encouraged both trainers and participants. This reflects our strong
commitment to skill development and meaningful employment generation in
Bangladesh.
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Mission, Vision, & Goal 
& Working Areas

Mission

Our mission is to empower individuals with industry-relevant IT skills through high-
quality, hands-on training programs. We are committed to creating pathways to
employment by bridging the gap between education and the job market, ensuring
our trainees are prepared to thrive in today’s digital economy.

Vision
Our vision is to become a leading IT training and job placement center recognized
for transforming lives through innovation, skill development, and sustainable
career opportunities. We aim to be a trusted partner in shaping a future-ready
workforce both locally and globally.

Strategic Goals

Our goal is to provide top quality services in the fields of Freelancing and IT
Outsourcing. Application Development, Open Source Customization, Business
Consulting. Online Marketing Consultation and Web Designing everything under
one-roof.
As a committed team we strive for:
 
· Being a trustworthy, customer focused organization
· An open and dynamic environment where everyone is listened, respected and
encouraged to excel
· Exploring opportunity for the growth of our customers and our organization.
 
Dhaka CentreNIC IT LTD wants to be a dependable world-class organization. We
imbibe the spirit of entrepreneurship within each individual throughout the
organization. We strive to achieve Quality Services by comprehending their need
through close interaction and by creating a global network.
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Item Quantity/Details

Land & Building Training & office building

Desktop Computers 75

Laptop Computers 10

Internet Connection 300 MBPS

Overhead Projector 3

Television 4

Microphone System 2

Multimedia Projector 2

Easel/Blackboard/Whiteboard 3

Spotlight 12

Office Chairs 90

Office Tables 95

Printers 4

Scanners 2

Fax/Phones 10

Photocopier 1

Video Camera 1

Pen Drives 15

Infrastructure facilities & Equipments:

Page 54



Dhaka CentreNIC IT Limited.
232 (2nd floor), West Agargaon, Shere-Bangla
Nagar Dhaka 1207, Bangladesh.
Web :- www.dcitltd.com.bd 
Email:- dcithr2012@gmail.com
Phone: 01872-884988, Mobile: 01756-842455 Page 55

mailto:dcitltd2022@gmail.com
tel:+8801710-822207


 

 

Company Profile, Infrastructure, Business Activities and HR Policies of 

Dhaka CentreNICIT Ltd  

 

Dhaka CentreNICIT Ltd. is one of leading IT firms in Bangladesh. We develop innovative and cost 

effective software services in both commercial and government sectors, along with that we provide 

training to those who are interested to build up their career in IT sector. With the advent of modern 

technologies we also incorporate their customers with new application and ideas. We have well 

trained professional to develop software and meet the customer demand. Our unique approach to train 

and develop human resources to adapt to the market demands leads them to national as well as 

international market.  

 

Dhaka CentreNICIT Ltd. is committed to create highly skilled IT professionals. The objective of 

Dhaka CentreNICIT Ltd. is to provide all kinds of IT related solutions. With the huge support of 

professional developers Dhaka CentreNICIT Ltd. is trying to emphasis on the newer technologies like 

Mobile application development, Bioinformatics, Microfinance, Cyber Security, Green Technology 

and many more. We have a lot of experience to work with rest of the software industry. We have 

developed many software solutions to the corporate leaders and government. Dhaka CentreNICIT Ltd 

has a vision of establishing Business Process Outsourcing (BPO) Industries in Bangladesh. 

 

Dhaka CentreNICIT Ltd maintains a strong network throughout the country and we are dedicated to 

provide quality service. Dhaka CentreNICIT Ltd. is conducting different projects of ICT Division of 

Ministry of Posts, Telecommunications and Information Technology. Currently we are conducting 

training program to catalyze the growth of freelancer for self-employment and promoting on-line 

outsourcing. Through this program they are trying to create master trainers in freelancer area to 

disseminate the training program in the grass root level. The objective of Freelancer to Entrepreneur 

Program is to strengthen the skills and knowledge of freelancers in online outsourcing and developing 

them as entrepreneurs to work on larger projects which will add larger contributions to our economy. 

This report provides an analysis of approaches and strategies practiced by Dhaka CentreNICIT Ltd. to 

successfully implement the freelancer to entrepreneur development program in Bangladesh.  

