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Copyright

The Competency Standards for Trade and Business Relations Management serve as a
foundational document for the development of curricula, teaching materials, and assessment
tools specifically tailored for the RMG sector. This document ensures that training activities
align with industry requirements, enabling individuals who successfully meet the established
standards through assessment to become qualified professionals in relevant roles within the
sector.

Developed under the Skills for Industry Competitiveness and Innovation Program (SICIP), this
document addresses the skills requirements critical for Trade and Business Relations
Management. It is owned by the Finance Division of the Ministry of Finance of the People’s
Republic of Bangladesh.

Public and private institutes may use the information contained in this competency standard
for training activities benefitting Bangladesh.  

Other interested parties must obtain permission from the owner of this document for
reproduction of information in any manner in whole or in part of this Skills Standard, in English
or other languages.  

This document is available at:  
Skills for Industry Competitiveness and Innovation Program (SICIP)
Finance Division, Ministry of Finance, 
Probashi Kallyan Bhaban (Level-15 & 16)
71-72 Old Elephant Road, Eskaton Garden
Dhaka-1000
Phone: +8802 55138753-55, Fax: +88 02 55138752
Website: https://sicip.gov.bd/
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INTRODUCTION

The Skills for Industry Competitiveness and Innovation Program (SICIP) has the overall
objective of developing a skilled workforce adept at handling new technologies, especially for
emerging industries in Bangladesh. It will expand skills training and strengthen the
development of the training ecosystem to address the skills requirements of the SICIP-selected
industry sectors. The program aims to (i) increase the technology-oriented skilled workforce
across emerging and priority sectors, (ii) promote inclusive skilling and upskilling opportunities
for women and socially disadvantaged groups, (iii) incentivize industry-university partnerships
to nurture innovation capacity and improve industry competitiveness, and (iv) foster skills for
climate-resilient manufacturing processes and green technologies. The program is expected
to benefit about 220,000 new and existing workers over a 6-year implementation period from
2024-2029.

The SICIP Program has, therefore, taken the initiative to enhance the employability and
productivity of trainees by implementing market-responsive and job-focused training programs
through public and private training providers. This will require the development of competency
standards for each of the occupations/trades which will provide a structured framework in the
Learning process to guide training providers, ensure consistent training quality, and create an
alignment between the skills provided by the training institutes and the needs of the industry. 

This competency standard is therefore developed to improve skills following the job roles and
skill sets of the occupation and ensure that the required skills are aligned with industry
requirements.

The Competency Standard also suggests integration of YouTube or similar digital
platforms or downloaded clips into classroom practice to ensure simulated creation of
the contents so that Learners are exposed to visual demonstrations before classroom
instruction or practical session, which aligns with modern Learning preference and
supports flipped classroom models.

The document details the format, sequencing, wording, and layout of the Competency
Standard for an occupation which comprises Units of Competence and its corresponding
Elements.
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OVERVIEW

A Competency Standard is a written specification of the knowledge, skills, and attitudes
required for the performance of a job or occupation or trade corresponding to the standard of
performance required in the workplace. 

Competency standard:
 provides a consistent and reliable set of components for training, recognizing, and

assessing people’s skills, and may also have optional support materials.
 enables industry-recognized qualifications to be awarded through direct assessment

of workplace competencies
  encourages the development and delivery of flexible training that suits individual

and industry requirements
  encourages Learning and assessment in a work-related environment, which leads

to verifiable workplace outcomes.

Competency Standard has been developed by a working group comprised of occupation-
specific experts from the industry/institution and relevant consultants of SICIP.

Competency Standards describe the skills, knowledge, and attitude needed to perform
effectively in the workplace. Competency Standards acknowledge that people can achieve
vocational and technical competency in many ways by emphasizing what the Learner can do,
not how or where they learned to do it. 

With Competency Standards, assessment and training may be conducted at the workplace, at
training organization, during regular work, or through work experience, work placement, work
simulation or any combination of these.

A Unit of Competency describes a distinct work activity that would normally be undertaken by
one person in accordance with industry standards.

Units of Competency are documented in a standard format that comprises:
 Reference to Industry Sector, Occupational Title and Occupational Description
 Unit code
 Unit title
 Unit descriptor
 Unit of Competency
 Elements and performance criteria
 Variables and range statement
 Evidence guides

Together all the parts of a Unit of Competency:
 Describe a work activity
 Guide the assessor in determining whether the candidate is competent.

Identification and validation of units of competency and elements for each occupation were
made by experts from various Light Engineering companies in industry consultative
workshops. 

The ensuing sections of this document comprise a description of the respective occupation
with all the key components of a Unit of Competence:
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 An overview of all Units of Competence for the occupation and their
corresponding duration required for completion of training.

 The Competency Standards that include the Unit of Competency, Unit
Descriptor, Elements and Performance Criteria, Range of Variables, Curricular
Content Guide, and Assessment Evidence Guide.
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Units & Elements at a Glance:

Generic Competencies (20 hrs.)

Code Unit of 
Competency Elements of Competency Duration

(Hours)

SICIP-RMG-TBRM-01-G
Work in a 
Team 
Environment

1. Identify team goals and 
processes

2. Communicate and cooperate 
with team members

3. Work as a team member
4. Solve problems as a team 

member

10

SICIP-RMG-TBRM-02-G

Demonstrate 
Interpersonal 
and 
Communication
Skills

1. Apply interpersonal skills at 
the workplace

2. Understand and 
communicate information and
ideas 

3. Prepare and present reports 
and workplace documents

10

Total Hour 20
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Sector Specific Competencies (20 hrs.)

Code Unit of 
Competency Elements of Competency Duration

(Hours)

SICIP-RMG-TBRM-01-
S

Perform 
Measurement 
and Calculations 

1. Select measuring devices
2. Obtain measurement for 

apparel 
3. Perform simple calculations

10

SICIP-RMG-TBRM-02-
S

Interpret Sketch 
and 
Specifications in 
Manuals 

1. Identify information from 
manual 

2. Identify sketch and 
specifications

10

Total Hour 20
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Occupation Specific Competencies (200 hrs.)

Code
Unit of 

Competenc
y

Elements of Competency
Duratio

n 
(hours)

SICIP-RMG-TBRM-01-
O

Interpret 
Commercial 
Procedures

1. Identify commercial 
activities 

2. Interpret terminologies of
commercial 
management 

3. Understand international 
trade rules

4. Analyze the flow of 
goods and services 

5. Identify trade 
documentation 

20

SICIP-RMG-TBRM-02-
O

Perform 
Business 
Process 
Management

1. Perform licensing and 
renewal activities

2. Carry out tasks related 
with business 
associations

3. Identify banking activities
4. Perform activities related

with EPB 
5. Perform logistic and 

shipping activities 

40

SICIP-RMG-TBRM-03-
O

Perform Import 
and Export 
Activities

1. Carry out import related 
activities

2. Carry out export related 
activities

3. Maintain import-export 
documentation

4. Follow import-export 
compliance

5. Identify product 
classification (HS code)

80

SICIP-RMG-TBRM-04-
O

Perform 
Customs, VAT, 
Bond, and 
Incentives 
Related 
Activities

1. Carry out customs and 
VAT-related activities 

2. Perform bond 
management

3. Conduct audit and 
entitlement raw materials

4. Carry out cash incentive-
related activities

5. Ensure compliance with 
trade policies 

60
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6. Facilitate post-audit 
activities

Total Hour 200

COMPETENCY STANDARD:  TRADE AND BUSINESS RELATIONS MANAGEMENT

The Generic Competencies

Unit of Competency:
WORK IN A TEAM ENVIRONMENT

Nominal Duration:
10 hrs.

