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1.0 C{ÔîQ>o

`m KQ>H$mÀ`m AÜ``ZmZ§Va
* H$m`m©b`mMo dU©Z H$aVm òB©b.
* AmYw{ZH$ H$m`m©b`mMr C{ÔîQ>o d _hÎd Z_yX H$aVm òB©b.
* AmYw{ZH$ H$m`m©b`mMr H$m }̀ ñnîQ> H$aVm òB©b.
* H$m`m©b`rZ ì`dñWmnZmMr _m{hVr XoVm òB©b.
* H$m`m©b`rZ ì`dñWmnZmMo ñdê$n d KQ>H$ {deX H$aVm òB©b.
* H$m`m©b`rZ ì`dñWmnH$mMo dU©Z H$aVm òB©b.

1.1 àñVmdZm

AmYw{ZH$ H$mimV ì`mnma, CÚmoJ, ì`dgm` d BVa godmg§ñWm§_Ü ò H$m`m©b`mg {deof _hÎd àmßV
Pmbobo Amho. H$m`m©b`mMo H$m ©̀ ho H$mJXnÌm§er g§~§{YV Am{U boIr ñdê$nmMo AgVo. ì`dgm`mMo H$m ©̀
ì`dpñWV Mmbmdo åhUyZ H$m`m©b`mV gd© àH$maÀ`m Zm|Xr R>odë`m OmVmV. doJdoJù`m àH$maMr H$mJXnÌo
V`ma Ho$br OmVmV, hmVmibr OmVmV VgoM H$m`m©b`mVyZ ~mø OJmer g§nH©$ gmYbm OmVmo. g§ñWoVrb
{d{dY {d^mJm§À`m H$m`m©V g_Ýd` gmYbm OmVmo. ì`dgm`g§ñWoVrb H$m`m©Mo {Z`moOZ, g§KQ>Z, g§MmbZ,
gwgyÌrH$aU d {Z §̀ÌU ̀ m§gmaIr H$m }̀ H$aÊ`mgmR>r ì`dñWmnZmbm H$m`m©b`mMo gmhmæ` {_iVo. Ë`mMà_mUo
CËnmXZ, {dH«$s, AW©nwadR> d H$_©Mmar ì`dñWmnZ ̀ m joÌm§V ì`dñWmnH$s` H$m ©̀ H$aÊ`mgmR>r H$m`m©b`mMr
Amdí`H$Vm AgVo. H$m`m©b`mVyZ `mo½` doir d `mo½` ì`ŠVtH$Sy>Z nwaoer _m{hVr nwa{dbr OmVo. `m
_m{hVrÀ`m AmYmamda AZoH$ àH$maMo {ZU©̀  KoVbo OmVmV. åhUyZ AmYw{ZH$ H$mimV H$m`m©b`mg _hÎdmMo
ñWmZ àmßV Pmë`mMo {XgyZ òVo.

1.2 {df` {ddoMZ

1.2.1 H$m`m©b` - AW© d ì`m»`m

H$m`m©b` åhUOo H$m ©̀ H$aÊ`mMo {R>H$mU qH$dm H$m ©̀ H$aÊ`mMo ñWi qH$dm OmJm hmò . H$m`m©b`mÀ`m
`m ì`m» òdê$Z H$m`m©b`mÀ`m H$m`m©Mr H$ënZm òV Zmhr; H$maU H$m`m©b`mV {d{dY àH$maMr H$m }̀ Ho$br
OmVmV. VgoM H$m`m©b` åhUOo EImXr OmJm qH$dm B_maV Zìho Va H$m`m©b`mMr H$m }̀ {OWo MmbVmV
{VWoM H$m`m©b` AgVo Ago _mZbo OmVo. H$m`m©b`mV {d{dY H$m`mªg§~§Yr _m{hVr Jmoie H$aUo, _m{hVrMo
{díbofU H$aUo, _m{hVr OVZ H$ê$Z R>odUo d _m{hVr nwa{dUo hr H$m }̀ MmbVmV. Ë`mM~amo~a g§ñWoMo
YmoaU R>a{dUo, YmoaUmÀ`m A§_b~OmdUrgmR>r `moOZm V`ma H$aUo, Vr H$m`m©pÝdV H$aUo, H$m_mda
XoIaoI d {Z §̀ÌU R>odUo Am{U gd© H$m`mªV g_Ýd` gmYUo hr H$m }̀ ì`dñWenZmbm H$m`m©b`m_m\©$VM
nma nmS>mdr bmJVmV.

WmoS>Š`mV, H$m`m©b`mMm {dMma H$aVmZm H$m`m©pÝdV H$m`m©Mm {dMma _hÎdmMm AgVmo. H$m`m©b`mMr
{d{eîQ> OmJm _hÎdmMr _mZbr OmV Zmhr.

* Om°O© Q>oar `m§À`m _Vo "H$m`m©b` åhUOo ì`dgm`mVrb Ago ñWmZ Amho H$s OoWo ì`dgm`mMr
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{Z §̀ÌU §̀ÌUm AgVo; OoWo Zm|Xr R>odë`m OmVmV d OoWyZ _m{hVr nwa{dbr OmVo H$s Á`m_wio ì`dgm`mMr
H$m_o A{YH$ Mm§Jë`m àH$mao Ho$br OmVmV d Ë`m§da {Z §̀ÌU R>odbo OmVo. H$m`m©b` ho Ago ñWmZ Amho H$s
OoWo _m{hVr V`ma H$aUo d nwa{dUo ho _hÎdmMo H$m ©̀ Ho$bo OmVo. _m{hVr Jmoim H$aUo, Ë`mda à{H«$`m H$aUo,
_m{hVrMo g§J«hU H$aUo d Amdí`H$ Voìhm _m{hVr nwa{dUo hr H$m`m©b`mMr H$m }̀ AmhoV.''

*{b{Q>b {\$ëS> `m§À`m _Vo "H$m`m©b` ho ì`dgm`mMo àemgZ H|$Ð Amho. Zm|Xr R>odUo d g§XoedhZ
`m XmoZ _hÎdmÀ`m godm nwa{dUo ho H$m`m©b`mMo à_wI CÔoe AmhoV.

*S>o{Z`a `m§À`m _Vo "H$m`m©b` åhUOo H$maHw$Zr ñdê$nmMr H$m }̀ OoWo Ho$br OmVmV Aer OmJm
hmò .''

1.2.2 AmYw{ZH$ H$m`m©b`mMr C{ÔîQo

hr g§H$ënZm AmOÀ`m n[a^mfoV Iyn ì`mnH$ Amho Am{U Ë`mV J«mhH$ dJ©, Aä`mJV (Visitors)
`mbm H$moUH$moUË`m gw{dYm CnbãY H$aVm òVrb `mMm {dMma Ho$bobm AgVmo. H$moUË`mhr JmoîQ>rH$[aVm
Ë`mbm \$ma doi dmQ> nmhmdr bmJy Z ò `mMm {dMma Ho$bobm {XgVmo. J«mhH$mZo, {hVqMVH$mZo, Aä`mJVmZo
_ZmVyZ Anojm Ho$boë`m gd© amñV gw{dYm§À`m nyV©Vog àmYmÝ` {Xbobo AgVo. Ë`mZo H$m`m©b`mV àdoe
Ho$ë`mnmgyZ Vmo ~mhoa OmB©n ª̀V Ë`mMr H$emMrhr J¡agmò  hmoUma Zmhr `mda bj H|${ÐV Ho$bobo AgVo. Ë`m
AZwf§JmZo nwT>rb JmoîQ>r Ü`mZmV KoVë`m OmVmV.

 (1) dmhZVimMr gmò  : IaoXrg OmVmZm XwMmH$s qH$dm MmaMmH$s dmhZm§Mr dmna hr JmoîQ>
AmVm gd©gm_mÝ` Pmbr Amho. H$m_ H$ê$Z nwÝhm ~mhoa òB©n ª̀V Amnbo dmhZ gwa{jV OmJr R>odVm `mdo hr
Ë`mMr àmW{_H$ JaO AgVo. AmOH$mb `m ÑîQ>rZo (nm{Hª$JMr gmò ) {dMma Ho$bobm {XgVmo.

 (2) {bâQ>Mr gmò  : AmOH$mb H$m`m©b ò ~hþ_Obr B_maVrV AgVmV. {OZo MT>Ê`mMm Ìmg
(H$_©Mmar, Aä`mJV, J«mhH$ dJm©Mm) dmMmdm `mgmR>r B_maVt_Ü`o {bâQ>Mr gmo` Ho$bobr AgVo d
{bâQ>_Z AgVmo. OZaoQ>a ~gdyZ {bâQ> ~§X nS>Uma Zmhr `mMr H$miOr KoÊ`mV òVo.

 (3) ñdmJV H$j : H$m`m©b`mV òUmè`m ì`ŠVtMr XIb KoÊ`mgmR>r `m {d^mJmV H$_©Mmar dJ©
AgVmo. nwîH$i H$m`m©b`m§V H$m_H$mO àma§̂  hmoB©n ª̀V Wm§~Ê`mMr nmir òVo. doqQ>J ê$__Ü ò Ver gmò
Ho$bobr AgVo. {nÊ`mMo nmUr, ñdÀN>Vm J¥h `m§Mr gmò hr nm{hbr OmVo. ñdmJV H$jmV nwaogm àH$me
Am{U Amam_Xm`H$ ~¡R>H$ì`dñWm, d¥ÎmnÌo d n§Io `m gmoBªMm {dMma Ho$bobm AgVmo.

 (4) \$bH$m§Mr gmo` : nwîH$iem H$m`m©b`m§V AmOH$mb _mJ©Xe©H$ \$bH$ _amR>rVyZ qH$dm
B§J«OrVyZ bmdbobo AgVmV. Ho${~Z~mhoa A{YH$mè`m§À`m ZmdmMo \$bH$ bmdbobo AgVmV. Ë`m_wio
H$moUË`m {d^mJmV Amnbo H$m_ hmoB©b `mMr Aä`mJVmbm nQ>H$Z H$ënZm òVo. Mm¡H$erV {dZmH$maU dm`m
OmUmam doi dmMVmo.

 (5) amoI ì`dhma {d^mJ : hm {d^mJ H$MoarV àdoe H$aVmM MQ>H$Z ZOaog `oB©b Aem
{R>H$mUr AgVmo. ~±H$m, {d_m H§$nÝ`m d emgH$s` H$Moè`m§V òUmè`m bmoH$m§_Ü ò nÝZmg Q>ŠŠ`m§nojm OmñV
bmoH$ hám ^aUm H$aUo d n¡go H$mT>Uo `mgmR>rM Ambobo AgVmV. Ë`m§Mo H$m_ nQ>H$Z hmoVo Am{U Vo
H$m`m©b`mVyZ ~mhoahr nS>VmV.

 (6) H$mD§$Q>adaÀ`m godm : AmOH$mb àË òH$ H$_©Mmè`mg g§JUH$ CnbãY Ho$bobo AgVmV.
AmVm \$mB©ëg, \$moëS>g© d a{OñQ>g© `m§Mr H$mD§$Q>adaMr g§»`m AË §̀V H$_r Pmbobr Amho. g§JUH$mÀ`m
_XVrZo à_mUnÌ XoUo d amoIrMr nmdVr XoUo hr H$m_o nQ>H$Z Am{U g\$mB©XmanUo Ho$br OmVmV. Ë`m_wio
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H$m`m©b`mV àma§̂ r dmQ>Umar JXu H$_r-H$_r hmoV OmVo.
 (7) H$_©Mmè`m§gmR>r gmoB© : JXuÀ`m H$mimV H$_©Mmar dJm©da _mZ{gH$ d ~m¡{ÕH$ VmU nS>Vmo.