 



 

 

❑ Year of Establishment: 2012 

❑  Registration as a Company: 2014 

Vision 

The vision of Dhaka CentreNICIT Ltd is to develop in a constant manner and grow as a 

major IT service provider to become a leading performer, in providing quality Web and 

Software Development solutions in the competitive local and global marketplace.  

Mission 

Dhaka CentreNICIT Ltd. wants to be a dependable world-class organization. We shall imbibe 

the spirit of entrepreneurship within each individual throughout the organization. We shall 

strive to achieve Quality Services by comprehending their need through close interaction and 

by creating a global network. 

Broadly speaking, our mission is: 

 

Successful Customers 

 

Innovative Solutions 

 

Happy Employees 

Goals 

Our goal is to provide top quality services in the fields of Freelancing and IT Outsourcing, 

Application Development, Open Source Customization, Business Consulting, Online 

Marketing Consultation and Web Designing everything under one-roof.  

As a committed team we shall strive for 

 

Being a trustworthy, customer focused organization 

 

An open and dynamic environment where everyone is listened, respected and encouraged to 



 

 

excel 

 

Exploring opportunity for the growth of our customers and our organization. 

Dhaka CentreNICIT Ltd. wants to be a dependable world-class organization. We shall imbibe 

the spirit of entrepreneurship within each individual throughout the organization. We shall 

strive to achieve Quality Services by comprehending their need through close interaction and 

by creating a global network. 

Objectives 

Broad Objective: To become leading IT Company of Bangladesh and to provide all kinds of IT 

related solutions.  

Specific Objectives 

❑ To create a strong position of Bangladesh in global IT industry.  

❑ To establish Business Process Outsourcing (BPO) Industries in Bangladesh. 

❑ To minimize unemployment problem by creating job opportunities. 

❑ To create highly skilled IT professionals.   

 

Company Structure and Organogram 



 

 

 

 

 



 

 

HR Policies of 

Dhaka CentreNICIT Ltd. 

 

Basic rights and obligations of staff 
 

Core values 

 

▪ Staff members shall uphold the highest standards of efficiency, competence 

and integrity.  The concept of integrity includes, but is not limited to, probity, impartiality, 

fairness, honesty and truthfulness in all matters affecting their work and status.  

 

▪ Staff members shall exhibit respect for all cultures; they shall not discriminate 

against any individual or group of individuals or otherwise abuse the power and authority 

vested in them. 

 

 

 

General rights and obligations 

 

▪ Staff members are subject to the authority of the Managing Director and to 

assignment by him or her to any of the activities or offices.  In exercising this authority, the 

managing committee shall seek to ensure, having regard to the circumstances that all 

necessary safety and security arrangements are made for staff carrying out the responsibilities 

entrusted to them.   

 

▪ In the performance of their duties, staff members shall neither seek nor accept 

instructions from any other source external to the Dhaka CentreNICIT. 

 

▪ By accepting appointment, staff members pledge themselves to discharge their 

functions and regulate their conduct with the interests of the Dhaka CentreNICIT only.  

 

▪ While staff members’ personal views and beliefs, including their political and 

religious beliefs, remain inviolable, staff members shall ensure that those views and beliefs 

do not adversely affect their official duties or the interests of the Dhaka CentreNICIT Ltd.   

 

▪ Staff members shall not use their office or knowledge gained from their 

official functions for private gain, financial or otherwise, or for the private gain of any third 



 

 

party, including family, friends and those they favor.  Staff members shall not use their office 

for personal reasons to prejudice the positions of those they do not favor. 

 

▪ Staff members shall exercise the utmost carefulness with regard to all matters 

of official business.  Except as appropriate in the normal course of their duties or by 

authorization of the management committee, they shall not communicate to any Government, 

entity, person or any other party any information known to them by reason of their official 

position that they know or ought to have known has not been made public. These obligations 

do not cease upon separation from service. 

 

 

Conflict of interest 

 

▪ A staff member who has occasion to deal in his or her official capacity with 

any matter involving a profit making business or other concern, including in which he or she 

or his or her spouse or a dependent family member holds a financial interest, directly or 

indirectly, shall disclose that interest to the management committee.  

 

 

▪ The management committee shall establish procedures for the filing and 

utilization of financial disclosure statements.  