Unit Code:
SICIP-RMG-TBRM-01-G

Unit Descriptor:
This unit covers the knowledge, skills and attitudes required to work in a team environment.
It specifically includes the tasks of identifying team goals and processes, communicating
and cooperating with team members, and working and solving problems as a team member.

Elements and Performance Criteria:
(Terms in the performance criteria that are written in bold and underlined are elaborated in
the range of variables).

Elements of Competency Performance Criteria

1. Identify team goals 
and processes

1.1 Team goals and collaborative decision-making
processes are identified.

1.2 Role and common goals of the team are defined from
available sources of information.

1.3 Team structure, responsibilities and reporting relations
are identified from team discussions and other external
sources.

2. Communicate and 
cooperate with team 
members

2.1 Communication and negotiation skills are applied and
maintained in all relevant situations.

2.2 Constructive contributions are made to workplace
discussions on such issues as production, quality
and safety.

2.3 Goals/objectives and action plans undertaken in the
workplace are communicated promptly.

2.4 Information regarding problems and issues are
organized coherently to ensure clear and effective
communication. 

2.5 Dialogue is initiated with appropriate personnel. 
2.6 Communication problems and issues are raised.
2.7 Barriers to communication are identified and resolved.

3. Work as a team 
member

3.1 Effective forms of communication are used to interact
with team members for discussing team activities and
objectives.

3.2 Mutual respect, empathy and active collaboration are
demonstrated.

3.3 Communication channels are followed as per
workplace context.
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4. Solve problems as a 
team member

4.1 Current and potential problems faced by team are
identified.

4.2 Problems are investigated and analyzed.
4.3 Potential solutions of problem are identified.
4.4 Recommendations about possible solutions are

developed, documented, ranked and presented to team
members for decision.

Range of Variables
Variable Range 

May include but not limited to:

1. Sources of information

1.1 Organizational structures
1.2 Operations manuals
1.3 Job description
1.4 Standard Operating Procedures (SOPs)

2. Workplace discussions
2.1 Coordination meetings 
2.2 Toolbox discussion 
2.3 Peer-to-peer discussion

3. Team members

3.1 Coach/members 
3.2 Supervisor/manager
3.3 Peers/colleagues 
3.4 Other members/employee representatives of the 

organization

4. Workplace context
4.1 National laws and statutes 
4.2 Standard Operating Procedures (SOPs)
4.3 Workplace rules and regulations

Curricular Content Guide: 

1. Underpinning 
Knowledge

1.1 Sources of information
1.2 Team structure, roles and responsibilities
1.3 Effective verbal communication methods
1.4 Interpersonal communication skills
1.5 Organization requirements for written and electronic

communication methods 
1.6 Negotiation and communication skills 
1.7 Barriers in communication
1.8 Team planning and team meeting procedures
1.9 Industry maintenance, services and helpdesk

practices, processes and procedures 
1.10 Industry standard diagnostic tools 
1.11 Malfunctions and resolutions

2. Underpinning Skills

2.1 Identifying sources of information 
2.2 Identifying the roles and responsibilities of the team and

individual members
2.3 Identifying effective verbal communication methods

and interpersonal skills
2.4 Identifying communication flow and reporting structure



11
Trade and Business Relations Management

2.5 Complying with organization requirements for the use
of written and electronic communication methods 

2.6 Participating in variety of team discussions
2.7 Working as a team member
2.8 Using communication channels as per workplace

context
2.9 Applying effective clarifying and probing skills 
2.10 Identifying current industry standard diagnostic tools 
2.11 Identifying common malfunctions and resolutions
2.12 Developing, documenting, ranking and presenting

recommendations about possible solutions to the team
members for decision

3. Underpinning Attitudes 

3.1 Commitment to occupational health and safety
3.2 Promptness in carrying out activities
3.3 Sincerity and honesty to duties
3.4 Environmental concerns
3.5 Eagerness to learn
3.6 Tidiness and timeliness
3.7 Respect for rights of peers and seniors in the workplace
3.8 Good relationships with peers, sub-ordinates and seniors

in the workplace

4. Resource Implications

The following resources must be provided:
4.1 Workplace (simulated or actual) 
4.2 Workplace procedure 
4.3 All tools, equipment, materials and documentation

required
4.4 Relevant specifications and work instructions
4.5 Learning manual

Assessment Evidence Guide:

1. Critical Aspects of
Competency

Assessment required evidence that the candidate:
1.1 identified team goals and processes
1.2 communicated and cooperated with team members
1.3 worked as a team member
1.4 solved problems as a team member

2. Methods of Assessment

Methods of assessment should include:
2.1 Written test
2.2 Practical demonstration
2.3 Oral question
2.4 Portfolio (optional)

3. Context of Assessment

3.1 Competency assessment must be done in an
assessment/training center or in an actual or simulated
work place after completion of the training

3.2 Assessment should be done by a certified assessor or
occupation-specific industry expert. 
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Unit of Competency:
DEMONSTRATE INTERPERSONAL 
AND COMMUNICATION SKILLS

Nominal Duration:
10 hrs.

Unit Code:
SICIP-RMG-TBRM-02-G

Unit Descriptor:
This unit covers the knowledge, skills and attitudes required to demonstrate interpersonal
and communication skills.  It specifically includes the tasks of applying interpersonal skills at
the workplace, understanding and communicating information and ideas, and preparing and
presenting reports and workplace documents.

Elements and Performance Criteria:
(Terms in the performance criteria that are written in bold and underlined are elaborated in
the range of variables).

Elements of Competency Performance Criteria

1. Apply interpersonal skills
at the workplace

1.1 Workplace interpersonal skills are interpreted.
1.2 The impacts of interpersonal skills are described.
1.3 Interpersonal skills are performed in accordance with

workplace procedures.
1.4 Ways of improving interpersonal skills are identified

and followed.

2. Understand and 
communicate 
information and ideas

2.1 Communication tools and equipment are operated,
and faults are identified and reported.

2.2 Consultative processes are used to collect and convey
information.

2.3 Information systems are used to store, retrieve and
update information.

2.4 Information data and information are analyzed and
interpreted.

2.5 Information is communicated with individuals and
groups.

3. Prepare and present 
reports and workplace 
documents

3.1 Workplace documents are interpreted.
3.2 Appropriate format for document is used to meet

workplace requirements.
3.3 Document is drafted in accordance with workplace

procedures.
3.4 Document is edited and presented in a final version

appropriate to task.

Range of Variables
Variable Range 

May include but not limited to:

1. Workplace 
interpersonal skills

1.1 Effective communication
1.2 Cooperation
1.3 Giving and receiving feedback, feed-forward and

professional criticism
1.4 Pressure handling
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1.5 Time management
1.6 Acceptance of diversity
1.7 Supporting and encouraging others
1.8 Inclusiveness
1.9 Problem solving
1.10 Negotiation
1.11 Conflict management

2. Ways of improving 
interpersonal skills

2.1 Cultivate a positive outlook
2.2 Ask trusted friends or colleagues for constructive

criticism
2.3 Control emotions
2.4 Observe other positive interpersonal interactions
2.5 Practice active listening
2.6 Seek out opportunities to build relationships
2.7 Practice empathy

3. Communication tools
and equipment

3.1 Telephone
3.2 Internet
3.3 Mobile Phone
3.4 Fax machines
3.5 Two-way radio

4. Workplace 
documents

4.1 Business letters
4.2 Business reports
4.3 Transactional documents
4.4 Memos
4.5 Forms

4.5.1 Memorandum
4.5.2 Requisitioning form
4.5.3 Personnel form
4.5.4 Safety report form

Curricular Content Guide: 