Ë`mMmhr {dMma ì`dñWmnZmZo Ho$bobm AgVmo. H$_©Mmar dJm©bm {d{dY CnH$aUo d gmYZo nwa{dbobr
AgVmV. Ë`m_wio \$maem hmbMmbr Z H$aVmhr Vmo J«mhH$mg CÎm_ godm Vwa§V XoD$ eH$Vmo. CXm., B§Q>aH$m°_,
H°$e _moOUmao _erZ, AmH$S>o_moS> H$aUmar §̀Ìo `m gw{dYm ^anya {R>H$mUr AmT>iVmV. J«mhH$m§Zr IaoXr
Ho$ë`mda MQ>H$Z {~b {_iÊ`mMr gmò  em°qnJ _m°b, CnmhmaJ¥ho, àdmgr g§ñWm, é½Umb ò `m§VyZ Ho$bobr
AgVo. Ë`m_wio J«mhH$ hm H|$Ðq~Xy g_OyZ Ë`mÀ`m JaOm H$m` AgVrb `mMm {dMma H$m`m©b`mMo
AmYw{ZH$sH$aU H$aVmZm Ho$bobm AgVmo. IoiVr hdm, ^anya àH$me, CÎm_ a§Jg§JVrZo Ho$bobr gOmdQ>
`m§H$S>ohr bj nwa{dbo OmVo. ho gd© H$aVmZm H$mhr C{ÔîQ>o ì`mdgm{`H$m§g_moa AgVmV, Vr nwT>rbà_mUo -

(H$) J«mhH$ dJ© d Aä`mJV `m§Mo bj doYbo Omdo, H$m`m©b`mbm AmdOy©Z  ôQ> Úmdr Aer BÀN>m
_ZmV {Z_m©U ìhmdr.

(I) ì`dgm`mMr à{VîR>m dmT>mdr d ì`dgm`mbm Zmdbm¡{H$H$ àmßV ìhmdm H$s, Á`m_wio J«mhH$mbm
nwÝhm JaO {Z_m©U hmoB©b Voìhm _mJrb AZŵ dmMr AmnmoAmn AmR>dU hmoB©b d Vmo nwZ:nwÝhm Amnë`mM
H$MoarV òB©b.

(J) CÎm_ Am{U ObX godm§À`m _mÜ`_mVyZ ì`dgm`mV godm d dñVy§Mr _mJUr dmT>ob. J«mhH$ dJ©,
Jw§VdUyH$Xma d R>odrXma `m§À`mV {dídgmMo dmVmdaU {Z_m©U hmoB©b. {dídmg hmM gd© `emMm nm`m AgVmo.

(K) H$_©Mmar dJm©MmgwÕm _mZ{gH$ Ìmg d VUmd H$_r hmoD$Z Vo A{YH$ CËgmhmZo H$m_o H$aVrb
Am{U ì`dñWmnZmbm  ghH$m ©̀ XoVrb Agmhr AmYw{ZH$Vo_mJMm ÑpîQ>H$moZ AgVmo.

1.2.3 AmYw{ZH$ H$m`m©b`mMo _hÎd

AmYw{ZH$ H$mimVrb ì`dgm`mV H$m`m©b`mbm _hÎdmMo ñWmZ àmßV Pmbobo Amho. H$m`m©b`mÀ`m
H$m ©̀j_VodaM CÚmoJ/ì`dgm`mMr H$m ©̀j_Vm Adb§~yZ AgVo.

* ""EImÚm _w»` pñà̈JMr KS>çmù`mV {OVH$s Amdí`H$Vm AgVo {VVH$sM Amdí`H$Vm H$m`m©b`mMr
ì`dgm`mV AgVo.'' - àm. {S>ñgr

* ""`eñdr ì`mnma ì`dgm`g§ñWoMo H$m`m©b` ho _mUgmÀ`m _|XygmaIo H$m`© H$arV AgVo.
ì`dgm`mMo gmao {Z §̀ÌU Am{U _mJ©Xe©Z òWyZM hmoV AgVo.''

ì`dgm`mMo `e AJa An`e ho H$m`m©b`mÀ`m H$m_mda Adb§~yZ AgVo. H$m`m©b`rZ H$m_mMm
XOm© {OVH$m loîR> Agob {VVŠ`m à_mUmV ì`dgm`mMr à{VîR> dmT>Vo d ì`dgm`mMr OZ_mZgmV à{V_m
C§MmdVo. nwT>rb _wX²>Úm§À`m AmYmao H$m`m©b`mMo JwUY_© qH$dm d¡{eîQ>ço (_hÎd) ñnîQ> H$aVm òVo.

 (1) ì`dgm`mÀ`m ApñVËdmMo àVrH$ : H$m`m©b` Agë`m_wio g§ñWoÀ`m d ì`dgm`mÀ`m
ApñVËdmMr OmUrd hmoVo. H$m`m©b`mdê$Z g§ñWoV Zo_H$m H$moUVm ì`dgm` MmbVmo `mMr H$ënZm òVo.
{deofV: ~±H$m, {d_m H§$nÝ`m `m§À`m ì`dgm`mMr Ë`m§À`m H$m`m©b`mdê$ZM OmUrd hmoVo. H$moUË`mhr
ì`dgm`g§ñWoMo H$m`m©b` åhUOo {VÀ`m ì`mdgm{`H$ H$m`m©Mo àVrH$M AgVo.

 (2) AÚ`mdV _m{hVrMo H|$Ð : H$moUË`mhr g§ñWoÀ`m H$m`m©b`mV Ë`m g§ñWoÀ`m H$ma^mamg§~§Yr
g§nyU©  _m{hVr g§J«{hV H$ê$Z R>odbr OmVo. VgoM Vr _m{hVr `mo½` doir CnbãY H$ê$Z {Xbr OmVo. `m
_m{hVrMm Cn`moJ nydm©Zw_mZ, {Z`moOZ Am{U {Z §̀ÌU `m H$m`mªgmR>r Ho$bm OmVmo. g§ñWoMo ì`dñWmnH$,
g§MmbH$ d BVam§Zm Ooìhm g§ñWo{df`r _m{hVr hdr AgVo Voìhm Vr CnbãY H$ê$Z XoÊ`mMo H$m ©̀ H$m`m©b`mg
H$amdo bmJVo. H$m`m©b`mA^mdr Aer _m{hVr CnbãY hmoD$ eH$V Zmhr. åhUyZ H$m`m©b`mg AÚ`mdV
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_m{hVrMo H|$Ð Ago åhQ>bo OmVo.
 (3) ì`dgm`mMr Ü ò̀ YmoaUo R>a{dÊ`mMo H|$Ð : ì`dgm`mÀ`m Ü ò̀ YmoaUm§Mm Am{U `moOZm§Mm

Vnerb V`ma H$aÊ`mMo H|$Ð åhUyZ H$m`m©b`mH$S>o nm{hbo OmVo. AmYw{ZH$ ì`dñWmnZmV {Z`moOZmbm {deof
_hÎd Amho. H$maU {Z`moOZm{edm` ì`dgm`g§ñWm Amnbo C{ÔîQ> gmÜ` H$ê$ eH$V Zmhr. {Z`moOZmV àW_
C{ÔîQ>o R>admdr bmJVmV d Z§Va Vr C{ÔîQ>o gmÜ` H$aÊ`mgmR>r YmoaUo AmImdr bmJVmV. ì`dgm`g§ñWoV IaoXr-
{dH«$s H$m`m©Mo {Z`moOZ H$aÊ`mgmR>r VÁkm§Mr _XV KoVbr OmVo. VÁk ì`ŠVr ~mOmanoR>m§Mm gImob Aä`mg H$ê$Z
H$mhr AmamIS>o V`ma H$aVmV. `m AmamIS>çmÀ`m gmhmæ`mZo A{YH$mar dJ© g§ñWoMr YmoaUo R>a{dVmV. CXm.,
IaoXr{df`H$ YmoaU d {dH«$s{df`H$ YmoaU BË`mXr. `mì`{V[aŠV IaoXr H$aÊ`mV òUmè`m dñVy§Mo à_mU, JwU d
{dH«$` dñVyMo Om{hamV _mÜ`_ {ZpíMV H$aUo B. H$m }̀ H$m`m©b`m _m\©$VM hmoV AgVmV.

 (4) g§kmnZmMo _mÜ`_ : EH$mM C{ÔîQ>mÀ`m nyV©VogmR>r H$m_ H$aUmè`m qH$dm Ë`mH$[aVm
AàË`jnUo _XV H$aUmè`m ì`ŠVr-ì`ŠVt_Yrb qH$dm g_yhm§_Yrb _m{hVrÀ`m AmXmZ-àXmZmbm
"g§kmnZ' Ago åhUVmV. g§kmnZ ho g§ñWm§VJ©V ñdê$nmV d ~{hJ©V ñdê$nmV hmoV AgVo. VgoM g§ñWoVrb
{d{dY H$_©Mmè`m§_Ü`o hmoV AgVo. ì`dñWmnH$ d g§MmbH$, g§MmbH$ d H$_©Mmar, ì`dñWmnH$ d
H$_©Mmar Aem AZoH$m§_Ü ò g§kmnZ MmbV AgVo. ho gd© g§kmnZ H$m`m©b`m_m\©$V hmoVo. Ë`m_wio H$m`m©b`
ho g§kmnZmMo _mÜ`_ Amho Ago åhQ>bo OmVo.

(5) {d{dY H$m`mª_Ü ò g_Ýd`/gwgyÌrH$aU : H$moUË`mhr g§ñWobm Amnë`m C{ÔîQ>nyVugmR>r
{d{dY H$m }̀ nma nmS>mdr bmJVmV. hr gd© H$m }̀ EH$_oH$m§Zm nyaH$ Agmdr bmJVmV. Ë`m_wio à_wI d
Xwæ`_ Aem gd© H$m`mªMo gwgyÌrH$aU gmYUo _hÎdmMo AgVo. g§ñWoÀ`m H$m_H$mOmV gwgyÌrH$aU KS>dyZ
AmUÊ`mgmR>r Amdí`H$ Ë`m JmoîQ>r H$m`m©b`m_m\©$V hmoV AgVmV. gwgyÌrH$aUmgmR>r Amdí`H$ AgUmar
_m{hVr H$m`m©b`mVyZ CnbãY H$ê$Z {Xbr OmVo. VgoM _mJ©Xe©Zhr H$m`m©b`m_m\©$V CnbãY H$ê$Z {Xbo
OmVo. H$m`m©b`mA^mdr ì`dgm`mÀ`m H$m_H$mOmV gwgyÌrH$aU gmYUo AeŠ` AgVo.

(6) ì`dñWmnH$s` {Z`§ÌU : H$moUË`mhr ì`dgm`mMo C{ÔîQ> gmÜ` H$aÊ`mgmR>r à^mdr
ì`dñWmnH$s` {Z §̀ÌUmMr JaO AgVo. C{ÔîQ>mZwgma AmIboë`m `moOZm§Mr A§_b~OmdUr Anojoà_mUo
H$aÊ`mgmR>r g§ñWoVrb H$_©Mmè`m§Zr Ho$boë`m H$m_mMr VnmgUr H$aUo d Amdí`H$Vm ^mgë`mg Ë`m_Ü ò
Xwê$ñVr gwM{dUo åhUOoM ì`dñWmnH$s` {Z`§ÌU hmo`. {Z`§ÌUmMo H$m`© à^mdrnUo nma nmS>Ê`mgmR>r
àW_ {d{dY H$m_m§Mr "à_mUo' (Standards) {ZpíMV Ho$br OmVmV d Z§Va "à_mUm§À`m' AZwamoYmZo
H$m`m©Mo _moO_mn Ho$bo OmVo. H$m_m_Ü ò H$mhr Xmof/C{Udm {XgyZ Amë`mg Ë`m Xya H$aÊ`mgmR>r Cnm``moOZm
gwM{dbr OmVo. {Z §̀ÌUmgmR>r Amdí`H$ Agbobr gd© H$m }̀ H$m`m©b`m_m\©$V nma nmS>br OmVmV.

(7) nÌì`dhmamMo H|$Ð : H$m`m©b`mÀ`m {d{dY H$m`mªn¡H$s "nÌì`dhma' ho EH$ AË §̀V _hÎdmMo
H$m ©̀ Amho. g§ñWobm òUmar nÌo d g§ñWoVyZ OmUmar nÌo H$m`m©b`m_m\©$VM hmVmibr OmVmV. nÌì`dhma
H$aVmZm `mo½` Am{U H$m`©j_ H$m`©nÕVr Adb§{~br OmVo. H$maU ì`dgm`mMo `e ho H$m`m©b`mVyZ
hmoUmè`m VËna Am{U C{MV nÌì`dhmam§daM Adb§~yZ AgVo.