 

▪ Staff members shall not be actively associated with the management of, or 

hold a financial interest directly or indirectly in, any profit-making, business, including in any 

government or non-governmental organization or other concern, if it is possible for either the 

staff member or the profit-making, business or other concern to benefit from such association 

or financial interest by reason of the staff member’s position with the Dhaka CentreNICIT 

Ltd. 

 

▪ All staff members at the entry level and above shall be required to file 

academic and financial statements on appointment and at intervals thereafter as prescribed by 

the management committee, in respect of themselves, their spouses and their dependent 

family members, and to assist the management committee in verifying the accuracy of the 

information submitted when so requested.   

 

 

Outside employment and activities 

 

▪ Staff members shall not engage in any outside occupation or employment, 

whether remunerated or not, without the approval of the management committee. 



 

 

 

▪ The management committee may authorize staff members to engage in an 

outside occupation or employment, whether remunerated or not, if:   

 

The outside occupation or employment does not conflict with the staff member’s official 

functions or the status of Dhaka CentreNICIT Ltd;   

o The outside occupation or employment does not prejudice and/or is not against 

the interest of the Dhaka CentreNICIT Ltd; and 

o The outside occupation or employment is permitted by local law at the duty 

station or where the occupation or employment occurs. 

 

▪ Staff members shall not, except in the normal course of official duties or with 

the prior approval of the management committee, engage in any of the following acts, if such 

act relates to the purpose, activities or interests of the Dhaka CentreNICIT Ltd:   

(i) Issue statements to the press, radio or other agencies of public information; 

(ii) Accept speaking engagements; 

(iii) Take part in film, theatre, radio or television productions;  

(iv) Submit articles, books or other material for publication; 

(v) Be a member of an association or non-governmental organization dealing 

with intellectual property. 

 

▪ Membership in a political party is permitted, provided that such membership 

does not entail action, or an obligation to take action.   

 

The management committee shall establish procedures whereby staff may seek in confidence 

clarification as to whether proposed outside activities would conflict with their status as 

employees which would either be prohibited or undertaken with permission. 

 

 

Use of property and assets 

 

▪ Staff members shall use the property and assets of the Dhaka CentreNICIT Ltd 

only for official purposes and shall exercise reasonable care when utilizing such property and 

assets. 

 

▪ Staff members must respond fully to requests for information from staff 

members and other officials of the administration of the Dhaka CentreNICIT Ltd authorized 

to investigate the possible misuse of funds, waste, abuse or other wrongdoing.  

 



 

 

 

 Performance of staff 
 

▪ Staff members are accountable to the management committee for the proper discharge 

of their functions.  Staff members are required to uphold the highest standards of 

efficiency, competence and integrity in the discharge of their functions.  Their 

performance will be appraised periodically to ensure that the required standards of 

performance and conduct are met. 

 

▪ The whole time of staff members for the performance of official functions shall be at 

the disposal of the management committee. The management committee shall 

establish a normal working week and shall establish official holidays for each duty 

station.  Exceptions may be made by the management committee as the needs of the 

service may require, and staff members shall be required to work beyond the normal 

applicable working hours when requested to do so. 

 

▪ Staff members shall be evaluated for their efficiency, competence and integrity 

through performance appraisal mechanisms that shall assess the staff member’s 

performance with the standards set out in the Staff Regulations and the Staff Rules 

with a view to ensuring accountability and professional development.   

 

▪ The management committee shall seek to ensure that appropriate learning and 

development programs are available for the benefit of staff.  

 

▪ Performance reports shall be prepared regularly for all staff members in accordance 

with procedures promulgated by the management committee. 

 

 

DUTIES, OBLIGATIONS AND PRIVILEGES 

 

Status of staff 

 

The declaration made by a staff member on appointment shall be placed in his or her official 

status file.  A new declaration shall be made after a break in service that exceeds three 

months.   

❑ Provisional Period: 3 Months 

❑ After the provisional period, the employee will be illegible for the bonuses. 

❑ The job will be Permanent after 1 year if the performance of the employee is 

satisfactory. 



 

 

❑ After the job is permanent, the employee will be eligible for applying for the 

Provident fund 

❑  P. F. # 3 years (30%), 5 years (50 %), 7 years (70%) and 9 Years (100%) 

 

 

Basic rights and obligations of staff 

 

(a). Staff members shall follow the directions and instructions issued by the 

management committee and their supervisors.   

