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DAFFODIL POLYTECHNIC INSTITUTE (DPI)
“WORK EXECUTION GUIDELINE”

Doer ¢ Executor * Ownership ¢ Accountability ¢ Leadership

To: All Respected Team Members of DPI (All Employees of DPI)
Cc: Honorable Executive Director, BTEB Affiliated Institutions, DEN, Daffodil Group
Cc: Deputy Director, BTEB Affiliated Institutions, DEN, Daffodil Group

Subject: WORK EXECUTION GUIDELINE
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"1 Know Your Responsibility — Take Ownership — Make a Decision — Execute —
Complete with outcome.
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“ DPI TASK EXECUTION FLOW:

TASK TO COMPLETION — EXECUTION LIFE CYCLE
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% WHAT WE AVOID

THE PENDING TASK CYCLE — BREAK THE CYCLE

Only IDENTIFIED Only Awareness Work starts without
PROBLEM Create execution plan Only IDEA SHARED
Only wait for Only Discuss on
Oiizﬁgslg C()}NFS(I)ER supervisor SHOW OFF TASK SAME PROBLEM
FOLLOW-UP AGAIN & Again
Backbiting & :
CARRY PENDING |  Taking Credit for e || Ve GG
p g Against Office
TASK Others' Work . ..
Policies and Decisions
. : Unprofessional
Depending on One AH.OWI.H g Behavior with Lack of Preparation
Person for Communication Gaps ) .
Students, Guardians, Before Meetings
Departmental Work | Between Departments
or Colleagues
Last-Minute Crisis Blaming Othe.rs Missing Deadlines Personal Ego Over
Instead of Solving . . i .
Management Problems Without Prior Notice Institutional Interest

PROBLEM IDENTIFIED — TAKE OWNERSHIP — CONNECT THE RIGHT PERSON — PROPOSE A
SOLUTION — DECISION & SUPPORT — EXECUTE — FOLLOW UP — COMPLETE

% DPI EXECUTION FORMULA:
DPI EXECUTION LIFE CYCLE:

IDEA — DEFINE 3W (What, When, Who) — TAKE OWNERSHIP — ENGAGE THE RIGHT PERSON —
DEVELOP THE SOLUTION — MAKE THE DECISION — ENSURE ACCOUNTABILITY — EXECUTE —
COMPLETE
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S. M. Jahirul Islam (Farhad)
Principal (Acting)
Daffodil Polytechnic Institute