(8) H$mJXnÌo d XâVa OVZ H$ê$Z R>odÊ`mMo H|$Ð : H$m`m©b` ho ì`dgm`mVrb nÌì`dhma,
H$mJXnÌo d XñVEodO gm§̂ miÊ`mMo d gwa{jV R>odÊ`mMo H|$Ð Amho. H$m`m©b`m_Ü ò Ambobr gd© nÌo
^mdr g§X^m©H$[aVm Ym[aH$m~Õ H$ê$Z R>odbr OmVmV. VgoM ~mhoa OmUmè`m àË òH$ nÌmMr ZŠH$b/àV
g§X^m©gmR>r OnyZ R>odbr OmVo. _moR>çm ì`dgm`mV H$mJXnÌo g§J«{hV H$ê$Z R>odÊ`mgmR>r d g§X^m©gmR>r
CnbãY H$ê$Z XoÊ`mgmR>r H$m`m©b`mVM ñdV§Ì {d^mJ {Z_m©U Ho$bm OmVmo. hm {d^mJ hdo Vo H$mJXnÌ
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qH$dm XñVEodO CnbãY H$ê$Z XoVmo.
(9) g§ñWoVrb H$_©Mmar d H$m`m©b` : H$moUVrhr g§ñWm gwairV d ì`dpñWV Mmbdmd`mMr

Agob Va g§MmbH$, ì`dñWmnH$ Am{U H$_©Mmar `m§Mo nañnag§~§Y gbmo»`mMo d gm¡hmXm©Mo AgUo
Amdí`H$ AgVo. ì`dñWmnZ d H$_©Mmar `m§À`mVrb g§~§Y gbmo»`mMo amIÊ`mMo H$m_ H$m`m©b`
g§kmnZmÀ`m H$m`m©Ûmao H$arV AgVo. Ë`m_wio ì`dñWmnH$mÀ`m gyMZm d AmXoe VËnaVoZo H$_©Mmè`m§n ª̀V
nmohmoM{dbo OmVmV. VgoM H$_©Mmè`m§À`m g_ñ`m, AS>MUr, VH«$mar Am{U gyMZm ì`dñWmnH$m§Zm H$i{dë`m
OmVmV. n[aUm_V: H$_©Mmè`m§À`m VH«$matMm doirM {dMma hmoD$Z `mo½` Vr Cnm``moOZm Ho$br OmVo Am{U
H$_©Mmè`m§er Mm§Jbo g§~§Y àñWm{nV hmoÊ`mg _XV hmoVo.

(10) ^mJYmaH$ Am{U YZH$moÀ`m ÑîQ>rZo H$m`m©b`mMo _hÎd : H§$nZrMo ^mJYmaH$ ho {VMo
Iao _mbH$ AgVmV. na§Vw ̂ mJYmaH$m§Mr g§»`m _moR>r AgVo. VgoM ̂ mJYmaH$ ho AZoH$ {R>H$mUr {dIwabobo
AgVmV. Ë`m_wio Vo H§$nZrÀ`m X¡Z§{XZ H$ma^mamV bj XoD$ eH$V ZmhrV. Ë`mgmR>r ^mJYmaH$m§Zr {ZdSy>Z
{Xbobo g§MmbH$, VgoM nJmar A{YH$mar d BVa H$_©Mmar `m§À`m _XVrZo H§$nZrMm X¡Z§{XZ H$ma^ma
Mmb{dbm OmVmo. ̂ mJYmaH$m§Zm H§$nZrer d H§$nZrbm ̂ mJYmaH$m§er g§~§Y àñWm{nV H$aÊ`mgmR>r H$m`m©b`mda
Adb§~yZ amhmdo bmJVo. CXm. H§$nZrH$S>o g^mgXm§Zr gyMZm qH$dm VH«$mar nmR>{dUo, ^mJhñVm§Va Zm|X{dUo,
bm^m§e A{YnÌo nmR>{dUo Am{U ^mJYmaH$m§À`m nÌm§Zm CÎmao nmR>{dUo `m§gma»`m JmoîQ>r H$m`m©b`m_m\©$V
Ho$ë`m OmVmV. H§$nZrÀ`m YZH$m|ZmgwÕm AZoH$ àH$maÀ`m godm H$m`m©b`m_m\©$V nwa{dë`m OmVmV. Ë`m_wio
^mJYmaH$ d YZH$moÀ`m ÑîQ>rZo H$m`m©b` _hÎdmMo AgVo.

(11) J«mhH$, gaH$ma d gm_mÝ` OZVoÀ`m ÑîQ>rZo H$m`m©b`mMo _hÎd : J«mhH$, gaH$ma d
gm_mÝ` OZVoÀ`m ÑîQ>rZohr ì`dgm`g§ñWm§À`m H$m`m©b`mg _hÎd AgVo. J«mhH$m§Zr {Xboë`m _mbmÀ`m
IaoXrMo AmXoe H$m ©̀dmhrgmR>r g§~§{YVm§H$S>o XoUo, Ë`m§À`m VH«$matMr XIb KoUo, Mm¡H$er nÌm§Zm CÎmao XoUo
hr gd© H$m }̀ H$m`m©b`m_m\©$VM nma nmS>br OmVmV. VgoM H$m`m©b`mVyZ gaH$maÀ`m {d{dY {d^mJm§er d
ImË`m§er g§nH©$ gmYyZ Amdí`H$ Ë`m {Z`_m§Mr, H$m`Úm§Mr _m{hVr H$ê$Z KoÊ`mV òVo d Ë`m§Mo nmbZ
Ho$bo OmVo. gd©gm_mÝ` OZVoÀ`m _ZmV g§ñWoÀ`m H$m`m©~Ôb à{VîR>m, AmnwbH$s {Z_m©U H$aÊ`mMo VgoM
OZ_mZgmV g§ñWoMr à{V_m C§MmdÊ`mMo H$m ©̀ H$m`m©b` H$arV AgVo.

gmam§e, H$m`m©b` ho g§ñWoMm A{d^mÁ` KQ>H$ AgyZ Vo g§ñWonmgyZ doJio H$aVm òV Zmhr.

1.2.4 AmYw{ZH$ H$m`m©b`mMr H$m }̀

H$m`m©b`mMr H$m }̀ {d{dYVmnyU© AgVmV. VerM Vr gmVË`mZo Mmby AgVmV. H$MoarVrb H$_©Mmar
dJm©H$Sy>Z ì`dñWmnZ Vr H$m }̀ H$adyZ KoVo. H$m`m©b`mMr {d{dYVmnyU© H$m }̀ bjmV `mdrV `mgmR>r Ë`m§Mo
dJuH$aU H$aUo BîQ> R>aVo. H$m`m©b`mÀ`m àmW{_H$ Am{U Xwæ`_ H$m`mªMr {d^mJUr nwT>rbà_mUo Ho$br OmVo.

H$m`m©b`mMr H$m }̀

                       àmW{_H$ ñdê$nmMr H$m }̀         Xwæ`_ ñdê$nmMr H$m }̀

1)  _m{hVr g§H$bZ         (1) H$m_mMo {Z`moOZ
2)  _m{hVr OVZ H$aUo.         (2) H$_©Mmar à{ejU _yë`_mnZ
3)  _m{hVrMr Zm|XUr Ho$br OmUo.         (3) {d{dY KQ>H$m§Mo {Z §̀ÌU
4)  _m{hVrMo {díbofU H$aUo.        (4) nÌì`dhma Am{U {Z`moOZ
5) _m{hVrMm nwadR>m H$aUo         (5) l_{d^mJUr
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6)  {heo~ R>odUo         (6) {heo~, OZVmg§nH©$, IaoXr H$m ©̀

H$m`m©b`mMr àmW{_H$ H$m }̀ :

H$m`m©b`mÀ`m àmW{_H$ H$m`m©V nwT>rb JmoîQ>tMm g_mdoe hmoVmo.
(1) _m{hVr g§H$bZ : H$m`m©b`mMo {ZU©̀  _m{hVrÀ`m CnbãYVoda AmYm[aV AgVmV. Ë`m_wio

àma§^ _m{hVr Jmoim H$aÊ`mnmgyZ hmoVmo. CXm., {d{eîQ> H$mbmdYrV CËnmXZ dmT>bo qH$dm KQ>bo ho
H$iÊ`mH$[aVm CËnmXZ {d^mJmH$Sy>Z AmH$S>odmar Jmoim H$amdr bmJVo. Ahdmb _mJdmdm bmJVmo. CËnmXZ
gVV KQ>Vo Amho Ago dmQ>ë`mg g§ñWobm H$mhr {ZU©̀  ¿`mdo bmJVmV. CXm., EImXm ßb°ÝQ> ~§X H$aUo. nU
_m{hVrÀ`m AmYmamdaM Vmo {ZU©̀  ¿`mdm bmJVmo.

(2) _m{hVr OVZ H$aUo : H$m`m©b`mVyZ _m{hVr OVZ H$aÊ`mgmR>r gmÜ`m nwR²>R>çmÀ`m \$mB©ëg,
~m°Šg \$mB©ëg dmnaë`m OmVmV. Yyi, nmUr d H$sQ>H$m§nmgyZ ZwH$gmZ Q>miÊ`mH$[aVm ho H$m ©̀ _hÎdmMo
Amho. nÌì`dhma ZrQ> OVZ Ho$bm Va ^{dî`mV g§X ©̂ åhUyZ Cn`moJr nS>Vmo. H$mJXmonÌr nwamdm åhUyZ
dmnaVm òVmo.

(3) _m{hVrMr Zm|XUr Ho$br OmUo : ho {Vgao _hÎdmMo àmW{_H$ H$m ©̀ Amho. {d{dY a{OñQ>a
(Zm|XUr nwñVHo$) Ë`mgmR>r dmnabr OmVmV. CXm., g^mgX Zm|XUr a{OñQ>a, ^mJ à_mUnÌo {Xë`mÀ`m
Zm|Xr, g^oVrb H$m_H$mOmÀ`m Zm|XUr, (B{Vd¥Îm Zm|Xdhr) amoIrMo ì`dhma, CYmar {dH«$sMr Zm|XUr
doiÀ`m doir Ho$ë`mZo H$_©Mmè`m§À`m ñ_aUeŠVrda {dZmH$maU VmU nS>V Zmhr. H$m`m©b`mV Ho$bo
OmUmao ho X¡Z§{XZ ñdê$nmMo H$m ©̀ Amho.

(4) _m{hVrMo {díbofU : CnbãY Pmboë`m _m{hVrMr Cn ẁŠVVm A{YH$ dmT>mdr `mgmR>r {VMo
{díbofU Ho$bo OmVo. CXm. XwH$mZmVrb _mbmÀ`m {dH«$sMo dñVwZwgma {díbofU. dñVy§Mm {H$Vr én`mMm In
Pmbm `mMo {díbofU Ho$bo Va XwH$mZXma H$moUË`m dñVy {dH«$sg R>odmì`mV `mMm {ZU©̀  KoD$ eH$Vmo.

(5) _m{hVrMm nwadR>m H$aUo : BVam§Zm Cn`moJr nS>ob Aer _m{hVr XoUo ho H$m`m©b`mMo H$m_
Amho. CXm. _hm{dÚmb`mV àdoe XoÊ`mMo H$m_, nmbH$ àdoe KoÊ`mnydu H$m`m©b`mH$S>o H$m°boO{df`r
_m{hVr {dMmaVmV. Vr Vm|S>r qH$dm boIr ñdê$nmV {Xbr Va nmbH$m§Zm {ZU©̀  KoVm ̀ oVmo. _m{hVr nyU© Am{U
Iar Úmd`mg hdr. H$m`m©b`mMr Vr Z¡{VH$ O~m~Xmar AgVo.

(6) {heo~ R>odUo : àË òH$ H$m`m©b`mbm gmYZgm_J«rMm dmna d n¡em§Mm dmna `mMo {heo~ R>odmdo
bmJVmV. {heo~ Z R>odë`mg H$mhr doim AZmdí`H$ ñdê$nmV ^m§S>db IMu nS>Vo. _m¡ë`dmZ ñQ>oeZar,
CnH$aUo d gmYZo `m§Mm Anhma H$aÊ`mMr àd¥Îmr H$_©Mmè`m§V dmT>rg bmJVo.

H$m`m©b`mMr Xwæ`_ H$m`} :

H$m`m©b`mÀ`m àmW{_H$ H$m`m©V nwT>rb JmoîQ>tMm g_mdoe hmoVmo.
(1) H$m_m§Mo {Z`moOZ : H$m_m§Mo {Z`moOZ `mMm AW© {d{dY H$m_o H$moUr H$amdrV, H$er H$amdrV

d H$Yr H$amdrV `m g§~§YmZo darîR> ì`dñWmnZmZo Ho$bobr AmIUr. Vr AmIUr EH$ àH$maMm _mJ©Xe©H$
AmamIS>m AgVmo. `m AmamIS>çmZwgma H$m_ H$aÊ`mZo H$m_H$mOmV gwgyÌVm amhVo.