1. Underpinning 
Knowledge

1.1 Interpersonal skills
1.2 Impacts of interpersonal skills
1.3 Communication tools and equipment 
1.4 Consultative processes
1.5 Workplace documents

2. Underpinning Skills

2.1 Demonstrating interpersonal skills
2.2 Identifying and applying ways of improving 

interpersonal skills
2.3 Collecting workplace information
2.4 Analyzing information and ideas
2.5 Preparing workplace documents
2.6 Presenting workplace documents

3. Underpinning 
Attitudes 

3.1 Commitment to occupational health and safety
3.2 Promptness in carrying out activities
3.3 Sincerity and honesty to duties
3.4 Environmental concerns



14
Trade and Business Relations Management

3.5 Eagerness to learn
3.6 Tidiness and timeliness
3.7 Respect for rights of peers and seniors in the workplace
3.8 Good relationships with peers, sub-ordinates and seniors

in the workplace

4. Resource 
Implications

The following resources must be provided:
4.1 Workplace (simulated or actual) 
4.2 Workplace procedure 
4.3 Materials relevant to the activity 
4.4 All tools, equipment and documentation required
4.5 Relevant specifications or work instructions

Assessment Evidence Guide:

1. Critical 
Aspects of 
Competency

Assessment required evidence that the candidate:
1.1 interpreted interpersonal skills
1.2 demonstrated interpersonal skills at the workplace
1.3 communicated information and ideas
1.4 prepared and presented reports and workplace 

documents

2. Methods of 
Assessment

Methods of assessment may include but not limited to:
2.1 Written test
2.2 Practical demonstration
2.3 Oral question
2.4 Portfolio (optional)

3. Context of 
Assessment

3.1 Competency assessment must be done in an
assessment/training center or in an actual or simulated
work place after completion of the training

3.2 Assessment should be done by a certified assessor or
occupation-specific industry expert. 
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The Sector Specific Competencies

Unit of Competency:
PERFORM MEASUREMENT AND 
CALCULATIONS

Nominal 
Duration:
10 hrs.

Unit Code:
SICIP-RMG-TBRM-01-S

Unit Descriptor:
This unit covers the knowledge, skills and attitudes required to perform measurement and
calculations in industry. It specifically includes the tasks of selecting measuring devices,
obtaining measurement for apparel and performing simple calculations.

Elements and Performance Criteria:
(Terms in the performance criteria that are written in bold and underlined are elaborated in
the range of variables).

Elements of Competency Performance Criteria

1. Select measuring 
devices

1.1. Work instructions are confirmed and applied to the job in
hand.

1.2. Materials to be measured are identified as per job
specifications.

1.3. Appropriate measuring devices are selected based on
materials to be measured.

1.4. Specifications are obtained from relevant documents.
1.5. Tolerance and clearance limits are identified and

adjusted according to the job requirements.

2. Obtain 
measurements for 
apparel

2.1 Accurate measurements are obtained in accordance
with job requirements.

2.2 Systems of measurements are identified and
measurement conversions done as per requirement.

2.3 Measurements are confirmed and recorded in the given
company format.

3. Perform simple 
calculations

3.1 Simple calculations involving basic operations are
carried out.

3.2 Other operations are used to complete tasks.
3.3 Appropriate formulas for calculating quantities of

materials are selected. 
3.4 Calculations are performed and verified.
3.5 Material quantities are calculated and shared with team

as per requirement.

Range of Variables
Variable Range 

May Include but not limited to:

1. Measuring devices

1.1 Measuring Tape
1.2 Steel rule
1.3 Calculator
1.4 Sets square

2. Documents 2.1 Technical Manuals
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2.2 Specifications
2.3 Sketches
2.4 Charts
2.5 Photographs

3. Measurements

3.1 Length
3.2 Width
3.3 Weight
3.4 Tolerance

4. Basic operation

4.1 Addition
4.2 Subtraction
4.3 Multiplication
4.4 Division

5. Other operations

5.1 Fractions
5.2 Percentages
5.3 Mixed numbers
5.4 Conversions
5.5 Scales

6. Calculations

6.1 Area
6.2 Volume
6.3 Circumference 
6.4 CBM
6.5 Volumetric Weight

Curricular Content Guide: 

1. Underpinning 
Knowledge

1.1 Information on measuring devices
1.2 Selection technique of appropriate measuring devices
1.3 Measurement and calculation techniques for apparel

merchandising
1.4 Techniques of recording measurements
1.5 Way to allowance and tolerance 
1.6 Presentation of data and information
1.7 Instructions for use of measuring devices

2. Underpinning 
Skills

2.1 Identifying measuring devices based on materials to be
measured

2.2 Obtaining specification of measuring devices from
relevant document

2.3 Obtaining measurement according to the job
requirements

2.4 Identifying tolerance and clearance limits and adjusting
according to the job requirements

2.5 Performing calculations for quantities of materials
2.6 Conforming and recording measurements as per 

standard

3. Underpinning 
Attitudes

3.1 Commitment to occupational health and safety
3.2 Promptness in carrying out activities
3.3 Sincerity and honesty to duties
3.4 Environmental concerns
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3.5 Eagerness to learn
3.6 Tidiness and timeliness
3.7 Respect for rights of peers and seniors in the workplace
3.8 Good relationships with peers, sub-ordinates and seniors

in the workplace

4. Resource 
Implications

The following resources must be provided: 
4.1 Workplace (simulated or actual)
4.2 Tools, equipment and physical facilities appropriate to 

perform activities.
4.3 Materials, consumables to perform activities
4.4 Learning manuals

Assessment Evidence Guide:

1. Critical Aspects of 
Competency

Assessment required evidence that the candidate:
1.1 selected measuring devices based on materials to be 

measured
1.2 obtained measurements for apparel as per job 

requirements
1.3 performed calculations for quantities of materials
1.4 confirmed and recorded measurements as per standard

2. Methods of 
Assessment

Methods of assessment may include but not limited to:
2.1 Written test
2.2 Practical demonstration
2.3 Oral questioning
2.4 Portfolio (optional)

3. Context of 
Assessment

3.1 Competency assessment must be done in an
assessment/training center or in an actual or simulated
work place after completion of the training

3.2 Assessment should be done by a certified assessor or
occupation-specific industry expert
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Unit of Competency:
INTERPRET SKETCH AND 
SPECIFICATIONS IN MANUALS

Nominal 
Duration:
10 hrs.

Unit Code:
SICIP-RMG-TBRM-02-S

Unit Descriptor:
This unit covers the knowledge, skills and attitudes required to interpret sketch and
specifications in manuals. It specifically includes the tasks of identifying information from
manual and identifying sketch and specifications.

Elements and Performance Criteria:
(Terms in the performance criteria that are written in bold and underlined are elaborated in
the range of variables).

Elements of Competency Performance Criteria

1. Identify information 
from manual

1.1 Appropriate manuals are collected as per sample.
1.2 Importance of manuals is recognized.
1.3 Required information are collected from manuals.

2. Interpret sketch and 
specifications

2.1 Relevant sketch and specifications are identified.
2.2 Key terms and abbreviations are identified.
2.3 Signs and symbols are identified.
2.4 Schedules, dimensions, drawings and specifications are

interpreted.

