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DISTRIBUTION 

Sl Recipient Mode Sl Recipient Mode 

1 Managing Director Internet 10 Head of Baridhi Internet 

2 Director Internet 11 All Factory Admin, HRD & Compliance Head Hard Copy 
3 Executive Director Internet 12 All Factory Production Manager Internet 
4 General Manager Admin, HRD 

& Compliance 
Internet 13 All Factory QA Manager/In-charge (QA) Internet 

5 GM, Marketing, Merchandising 
& Finance 

Internet 14 All Factory IE In-charge Internet 

6 General Manager SCM Internet 15 All Factory Training and Recruitment Team Hard Copy 
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8 Head of Misami Internet    

9 Head of Remi Internet    

 
CHANGE HISTORY 

Date Issue  Description of Changes 
01-08-2011 01 New Issue 
02-01-2016 02 Due to change Bangladesh Labor Law & New Labor Rules 2015 
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1| f‚wgKv (General Information) : Mv‡g©›Um wkí evsjv‡`‡ki Rb¨ GKwU AZxe ¸iyZ¡c~Y© Ask| Avgv‡`i KviLvbv 100% 
ißvwbgywL wkí| weUcx MÖyyyyyc KL‡bvB wkïkªg wb‡qvM K‡i bv| we‡kl cÖ‡qvR‡b wkïkªg wb‡qv‡M †`‡ki cÖPwjZ AvB‡bi weavb 
m¤c~Y©iƒ‡c †g‡b P‡j| hw` wK‡kvi wb‡qv‡Mi GKvšÍB cÖ‡qvRb nq Zvn‡j cÖPwjZ AvBb gvbvi j‡¶ bxwZgvjv Kiv, Zv Kvh©Ki 
Kivi †Kvb weKí bvB|  

 

1.1 Aw½Kvi (Commitment) weUcx MÖyc †h †Kvb ai‡bi wkïkªg m¤c‡K© AZ¨šÍ m‡PZb Ges weUzc MÖæ‡ci mKj KwiLvbv †Kvb 
cÖKvi wkï kwªgK wb‡qvM cÖ̀ vb Ki‡e bv| evsjv‡`k kªg AvBb 2006 Ges evqv‡ii bxwZMZ AvPviY wewagvjv Abymi‡Y e×cwiKi| 
 

1.2 †idv‡iÝ  (Reference)- evsjv‡`k kªg AvBb 2006 (ms‡kvwaZ-2013) Gi aviv (34-44), ‡ecRv wb‡`©wkKv Ges evqv‡ii 
bxwZMZ AvPviY wewagvjv| 

 

1.3 D‡Ïk¨ ( Purpose)- KviLvbvi †Kvb ai‡bi wkï kªg wb‡qvM bv †`qv| hw` wK‡kvi wb‡qv‡Mi GKvšÍ cÖ‡qvRb nq Zvn‡j 
cÖPwjZ AvBb †g‡b Pjv|  
 

1.4 j¶¨ (Target)  weUzc MÖæc KL‡bvB wkï kªg wb‡qvM Kwi‡e bv| †h mKj Kg©xi eqm 14 erm‡ii bx‡P wKsev †h mKj wkïi 
eqm 14 eQi c~Y© nqwb Zv‡`i‡K wb‡qvM bv †`qv |  
 

1.5 wkï kªg bxwZgvjv   (Child Labor Policy) 
 

K)  wkï wPwýZKiY t- 
 

o wkï t- Ò†PŠÏ ermi eqm c~Y© K‡ib bvB Ggb †Kvb e¨w³Ó [evsjv‡`k kÖg AvBb 2006 Gi 2(63) aviv] 

L) Av‡e`bKvixi eqm cÖgvb t- Ave‡`bKvixi eqm cÖgv‡bi Rb¨ wb‡qv‡Mi mgq †h mKj c`‡¶c MÖnY Kiv nq| Zv wb¤œiæc :- 
- RvZxq cwiPq cÎ| 
- ’̄vbxq miKvi KZ…©K (wmwU K‡c©v‡ikb, †cŠimfv ev BDwbqb cwil`) cÖ̀ Ë R¤§ mb`| 
- wk¶vMZ †hvM¨Zvi mb`c‡Î D‡jøwLZ eqm ev Rb¥ ZvwiL| 
- †Kvb nvmcvZvj KZ…K ev †iwR÷vW© wPwKrmK KZ…K cÖ̀ Ë eq‡mi mb`cÎ| 
- ZvQvovI wb‡qv‡Mi c~‡e© mv¶vr MÖn‡bi mgq Av‡e`bKvixi eqm cÖgv‡Yi mb`cÎ (hw` _v‡K) ch©‡e¶Y Kiv nq|  
- KviLvbvq wb‡qvwRZ Wv³vi KZ©„K eqm wbiæcb cÎ| 
 