(2) H$_©Mmar à{ejU _yë`_mnZ : H$_©Mmar dJm©Mm AmË_{dídmg dmT>mdm `mgmR>r g§ñWm
à{ejU dJm©Mo Am`moOZ H$aVo. {d{dY àH$maMo H$mbmdYrMo H$m`©H«$_ AmIVo. à{ejU {Xë`mZ§Va
H$_©Mmè`mMr H$m ©̀j_Vm {H$Vr dmT>br, Ë`mÀ`m CËnmXH$VoV {H$Vr ^a nS>br `mMm emoY KoVbm OmVmo.
`mbmM H$_©Mmar _yë`_mnZ åhUVmV. _yë`_mnZmZo gmÜ` Ho$bobr àJVr C{ÔîQ>m§À`m {H$VnV Odinmg
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nmohmoMbr Amho Vo H$iVo.

(3) {d{dY KQ>H$m§Mo {Z §̀ÌU : H$m`m©b`mMm H$ma^ma ZrQ> MmbÊ`mH$[aVm {d{dY CËnmXH$m§Mr
JaO AgVo. _mZdr l_, ^m§S>db, \${Z©Ma d BVa gmYZo CnbãY Ho$br OmVmV. nU Ë`m§Mm H$mQ>H$garZo
dmna ìhmdm, AZwËnmXH$ dmna hmoD$ Z ò `mgmR>r d[aîR> A{YH$mè`m§À`m dmnamda {Z §̀ÌU R>odmdo bmJVo.
H$_©Mmè`m§Zm {eñV bmdyZ Ë`m§À`mdahr {Z §̀ÌU R>odmdo bmJVo.

(4) nÌì`dhma Am{U {Z`moOZ : H$m`m©b`mV amoO H$mhr nÌo òVmV, VerM H$mhr nÌo H$m`m©b`
nmR>{dVo. AmdH$-OmdH$, nÌì`dhma ho H$m_ àË òH$ N>moQ>çm-_moR>çm H$m`m©b`mV Ho$bo OmVo. Q>§H$boIZ,
nÌm§À`m Zm|Xr, nÌmMm _gwXm V`ma H$aUo Aer {d{dY H$m_o X¡Z§{XZ ñdê$nmV Ho$br OmVmV. ~mhoa
nmR>dmd`mÀ`m nÌm§Mohr {Z`moOZ (AmIUr) H$amdo bmJVo.

(5) l_{d^mJUr : d[aîR> A{YH$mar `m àH$maMo H$m_ H$aVmV. àË òH$ H$_©Mmè`mbm Ë`mÀ`m
`mo½`Voà_mUo H$m_ gm§{JVbo OmVo. l_{d^mJUr_wio (Oa Vr `mo½` Agob Va) H$m_Mm ^ma gdmªda
gmaImM nS>Vmo.

(6) {heo~-OZVm g§nH©$ - IaoXr H$m ©̀ : hr H$m_ogwÕm ì`mdgm{`H$ H$MoarH$Sy>Z Ho$br OmVmV.
`mVrb {heo~m§Mo, boIZmMo H$m_, nmdË`m V`ma H$aUo, amoI aH$_m§Mr XodmU-KodmU H$aUo, nJmanÌHo$
V`ma H$aUo,  {d{dY àH$maMo H$a ^aUo Aer gd© H$m_o {heo~ {d^mJ H$aVmo. OZVmg§nH$m©gmR>r XyaÜdZr
godm d nÌì`dhma `mMm dmna Ho$bm OmVmo. Om{hamV à{gÕr godm§Mr _XV KoVbr OmVo. H$_©Mmè`m§Zm
Amnbr H$m_o ZrQ>nUo H$aVm `mdrV `mgmR>r IaoXr {d^mJ IaoXrMo H$m_ H$aVmo.

1.2.5H$m`m©b`rZ ì`dñWmnZ

H$m`m©b` ì`dñWmnZ hm ì`dñWmnZemñÌmMm EH$ {d^mJ AgyZ Ë`mMm g§~§Y H$m`m©b`rZ
H$m_H$mOmer Amho. AmYw{ZH$ ì`dgm` ì`dñWmnZmMm Vmo EH$ A{d^mÁ` KQ>H$ Amho.

ì`m»`m

* ""nyd©{Z`mo{OV C{ÔîQ>o gmÜ` H$aÊ`mgmR>r H$m`m©b`rZ H$m`m©Mo {Z`moOZ, g§KQ>Z, {Z §̀ÌU H$aUo
Am{U ho H$m ©̀ H$aUmè`m H$_©Mmè`m§Zm H$m ©̀àd¥Îm H$ê$Z Ë`m§À`mda {Z §̀ÌU R>odUo, hr H$m }̀ qH$dm à{H«$`m
åhUOo H$m`m©b` ì`dñWmnZ hmò .''  - Om°O© Q>oar

* ""H$m`m©b`rZ H$m`m©Mo g§ñWoÀ`m C{ÔîQ>nyVugmR>r Ho$bobo {Z`moOZ, g§KQ>Z Am{U {Z`§ÌU d
H$m`m©b`rZ godH$m§Mo ZoV¥Ëd åhUOo H$m`m©b` ì`dñWmnZ hmò .''- {\$btJ

* ""{d{eîQ> CÔoe gmÜ` H$aÊ`mgmR>r H$m`m©b`mMo g§KQ>Z H$aUo Am{U gẁ mo½` dmVmdaU {Z_m©U
H$ê$Z CÎm_ àH$maMr CnH$aUo, gmYZgm_J«r d CÎm_ H$m ©̀nÕVrMm Cn`moJ H$ê$Z H$_©Mmè`m§H$Sy>Z OmñVrV
OmñV H$m_ H$ê$Z KoUo åhUOo H$m`m©b` ì`dñWmnZ hmò .'' - Oo. gr. S>o{ZAa

darb ì`m»`m§dê$Z Ago ñnîQ> hmoVo H$s, H$m`m©b`mVrb H$m`m©Mo {Z`moOZ, g§KQ>Z, {Z §̀ÌU Am{U
Ë`mÛmao H$m ©̀nyVu åhUOo H$m`m©b` ì`dñWmnZ hmò .

H$moUVrhr ì`dgm`g§ñWm Z\$m {_i{dÊ`mÀ`m CÔoemZo ñWmnZ Pmbobr Agë`mg Z\$m ho g§ñWoMo
_w»` C{ÔîQ> AgVo Am{U Vo gmÜ` H$aÊ`mH$[aVm n¡gm, l_ Am{U doi `m§Mm Anì`` hmoD$ Z XoVm l_,
n¡gm, gmYZgm_J«r, `§Ìgm_J«r, H$m`©nÕVr, ~mOmanoR> Am{U H$m`m©b`rZ H$m`m©Mo H$m¡eë`nyU©[aË`m
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{Z`moOZ H$aUo Amdí`H$ AgVo d Ë`mgmR>r H$m ©̀j_ ì`dñWmnZmMr Amdí`H$Vm AgVo.

1.2.6H$m`m©b`rZ ì`dñWmnZmMo ñdê$n d ì`mßVr

H$mhr g§km Aem AgVmV H$s Ë`m§À`m ZmdmVM Ë`m§Mm AW© gm_mdbobm AgVmo. "H$m`m©b`' åhUOo
H$m ©̀ H$aÊ`mMr OmJm hmò . Á`m {R>H$mUr H$m ©̀ Ho$bo OmVo Vo H$m`m©b`.""Work is worship” H$m_ qH$dm H$m ©̀
hrM B©ídanOym! hr g§H$ënZmhr AmVm gd©_mÝ` Pmbr Amho. H$m`m©b` `m eãXmV H$m ©̀ d Amb` Ago
XmoZ eãX AmhoV. H$m`m©b` = H$m ©̀ + Amb`. `mMm gaigmonm AW© AgVmo. H$m`m©b` åhUOo Ago
ñWmZ OoWo H$m ©̀ Ho$bo OmVo. g§ñWm Am{U ì`ŠVr `m§_Ü ò AÝ`moÝ` g§~§Y Amho. ì`ŠVr{edm` g§ñWoÀ`m
ApñVËdmMr H$ënZm H$aVm òV Zmhr.

""{d{eîQ> C{ÔîQ> gmÜ` H$ê$Z KoÊ`mÀ`m ÑîQ>rZo ì`ŠVrH$Sy>Z H$m ©̀ H$adyZ KoÊ`mgmR>r {Z{_©V §̀ÌUm§Zm
g§ñWm åhUVmV.''  ̀ m g§ñWm gm_m{OH$, e¡j{UH$, Am¡Úmo{JH$, ì`mnmar Aem {d{dY joÌm§_Ü ò ApñVËdmV
AgVmV. dV©_mZ n[apñWVrV ì`dgm` H$aÊ`mMm CÔoemZo AZoH$ g§ñWm ApñVËdmV òVmV. àË òH$ g§ñWoMo
C{ÔîQ> d H$m ©̀nÕVr hr doJdoJir AgVo. g§ñWm H$moUË`mhr àH$maMr Agbr Var {VMm Amnbm H$ma^ma
ì`dpñWVnUo Mmb{dÊ`mH$[aVm d Amnë`m {Z`mo{OV C{ÔîQ>m§à_mUo H$m`m©Mr A§_b~OmdUr H$aÊ`mH$[aVm
H$m`m©b`mMr Amdí`H$Vm ^mgVo. àË òH$ g§ñWog H$m`m©b` Amdí`H$ AgVo Am{U g§ñWoMo H$m_H$mO ho
H$m`m©b`mÀ`m _mÜ`_mVyZM MmbVo.

AmYw{ZH$ ì`dgm`m_Yrb gd© YmoaUo d {ZU©̀  ho {d{eîQ> àH$maÀ`m _m{hVrÀ`m AmYmamda KoVbr
OmVmV.  Om°O© Q>oar (George R. Terry) `m§Zr åhQ>ë`mà_mUo, ""_m{hVr ho _mZdmMo gd©loîR> eñÌ
hmò  Am{U H$m`m©b` hr Aer OmJm Amho OoWo _m{hVrMo g§H$bZ Am{U _m{hVrÀ`m CnbãYVoer {ZJS>rV
Agbobo H$m ©̀ Ho$bo OmVo.''

VWm{n H$m`m©b`mMm darbà_mUo g§Hw${MV AW© Z ñdrH$maVm "H$m`m©b`' `m eãXmMm Ooìhm ì`mnH$
AWm©Zo {dMma Ho$bm OmVmo Voìhm Vr {H«$`mË_H$ H$ënZm _mZbr OmVo. H$m`m©b`mÀ`m g§H$ënZoV nwT>rb
~m~tZm _hÎd Amho Vo åhUOo VoWo MmbUmè`m H$m`mªZm Am{U àË`jmV H$m`m©b`mV Or H$mJXnÌo {XgVmV
Vr gmYZ qH$dm _mÜ`_ åhUyZ {XgVmV. H$m`m©b`mMm {dMma H$aVmZm _w»`V: H$m`m©b`rZ H$m`m©Mm
{dMma àYmZ _mZbm OmVmo. H$m`m©b`mMr {d{eîQ> OmJm _hÎdmMr _mZbr OmV Zmhr. åhUyZM "H$m`m©b`
åhUOo H$m`m©b` Or H$m }̀ H$aVo Vr H$m }̀'' Ago åhUUo A{YH$ g ẁpŠVH$ R>aob.

àm {S>Šgr `m§Zr åhQ>ë`mà_mUo ""_yi pñà¨JMr KS>çmimbm {OVH$s Amdí`H$Vm AgVo {VVH$sM
Amdí`H$Vm ì`dgm`mb H$m`m©b`mMr AgVo. EdT>oM Zìho Va g§ñWoÀ`m ApñVËdmMr OmUrdXoIrb
H$m`m©b`mÀ`m ApñVËdm_wioM hmoV AgVo.''