Range of Variables
Variable Range 

May include but not limited to:

1. Manuals

1.1 Buyers’ specification manual
1.2 Compliance manual
1.3 Maintenance procedure manual
1.4 Periodic maintenance manual
1.5 Quality manual
1.6 Signs and symbols, instruction manuals

2. Sketch 2.1 Technical sketch
2.2 Measurement sketch

3. Specifications
3.1 Product specifications
3.2 Performance specifications
3.3 Method specifications

4. Terms and 
abbreviations

4.1 Refers to all terms and abbreviations associated with the
RMG sector

5. Signs and symbols 5.1 Include all signs and symbols associated with the RMG
sector

Curricular Content Guide
1. Underpinning 

Knowledge
1.1 Themes on various types of RMG manuals
1.2 Rules of sketch, drawings and specifications

2. Underpinning Skills 2.1 Recognising importance of manual 
2.2 Selecting appropriate manuals as per sample 
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2.3 Collecting information from manual as per sample
2.4 Identifying relevant sketch and specifications
2.5 Interpreting schedules, dimensions, drawings and 

specifications

3. Underpinning 
Attitudes

3.1 Commitment to occupational health and safety
3.2 Promptness in carrying out activities
3.3 Sincerity and honesty to duties
3.4 Environmental concerns
3.5 Eagerness to learn
3.6 Tidiness and timeliness
3.7 Respect for rights of peers and seniors in the workplace
3.8 Good relationships with peers, sub-ordinates and seniors

in the workplace

4. Resource 
Implications

The following resources must be provided:
4.1 Workplace (simulated or actual)
4.2 Tools, equipment and physical facilities appropriate to

perform activities
4.3 Materials, consumables to perform activities
4.4 Learning manuals
4.5 Relevant drawings, codes, standards and reference

materials

Assessment Evidence Guide

1. Critical Aspects of 
Competency

Assessment required evidence that the candidate: 
1.1 selected appropriate manuals as per sample 
1.2 identified required information from manual 
1.3 identified and interpreted relevant sketches and 

specifications

2. Methods of 
Assessment

Competency should be assessed by:
2.1 Written test
2.2 Practical demonstration
2.3 Oral questioning
2.4 Portfolio (optional)

3. Context of 
Assessment

3.1 Competency assessment must be done in an
assessment/training center or in an actual or simulated
work place after completion of the training.

3.2 Assessment should be done by a nationally certified
assessor or occupation-specific industry expert.
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The Occupation Specific Competencies

Unit of Competency:
INTERPRET COMMERCIAL 
PROCEDURES

Nominal 
Duration:
20 hrs.

Unit Code:
SICIP-RMG-TBRM-01-O

Unit Descriptor:
This unit covers the knowledge, skills and attitudes required to interpret commercial
procedures. It specifically includes the tasks of identifying commercial activities, interpreting
terminologies of commercial management, understanding international trade rules,
analyzing the flow of goods and services, and identifying trade documentation.

Elements and Performance Criteria:
(Terms in the performance criteria that are written in bold and underlined are elaborated in
the range of variables).

Elements of Competency Performance Criteria

1. Identify commercial 
activities

1.1 Commercial activities are identified and interpreted as
per organizational standard.

1.2 Major functions of commercial department are
identified and described. 

1.3 Role and responsibilities of key personnel of
commercial department are identified and described. 

2. Interpret terminologies 
of commercial 
management 

2.1 Terminologies of commercial management are
identified and understood.

2.2 Application of commercial terminologies are explained.
2.3 Contractual terms are interpreted in commercial

agreements.
2.4 Trade terminologies related to international business are

understood.

3. Understand 
international trade 
rules

3.1 Laws, rules and regulations for commercial
management are identified from reliable and official
sources.

3.2 Trade compliance requirements are interpreted
according to international trade protocols.

3.3 Import and export policies are identified in accordance
with current national and international guidelines.

3.4 Documentation related to trade regulations is interpreted
based on standard operating procedures. 

4. Analyze the flow of 
goods and services 

4.1 Buyer sourcing strategies are identified based on
sourcing objectives and market requirements.

4.2 Product sourcing processes are reviewed and assessed
according to client specifications and supply capabilities.

4.3 Order terms and conditions are negotiated in alignment
with standard trade practices and organizational policies.

4.4 Order confirmations are obtained and documented
following agreed timelines and contractual obligations.

4.5 Raw materials are sourced and collected as per
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production requirements and supplier agreements.
4.6 End-to-end supply flow is mapped and evaluated to

ensure timely delivery and quality compliance. 

5. Identify trade 
documentation 

5.1 Required trade documents are identified according to
the type of domestic and international transaction.

5.2 Purpose and use of each trade document are explained
based on standard trade procedures.

5.3 Legal and regulatory requirements for documentation are
confirmed using domestic and international official
guidelines.

Range of Variables
Variable Range 

May include but not limited to:

1. Commercial 
activities 

1.1 Understanding National/International trading
1.2 Performing Banking activities 
1.3 Pursuing with relevant Government offices 
1.4 Liaising with Associations (appropriate to commercial

activities)
1.5 Corresponding with Buyer, buying agency & Supplier

management
1.6 Documentation

1.6.1 Online
1.6.2 Offline 

2. Major functions of 
commercial 
department 

2.1 License management 
2.2 Bank management

2.2.1 General Banking activities
2.2.2 Foreign Exchange Banking
2.2.3 Liability management

2.3 Import-export activities and documentation
2.4 Logistics and shipping line Management
2.5 Custom Management

2.5.1 Bonded warehouse management
2.5.2 Value Added Tax (VAT)
2.5.3 Tax and duty management

2.6 Clearing and Forwarding (C&F) management
2.7 Incentive management

3. Role and 
responsibilities of 
key personnel

3.1 Import related 
3.1.1 Collect Proforma Invoice (PI)
3.1.2 Manage issuance of import Letter of Credit (L/C)
3.1.3 Process insurance and bank guaranty
3.1.4 Track imports
3.1.5 Release documents and acceptance
3.1.6 Clear goods
3.1.7 Ensure payments and bill of entry

3.2 Export related 
3.2.1 Collect order summary (PO) 
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3.2.2 Submit PI
3.2.3 Collect export L/C or sales contract and lien to bank
3.2.4 Book export
3.2.5 Handover goods
3.2.6 Book and collect Bill of Lading (B/L)
3.2.7 Prepare C&F documents
3.2.8 Submit buyer and bank documents
3.2.9 Receive payment and realization

3.3 Banking 
3.3.1 Approve limit sanctions
3.3.2 Process imports payments
3.3.3 Realize export payments
3.3.4 Handle encashment and liability

3.4 Customs bond related 
3.4.1 Facilitate issuance of Bond license
3.4.2 Maintain bond audit 
3.4.3 Inclusion Harmonized System (HS) code and

machinery
3.4.4 Manage issuance of Utilization Declaration (UD),

Utilization Permission (UP), Export Orders (EO),
Import Permission (IP)

3.4.5 Change lien bank, ownership and others activities
3.4.6 Facilitate issuance of general bond
3.4.7 Facilitate layout plan and factory transfer process (if

applicable)
3.5 Incentive related 

3.5.1 Track export realization
3.5.2 Apply for cash incentives as per government

regulations
3.5.3 Submit documents
3.5.4 Complete audit and collect certificates
3.5.5 Submit claims to Bangladesh Bank

3.6 Receive and report funds 

4. Terminologies of 
commercial 
management

4.1 Incoterms (International Commercial Terms)
4.2 HS Code
4.3 Proforma Invoice (PI)
4.4 Sales contract
4.5 Letter of credit (L/C)
4.6 Insurance
4.7 Generalized System of Preferences (GSP)
4.8 Registered Exporter System (REX)
4.9 Certificate of Origin (CO)
4.10Logistics and shipping
4.11Clearing and forwarding (C&F)
4.12Customs Tariffs
4.13Input Output Co-efficient
4.14AIT
4.15VAT
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4.16TAX
4.17Customs Bond
4.18Duty Draw back