eqm cÖgv‡b hw` †Kvb kÖwgK 14 erm‡ii bx‡P eqm cÖgvwbZ nq †m‡ÿ‡Î weUwc MÖæ‡ci †Kvb KviLvbvq D³ kÖwgK‡K KviLvbvq 
wb‡qvM cÖ̀ vb Kiv nq bv| 
 

M) wkï kÖwg‡Ki my‡hvM myweav t hw` KviLvbvq fzjµ‡g †Kvb wkï kªwgK cvIqv hvq †m †ÿ‡Î wkï kªwgK‡`i Rb¨ ¯‹z‡ji eB, 
LvZv cÎ, Avbymvw½K LiP I ¯‹z‡ji †eZb fvZv †Kv¤cvwb enb Ki‡e| wkï cwiev‡ii †KD Kg©¶g I †hvM¨ n‡j †Kv¤cvwb Zv‡K 
PvKzix cÖ̀ v‡bi †¶‡Î we‡ePbv  Ki‡e| hLb 18 eQi c~Y n‡e ZLb AMÖvwaKv‡ii wfwË‡Z Zv‡K PvKzix‡Z wb‡qv‡Mi e¨e ’̄v Ki‡e| 
 
N) wkï kªg AcmviY bxwZ t KviLvbvq †Kvb wkï kªwgK wb‡qvM Kiv nq bv| hw` AÁvZ ev fz‡ji Rb¨ wkï wb‡qvM Kiv nq Zv 
n‡j weUcx MÖc evsjv‡`k kªg AvBb 2006 (ms‡kvwaZ-2013) †g‡b Pj‡Z e× cwiKi| wkï kªg AcmviY Kivi cÖ‡qvRb nq 
†m‡¶‡ÎI evsjv‡`k kªg AvBb 2006 (ms‡kvwaZ-2013) †g‡b P‡jb| GBPAviwW wefvM GB bxwZgvjvi ev Í̄evqb wbwðZ Ki‡e|  
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O) wkï kÖwgK wb‡qv‡M wbiærmvwnZ Kiv t KviLvbv KZ©„cÿ ’̄vbxq †jvKRb Ges m¤ú`v‡qi gv‡S m‡PZbZv e„w× Ges wkï kÖg 
wbiærmv‡ni Rb¨ cÖ‡qvR‡b KviLvbv cÖ‡ek c‡_ AÎ KviLvbvq †Kvb wkï kÖwgK wb‡qvM Kiv nq bv G e‡j †bvwUk jvwM‡q ivL‡e| 
wkï kª‡gi †¶‡Î D‡jøwLZ kZ©vejx Ges Ab¨vb¨ GKvwaK wbqg bxwZ _vKvq, G‡Z  wkï‡`i wk¶v Ges cwic~Y© gvbwmK weKv‡ki 
c‡_ evav nIqvq wkï kªg‡K mgMÖ we‡k¦i g‡Zv Avgv‡`i †`‡kI wbwl× †NvlYv Kiv n‡q‡Q| GB cwi‡cÖw¶‡Z Kg©x wb‡qv‡Mi †¶‡Î 
KviLvbvi gvbem¤c` wefvM‡K h_vh_ `„wó ivL‡Z n‡e †hb wkï kªwgK wb‡qvM bv cvq| 
 
2. bxwZgvjv ev¯Íevqbt  
 

weUcx MÖæ‡ci e¨¨e ’̄vcbv KZ©„c¶ wkï kªg wb‡qvM bv  Kivi Rb¨ KviLvbvi cÖkvmb, gvbe m¤ú`, Kgcøv‡qÝ wefv‡Mi Da©Zb 
Kg©KZ©v cwjwm Kvh©Ki I e¨e¯’vcbvi `vwq‡Z¡ wb‡qvwRZ _vK‡e| cÖ‡qvRbxq e¨e ’̄v MÖn‡bi Rb¨ Kg©KZ©v‡K ¶gZv cÖ̀ vb Kiv nj| 
e¨¨e ’̄vcbv KZ©„c¶ cwjwm Kvh©Ki I e¨e ’̄vcbv Kivi `vwqZ¡kxj Kg©KZ©vM‡bi cavwaK ¶gZve‡j  `vwqZ¡ cvjb Ki‡eb|  
 