1.2.7H$m`m©b`rZ ì`dñWmnZmMo KQ>H$

(1)C{ÔîQ>{ZpíMVr : H$m`m©b` ì`dñWmnZmMo H$m ©̀ gwê$ H$aÊ`mnydu H$m`m©b` H$moUË`m CÔoemZo
gwê$ H$aÊ`mV Ambobo Amho ho àW_ R>admdo bmJVo. H$maU, C{ÔîQ>{ZpíMVr_wio H$m`m©b`mÀ`m H$m`m©bm
_mJ©Xe©Z {_iVo d H$m`m©Mr {Xem R>a{dUo eŠ` hmoVo.

(2) H$_©Mmè`m§Mr nmÌVm d `mo½` Cn`moJ : H$m`m©b`rZ H$m ©̀ H$m ©̀j_VoZo, `mo½` nÕVrZo d
{Z`mo{OV doioV nyU© hmoÊ`mgmR>r H$m`©j_, à{e{jV d `mo½` nmÌVoMo H$_©Mmar d A{YH$mar AgUo
Amdí`H$ AgVo. Aem A{YH$mè`m§Mm d H$_©Mmè`m§Mm OmñVrV OmñV Cn`moJ H$ê$Z KoÊ`mgmR>r `mo½`
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ì`ŠVrH$S>o `mo½` H$m_ XoUo d H$moUË`mhr H$_©Mmè`mda H$m_mMm dmOdrnojm OmñV ~moOm nS>Uma Zmhr
`mMr H$miOr ¿`mdr bmJVo. Ago Ho$ë`mZo ì`dñWmnZmMo H$m ©̀ `mo½` nÕVrZo hmoD$ eH$Vo.

(3) gmYZgm_J«rMm `mo½` dmna : AmYw{ZH$ H$mimV H$m`m©b`mV doioMr ~MV H$aUmè`m
§̀Ìm§Mm Am{U CnH$aUm§Mm _moR>çm à_mUmda dmna Ho$bm OmVmo. H$m`m©b` ì`dñWmnH$mbm H$m`m©b`mV

H$moUË`m CnH$aUm§Mr JaO Amho d Ë`m§Mr IaoXr H$moUË`m {R>H$mUr H$amdr `mMo kmZ Agbo nm{hOo. VgoM
H$m`m©b`mgmR>r IaoXr Ho$boë`m CnH$aUm§Mm nwaonya Cn`moJ H$ê$Z KoVbm nm{hOo.

(4) H$m ©̀nÕVrMr {ZdS> : ì`dgm`g§ñWoMo H$m`m©b` bhmZ Agmo qH$dm _moR>o Agmo Ë`m H$m`m©b`mMr
ñdV:Mr H$m_H$mO H$aÊ`mMr EH$ H$m ©̀nÕVr AgVo. hr H$m ©̀nÕVr ì`dgm`g§ñWoMo ñdê$n Am{U H$m ©̀joÌ
`mda Adb§~yZ AgVo. H$m`m©b`mVrb H$m`©nÕVr H$er Agmdr ho H$m`m©b` ì`dñWmnH$mg R>admdo
bmJVo. H$m`©nÕVrMr {ZdS> H$aVmZm H$m`m©Mm d Ë`mÛmao gmÜ` H$amd`mÀ`m C{ÔîQ>m§Mm {dMma H$amdm
bmJVmo. H$m`m©b`mgmR>r `mo½` H$m ©̀nÕVr {ZdS>br Va doi, l_ d n¡gm `m§_Ü ò ~MV hmoD$Z H$m`m©b`mMr
H$m ©̀j_Vm dmT>Vo.

(5) gmoB© d gw{dYm§Mr CnbãYVm : H$m`m©b`mVrb H$m ©̀ ho ~m¡{ÕH$ ñdê$nmMo AgVo Ë`m_wio
Aer H$m_o H$aUmè`m H$_©Mmè`m§Zm _mZ{gH$ d emar[aH$ WH$dm OmUdVmo. {deof åhUOo ~m¡{ÕH$ H$m`m©H$[aVm
EH${MÎm Am{U em§VVm Amdí`H$ AgVo. VoìhmM H$_©Mmar H$m ©̀j_VoZo Am{U Mm§Jbo H$m_ H$ê$ eH$VmV.
åhUyZ H$m`m©b`rZ dmVmdaU CËgmhdY©H$ d Amamo½`Xm`r AgUo _hÎdmMo AgVo. Ë`mM~amo~a H$m`©
H$aÊ`mgmR>r Amdí`H$ Ë`m gmoB© d gw{dYm CnbãY H$ê$Z XoUo hr ì`dñWmnZmMr O~m~Xmar AgVo.

1.2.8 H$m`m©b`rZ ì`dñWmnZmMr H$m }̀

H$m`m©b` ì`dñWmnZ Imbrb nÕVrZo H$m ©̀ H$aVo :
(1) H$m`m©Mo {Z`moOZ (Planning of Work) : "{Z`moOZ' ho ì`dñWmnZmMo _hÎdmMo

H$m ©̀ Amho. ì`dgm`mMr C{ÔîQ>o nyU© H$aÊ`mgmR>r H$moUVo H$m_, H$moUr, Ho$ìhm d H$moR>o H$amd`mMo `mMr
AmIUr H$amdr bmJVo d CnbãY gmYZg§nÎmrMm ̀ mo½` àH$mao dmna H$ê$Z H$_rV H$_r IMm©V ì`dgm`mMr
C{ÔîQ>o g\$b H$aVm ̀ mdrV åhUyZ {Z`moOZ H$amdo bmJVo. H$m`m©Mo {Z`moOZ H$aVmZm H$m`m©b` ì`dñWmnH$mg
nwT>rb H$m }̀ H$amdr bmJVmV :

(H$) H$m`m©Mo CÔoe {ZpíMV H$aUo.
(I) H$m`m©Mo ñdê$n g_OmdyZ KoUo.
(J) {d{dY H$m`mªMr _m{hVr H$ê$Z KoUo.
(K) H$m ©̀nÕVrMr {ZdS> H$aUo d H$m ©̀ doimnÌH$ V`ma H$aUo.
(M) H$m`m©g§~§YrMo YmoaU R>a{dUo d Ë`mZwgma H$m`m©Mr AmIUr H$aUo.
(N>) H$m`m©b`rZ IMm©Mo A§XmOnÌH$ V`ma H$aUo.
(2) H$m`m©Mo g§KQ>Z (Organising of Work) : {Z`moOZmZwgma H$m_ H$aÊ`mgmR>r gmYZg§nÎmr

d H$_©Mmar CnbãY H$ê$Z XoUo ho ì`dñWmnZmMo Xwgao _hÎdmMo H$m ©̀ Amho. H$m`m©b`mV Or {d{dY H$m }̀
nma nmS>md`mMr AgVmV Ë`m H$m`mªMo {d{dY H$_©Mmè`m§V dmQ>n H$aUo, H$_©Mmar Am{U H$m }̀ `m§_Ü ò
H$m`m©Ë_H$ g§~§Y àñWm{nV H$aUo BË`mXtMm g§KQ>Z H$m`m©V g_mdoe hmoVmo. VgoM H$_©Mmè`m§da gmon{dbobo
H$m_ Ë`mbm nyU© H$aVm `mdo åhUyZ H$mhr A{YH$ma d O~m~Xmarhr Ë`mÀ`mda gmon{dbr OmVo. {d{eîQ>
nÕVrZo d {eñVrZo H$m_o nyU© ìhmdrV `mgmR>r H$m ©̀nÕVr {ZpíMV H$aUo, {d{dY godm-gmYZo CnbãY
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H$ê$Z XoUo, §̀Ìo, CnH$aUo d \${Z©MaMr `mo½` nÕVrZo aMZm H$aUo hr H$m }̀XoIrb H$m`m©b` ì`dñWmnH$mg
H$amdr bmJVmV.

(3) H$m_mV g_Ýd` gmYUo d gwgyÌVm AmUUo (Co-ordinating the Work) : gd©
{d^mJm§er g§~§{YV Agbobr H$mJXnÌo H$m`m©b`mV V`ma Ho$br OmVmV, dmnabr OmVmV d H$m`m©b`mVyZ
gd© {d^mJm§Zm _m{hVr nwa{dbr OmVo. àË òH$ {d^mJmMo H$m_ Xwgè`m {d^mJmda Adb§~yZ Agë`mZo gd©
{d^mJm§À`m H$m_m§V EH$dmŠ`Vm d gwgyÌVm AgUo _hÎdmMo AgVo. Ë`mH$[aVm gd© H$_©Mmè`m§Zm _mJ©Xe©Z
H$aÊ`mMo H$m_ H$m`m©b` ì`dñWmnH$mg H$amdo bmJVo. H$m_m§V gwgyÌVm amIÊ`mgmR>r H$m`m©b`
ì`dñWmnH$mg nwT>rb H$m_o H$amdr bmJVmV :

(H$) H$_©Mmè`m§Zm H$m_ H$aÊ`mgmR>r Amdí`H$ Ë`m gyMZm XoUo.
(I) H$_©Mmè`m§Zm _mJ©Xe©Z H$aUo.
(J) `moOZoZwgma H$m_ ìhmdo åhUyZ H$m_mMo {ZarjU H$aUo.
(K) H$m`m©Mo _yë`_mnZ H$aVm `mdo åhUyZ H$m`m©Mo "à_mUrH$aU' H$aUo.
(4) H$m`m©da {Z §̀ÌU R>odUo (Controlling the Work) : H$m`m©b`mVrb {d{dY H$m_o doioV

nyU© ìhmdrV åhUyZ {Z §̀ÌUmMr JaO AgVo. {Z §̀ÌU hr ì`dñWmnZ à{H«$ òVrb eodQ>Mr na§Vw _hÎdmMr
nm`ar Amho. {Z`mo{OV C{ÔîQ> nyU© H$aÊ`mgmR>r H$aÊ`mV òUmao H$m ©̀ Am{U Ë`mgmR>r H$aÊ`mV òUmao à`ËZ
`m§Mo {Z`moOZ~Õ _yë`m§H$Z H$aUo åhUOo {Z §̀ÌU hmò . ""H$m`m©b`mVrb H$m ©̀̀ moOZm, Ë`mZwgma H$amd`mÀ`m
H$m`m©H$[aVm {Xbobo AmXoe Am{U VÎdo d Ë`mZwgma H$m`m©b`mVrb H$m_o ~amo~a hmoVmV qH$dm Zmhr `mMr
nmhUr H$aUo, åhUOo H$m`m©b` {Z §̀ÌU hmò .''

{Z §̀ÌUmV Ho$di H$m_mÀ`m _yë`_mnZmMm g_mdoe hmoVmo Ago Zmhr Va H$m`m©b`mVrb Xmof AWdm
C{Udm Xya H$aUo `mMmXoIrb g_mdoe hmoVmo. H$m`m©b`rZ H$m`m©Mo {Z §̀ÌU H$aVmZm ì`dñWmnH$mg Imbrb
H$m }̀ H$amdr bmJVmV.

(H$) H$m`m©Mo _yë`_mnZ H$aÊ`mgmR>r "à_mU' ("standard') R>a{dUo.
(I) àË`j H$m }̀ d à_m{UV H$m }̀ `m§Mr VwbZm H$aUo.
(J) àË`j H$m ©̀ d `moOZm `m§Vrb V\$mdVrMr H$maUo emoYyZ H$mT>Uo.
(K) H$m`m©b`mVrb Xmof H$mTy>Z Q>mH$Ê`mgmR>r `mo½` Vr Cnm``moOZm H$aUo.

1.2.9 H$m`m©b`rZ ì`dñWmnH$

H$m`m©b`mÀ`m ì`dñWmnZmMr O~m~Xmar Á`mÀ`mda gmon{dÊ`mV Ambobr AgVo Aem A{YH$mè`mbm
H$m`m©b` ì`dñWmnH$ Ago åhUVmV. H$m`m©b`mMr g§KQ>Zm C^mê$Z, H$m`m©b`rZ H$m_H$mOmMo {Z`moOZ
H$ê$Z, H$m`m©b`mVrb H$_©Mmè`m§À`m ì`dhmamda {Z §̀ÌU R>odyZ H$m`m©b`mMr C{ÔîQ>o gmÜ` H$aÊ`mgmR>r
à`ËZ H$aUmè`m A{YH$mè`mbm H$m`m©b` ì`dñWmnH$ åhUVmV.