5. Laws, rules and 
regulations

5.1 Customs Act, 1969 and 2023
5.2 VAT Act,1991 
5.3 VAT and Supplementary Duty Act, 2012
5.4 Imports and Exports (Control) Act, 1950
5.5 Import Policy Order, 2015-2018
5.6 Export Policy, 2021-2024
5.7 Foreign Exchange Regulation Act, 1947
5.8 Export monitoring System of Bangladesh Bank (related 

to Export and import)
5.9 Uniform Customs Practice (UCP-600) 
5.10Related Statutory Regulatory Order (SRO) and orders 

from NBR 

6. Required trade 
documents

6.1 Trade license 
6.2 TIN registration
6.3 VAT registration
6.4 BIN registration
6.5 Joint stock registration
6.6 BIDA/Department of Textile (DOT) registration
6.7 Association certificate 
6.8 Chamber of commerce registration 
6.9 Import Registration Certificate (IRC)
6.10Export Registration Certificate (ERC)
6.11Department of Inspection for Factories and 

Establishments
   (DIEF) registration license 
6.12Environmental license (If required)
6.13Fire and safety license 
6.14Boiler license  
6.15Export Promotion Bureau (EPB) 
6.16Custom bond license 

Curricular Content Guide

1. Underpinning 
Knowledge

1.1 Commercial activities
1.2 Role and responsibilities of key personnel of commercial 

department
1.3 Terminologies of commercial management 
1.4 Trade terminologies related to international business
1.5 Laws, rules and regulations for commercial management
1.6 Required trade documents, and legal and regulatory 

requirements

2. Underpinning Skills

2.1 Identifying commercial activities and major functions of 
commercial department

2.2 Recognizing roles and responsibilities of key personnel 
of commercial department
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2.3 Identifying commercial management terminologies
2.4 Identifying import and export policies according to current

national and international guidelines
2.5 Identifying buyer sourcing strategies based on sourcing

objectives and market requirements
2.6 Analyzing the flow of products (goods and services)

3. Underpinning 
Attitudes

3.1 Commitment to occupational health and safety
3.2 Promptness in carrying out activities
3.3 Sincerity and honesty to duties
3.4 Environmental concerns
3.5 Eagerness to learn
3.6 Tidiness and timeliness
3.7 Respect for rights of peers and seniors in the workplace
3.8 Good relationships with peers, sub-ordinates and seniors in

the workplace

4. Resource 
Implications

The following resources must be provided:
4.1 Workplace (simulated or actual) 
4.2 Books on commercial laws and rules
4.3 Accessibility to the workplace 
4.4 Tools and equipment 
4.5 Hardware & software
4.6 Projector 
4.7 Learning manual

Assessment Evidence Guide

1. Critical Aspects of 
Competency

Assessment must evidence that the candidate:
1.1 Identified commercial activities
1.2 Interpreted terminologies of commercial management
1.3 understood international trade rules
1.4 analyzed the flow of goods and services
1.5 identified trade documentation

2. Methods of 
Assessment

Methods of assessment may include but is not limited to:
2.1 Written test
2.2 Practical demonstration
2.3 Oral questioning
2.4 Portfolio (optional)

3. Context of 
Assessment

3.1 Competency assessment must be done in an
assessment/training center or in an actual or simulated
work place after completion of the training.

3.2 Assessment should be done by a nationally certified
assessor or occupation-specific industry expert.
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Unit of Competency:
PERFORM BUSINESS PROCESS 
MANAGEMENT

Nominal Duration:
40 hrs.

Unit Code:
SICIP-RMG-TBRM-02-O

Unit Descriptor:
This unit covers the knowledge, skills and attitudes required to perform business process
management. It specifically includes the tasks of performing licensing and renewal activities,
carrying out tasks related with business associations, identifying banking activities,
performing activities related with EPB and performing logistic and shipping activities.

Elements and Performance Criteria:
(Terms in the performance criteria that are written in bold and underlined are elaborated in
the range of variables).

Elements of Competency Performance Criteria

1. Perform licensing 
and renewal 
activities

1.1 Relevant authorities for licensing and renewal are
identified based on business type and regulatory
requirements.

1.2 Required documents are collected and prepared in
accordance with prescribed formats and checklists.

1.3 Applications for licensing and renewal are submitted to
the appropriate authority following standard procedures.

1.4 Licensing and renewal timelines are tracked and
maintained to ensure timely compliance.

1.5 Communication with regulatory bodies is conducted and
documented as per workplace protocols.

1.6 Licenses are renewed and records are updated in
accordance with legal and organizational standards.

2. Carry out tasks 
related with 
business 
associations

2.1 Requirements for preparing the Utilization
Declaration (UD) are identified based on relevant trade
guidelines.

2.2 Necessary data and documents for UD preparation are
gathered and verified for accuracy.

2.3 Utilization Declaration is prepared using the prescribed
format and official templates.

2.4 UD forms are reviewed and cross-checked to ensure
compliance with applicable regulations.

2.5 Completed UD is submitted to the concerned business
association or regulatory body within the stipulated
timeline.

2.6 Submission records and acknowledgments are
maintained according to organizational procedures.

3. Identify banking 
activities

3.1 Types of banking activities related to international 
trade are identified according to business requirements.

3.2 Key banking instruments and bank guarantee are 
explained.

3.3 Required documents for trade-related banking 
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transactions are identified and reviewed.
3.4 Banking procedures are interpreted in line with current 

financial regulations and organizational practices.

4. Perform activities 
related with EPB 

4.1 Key functions and services of the Export Promotion
Bureau (EPB) are identified based on trade
requirements.

4.2 Application procedures for obtaining EPB certificates are
understood and interpreted.

4.3 Required documents for EPB certification are
prepared in accordance with official guidelines.

4.4 Prepared documents are submitted to the EPB through
the designated channels.

4.5 Follow-up activities are conducted to ensure timely
processing of applications.

4.6 EPB certificates are collected and recorded as per
organizational procedures.

5. Perform logistic 
and shipping 
activities 

5.1 Shipping schedules and delivery routes are identified
and confirmed with logistics providers.

5.2 Required documents for shipping and logistics are
prepared and verified according to international trade
standards.

5.3 Coordination with freight forwarders and transport agents
is carried out as per shipment requirements.

5.4 Goods are packed, labeled, and dispatched following
handling and safety protocols.

5.5 Shipment tracking is conducted and updates are
monitored to ensure timely delivery.

5.6 Delivery receipts and shipping records are collected and
maintained as per organizational procedures.

Range of Variables

Variable Range 
May include but not limited to:

1. Relevant authorities 
for licensing and 
renewal

1.1 Local Government Authority (Union Parishad,
Municipality, City Corporation)

1.2 Chambers 
1.3 Association
1.4 Chief Controller of Import and Export (CCI&E)
1.5 Fire Service and Civil Defense
1.6 Customs VAT & Excise
1.7 Department of Inspection for Factories and

Establishments (DIFE)
1.8 Export Promotion Bureau
1.9 Customs Bond Commissionerate
1.10 Department of Textiles (DOT)
1.11 Bangladesh Investment Development Authority (BIDA)  
1.12 Department of Environment (DOE)
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1.13 Bangladesh Standard Testing Institute (BSTI) 

2. Requirements for 
preparing the 
Utilization 
Declaration (UD)

2.1 Master L/C
2.2 Sales Contract
2.3 Back-to-Back L/C and PI 
2.4 Bank certificate 
2.5 Commercial Invoice
2.6 Packing list
2.7 Bill of Lading (B/L)
2.8 Measurement sheet 
2.9 Consumption sheet (Sample) 