 

(b). Staff members must comply with local laws and honor their private legal 

obligations, including, but not limited to, the obligation to honor orders of competent courts.   

 

Specific instances of prohibited conduct 

 

▪ Any form of discrimination or harassment, including sexual or gender 

harassment, as well as physical or verbal abuse at the workplace or in connection with official 

functions, is prohibited in accordance with the Dhaka CentreNICIT Ltd relevant policies and 

procedures.   

 

▪ Staff members shall not disrupt or interfere with any official activity or 

meeting of the Dhaka CentreNICIT Ltd, including activity in connection with the 

administration of justice system, nor shall staff members threaten, intimidate or otherwise 

engage in any conduct intended, directly or indirectly, to interfere with the ability of other 

staff members to discharge their official functions.  Nor shall any staff member threaten, 

retaliate or attempt to retaliate against such individual or against staff members exercising 

their rights and duties under these Staff Rules.  

 

▪ Staff members shall not intentionally misrepresent their functions, official title 

or the nature of their duties to Member States or to any entities or persons external to the 

Dhaka CentreNICIT Ltd.   

 

▪ Staff members shall not intentionally alter, destroy, misplace or render useless 

any official document, record or file entrusted to them by virtue of their functions or any 

other document, record or file brought into existence in the course of their service to the 

Dhaka CentreNICIT Ltd which document, record or file is intended to be kept as part of the 

records of the Dhaka CentreNICIT Ltd.  

 



 

 

▪ Staff members shall not seek to influence other staff members in order to 

obtain a change from a position or decision taken by the management committee, including 

decisions relating to the financing of programs or units of the International Bureau, or in 

order to secure support for improving their personal situation or the personal situation of 

other staff members or for blocking or reversing unfavorable decisions regarding their status 

or of other staff members.   

 

▪ Staff members shall neither offer nor promise any favor, gift, remuneration or 

any other personal benefit to another staff member or to any third party with a view to 

causing him or her to perform, fail to perform, or delay the performance of any official act.  

Similarly, staff members shall neither seek nor accept any favor, gift, remuneration or any 

other personal benefit from another staff member or from any third party in exchange for 

performing, failing to perform, or delaying the performance of any official act. 

 

 

Honors, gifts or remuneration 

 

 

▪ No staff member shall accept any honor, decoration, favor, gift or 

remuneration from any Government or non-governmental source without first obtaining 

approval of the management committee.  However, if refusal of an unanticipated honor, 

decoration, favor or gift from a Government or non-governmental source would cause 

embarrassment to the Dhaka CentreNICIT Ltd, the staff member may receive it on behalf of 

the Dhaka CentreNICIT Ltd and then report and entrust it to the management committee, 

who will either retain it for the Dhaka CentreNICIT Ltd or arrange for its disposal for the 

benefit of the Dhaka CentreNICIT Ltd or for a charitable purpose. 

 

▪ Acceptance by staff members of any honor, decoration, favor, gift or 

remuneration from governmental and non-governmental sources requires the prior approval 

of the management committee.  Approval shall be granted only in exceptional cases and 

where such acceptance is not incompatible with the interests of the Dhaka CentreNICIT Ltd 

and with the staff member’s status.   

 

▪ The management committee may authorize staff members to accept from a 

non-governmental source or a university or a related institution, academic awards, 

distinctions and tokens of a commemorative or honorary character, such as scrolls, 

certificates, trophies or other items of essentially nominal monetary value.   

 

▪ Staff members, as part of their official functions, will be expected from time to 

time to attend governmental or other functions, such as meetings, conferences, meals and 



 

 

diplomatic receptions.  Such attendance is not considered receipt of a favor, gift or 

remuneration within the meaning of the Staff Regulations and the Staff Rules.   

 

▪ Staff members shall not accept any gift or favor from any individual or 

commercial entity doing business with, or seeking to do business with the International 

Bureau.   

 

Employee Benefit 

 

❑ Once the job is permanent, the employee will get TK 20,000 cash the time of 

marriage  

❑  The employee will get TK 10,000 cash individually for each of his / her first two 

children.  

❑  The employee will be given full payment of the travel allowance if he/she travels for 

official purpose.  

 

Salary Increment 

 

❑ There will be a job evaluation in every six months. 

❑ After the job evaluation the salary of the employee will be increased depending on 

his/her performance. 

❑ At the time of job evaluation special emphasis will be given on the additional 

responsibilities and tasks performed by the employee. 