H$m`m©b`rZ ì`dñWmnH$mMo JwU

(1) ì`pŠVJV JwUY_© : H$m`m©b` ì`dñWmnH$mMr à_wI O~m~Xmar åhUOo H$m`m©b`mVrb
{d{dY H$m_o H$_©Mmè`m§À`m ghH$m`m©Zo H$_rV H$_r IMm©V d n[aUm_H$maH$[aË`m nyU© H$aUo hr AgVo.
{Z`mo{OV C{ÔîQ>m§à_mUo H$m`m©b`rZ H$m_H$mO nyU© H$aÊ`mgmR>r ì`dñWmnH$mÀ`m A§Jr H$mhr JwU Agmdo
bmJVmV. `m§_Ü ò àm_w»`mZo CÎm_ ZoV¥Ëd, em§V ñd^md, _ZmMm _moR>onUm, ñdV:darb {Z §̀ÌU, gm¡OÝ`,
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JwUJ«mhH$Vm, CÎm_ AmH$bZeŠVr d ñ_aUeŠVr, g§KQ>Z-H$m¡eë`, ì`dhmaMmVẁ ©, H$ënH$Vm, AMyH$
{ZU©` KoD$Z Ë`mMr R>m_nUo H$m`©dmhr H$aÊ`mMr j_Vm, XyaÑîQ>r, dŠVeranUm, ghH$m`m©Mr àd¥Îmr,
CËgmh, àm_m{UH$nUm Am{U AmË_{dídmg B. JwUm§Mm g_mdoe hmoVmo. ho gd© JwU à`ËZnyd©H$ A§Jr
OmonmgVm òVmV. `m JwUm§~amo~aM ì`dñWmnH$mZo Amnbr gd© H$m }̀ ì`dpñWVarVrZo nma nmS>Ê`mgmR>r
Amdí`H$ Vr em[aarH$ j_Vm gVV à`Ënyd©H$ {Q>H${dbr nm{hOo.

(2) e¡j{UH$ nmÌVm : H$m`m©b`mVrb H$m_mMm ì`mn d ñdê$n bjmV KoVm H$m`m©b`
ì`dñWmnH$mH$S>o ̀ mo½` Vr e¡j{UH$ nmÌVm AgUo Amdí`H$ AgVo. _moR>çm ì`dgm`g§ñWoÀ`m H$m`m©b`mÀ`m
ì`dñWmnZmMo H$m`© H$ê$ BpÀN>Umar ì`ŠVr hr {H$_mZ dm{UÁ` qH$dm ì`dñWmnZ emIoMr nXdrYa
Agmdr. H$maU, ì`dgm` ì`dñWmnZmMo nwaogo kmZ Agë`m{edm` ì`dñWmnH$mbm H$m`m©b`mMo g§KQ>Z
d ì`dñWmnZ H$m ©̀j_nUo H$aVm òUma Zmhr.

H$m`m©b`mVrb {d{dY H$m`mªMr ì`dñWmnH$mbm _m{hVr Agbr nm{hOo. CXm., O_mIMm©Mr VÎdo,
l_ ~MV H$aUmè`m §̀Ìm§Mr _m{hVr, Ym[aH$m nÕVrMr _m{hVr BË`mXr. VgoM B§J«Or ^mfoda Ë`mMo à ŵËd
Agmdo d ì`dhmamVrb g§̂ mfU d nÌì`dhma `m§_Ü ò B§J«Or ^mfoMm dmna H$aÊ`mMo H$m¡eë` Ë`mÀ`mH$S>o
Agmdo. Aem àH$maMo kmZ d nmÌVm AgUmè`m ì`ŠVrbm ì`dñWmnZmÀ`m joÌmV AmË_{dídmgmZo H$m_
H$aVm òB©b.

(3) AZŵ d : `eñdr H$m`m©b` ì`dñWmnH$ hmoÊ`mgmR>r Ë`m ì`ŠVrbm `moOZm§Mr d YmoaUm§Mr
A§_b~OmdUr H$aÊ`mMm AZŵ d Agbm nm{hOo. {d{dY joÌm§Vrb AZŵ d ì`ŠVrÀ`m ÑîQ>rZo _hÎdmMm
R>aVmo; H$maU Ë`m_wio Ë`m ì`ŠVrbm Amnbo H$m`© H$m`©j_nUo H$aUo eŠ` hmoVo. ì`ŠVrbm EH$mM
g§ñWoVrb OmñV AZŵ d Agob Va VmoXoIrb Cn ẁŠV R>aVmo; H$maU g§ñWoMr g§nyU© _m{hVr Agë`m_wio
Vmo Amnbo àíZ A{YH$ Mm§Jë`m àH$mao gmoS>dy eH$Vmo. WmoS>Š`mV, H$m`m©b` ì`dñWmnH$ åhUyZ EImÚm
ì`ŠVrMr {ZdS> H$aVmZm Ë`m OmJoMo _hÎd, ñWmZ, H$m`} Am{U O~m~Xmè`m `m§Mo kmZ AgUmè`m
ì`ŠVrMr {ZdS> H$aUo `mo½` R>aVo.

(4) ì`mdgm{`H$ AmdS> : H$m`m©b` ì`dñWmnH$ åhUyZ H$m ©̀ H$aUmè`m ì`ŠVrbm _wimVM
ì`dgm`mMr AmdS> Agbr nm{hOo. VgoM Vr ì`ŠVr g§ñWoer Am{U ì`dgm`mer àm_m{UH$ Agbr
nm{hOo. ì`dñWmnZ joÌmV H$m_ H$aUmè`m ì`ŠVtZr gdmªÀ`m {hVmgmR>r g§KQ>Zm ñWmnZ Ho$bobr Agob
Va Ë`m g§KQ>ZoMo g^mgXËd {VZo ñdrH$mabo nm{hOo. VgoM ì`dñWmnZmÀ`m g§X^m©V à{gÕ hmoUmè`m
_m{gH$m§Mr, {Z`VH$m{bH$m§Mm Ë`m ì`ŠVrZo Aä`mg H$aUo Amdí`H$ AgVo. VgoM ì`dñWmnH$ åhUyZ
H$m_ H$aUmar ì`ŠVr ì`dñWmnH$s` {dMmagaUrMm Am{U VÎdàUmbrMm H$m`m©b`rZ H$m_H$mOmV dmna
H$aÊ`mÀ`m ÑîQ>rZo à`ËZerb Agbr nm{hOo.

1.2.9.1 H$m`m©b`rZ ì`dñWmnH$mMr H$m }̀

H$m`m©b` ì`dñWmnH$mda _w»` O~m~Xmar X¡Z§{XZ H$ma^ma gm§^miÊ`mMr AgVo. Ë`mMm
H$m`m©b`mVrb H$_©Mmar, {d^mJ à_wI `m§À`mer amoOMm g§~§Y òVmo. Ë`mbm Or {d{dY H$m_o H$amdr
bmJVmV Vr nwT>rbà_mUo :-

(1) nÌì`dhma : H$m`m©b`mV Amboë`m nÌm§Mo dmMZ H$aUo, Ë`mda H$amd`mÀ`m H¥$Vr~Ôb boIr
AWdm Vm|S>r _mJ©Xe©Z H$aUo. g§ñWoVyZ ~mhoa OmUmè`m nÌm§da ñdmjè`m H$aUo.

(2) OZVmg§nH©$ : H$m`m©b`mV ôQ>rg Amboë`m bmoH$m§er g§dmX gmYUo, Ë`m§Mo H$m_, AS>MUr
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g_OmdyZ KUo, Amboë`m bmoH$m§Zm _mJ©Xe©Z H$aUo d hmVmImbrb bmoH$m§Zm H$m_ H$aÊ`mÀ`m gyMZm XoUo.
(3) Am{W©H$ ì`dhma : g§ñWoV nwîH$igo ì`dhma amoI ñdê$nmMo hmoVmV, YZmXoemMm dmna

H$ê$Z no_|Q> Ho$br OmVmV. H$m`m©b` ì`dñWmnH$bm ì`dhmam§da bj R>odmdo bmJVo. ~±Ho$Vrb ì`dhmamdahr
(n¡go ^aUo/H$mT>Uo) bj R>odmdo bmJVo.

(4) H$m_mMr ì`dñWm : H$m`m©b`mV {d{dY H$m_o Vmo ñdV: H$aV Zgbm Var H$m_m§Mr amoOÀ`m
amoO ì`dñWm H$amdr bmJVo. H$mhr H$_©Mmar aOoda AgVrb Va H$m_o Imoi§~yZ amhÿ Z òV `mH$S>o bj
nwadmdo bmJVo. àg§J AmbmM Va H$mhr H$m_o Ë`mbm ñdV: H$amdr bmJVmV. Ë`mgmR>r Vmo _ZmZo V`ma
Agbm nm{hOo. BVam§Mo H$m_mMo AmoPo H$_r H$aÊ`mg _XV H$amdr bmJVo.

(5) XyaÜdZrMm ñdrH$ma : Ambobo \$moZ ñdrH$maUo, g§̂ mfU H$aUo, nbrH$S>rb ì`ŠVrbm hdr
AgUmar _m{hVr XoUo d Amnbm {ZU©̀  H$i{dUo `m H$m_m§H$S>o Ë`mbm bj Úmdo bmJVo.

(6) YmoaU R>a{dUo - {ZU©` KoUo : X¡Z§{XZ H$m_mÀ`m g§X^m©V Ë`mbm A{YH$mahr {Xbobo
AgVmV. H$m_mVrb AS>MUr VËH$mi Xya H$aÊ`mH$[aVm Ë`mbm {ZU©̀  ¿`mdo bmJVmV, YmoaU R>admdo
bmJVo. àË`oH$ doir _hmì`dñWmnH$ d g§MmbH$ `m§À`mH$S>o Ymd ¿`mdr bmJy Z`o `mgmR>r {Xboë`m
A{YH$mamMm Vmo dmna H$ê$ eH$Vmo. A{YH$ma dmnê$Z Ë`mbm BVam§H$Sy>Z H$m_o H$adyZ ¿`mdr bmJVmV.

ì`dñWmnH$mMr H$mhr H$m_o "àmg§{JH$' ñdê$nmMr AgVmV. (1) BVa g§ñWoVrb A{YH$mè`m§À`m
JmR>r ôQ>r. (2) BVa {R>H$mUr g^m VgoM ~¡R>H$m§Zm CnpñWV amhUo. (3) ì`dgm`mMr _hÎdmMr H$m_o
H$aÊ`mgmR>r emgH$s` H$m`m©b`mV OmUo. Amdí`H$ Vr H$mJXnÌo XoUo, ì`mdgm{`H$ g_ñ`m§Mr MMm©
H$aUo Aer H$m_o "àmg§{JH$ H$m }̀' åhUyZ Ë`mbm H$amdr bmJVmV.

1.2.9.2 H$m`m©b`rZ ì`dñWmnH$mMr H$V©ì ò Am{U O~m~Xmè`m

àË`oH$ H$m`m©b`mÀ`m ñdê$nmZwgma, AmH$ma_mZmZwgma d JaOoZwgma H$m`m©b` ì`dñWmnH$mÀ`m
H$m`m©V ~Xb hmoVmo. na§Vw Ë`mMr à_wI H$V©ì`o d O~m~Xmè`m Am{U _yb^yV H$m`} ~XbV ZmhrV.
gd©gmYmaUnUo H$m`m©b` ì`dñWmnH$mMr H$V©ì ò Am{U O~m~Xmè`m nwT>rbà_mUo gm§JVm òVmV :

(1) Cƒ ì`dñWmnZmg§~Yr H$V©ì ò Am{U O~m~Xmè`m : Cƒ ì`dñWmnH$m§Zm ì`dgm`g§ñWoMr
Ü`o`YmoaUo R>a{dVmZm _XV H$aUo ho H$m`m©b` ì`dñWmnH$mMo à_wI H$V©ì` Amho. VgoM R>a{dboë`m
Ü ò̀ YmoaUm§Mr A§_b~OmdUr H$aUo, A§_b~OmdUr H$arV AgVmZm H$mhr g_ñ`m qH$dm AS>MUr {Z_m©U
Pmë`mg Ë`m§{df`rMr _m{hVr Cƒ ì`dñWmnZmg XoUo hr O~m~Xmar H$m`m©b` ì`dñWmnH$mMr AgVo.
{Z`mo{OV H$m ©̀ nyU© Z hmoUo, H$m ©̀nÕVrV Xmof d H$_©Mmè`m§À`m AS>MUr B. _m{hVr Cƒ ì`dñWmnH$m§Zm
XoUo ho H$m`m©b` ì`ñWmnH$mMo H$V©ì` AgVo.