3. Types of banking 
activities

3.1 Export Financing
3.2 Import Financing
3.3 Working Capital Loans
3.4 Letter of Credit (LC) Services
3.5 Foreign Exchange Services
3.6 Trade Documentation Support
3.7 Bank Guarantees and Bonds
3.8 Cash Management Services
3.9 Remittance Handling
3.10 Risk Management and Advisory Services

4. Key banking 
instruments

4.1 Letter of Credit (LC)
4.2 Back-to-Back LC
4.3 Bill of Exchange
4.4 Bank Guarantee
4.5 Packing Credit
4.6 Loan Against Trust Receipt (LTR)
4.7 Foreign Bill Negotiation / Discounting
4.8 Remittance Instruments (TT, RTGS, MT, SWIFT)
4.9 Advance Payment Guarantee
4.10 Deferred Payment LC
4.11 Overdraft Facility
4.12 Export Development Fund (EDF)
4.13 Force loan/Loan rescheduling 

5. Key functions and 
services of the 
Export Promotion 
Bureau (EPB)

5.1 EPB enrollment/Renewal 
5.2 Issuance of GSP 
5.3 REX registration
5.4 Issuance of Certificate of Origin (CO) 
5.5 International trade fare
5.6 Commercial Important Person (CIP)

6. Required documents
for EPB certification

6.1 Application for CO/ GSP/ REX/ SAFTA 
6.2 Commercial invoice
6.3 Bill of Lading (BL)
6.4 Shipping Bill
6.5 Bank Certificate 
6.6 Bill of Export
6.7 Export Permission (EXP)
6.8 Payment slip
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7. Delivery routes
7.1 Sea
7.2 Air
7.3 Sea-air/road-air

8. Required documents
for shipping and 
logistics

For Import
8.1 Bank Forwarding
8.2 Bill of Exchange
8.3 Commercial invoice
8.4 Detailed packing list
8.5 Bank guaranty 
8.6 Utilization Declaration (UD) copy
8.7 The Import Gross Mass (IGM)
8.8 Insurance
8.9 Shipping Order (SO)
8.10 Bill of Lading
8.11 Certificate of Origin (CO) 
8.12 Pre-Shipment Inspection Certificate 
8.13 Verified copy of Back-to-Back L/C with PI
8.14 Verified copy master L/C / Sales Contract
For Export
8.15 Commercial invoice
8.16 Details Packing list
8.17 Export Permission (EXP)
8.18 Utilization Declaration (UD) copy
8.19 Bill of Export
8.20 The Verified Gross Mass (VGM)
8.21 Shipping Order (SO)
8.22 Verified copy of Master L/C / Sales Contract
8.23 Certificate of Origin from relevant Association
8.24 Custom examining and clearance 

Curricular Content Guide

1. Underpinning 
Knowledge

1.1 License and authorities for export-oriented apparel 
business

1.2 Business Associations
1.3 Utilization Declaration (UD) documents and procedures
1.4 Banking activities and documents 
1.5 Export and import related activities 
1.6 Export Permission (EXP)
1.7 Export Promotion Bureau (EPB) activities 
1.8 Clearing and Forwarding (C&F) documents
1.9 Shipping lines and shipment procedures

2. Underpinning Skills

2.1 Identifying license requirements and relevant authorities
2.2 Performing license renewals
2.3 Identifying business associations
2.4 Applying Utilization Declaration (UD) procedures
2.5 Identifying and reviewing required banking documents
2.6 Performing L/C management
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2.7 Preparing banking documents
2.8 Identifying key functions and services of the EPB
2.9 Preparing documents for CO and GSP
2.10Identifying shipping lines
2.11Preparing shipping documents
2.12Performing shipment

3. Underpinning 
Attitudes

3.1 Commitment to occupational health and safety
3.2 Promptness in carrying out activities
3.3 Sincerity and honesty to duties
3.4 Environmental concerns
3.5 Eagerness to learn
3.6 Tidiness and timeliness
3.7 Respect for rights of peers and seniors in the workplace
3.8 Good relationships with peers, sub-ordinates and seniors in

the workplace

4. Resource 
Implications

The following resources must be provided:
4.1 Workplace (simulated or actual) 
4.2 Documents and formats
4.3 Accessibility to the workplace 
4.4 Tools and equipment
4.5 Learning materials

Assessment Evidence Guide

1. Critical Aspects of 
Competency

Assessment must evidence that the candidate:
1.1 performed license registration and renewal activities
1.2 carried out tasks related with business associations
1.3 identified banking activities
1.4 performed activities related with Export Promotion Bureau

(EPB)
1.5 performed logistic and shipping activities

2. Methods of 
Assessment

Methods of assessment should include:
2.1Written test
2.2Practical demonstration
2.3Oral questioning
2.4Portfolio (optional)

3. Context of 
Assessment

3.1Competency assessment must be done in an
assessment/training center or in an actual or simulated
work place after completion of the training.

3.2Assessment should be done by a nationally certified
assessor or occupation-specific industry expert.
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Unit of Competency:
PERFORM IMPORT AND EXPORT 
ACTIVITIES

Nominal 
Duration:
80 hrs.

Unit Code:
SICIP-RMG-TBRM-03-O

Unit Descriptor:
This unit of competency covers the knowledge, skills and attitudes required to perform import
and export activities. It specifically includes the tasks of carrying out import related activities,
carrying out export related activities, maintaining import-export documentation, following
import-export compliance and identifying product classification (HS code).

Elements and Performance Criteria:
(Terms in the performance criteria that are written in bold and underlined are elaborated in
the range of variables).

Elements of Competency Performance Criteria

1. Carry out import 
related activities

1.1 Buyer and seller negotiations are conducted and
documented following standard import procedures.

1.2 Proforma Invoice (PI) is confirmed and verified as per
organizational and regulatory requirements.

1.3 Sales contract is developed and approved in
accordance with agreed international trade terms.

1.4 Insurance cover note is issued in compliance with
import policy and risk coverage requirements.

1.5 Back-to-Back (BTB) L/C is opened through authorized
banks following proper documentation. 

1.6 Import documents/ bank granted are received,
endorsed, and forwarded to Clearing & Forwarding
(C&F) agents as required.

1.7 Customs clearance is completed and goods are
transported with company policy and bond regulations.

2. Carry out export 
related activities

2.1 Buyer’s order and export L/C are received and reviewed
according to trade requirements.

2.2 Export-related documents are prepared as per
regulatory guidelines.

2.3 Booking for shipment is arranged and confirmed with the
freight forwarder.

2.4 Goods are inspected, packed, and handed over to the
C&F agent for export clearance.

2.5 Customs and port formalities are completed and
export clearance is obtained.

2.6 Export documents are submitted to the bank and
payment follow-up is ensured as per L/C terms. 

3. Maintain import-
export 
documentation

3.1 All import-export documents are collected and
recorded in accordance with regulatory and
organizational requirements.

3.2 Soft and hard copies of documents are securely stored
and indexed for easy retrieval.
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3.3 Submission timelines and document validity dates are
tracked and updated regularly.