❑ The employee may be promoted if his/ her performance is that much satisfactory. 

❑  An employee will automatically be promoted to the upper position if he or she gets 3 

increments. That means 

     3 increments = 1 promotion 

❑ Range of increment: The increase of 5%-20% of the basic salary depending on the 

performance of the employee. 

 

Travel for outside activities 

 

▪ Staff members who are authorized by the management committee to 

participate in activities organized by a Government, intergovernmental organization, 

non-governmental organization or other private source, may receive from the Government, 

intergovernmental organization, non-governmental organization or private source, 



 

 

accommodation and travel and subsistence allowance generally in line with those payable by 

the Dhaka  CentreNICIT Ltd.   

 

 

Hours of work and official holidays 

 

▪ The management committee set the normal number of working hours per week 

for each duty station.  Appointments may be on a full-time or part-time basis.  Exceptions 

may be made by the management committee as the needs of service may require.  A staff 

member may be required to work beyond the normal number of working hours whenever 

requested to do so. 

 

▪ The number of official holidays in each year shall be declared by the 

management committee.   

 

 

 

Notification by staff members and obligation to supply information 

 

▪ Staff members shall be held accountable for the accuracy and completeness of 

the information they provided and certified with regard to their recruitment.  Staff members 

shall be responsible on appointment for supplying the management committee with whatever 

information may be required for the purpose of determining their status under the Staff 

Regulations and the Staff Rules and of completing administrative arrangements in connection 

with their employment. 

 

▪ Staff members shall also be responsible for promptly notifying the 

management committee, in writing, of any subsequent changes affecting their status under the 

Staff Regulations or the Staff Rules. 

 

▪ A staff member who is arrested, charged with an offence other than a minor 

traffic violation or summoned before a court as a defendant in a criminal proceeding, or 

charged with a violation of professional rules relevant to their official functions, or convicted, 

fined or imprisoned for any offence other than a minor traffic violation shall immediately 

report the fact to the management committee.  

 

▪ A staff member may at any time be required by the management committee to 

supply information concerning facts anterior to his or her appointment and relevant to his or 



 

 

her suitability for appointment, or concerning facts relevant to his or her integrity, conduct 

and service as a staff member. 

 

Financial responsibility 

 

▪ Staff members shall exercise reasonable care in any matter affecting the 

financial interests of Dhaka CentreNICIT Ltd, its financial and human resources, property 

and assets. 

▪ Subject to the conditions established by the management committee, any staff 

member may be required to reimburse the Dhaka CentreNICIT Ltd, either partially or in full, 

for any financial loss suffered by the Dhaka CentreNICIT Ltd when he or she contravenes the 

Financial and/or Staff Regulations and Staff Rules and related policies and procedures, or as 

a result of the staff member’s gross negligence. 

 

 

 Confidential Documents, Information or Material 

 

Where, by virtue of the provisions of any agreement administered by the Dhaka CentreNICIT 

Ltd, the Dhaka CentreNICIT Ltd is entrusted with the task of maintaining the confidential 

nature of any document, information or material, the management committee may issue 

special instructions specifying the duties of staff members in respect of the custody of, or 

access by any third parties to, such document, information or material and the means of 

identification of the staff member or staff members concerned.  Any material concerning such 

identification shall be under the control of staff members designated for that purpose by the 

management committee, shall be used only within the Dhaka CentreNICIT Ltd and shall not 

be made accessible to any person or authority outside the Dhaka CentreNICIT Ltd. 

 

 

APPOINTMENT, RECRUITMENT, PROMOTION AND TRANSFER 

 

 Power of Appointment 
 

The power of appointment of staff members rests with the management committee.  Upon 

appointment, each staff member shall receive a letter of appointment, signed by the Head of 

HR or by an official in the name of the MD. 

 

Standards 
 



 

 

▪ The paramount consideration in the appointment of staff members shall be the 

necessity of securing the highest standards of efficiency, competence and integrity.  

Appointment of staff members shall be made without distinction as to race, sex or religion.  

Due regard shall be paid to the importance of recruiting the staff on as wide a geographical 

basis as possible. 

 

 

Types of appointments 
 

▪ Staff members shall be appointed by the management committee.  

 

▪ Other staff members shall be granted either a temporary, fixed-term or 

continuing appointment under such terms and conditions consistent with the present Staff 

Regulations and as the management committee may prescribe. 