 

2.1 Kg©KZ©v‡`i AM©v‡bvMÖvg PvU© 

 
 
 
 
 
 
 
 
 
 
 
 
 

  

cwiPvjK 
(gvbe m¤c`) 

gnve¨e ’̄vcK, Dc/mnKvix gnve¨e ’̄vcK 
cÖkvmb/gvbe m¤c`/Kgcøv‡qÝ 

Kvh©wbe©vnx/wmwbqi Kvh©wbevnx 
cÖkvmb/gvbe m¤c`/KgcøvBÝ/AvB Avi 

e¨e ’̄vcK, Dc/mnKvix e¨e¯’vcK 
cÖkvmb/gvbe m¤c`/Kgcøv‡qÝ 
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2.2 bxwZgvjv ev Í̄evq‡bi Rb¨ wb‡qvwRZ Kg©KZ©v I Kg©xM‡bi `vq-`vwqZ¡ I mxgve×Zvt 

cwiPvjK (gvbe m¤c`): 
- bxwZgvjv ev Í̄evq‡bi Rb¨ Kg©KZ©v‡`i wb‡ ©̀kbv cÖ̀ vb Ges Ges wbqwgZ cÖwZ‡e`bwU msMÖn K‡i e¨e ’̄vcbv cwiPvjK‡K 

AewnZ Kiv|  

- wb‡qvwRZ m`m¨‡K Revew`wni e¨e¯’v Kiv| 

gnve¨e ’̄vcK, Dc/mnKvix gnve¨e ’̄vcK (cÖkvmb/gvbe m¤c`/Kgcøv‡qÝ)t 
  

- gnve¨e ’̄vcK, Dc/mnKvix gnve¨e¯’vc‡Ki cÖavb `vwqZ¡ cwjwm ev Í̄evqb Kiv| 

- KviLvbvi KLbB †Kvb wkï kªwgK wb‡qvM Ki‡eb bv| 

- cÖwZwbqZ mswkøó wefv‡Mi Kg©KZ©vM‡bi m‡PZbZv e„w× Kiv| 

e¨e ’̄vcK, Dc/mnKvix e¨e ’̄vcK (cÖkvmb/gvbem¤c`/Kgcøv‡qÝ)t 
     -  kÖwgKM‡bi †Uªwbs ev m‡PZbZvg~jK †cÖvMÖvg K‡i G wel‡q AewnZ Kiv|  
     -  wkï kªwgK wb‡qvM bv nq Zv gwbUwis Kiv| 
 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx (cÖkvmb/gvbem¤c`/Kgcøv‡qÝ/AvB Avi)t 

- wb‡qv‡Mi mgq Aek¨B eqm cÖgv‡bi Rb¨ mvwU©wd‡KU MÖnb Ki‡eb|  

- kÖwg‡Ki dvBj msiÿY Ki‡eb Ges dvB‡j cÖ‡qvRbxq KvMRc‡Îi d‡UvKwc ivL‡eb| 

- cª‡qvRbxq cÖwkÿ‡Yi e¨e ’̄v Ki‡eb Ges †iKW© msiÿY Ki‡eb| 
 
|  c×wZ I iywUb (Routines & Procedure) 

 
| bxwZgvjv ev¯Íevqb iywUb (Implementation Routines): 

 
Kvh©µg (wK) c×wZ (wKfv‡e) `vwqZ¡cÖvß c`we (‡K) KLb mgq KviY 

(‡Kb) 
3.1 K) wkï wPwýZKiY 1.5 K) Ave‡`bKvixi eqm cÖgv‡bi 

Rb¨ wb‡qv‡Mi mgq †h mKj 
c`‡¶c MÖnY Kiv nq| 

gnve¨e¯’vcK, Dc/mnKvix 
gnve¨e ’̄vcK I 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx 
cÖkvt/ gvt m¤c`/ Kgt 

wb‡qv‡Mi 
mgq 

cÖ‡qvRb 
Abymv‡i 

(1.3) 
(1.4) 