3.4 Required documents are submitted to concerned
authorities, banks, and stakeholders on time.

4. Follow import-
export compliance

4.1 Import-export regulations and policies are reviewed and
followed as per government and trade authority
guidelines.

4.2 Licensing, registration, and certification requirements
are fulfilled before initiating trade activities.

4.3 Duty structures are verified according to the product
category and customs regulations.

4.4 Trade documents are prepared and submitted in
compliance with international and national trade
standards.

4.5 Customs, banking, and shipping procedures are
followed in accordance with legal and compliance
frameworks.

4.6 Non-compliance issues are identified and reported to
concerned authorities as per organizational policy.

5. Identify product 
classification (HS 
code)

5.1 Product descriptions are reviewed and analyzed to
determine correct classification.

5.2 Harmonized System (HS) codes are identified using
official customs tariff schedules (first schedule). 

5.3 Product specifications are matched with appropriate HS
headings and subheadings.

5.4 Government notifications and trade manuals are
consulted to verify HS codes.

5.5 Classification decisions are documented and approved
according to compliance standards.

5.6 HS codes are updated and maintained regularly as per
changes in customs regulations.

Range of Variables
Variable Range 

May include but not limited to:

1. Proforma Invoice 
(PI)

1.1 Buyer seller details
1.2 Bank details 
1.3 Product description
1.4 HS Code
1.5 Value and Quantity 
1.6 Terms of shipment
1.7 Mode of payment
1.8 Origin

2. Insurance cover
2.1 Marine
2.2 Cargo
2.3 Warehouse risk
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3. Back-to-Back (BTB) 
L/C

3.1 Master L/C
3.2 PI
3.3 Insurance
3.4 Trade license
3.5 IRC

4. Export-related 
documents

4.1 Sales contract or master L/C attested by lien bank
4.2 Commercial invoice and packing list
4.3 Shipping line booking confirmation
4.4 Export Permission (EXP) 
4.5 Bill of lading/ Air way bill  
4.6 Inspection certificate
4.7 Certificate origin  
4.8 GSP/ REX/ CO/ SAFTA 

5. Customs and port 
formalities

5.1 Verified Gross Mass (VGM) approval 
5.2 Receive shipping order
5.3 C&F document clearance
5.4 CFS clearance
5.5 Customs clearance 

6. Import-export 
documents

6.1 L/C
6.2 Invoice
6.3 Packing list
6.4 Bill of lading 
6.5 Certificate of origin
6.6 EXP
6.7 Shipping bill 
6.8 PRC 

Curricular Content Guide

1. Underpinning 
Knowledge

1.1 Goods clearing methods
1.2 Letter of Credit (L/C) procedures 
1.3 Import and export documents
1.4 Pre and post shipment activities
1.5 Product classification (harmonized system [HS] code)

2. Underpinning Skills

2.1 Maintaining import-export procedure
2.2 Receiving master L/C
2.3 Opening Back-to-back L/C
2.4 Performing shipment
2.5 Managing clearing and forwarding agents for import and

export clearances
2.6 Collecting & recording all import-export documents 

according to regulatory and organizational requirements
2.7 preparing and submitting trade documents in 

compliance with international and national trade 
standards

2.8 identifying harmonized system (HS) codes using official 
customs tariff schedules

3. Underpinning Attitudes 3.1 Commitment to occupational health and safety
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3.2 Promptness in carrying out activities
3.3 Sincerity and honesty to duties
3.4 Environmental concerns
3.5 Eagerness to Learn
3.6 Tidiness and timeliness
3.7 Respect for rights of peers and seniors in the workplace
3.8 Good relationships with peers, sub-ordinates and seniors

in the workplace

4. Resource Implications

The following resources must be provided:
4.1 Workplace (simulated or actual)
4.2 Forms and formats 
4.3 Accessibility to the workplace 
4.4 Tools and equipment
4.5 Job specification
4.6 Learning manual

Assessment Evidence Guide

1. Critical Aspects of 
Competency

Assessment must evidence that the candidate:
1.1 carried out import related activities
1.2 carried out export related activities
1.3 maintained import-export documentation
1.4 followed import-export compliance
1.5 identified product classification (HS code)

2. Methods of 
Assessment

Methods of assessment should include:
2.1 Written test
2.2 Practical demonstration
2.3 Oral questioning
2.4 Portfolio (optional)

3. Context of 
Assessment

3.1 Competency assessment must be done in an
assessment/training center or in an actual or simulated
work place after completion of the training.

3.2 Assessment should be done by a nationally certified
assessor or occupation-specific industry expert.
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Unit of Competency:
PERFORM CUSTOMS, VAT, BOND 
AND INCENTIVES RELATED 
ACTIVITIES

Nominal 
Duration:
60 hrs.

Unit Code:
SICIP-RMG-TBRM-04-O

Unit Descriptor:
This unit covers the knowledge, skills and attitudes required to perform customs, VAT, bond
and incentives related activities. It specifically includes the tasks of carrying out customs
and VAT-related activities, performing bond management, conducting audit and entitlement
raw materials, carrying out cash incentive-related activities, ensuring compliance with trade
policies and facilitating post-audit activities.

Elements and Performance Criteria:
(Terms in the performance criteria that are written in bold and underlined are elaborated in
the range of variables).

Elements of Competency Performance Criteria

1. Carry out customs 
and VAT-related 
activities 

1.1 Customs, Excise and VAT activities are identified and
interpreted.

1.2 Customs rules and VAT regulations are identified and
followed as per national laws and import and export
trade policies.

1.3 VAT and customs documents are prepared and
submitted to relevant authorities.

1.4 Duties, taxes, and exemptions are calculated and
applied in accordance with the product’s classification
and trade agreement.

1.5 Required endorsements and approvals are obtained
from customs and VAT offices.

1.6 Records of customs clearances and VAT payments are
maintained in proper format for audit and reference.

2. Perform bond 
management

2.1 Bonded warehouse licensing procedures are
interpreted as per bonded warehouse licensing rules.

2.2 Bond licenses and limits are monitored and maintained
as per bonded warehouse rules.

2.3 Inward and outward entries of bonded goods are
recorded and updated in the bond register.

2.4 Required documents are submitted to the Bond
Commissionerate for approval and verification.

2.5 Stock reports and utilization declarations are prepared
and submitted within the specified timeframe.

2.6 Compliance with bond-related rules and audits is
ensured through regular documentation and reporting.

3. Conduct audit and 
entitlement raw 
materials

3.1 Raw material stock levels are verified through physical
audit and record matching based on utilization
permission (UP).

3.2 Inventory data is checked against bond register and
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import -export documentation using management
information system (MIS).

3.3 Discrepancies in stock records are identified and
reported for corrective action.

3.4 Raw materials are entitled to production units based on
approved consumption ratios in utilization declaration
(UD).

3.5 Allocation records are maintained in compliance with
bond and customs regulations.

3.6 Audit findings are documented and submitted to relevant
authorities or internal audit teams as required.

4. Carry out cash 
incentive-related 
activities

4.1 Foreign Exchange (FE) circulars issued are collected
and interpreted according to export incentive policies.

4.2 Types of cash incentives are identified and
categorized as per product and export conditions.

4.3 Application procedures for cash incentives are
reviewed and understood following regulatory
guidelines.

4.4 Required documents are prepared and submitted to the
lien bank in the prescribed format.

4.5 Communication with the lien bank is conducted to
ensure timely processing of the application.

4.6 Approved cash incentives are received and recorded in
accordance with government rules and audit
requirements. 

5. Ensure compliance 
with trade policies 

5.1 Relevant national and international trade policies are
interpreted as per business requirements.

5.2 Import-export activities are aligned with current
government regulations and trade agreements.

5.3 Documentation processes are carried out in compliance
with policy guidelines and legal standards.

5.4 Regulatory updates (SRO/Orders) and circulars are
monitored and applied in day-to-day operations.

5.5 Non-compliance risks are identified and addressed
through corrective measures.

5.6 Audit trails and reports are maintained to demonstrate
adherence to applicable trade policies.

6. Facilitate post-audit 
activities

6.1 Purposes of post-audit are interpreted in accordance
with regulatory and organizational requirements.

6.2 Post-audit authorities and responsible agencies are
identified based on audit scope and legal framework.

6.3 Necessary arrangements for post-audit are made in
coordination with relevant departments.

6.4 Queries and observations raised during the audit are
addressed and complied with accurately.

6.5 All post-audit documents are preserved systematically
for future reference and inspection.
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6.6 Records of audit responses and compliance actions are
documented following standard procedures.