(2) ì`dñWmnH$s` H$m`m©g§~§Yr H$V©ì`o Am{U O~m~Xmè`m : H$m`m©b` ì`dñWmnH$ hm
H$m`m©b`mMm à_wI Agë`mZo H$m`m©b`mÀ`m ì`dñWmnZmMr O~m~Xmar Ë`mÀ`mdaM AgVo. `m
ì`dñWmnH$s` H$m`m©_Ü ò nwT>rb VrZ H$m`mªMm g_mdoe hmoVmo.

(H$) H$m`m©Mo {Z`moOZ : H$m`m©b` ì`dñWmnH$mbm H$m`m©Mo {Z`moOZ H$amdo bmJVo. H$maU
{Z`moOZmA^mdr H$moUVohr H$m ©̀ ì`dpñWVnUo, H$_rV-H$_r doimV d IMm©V nyU© H$aUo eŠ` hmoV Zmhr.
H$m ©̀{Z`moOZ åhUOo H$moUVo H$m ©̀ H$moUr, Ho$ìhm, H$moR>o d H$em nÕVrZo nyU© H$amd`mMo `mMr emñÌewÕ
nÕVrZo AmIUr H$aUo hmò . H$m`m©b`mVrb H$m_ àm_m{UH$ XOm©Mo ìhmdo d Vo H$m ©̀j_VoZo, H$_rV H$_r
IMm©V nyU© ìhmdo; åhUyZ ì`dñWmnH$mbm `mo½` H$m ©̀nÕVrMm Adb§~ H$amdm bmJVmo; VgoM H$m ©̀àdmhmV
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gmVË` R>odÊ`mMm à`ËZ H$amdm bmJVmo.
(I) àemgZ : H$m`m©b` ì`dñWmnH$mbm H$m`m©b` àemgZmMo H$m_XoIrb nmhmdo bmJVo.

àemgZ åhUOo H$m`m©b`mV CnbãY Agbobo H$_©Mmar Am{U gmYZgm_J«rÀ`m gmhmæ`mZo H$m`m©g§~§Yr
Ho$boë`m `moOZm Am{U AmIbobo doimnÌH$ `m§Mr àË`j H$m`©dmhr H$aUo. àemgZ H$arV AgVmZm
ì`dñWmnH$mbm {d{dY H$V©ì`o nma nmS>mdr bmJVmV. CXm., IMmªda {Z`§ÌU R>odUo, H$m`©àdmhmda
{Z §̀ÌU R>odUo d H$m_mV òUmè`m AS>MUr gmoS>{dUo BË`mXr.

(J) H$_©Mmar ì`dñWmnZ : H$moUË`mhr ì`dgm`g§ñWoMr H$m`©j_Vm Ë`m ì`dgm`g§ñWoVrb
H$_©Mmè`m§À`m H$m ©̀j_Voda Adb§~yZ AgVo. H$_©Mmè`m§Mr H$m ©̀j_Vm åhUOoM H$m`m©b`mMr H$m ©̀j_Vm
hmò . åhUyZ H$_©Mmè`m§Mr H$m ©̀j_Vm dmT>ë`m{edm` H$m`m©b`rZ H$m ©̀j_Vm dmT>{dUo eŠ` hmoV Zmhr.
H$_©Mmè`m§Mr H$m ©̀j_Vm dmT>{dÊ`mgmR>r hr H$m ©̀j_Vm Á`m-Á`m KQ>H$m§da Adb§~yZ AgVo Ë`m gd©
KQ>H$m§Mo `mo½` àH$mao ì`dñWmnZ H$aUo Amdí`H$ AgVo. åhUOoM H$_©Mmar ì`dñWmnZ Amdí`H$
AgVo. H$_©Mmar ì`dñWmnZmV H$_©Mmè`m§Mr {ZdS> d ^aVr emñÌewÕ nÕVrZo H$aUo, Ë`m§À`m ~T>Ë`m d
~Xë`m `m§{df`r `mo½` YmoaU am~{dUo, Ë`m§À`m à{ejUmMr gmò  H$aUo, doVZ, ~moZg d BVa gw{dYm§~m~V
VaVyX H$aUo B. ~m~tMm g_mdoe hmoVmo. `m gd© ~m~r ì`dpñWVarË`m nyU© H$aÊ`mMr O~m~Xmar H$m`m©b`
ì`dñWmnH$mda AgVo.

(3) X¡Z§{XZ H$m`m©g§~§Yr H$V©ì ò Am{U O~m~Xmè`m : H$m`m©b` ì`dñWmnH$mbm H$m`m©b`mVrb
X¡Z§{XZ H$m_H$mOmda {Z`§ÌU R>odmdo bmJVo. H$mhr doiog H$mhr H$m`} Ë`mbm ñdV: H$amdr bmJVmV.
X¡Z§{XZ H$m`m©_Ü ò àm_w»`mZo nÌì`dhma nmhUo, H$mJXnÌo gm§̂ miUo, _hÎdmÀ`m Zm|Xr Zm|XdhrV H$aUo,
H$mJXnÌo Ym[aH$m~Õ H$aUo B. H$m`mªMm g_mdoe hmoVmo. H$m`m©b` ì`dñWmnH$mbm H$m`m©b` H$V©ì`mMr
O~m~Xmar Q>miVm òV Zmhr, H$maU Vmo H$m`m©b`mMm à_wI AgVmo.

(4) H$_©Mmè`m§g§~§YrMr H$V©ì ò Am{U O~m~Xmè`m : H$m`m©b` ì`dñWmnH$ hm Cƒ ì`dñWmnZ
Am{U H$_©Mmar ̀ m§À`m_Yrb Xwdm AgVmo. H$_©Mmè`m§Zr Ho$boë`m H$m`mªMo _yë`_mnZ H$aUo, Ë`m§Zm _mJ©Xe©Z
H$aUo hr ì`dñWmnH$mMr O~m~Xmar AgVo, Va Amnë`m hmVmImbr H$m_ H$aUmè`m H$_©Mmè`m§Mo JwU d
nmÌVm bjmV KoD$Z Ë`m§À`m ~T>VrgmR>r qH$dm doVZdmT>rgmR>r Cƒ ì`dñWmnZmH$S>o {e\$mag H$aUo ho
ì`dñWmnH$mMo H$V©ì` AgVo.

(5) g§KQ>Zog§~§Yr H$V©ì ò Am{U O~m~Xmè`m : H$m`m©b` ì`dñWmnH$ hm H$m`m©b` {d^mJmMm
à_wI AgVmo. BVa {d^mJm§à_mUoM H$m`m©b` {d^mJmH$Sy>Z g§KQ>ZoÀ`m H$mhr Anojm AgVmV. Ë`m Anojm
nyU© H$aÊ`mMr O~m~Xmar H$m`m©b` ì`dñWmnH$mMr AgVo. g§KQ>Zog§~§YrMr H$V©ì ò Am{U O~m~Xmè`m
nwT>rbà_mUo :

(H$) H$m`m©b`rZ godm : ì`dgm`g§ñWoMr C{ÔîQ>o gmÜ` H$aÊ`mgmR>r {d{dY {d^mJ {Z_m©U
Ho$bobo AgVmV. `m gd© {d^mJm§Zm H$m`m©b`rZ godm§Mr Amdí`H$Vm AgVo. {d{dY {d^mJm§Zm Ë`m§Mr
H$m`} H$m`©j_VoZo nyU© H$aVm `mdrV åhUyZ Amdí`H$ Ë`m godm nwa{dÊ`mMr O~m~Xmar H$m`m©b`
ì`dñWmnH$mMr AgVo.

(I) ~mø g§nH©$ : ì`dgm`g§ñWoMm ~mø OJmer hmoUmam g§nH©$ H$m`m©b`m_m\©$VM gmYbm OmVmo
Am{U ̀ mMr O~m~Xmar H$m`m©b` ì`dñWmnH$mda AgVo. g§ñWoMr ~mhoarb OJmVrb nV qH$dm Zmdbm¡{H$H$
ho H$m`m©b` Á`m àH$mao ~mhoarb OJmer g§nH©$ àñWm{nV H$aVo Ë`mda Adb§~yZ AgVo.

(J) H$m`©j_Vm : H$m`m©b`mV H$m`©j_Vm {Z_m©U H$aUo ho H$m`m©b` ì`dñWmnH$mMo H$V©ì`
AgVo. Aer H$m ©̀j_Vm {Z_m©U H$aÊ`mgmR>r H$m`m©b`mV emñÌr` ì`dñWmnZmMm Adb§~ H$aUo Amdí`H$
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AgVo. emñÌr` ì`dñWmnZmÀ`m gmhmæ`mZo l_, doi Am{U n¡gm `m§Mr ~MV H$ê$Z H$m`m©b`mVrb H$m_
OmñVrV OmñV H$m ©̀j_VoZo Am{U XO}Xma H$go H$aVm òB©b `mgmR>r gVV à`ËZ H$amdo bmJVmV.

1.3 n[a^m{fH$ eãX

      g§kmnZ (Communication) - g§XoedhZ

 1.4 ñd §̀ AÜ``Z àíZ

àíZ 1 : AmYw{ZH$ H$m`m©b`mMr C{ÔîQ>o WmoS>Š`mV ñnîQ> H$am?
........................................................................................................
........................................................................................................
........................................................................................................
àíZ 2 : H$m`m©b`rZ ì`dñWmnZ ñnîQ> H$am?
........................................................................................................
........................................................................................................
........................................................................................................

àíZ 3 : H$m`m©b`rZ ì`dñWmnZmMo ñdê$n {deX> H$am?
........................................................................................................
........................................................................................................
........................................................................................................
àíZ 4 : H$m`m©b`rZ ì`dñWmnH$mMo JwU ñnîQ> H$am?
........................................................................................................
........................................................................................................
........................................................................................................

àíZ 5 : H$m`m©b`rZ ì`dñWmnH$mMr H$m }̀ ñnîQ> H$am?
........................................................................................................
........................................................................................................
........................................................................................................

 1.5 gmam§e
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AmYw{ZH$ H$mimV H$m`m©b`mg {deof _hÎd àmßV Pmbobo Amho. H$m`m©b`m_Ü`o H$mJXnÌm§er
g§~§{YV Am{U boIr ñdê$nmMo H$m ©̀ Ho$bo OmVo. Ë`mÀ`m Zm|Xr gwÕm R>odmì`m bmJVmV. H$m`m©b` ì`dñWmnZ
hm ì`dñWmnZmMm EH$ ̂ mJ Amho. H$m`m©b`rZ ì`dñWmnZmV {d{dY H$m }̀ nma nmS>mdr bmJVmV. H$m`m©b`
ì`dñWmnH$mH$S>o H$m`m©b`mMr gd© O~m~Xmar gmon{dbr OmVo. H$m`m©b` ì`dñWmnH$mH$S>o ì`mnH$ AZŵ d
d kmZmMr Amdí`H$ AgVo. {d{dY JwUm§À`m AmYmao H$m`m©b` ì`dñWmnH$ H$m`m©b`mMr H$m }̀ nyU© H$aV
AgVmo. H$m`m©b`rZ ì`dñWmnH$mÀ`m O~m~Xmè`m d H$V©ì ò {dMmamV KoVm Vmo H$m`m©b`rZ ì`dñWmnZmMm
_hÎdmMm Xwdm Amho ho bjmV òVo.

1.6 gamdmgmR>r ñdmÜ`m`

àíZ 1 : H$m`m©b` åhUOo H$m`? AmYw{ZH$ H$m`m©b`mMo _hÎd ñnîQ> H$am?
àíZ 2 : AmYw{ZH$ H$m`m©b`mMr H$m }̀ g{dñVa dU©Z H$am?
àíZ 3 : H$m`m©b`rZ ì`dñWmnZmMo KQ>H$ ñnîQ> H$am?
àíZ 4 : H$m`m©b`rZ ì`dñWmnZmMo H$m }̀ {deX H$am?
àíZ 5 : H$m`m©b`rZ ì`dñWmnH$mMr H$V©ì ò Am{U O~m~Xmè`m ñnîQ> H$am?