 

▪ A temporary appointment does not carry any expectancy, legal or otherwise, of 

renewal. 

 

▪ A fixed-term appointment does not carry any expectancy, legal or otherwise, 

of renewal or conversion, irrespective of the length of service.  Periods of probation for initial 

fixed-term appointments shall be established by the management committee in the Staff 

Rules. 

 

▪ The management committee shall prescribe the conditions under which staff 

members are eligible for consideration for continuing appointments.  

 

Recruitment and Selection  
 

▪ As a general rule, recruitment and selection shall be made on the basis of a 

competition.  Vacancies shall be brought to the attention of the staff members of 

CentreNICIT Ltd and/or the Administrations of Member States, with details as to the nature 

of the functions to be filled, the qualifications required and the conditions of employment. 

 

▪ The management committee shall define the conditions for the establishment 

of Selection Advisory Panels to advise him or her in all cases where a vacancy has been the 

subject of a competition.  The management committee shall establish the Rules of Procedure 

of the Selection Advisory Panels. 

 



 

 

 

RECRUITMENT, PROMOTION AND TRANSFER 

 

Letter of appointment 

 

The letter of appointment issued to every staff member contains expressly or by reference all 

the terms and conditions of employment.  All contractual rights and entitlements of staff 

members are strictly limited to those contained expressly or by reference in their letters of 

appointment. 

 Effective date of appointment 

 

The appointment of a staff member shall take effect from the date on which he or she enters 

into official travel status to assume his or her duties or, if no official travel is involved, from 

the date on which the staff member starts to perform his or her duties. 

 

 Nationality 

 

▪ In the application of the Staff Regulations and the Staff Rules, the Dhaka 

CentreNICIT Ltd shall not recognize more than one nationality for each staff member. 

 

 

Medical examination 

 

▪ A staff member may be required upon initial appointment or from time to time 

to satisfy the Medical Service or Medical Officer designated by the Dhaka CentreNICIT Ltd, 

by means of a medical examination or related examinations that may be required, that he or 

she is free from any ailment likely to impair the health of others or affects the staff member’s 

ability to perform his or her official functions. 

 

▪ A staff member may also be required to undergo such medical examinations 

and receive such inoculations as may be required by the Dhaka CentreNICIT Ltd or the 

Medical Service or Medical Officer designated by the International Bureau before they go on 

or after they return from official travel. 

 

Types of appointment 

 

A staff member may be granted a temporary, fixed-term or continuing appointment.  



 

 

 

Temporary appointment 

 

▪ A temporary appointment may be granted for a maximum period of up to two 

years to meet seasonal or peak workloads and specific short-term project requirements, 

having an expiration date specified in the letter of appointment.   

 

▪ A temporary appointment does not carry any expectancy, legal or otherwise, of 

renewal.  

Fixed-term appointment 

 

▪ A fixed-term appointment may be granted for a period of one year or more, 

normally up to five years, to persons recruited for service of a prescribed duration, including 

persons temporarily seconded by national Governments or institutions for service with the 

Dhaka CentreNICIT Ltd, having an expiration date specified in the letter of appointment. 

 

▪ Any initial fixed-term appointment of one year or more shall be subject to a 

period of probation, which shall be  at least of one year and may be extended up to two years, 

when necessary, for adequate evaluation of the staff member’s performance, conduct and 

suitability to service. 

 

Continuing appointment 

 

▪ A continuing appointment is an open-ended appointment.  

 

▪ The management committee shall prescribe which staff members are eligible 

for consideration for continuing appointments. 

 

 

ANNUAL AND SPECIAL LEAVE 

 

Regulation 
 

Staff members shall be allowed 12 annual leaves. Stuff members cannot take more than one 

day leave in a month and special leave may be authorized in exceptional cases under 

conditions as may be defined by the management committee. Number of leaves can be 

preserved and forwarded to the next month if a stuff member doesn’t take any leave in a 



 

 

particular month. If a stuff member takes less than 12 days leave in a year then the stuff 

member will be given extra salary depending on the number of leave. 

 

▪ Maternity Leave – 3 months 

▪ Paternity Leave – 7 days 

▪ Death of close relative - 3 days 

▪ Sick Leave - 2 days per month. 

▪ Employees can take leave of maximum 1 day per month for which the 

company will pay.  