3.1 L) wkï kªwgK wb‡qvM bv 
†`qv  
 

1.5 L) Ave‡`bKvixi eqm cÖgv‡bi 
Rb¨ wb‡qv‡Mi mgq †h mKj 
c`‡¶c MÖnY Kiv nq| 

gnve¨e¯’vcK, Dc/mnKvix 
gnve¨e ’̄vcK I 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx 
cÖkvt/ gvt m¤c`/ Kgt 

wb‡qv‡Mi 
mgq 

cÖ‡qvRb 
Abymv‡i 

(1.3) 
(1.4) 
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3.1 M) wkï kÖwg‡Ki 
my‡hvM myweav 
 

1.1 O) AbymiY Kiv 
  

gnve¨e¯’vcK, Dc/mnKvix 
gnve¨e ’̄vcK I 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx 
cÖkvt/ gvt m¤c`/ Kgt 

wb‡qv‡Mi 
ci 

cÖ‡qvRb 
Abymv‡i 

(1.3) 
(1.4) 

3.1 N) wkï kªg AcmviY 
bxwZ 

1.1 O I P) AbymiY Kiv gnve¨e¯’vcK, Dc/mnKvix 
gnve¨e ’̄vcK I 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx 
cÖkvt/ gvt m¤c`/ Kgt 

wb‡qv‡Mi 
ci 

cÖ‡qvRb 
Abymv‡i 

(1.3) 
(1.4) 

3.1 O) wkï kÖg wb‡qv‡M 
wbiærmvn Kiv 

1.1 Q) AbymiY Kiv gnve¨e¯’vcK, Dc/mnKvix 
gnve¨e ’̄vcK I 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx 
cÖkvt/ gvt m¤c`/ Kgt 

wb‡qv‡Mi 
ci 

cÖ‡qvRb 
Abymv‡i 

(1.3) 
(1.4) 

 
3.2 †hvMv‡hv‡Mi iywUb Communication Routines): 

 
  

Kvh©µg (wK) c×wZ (wKfv‡e/‡hvMv‡hv‡Mi 
wbqgKvbyb) 

`vwqZ¡cÖvß c`we (‡K) KLb mgq KviY 

3.2 K) cwjwm 
Kvh©Kix `‡ji m‡½ 
†hvMv‡hvM ’̄vcb 
Kiv| 

wgwUs/m‡PZbZvg~jK  cÖwk¶Y 
(wgwUs Gi †iKW© msi¶Y Kiv) 

gnve¨e ’̄vcK, Dc/mnKvix 
gnve¨e ’̄vcK 

cÖkvt/ gvt m¤c`/ Kgt 

cwjwmi 
cÖwZôv/ms‡kvab 
Kivi ci 

Kvh©Ki nIqvi 
ci (15 w`b) 

(1.3) 
(1.4) 

3.2 L)e¨e ’̄vcbv 
KZ©…c¶ Gi m‡½ 
†hvMv‡hvM ’̄vcb 
Kiv 

wgwUs/m‡PZbZvg~jK 
(wgwUs Gi †iKW© msi¶Y Kiv) 

gnve¨e ’̄vcK, Dc/mnKvix 
gnve¨e ’̄vcK 

cÖkvt/ gvt m¤c`/ Kgt 

cwjwmi 
cÖwZôv/ms‡kvab 
Kivi ci 

Kvh©Ki nIqvi 
ci (15 w`b) 

(1.3) 
(1.4) 

3.2 M) wgW 
†j‡fj e¨e ’̄vcbv  
KZ©…c¶  m‡½ 
†hvMv‡hvM ’̄vcb 
Kiv  

wgwUs/m‡PZbZvg~jK/cÖwk¶Y 
(wgwUs Gi †iKW© msi¶b 
Kiv,‡bvwU‡ki gva¨‡g) 

e¨e ’̄vcK, Dc/mnKvix 
e¨e ’̄vcK I 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx 
cÖkvt/ gvt m¤c`/ Kgt 

cwjwmi 
cÖwZôv/ms‡kvab 
Kivi ci 

Kvh©Ki nIqvi 
ci (15 w`b) 

(1.3) 
(1.4) 

3.2 N) ’̄vqx 
kªwg‡Ki m‡½ 
†hvMv‡hvM ’̄vcb 
Kiv| 

wgwUs/m‡PZbZvg~jK/cÖwk¶Y 
(wgwUs Gi †iKW© msi¶b 
Kiv,‡bvwU‡ki gva¨‡g) 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx 
cÖkvt/ gvt m¤c`/ Kgt 

hZ m¤¢e (cÖwZ 
†mk‡b 40 Rb 
K‡i)   

cÖwk¶‡Yi 
mgqm~Px 

(1.3) 
(1.4) 