Range of Variables
Variable Range 

May include but not limited to:
1. Customs, Excise and 

VAT activities
1.1 Issuance of VAT Challan for Inter-bond & sub- contract

activities 
1.2 Monthly return submission 
1.3 VAT deduct at source (VDS) collection
1.4 Treasury challan collection (A Challan) 
1.5 Deposit to government treasury 
1.6 Yearly VAT audit completion
1.7 VAT exemption from government
1.8 VAT refund from government

2. VAT and customs 
documents

2.1 VAT challan
2.2 Bill of entry
2.3 Bond register

3. Bonded warehouse 
licensing procedures 

3.1 Application for bond license (CBMS) 
3.2 Documents submission
3.3 Factory and warehouse visit by bond commissioner
3.4 Comply queries and do necessary pursue  
3.5 Receiving of bond license
3.6 Issuance of general bond
3.7 Maintain In-bond and Ex-bond 
3.8 Attachment of Harmonized system  (HS) code and

machinery
3.9 Approval of layout plan and factory transfer (if

applicable) 
3.10 Perform Bond audit 
3.11 Adding of lien bank

4. Types of Cash 
incentives

4.1 Regular
4.1.1 Euro zone 
4.1.2 Out of Euro zone

4.2 New market (Except USA, Canada and EU)
4.3 Special 

5. Application 
Procedures for cash 
incentives

5.1 Follow cash incentive compliance as per Bangladesh
Bank circular

5.2 Association certificates  
5.3 Application for cash incentives
5.4 Documents submit to bank
5.5 Perform audit (External audit)
5.6 Comply audit queries
5.7 Cash incentive certificate receives 
5.8 Claim submit to Bangladesh Bank through lien bank 
5.9 Fund receive and update reporting
5.10 Document preservation for further audit 
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6. Documents for cash 
incentive

6.1 All export documents
6.2 All import documents
6.3 All Master L/C or Sales contract copy
6.4 All Utilization Declaration (UD) copy
6.5 Other documents

6.5.1 Form Kha and Ka
6.5.2 Cost sheet
6.5.3 Proceed Realization Certificate (PRC)
6.5.4 Back-to-back certificate 
6.5.5 Certificate from association 
6.5.6 BTMA certificate
6.5.7 Undertaking on non-judicial stamp  

7. National and 
international trade 
policies

7.1 Import policy 
7.2 Export policy
7.3 Export and import guidelines from Bangladesh Bank,

Ministry of Commerce and Ministry of Industries, etc. 
7.4 INCOTERMS
7.5 Statutory Regulatory Orders (SRO) 
7.6 World Trade Organization (WTO) provisions

8. Purposes of post 
audit

8.1 Government’s verification
8.2 Elimination of deviation and discrepancies
8.3 Transparency of declaration

9. Post audit authorities 9.1 National Board of Revenue (NBR)
9.2 Office of the Comptroller and Auditor General (CAG) 

Curricular Content Guide

1. Underpinning 
Knowledge

1.1 Customs, excise, VAT and bond activities
1.2 Duty and Tax activities
1.3 Bonded warehouse licensing procedures
1.4 Bond audit
1.5 Foreign Exchange (FE) circulars
1.6 Types of cash incentives
1.7 Procedures and documents for cash incentives
1.8 Purposes and authorities of post audit

2. Underpinning Skills

2.1 Identifying customs, excise, VAT and bond activities
2.2 Identifying & applying customs rules and VAT regulations

as per national laws and import & export trade policies
2.3 Performing bond management
2.4 Conducting audit and maintaining allocation records in 

compliance with bond and customs regulations
2.5 Interpreting duty drawbacks and cash incentives 
2.6 Calculating Tax-VAT
2.7 Preparing documents for Tax, VAT and cash incentives
2.8 Performing activities for customs bond and cash 

incentives
2.9 Identifying post-audit authorities and responsible 

agencies based on audit scope and legal framework
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2.10 Carrying out post audit

3. Underpinning 
Attitudes

3.1 Commitment to occupational health and safety
3.2 Promptness in carrying out activities
3.3 Sincerity and honesty to duties
3.4 Environmental concerns
3.5 Eagerness to Learn
3.6 Tidiness and timeliness
3.7 Respect for rights of peers and seniors in workplace
3.8 Good relationships with peers, sub-ordinates and 

seniors in workplace

4. Resource Implications

The Following resources must be provided:
4.1 Workplace (simulated or actual)
4.2 Form and Formats 
4.3 Accessibility to the workplace 
4.4 National and international trade policies 
4.5 Work instructions
4.6 Learning manual

Assessment Evidence Guide

1. Critical Aspects of 
Competency

Assessment must evidence that the candidate:
1.1 carried out customs and VAT related activities
1.2 performed bond management
1.3 conducted audit and entitlement raw materials 
1.4 carried out cash incentives related activities
1.5 ensured compliance with trade policies 
1.6 facilitated post audit activities

2. Methods of 
Assessment

Methods of assessment may include but is not limited to:
2.1 Written test
2.2 Practical demonstration
2.3 Oral questioning
2.4 Portfolio (optional)

3. Context of Assessment

3.1 Competency assessment must be done in an
assessment/training center or in an actual or
simulated work place after completion of the training.

3.2 Assessment should be done by a nationally certified
assessor or occupation-specific industry expert.

END OF COMPETENCY STANDARD
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Workshop/Lab Facility Standard

Course Name: Trade and Business Relations Management

Number of Trainees: 25

Course-wise Training Space (Theoretical Classroom, Workshop/ Lab/ Classroom cum
Workshop):

 Classroom – 350 sft (33 sqm)
 Workshop/ lab – 800 sft (75 sqm)

                     OR
 Classroom cum workshop – 1000 sft (93 sqm)

 
Major Training Equipment and Training Facilities:

S.N. Major Equipment and Training facilities Required 
facilities

1. Computer 02
2. Internet connectivity 01
3. Multimedia projector & screen 01
4. Microphone system (Wireless) 02
5. CRM Software 01
6. ERP Systems 01
7. Import/Export Documentation (Printed copy) 25
8. Tariff and HS Code Reference Book (First Schedule) 01
9. Logistics and Freight Management Software 01
10. Tech Packs and Specification Templates (Printed copy) 25
11. Order Tracking Boards 01
12. Garment Costing Software/Excel Templates 01
13. Buyer Audit Checklists and Compliance Templates (Printed Copy) 25

The following conditions must be fulfilled –
 The institute shall not use the same facilities for any other projects/organizations 

offering a similar course.
 The institute must provide sufficient evidence to prove ownership of the proposed 

training equipment.

The list denotes the minimum training equipment and facility required to effectively conduct
training for a specific course. Additionally, the institute must ensure that all other necessary
training tools, equipment, and furniture are available to meet the requirement of competency
standards (CS) provided by SICIP.

For the operation of training course on Trade and Business Relations Management, the
institute must ensure the availability of at least 80% of the major training equipment and training
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facilities (according to the CS) to be eligible for SICIP training delivery. If the score is below
80%, the remaining equipment and facilities need to be installed before the commencement of
the training.

The institute will also provide all other hand tools and power tools as per CS for 25 trainees.
Also, they will arrange adequate seating arrangement and classroom setup for the 25 trainees.
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