▪  An employee will get 12 paid leaves in a year. If an employee doesn’t take 

leave in a month then his/her leave will be preserved and in the following month he/she will 

be able to take 2 leaves. And if anyone takes less than 12 days leave then he/she will receive 

extra payment. 

 

 

 

SEPARATION FROM SERVICE 

 

▪ Staff members may resign from service upon giving the management committee the 

notice required under the terms of their appointment. 

 

▪ The MD may, giving the reasons therefore, terminate the appointment of a staff 

member who holds a temporary, fixed-term or continuing appointment in accordance 

with the terms of his or her appointment or for any of the following reasons:  

 

 

✓ If the necessities of service require abolition of the post or reduction of the staff; 

✓ If the performance and/or conduct of the staff member prove unsatisfactory; 

✓ If the staff member is, for reasons of health, incapacitated for further service; 

✓ If the conduct of the staff member fails to meet the standards of conduct/integrity 

required by the Staff Regulations and Staff Rules; 

✓ In the interest of the good administration of the Dhaka CentreNICIT Ltd. and 

provided that the action is not contested by the staff member concerned. 

 

▪ If the management committee terminates an appointment, the staff member shall be 

given such notice and such indemnity payment as may be applicable under the Staff 

Regulations and Staff Rules.  Payments of an indemnity shall be approved by the 

management committee in accordance with the provisions and conditions specified in 

the present Staff Regulations. 

 



 

 

▪ The management committee may, where the circumstances warrant and he or she 

considers it justified, establish conditions under which a staff member may be 

terminated, provided that the termination is not contested, and approve a termination 

indemnity payment not more than 50 per cent higher in addition to other benefits and 

allowances which would otherwise be payable in accordance with the Staff 

Regulations. 

 

 

SEPARATION FROM SERVICE 

 

Ways of separation 

 

Any of the following shall constitute separation from service: 

 

(i) Resignation; 

 

(ii) Abandonment of post; 

 

(iii) Expiration of appointment; 

 

(iv) Retirement; 

 

(v) Termination of appointment; 

 

(vi) Death. 

 

Resignation 

 

▪ A resignation, within the meaning of the Staff Regulations and the Staff Rules, 

is a separation initiated by a staff member. 

 

▪ Unless otherwise specified in their letters of appointment, three months’ 

written notice of resignation shall be given by staff members holding continuing 

appointments and 30 days’ written notice of resignation by those holding fixed-term or 

temporary appointments.  The management committee, however, may accept resignations on 

shorter notice and on anytime. 

 



 

 

▪ The management committee may require the resignation to be submitted in 

person in order to be acceptable. 

 

Warning Letter 

 

▪ If any of the staff members do anything which is detrimental and conflicting 

with the values and interests of Dhaka CentreNICIT Ltd, then the responsible 

person will get warning letter. 

 

▪ If a staff member gets 3 warning letters, his/ her job will be terminated and for 

that no prior notice will be given. 

 

 

                                                                                   

Abandonment of post 

 

Abandonment of post is a separation initiated by the staff member other than by way of 

resignation.  A staff member absent from duty without a satisfactory explanation for more 

than 15 working days shall be considered to have abandoned his or her post and his or her 

appointment shall be terminated without indemnity provided that the Dhaka CentreNICIT Ltd 

shall make every reasonable effort to locate such a staff member prior to termination of his or 

her appointment.  

 

Expiration of appointments 

 

A temporary or a fixed-term appointment shall expire automatically and without prior notice 

on the expiration date specified in the letter of appointment. 

 

Termination 

 

▪ A termination within the meaning of the Staff Regulations and the Staff Rules 

is a separation from service initiated by the management committee, other than dismissal.  

▪ Before termination, the staff member will get 3 warning letters. 

▪ If any of the staff members do anything that violets the values of religion, 

country and conflicts with the values and interests of Dhaka CentreNICIT Ltd, then the 

responsible person will be terminated by the managing committee and for that purpose no 

prior notice or warning letter is needed. 

▪ Separation as a result of resignation, abandonment of post, expiration of 

appointment, retirement, or death shall not be regarded as a termination within the meaning 

of the Staff Rules. 