3.2 O)   byZb 
wb‡qvMcÖvß   
kªwg‡Ki m‡½ 
†hvMv‡hvM ’̄vcb 
Kiv| 

wgwUs/m‡PZbZvg~jK/cÖwk¶Y 
(wgwUs Gi †iKW© msi¶b 
Kiv,‡bvwU‡ki gva¨‡g) 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx 
cÖkvt/ gvt m¤c`/ Kgt 

†hvM`v‡bi ci ciB  
(cÖwZ †mk‡b 40 
Rb K‡i)   
 

Awi‡q‡›Ukb 
mgqm~Px 

(1.3) 
(1.4) 
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3.3 wdWe¨vK I K‡›Uªvj iywUb  Feedback & Control Routine): 
 

Kvh©µg (wK) c×wZ (wKfv‡e/‡hvMv‡hv‡Mi 
wbqgKvbyb) 

`vwqZ¡cÖvß c`we (‡K) KLb mgq KviY 

3.3 K) Af¨šÍixY 
AwWU 
 
1| ‡PK wjó 
2| cÖkœ cÎ ˆZix 
 

Af¨šÍixY AwWU 
K) g¨v‡bR‡g‡›Ui B›UviwfD 
L) WKz‡g›U †PK 
M) cwi`k©b 
hvnv 3.1 Ges 3.2 AbymiY Ki‡e 

Af¨šÍixb AwWU `j 4 gvm ci 
ci 

(120 w`b) (1.3) (1.4) 

3.3 L) wi‡cvwU©s  AwWU Abyhvqx mgm¨v¸‡jv 
wi‡cvU© Kiv 

 KZ©…c‡¶i AeMwZ Kiv 
 g~j Kvib wPwýZ Kiv 
 cÖwZKvi Kiv 

gnve¨e ’̄vcK, Dc/mnKvix 
gnve¨e ’̄vcK 
gvbem¤c` 

(gvbem¤ú`, cÖkvmb GÛ 
KgcøvBÝ) 

Af¨šÍixb 
AwWU wi‡cvU© 
cvIqvi ci 

(60 w`b) (1.3) (1.4) 

3.3  M) wbqš¿Y  g~j Kvib¸‡jv wPwýZ Kiv 
 cÖwZKvi Kiv 
 d‡jvAvc Kiv 

gnve¨e ’̄vcK, Dc/mnKvix 
gnve¨e ’̄vcK 
gvbem¤c` 

(gvbem¤ú`, cÖkvmb GÛ 
KgcøvBÝ) 

ms‡kvab 
ZvwiL Gi 

ci 

(7 w`b) (1.3) (1.4) 

3.3 N) cÖwZKvi wdWe¨vK fvj cvIqvi Rb¨ 
bxwZgvjv  I c×wZ ms‡kvab‡hvM¨ 

gnve¨e ’̄vcK, Dc/mnKvix 
gnve¨e ’̄vcK 
gvbem¤c` 

(gvbem¤ú`, cÖkvmb GÛ 
KgcøvBÝ) 

hZ m¤¢e (7 w`b) (1.3) (1.4) 

 
4| †hvMv‡hvM I ev Í̄evqb ( Communication & Implementation): 
 
4.1  †hvMv‡hvM  iywUb 3.3 AbymiY Kiv 
4.2  ev Í̄evqb  iywUb 3.1 AbymiY Kiv 
 
mshy³ evrmwiK cÖwk¶b K¨v‡jÛvi 
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5| wdWe¨vK I K‡›Uªvj (Feedback & Control) 
  
5.1 wdWe¨vK I K‡›Uªvj iywUb 3.3 AbymiY Kiv| 
5.2 Af¨šÍixb AwWU wi‡cvU©t 
 

Internal Audit Findings and Corrective Action Plan (CAP) 
Date:  
Company 
Name: 

 

Internal 
Auditor: 

 

Team:  
Audit 
Number: 

 

Audit report 
submission 
date: 

 

Q.N Audit 
Findings 

Root 
cause 

analysis 

Corrective 
actions 

Responsible 
Person 

Completion 
Date 

Follow 
up 

Remarks 

        
        
            
        

        

        
 
†idv‡iÝ WKz‡g›Ut 
 

1. wb‡qvM bxwZgvjv 

2. B›Uvibvj AwWU wi‡cvU©| 
3. wkï kÖwgK PvKzix cÖv_©x‡`i Av‡e`‡bi d‡UvKwc|  