 

 

Reasons for termination 

 

▪ The management committee may, giving the reasons therefore, terminate the 

appointment of a staff member who holds a temporary, fixed-term or continuing appointment 

in accordance with the terms of the appointment or on any of the following grounds:  

 

(i) Abolition of post or reduction of staff; 

 

(ii) Unsatisfactory performance/conduct; 

 

(iii) Reasons of health, incapacitating the staff member from performing his 

or her duties or any other duties which may be reasonably assigned to him/her; 

 

(iv) Disciplinary reasons; 

 

(v) In the interest of the good administration of the Dhaka CentreNICIT Ltd 

provided that the action is not contested by the staff member concerned. 

 

 

 Notice of termination 

 

▪ The Management of Dhaka CentreNICIT preserves the authority of 

terminating any of its employees employment anytime without any prior notice if he/she 

violates any of the rules which conflicts with the value, interest or regulations of Dhaka 

CentreNICIT. 

 

▪ The management committee may authorize compensation equivalent to salary, 

applicable post adjustment and allowances corresponding to the relevant notice period, at the 

rate in effect on the last day of service. 

 

▪ No termination notice or compensation shall be given in case of dismissal. 

 

 

DISCIPLINARY MEASURES AND PROCEDURES 

 

The management committee shall impose disciplinary measures on staff members who have 

been found to have committed misconduct. The management committee may establish 



 

 

administrative bodies with staff participation, which he or she shall consult in disciplinary 

cases. 

 

 

DISCIPLINARY MEASURES AND PROCEDURES 

 

Misconduct 

 

▪ Failure by a staff member to comply with his or her obligations under the Staff 

Regulations and the Staff Rules, the terms of his or her appointment, or other relevant 

policies and procedures, may amount to misconduct and may lead to the institution of a 

disciplinary process and the imposition of disciplinary measures for misconduct. 

 

▪ The decision to launch an investigation into allegations of misconduct, and to 

institute a disciplinary process, shall be within the discretionary authority of the management 

committee or designated staff members of the Dhaka CentreNICIT Ltd with delegated 

authority. 

 

 

Disciplinary measures 

 

Disciplinary measures may take one or more of the following forms: 

(i) Written reprimand; a copy of which shall be placed in the file of the staff 

member concerned; 

(ii) delayed advancement to the next salary step; 

(iii) relegation to a lower salary step within the same grade; 

(iv) demotion to a lower grade for a specified period; 

(v) exclusion of consideration for promotion to a post at a higher level for a 

specified period of time; 

(vi) Suspension from duty without pay for a specified period; 

(vii) Separation from service; 

(viii) Dismissal; 

(ix) Summary dismissal. 

 



 

 

 Administrative leave pending investigation and the disciplinary 

process 

 

▪ When the management committee has reasonable grounds for initiating an 

investigation and a staff member’s continuance in office might be prejudicial to the 

CentreNICIT Ltd, the staff member may be placed on administrative leave, subject to 

conditions specified by the management committee, pending the completion of the 

investigation and/or until the completion of any disciplinary process. 

 

▪ A staff member placed on administrative leave, shall be given a written 

statement of the reason(s) for such leave and of its probable duration, which may be 

extended.  

 

▪ Administrative leave shall be with full pay unless, in exceptional 

circumstances, the management committee decides that administrative leave without pay is 

warranted.   

 

▪ A staff member who has been placed on administrative leave may challenge 

the decision to place him or her on such leave in accordance with the Staff Rules. 

 

 

 

 

 Non disciplinary measures 

 

Measures other than those listed, shall not be considered to be disciplinary measures within 

the meaning of this rule.  These include, but are not limited to, the following administrative 

measures:   

(i) Verbal warning, a written record of which shall be placed for a stated 

period, in the file of the staff member concerned, 

(ii) Recovery of moneys owed to the Dhaka CentreNICIT Ltd; 

(iii) Administrative leave with or without pay. 

 

 

 

 

 

 



 

 

GENERAL PROVISIONS 

 

 

 Amendments to the Regulations 
 

▪ The management committee may propose amendments to these Regulations.  

Such amendments shall enter into force after approval by the Directors.   

 

▪ Amendments shall be without prejudice to any condition of service specified 

in the letter of appointment or contract of a staff member, neither shall any amendment affect 

the application to a staff member of the provisions of the Staff Regulations in force up to the 

effective date of the amendment; amendments may not have retroactive effect unless the 

terms of appointment of staff members would thereby be improved. 

 