1.7 A{YH$ dmMZmgmR>r nwñVHo$
KQ>H$ 8 à_mUo d

bmohma, A{Zb Am{U H$moR>mar, àH$me (2009) H$m`m©b` ì`dñWmnZ, OiJm§d, àem§V npãbHo$eZ.
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KQ>H$ 2

H$m`m©b`mMo ñWmZ, aMZm Am{U dmVmdaU
Office Location, Lay-out and Environment

AZwH«$_{UH$m

2.0 C{ÔîQ>o
2.1 àñVmdZm
2.2 {df` {ddoMZ

2.2.1 H$m`m©b`rZ ñWmZ
2.2.2 H$m`m©b`mÀ`m ñWmZmMo _hÎd
2.2.3 H$m`m©b`mÀ`m ñWmZmMo VÎdo
2.2.4 H$m`m©b`rZ aMZm
2.2.5 H$m`m©b`rZ aMZoMo CÔoe
2.2.6 H$m`m©b`rZ aMZoMr _wb ŷV VÎdo
2.2.7 H$m`m©b`mÀ`m aMZoVrb AmYw{ZH$ àdmh
2.2.8 H$m`m©b`rZ dmVmdaU
2.2.9. H$m`m©b` dmVmdaUmVrb _hÎdnyU© KQ>H$

2.3 n[a^m{fH$ eãX
2.4 ñd §̀ AÜ``Z àíZ
2.5 gmam§e
2.6 gamdmgmR>r ñdmÜ`m`
2.7 A{YH$ dmMZmgmR>r nwñVHo$
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2.0 C{ÔîQ>o

`m KQ>H$mÀ`m AÜ``ZmZ§Va
* H$m`m©b`mÀ`m ñWmZmMo dU©Z H$aVm òB©b.
* H$m`m©b`mÀ`m ñWmZmMo _hÎd Z_yX H$aVm òB©b.
* H$m`m©b`mÀ`m ñWmZmMo VÎdo ñnîQ> H$aVm òB©b.
* H$m`m©b`rZ aMZoMr _m{hVr XoVm òB©b.
* H$m`m©b`rZ aMZoMo CÔoe d _wb ŷV VÎdo {deX H$aVm òB©b.
* H$m`m©b`rZ dmVmdaUmMo dU©Z H$aVm òB©b.

2.1 àñVmdZm

H$m`m©b`rZ H$m }̀ H$m ©̀j_VoZo d n[aUm_H$maH$ arVrZo nyU© ìhmdrV ho H$m`m©b`mMo C{ÔîQ> AgVo.
na§Vw ho C{ÔîQ> gmÜ` H$aÊ`mgmR>r AZoH$ JmoîQ>tMr Amdí`H$Vm AgVo. à{e{jV H$_©Mmar, H$m_m§Mo `moo½`
dmQ>n, à^mdr _mJ©Xe©Z, XO}Xma gmYZgm_J«r H$m`m©b`mMr OmJm d VoWrb dmVmdaU `m gd© KQ>H$m§Mm
{dMma H$aUo ì`dñWmnH$mÀ`m ÑîQ>jZo _hÎdmMo AgVo. Oa H$m`m©b`mVrb dmVmdaU à{VHy$b Agob Va
`mo½` H$_©Mmar dJ© AgyZXoIrb Ë`m§À`mH$Sy>Z Mm§Jë`m àH$mao H$m_ H$ê$Z KoVm ̀ oV Zmhr. Ë`m_wio H$m`m©b`mMo
ñWmZ Am{U VoWrb ^m¡{VH$ n[apñWVr `mMm Aä`mg H$aUo Amdí`H$ R>aVo.

2.2 {df` {ddoMZ

2.2.1  H$m`m©b`rZ ñWmZ
H$m`m©b`mMr ñWmnZm Á`m {R>H$mUr H$amd`mMr AgVo qH$dm Ho$bobr AgVo Ë`m OmJobm H$m`m©b`mMo

ñWmZ Ago åhUVmV. H$m`m©b`mV {d{dY ^mJ H$m ©̀aV AgVmV. `m gd© {d^mJm§Zm _m{hVr d godm `m
H$m`m©b`m_m\©$VM nwa{dÊ`mV òVmV Ë`mgmR>r Vmo g_Ýd` gmYVm òB©b.

2.2.2  H$m`m©b`mÀ`m ñWmZmMo _hÎd

H$m`m©b`mMr ñWmnZm Á`m {R>H$mUr H$amd`mMr AgVo qH$dm Ho$bobr AgVo Ë`m {R>H$mUmbm/OmJobm
H$m`m©b`mMo ñWmZ Ago åhUVmV. ì`dgm`g§ñWoÀ`m {d{dY {d^mJm§Zm _m{hVr d BVa godm nwa{dUmam
{d^mJ åhUyZ H$m`m©b`mÀ`m ñWmZ{ZpíMVrMm qH$dm OmJoÀ`m {ZdS>rMm àíZ _hÎdmMm AgVmo. H$moUVmhr
ì`dgm` `eñdr hmoÊ`mgmR>r H$_©Mmè`m§Mr H$m`©j_Vm OodT>r _hÎdmMr AgVo VodT>rM H$m`m©b`mMr
OmJmXoIrb _hÎdmMr AgVo. H$m`m©b`mÀ`m OmJobm/ñWmZ{ZpíMVrbm _hÎd àmßV hmoÊ`mMr {d{dY
H$maUo Imbrbà_mUo gm§JVm òVmV :

 (1) H$m_mVrb AS>Wio : H$m`m©b`mMo ñWmZ Oa AmdmO, JS>~S> d Jm|Yi Agboë`m {R>H$mUr
Agob Va H$m`m©b`rZ H$_©Mmè`m§Zm Amnë`m H$m_mda bj H|${ÐV H$aVm òUma Zmhr Ë`m_wio H$m_m_Ü ò
AS>Wio {Z_m©U hmoVmV.

 (2) CËgmhdY©H$ dmVmdaU : H$m`m©b`m_Ü ò ~wÕrMo Am{U gVV VoM-VoM H$m_ MmbVo. Ago
H$m_ H$aVmZm H$m`m©b`mVrb dmVmdaU CËgmhdY©H$ AgUo Amdí`H$ AgVo. Oa dmVmdaU `mo½` d
CËgmdY©H$ Zgob Va H$_©Mmè`m§Mr H$m ©̀j_Vm H$_r hmoB©b.
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 (3) n[aga : H$m`m©b`rZ H$_©Mmè`m§Zm ~hþVm§e doi H$m`m©b`mÀ`m n[agamVM Kmbdmdm bmJVmo;
Ë`m_wio hm n[aga àgÝZ, em§V d Amamo½`Xm`r AgUo Amdí`H$ AgVo. AÝ`Wm H$_©Mmè`m§À`m ñdmñÏ`mda
Ë`mMm à{VHy$b n[aUm_ hmoVmo.

 (4) dmVmdaU : H$m`m©b`mÀ`m {R>H$mUr A`mo½` dmVmdaU Agob Va H$_©Mmè`m§_Yrb nañnag§~§Y
gbmo»`mMo  amhV ZmhrV.

 (5) doioMm Anì`` : H$m`m©b`mÀ`m A`mo½` ñWmZm_wio AZmdí`H$ H$m_m_Ü ò H$_©Mmè`m§À`m
doioMm Anì`` hmoVmo.

 (6) ñWmZ : H$m`m©b`mÀ`m A`mo½` ñWmZm_wio A{YH$mar dJm©Vrb _V ôX dmT>Ê`mMr eŠ`Vm
AgVo.

 gmam§e, H$m`m©b`mÀ`m ñWmZmMm d n[agamMm H$m ©̀j_Voer OdiMm g§~§Y Agë`mZo H$m`m©b`mÀ`m
ñWmZmg _hÎd àmßV Pmbobo {XgyZ òVo.
2.2.3 H$m`m©b`rZ ñWmZmMr VÎdo

àË òH$ ì`dgm`g§ñWobm Amnë`m JaOm Am{U ì`dgm`mMo ñdê$n bjmV KoD$Z H$m`m©b`mMo ñWmZ
{ZpíMV H$amdo bmJVo. VgoM ñWmZ {ZpíMV H$aVmZm ^{dî`H$mimV ì`dgm`mMm hmoUmam {dH$mg d
{dñVma {dMmamV ¿`mdm bmJVmo. gd©gmYmaUnUo H$m`m©b`mgmR>r OmJoMr/ñWmZmMr {ZpíMVr H$aVmZm
Imbrb VÎdo {dMmamV KoUo `mo½` R>aVo.

(1) J«mhH$m§Mr gmò  : H$m`m©b`mgmR>r OmJm {ZdS>VmZm Vr J«mhH$m§Zm gmoB©Mr Agob Aem {R>H$mUr
{ZdS>mdr. H$maU J«mhH$m§Zm H$m`m©b`mer {d{dY H$maUm§Zr g§nH©$ gmYmdm bmJVmo. J«mhH$m§À`m ÑîQ>rZo
H$m`m©b`mÀ`m OmJoMm {dMma H$aVm H$m`m©b`mMr OmJm hr bmoH$dñVrnmgyZ \$ma Xya qH$dm ehamÀ`m
H$moUË`m Var EImÚm An[a{MV H$monè`mV Agy Z ò. dñVrÀ`m _Ü`^mJr qH$dm _w»` _mJm©da H$m`m©b`mgmR>r
OmJm {ZdS>Uo `mo½` R>aVo.

 (2) dmhVwH$sMr gmò  : H$m ©̀b`mgmR>r OmJoMr {ZdS> H$aVmZm dmhVyH$ ì`dñWoMmXoIrb {dMma
H$amdm bmJVmo. åhUOoM Á`m {R>H$mUr dmhVwH$sÀ`m gd© gmoB© CnbãY AmhoV Aem {R>H$mUr H$m`m©b`
Agmdo. Ë`m_wio H$m`m©b`rZ H$_©Mmar d BVa g§~§{YV ì`ŠVr H$_rV-H$_r IMm©V d doioV H$m`m©b`mV
nmohMy eH$Vrb.

 (3) Amdí`H$ godm§Mr CnbãYVm : H$m`m©b`mH$[aVm OmJoMr {ZdS> H$aVmZm Ë`m n[agamV
dmhVwH$sÀ`m gmoB©, ~±H$m, Q>nmb d Vma H$m`m©b` d {d_m H§$nÝ`m B. g§ñWm§À`m godm CnbãY AmhoV
qH$dm ZmhrV `mMm {dMma H$aUo Amdí`H$ AgVo. H$maU `m gd© g§ñWm§À`m godm§_wio H$m`m©b`rZ H$m_mg
JVr {_iVo d H$m`m©b`rZ H$m_H$mO H$m ©̀j_VoZo nyU© hmoÊ`mg _XV hmoVo. åhUyZ H$m`m©b`mMr OmJm hr
{d{dY godm nwa{dUmè`m g§ñWm§À`m Odi VgoM Á`m-Á`m g§ñWm§er, gaH$mar qH$dm ImgJr H$m`m©b`mer
X¡Z§{XZ g§~§Y R>odUo Amdí`H$ Amho Aem g§ñWm§À`m Odi Agmdr.

 (4) gwa{jVVm : H$m`m©b`mMr OmJm {ZpíMV H$aVmZm gwa{jVVoMmXoIrb {dMma H$amdm bmJVmo.
Mmoa, S>mHy$ d g_mOH§$Q>H$mMm dmda AgUmar OmJm H$m`m©b`mgmR>r `mo½` ZgVo. H$maU _hÎdnyU© d
A_yë` Aer H$mJXnÌo H$m`m©b`mV AgVmV. H$m`m©b`mVrb H$moUË`mhr H$mJXnÌmMr Mmoar, Anhma
hmoUma Zmhr qH$dm hmoD$ eH$Uma Zmhr Aer OmJm H$m`m©b`mgmR>r {ZdS>Uo `mo½` R>aVo.

(5) `mo½` n[aga : H$m`m©Mr OmJm Á`m n[agamV {ZdS>md`mMr Amho Vmo n[aga em§V d aå`
Agmdm, H$maU Aem dmVmdaUmV H$_©Mmar A{YH$ H$m ©̀j_VoZo H$m_ H$ê$ eH$VmV.

(6) CËnmXZ H|$ÐmMo gm{ÞÜ` : Á`m g§ñWm CËnmXZmMo H$m`© H$arV AgVmV Ë`m g§ñWm§Mo
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H$m`m©b` ho CËnmXZ H|$ÐmÀ`m B_maVrV qH$dm Odinmg Agmdo. CËnmXZ H|$ÐmVrb H$_©Mmar, H$m`m©b`mVrb
H$_©Mmar d A{YH$mar `m§Zm {d{dY àH$maÀ`m godm ghOnUo CnbãY ìhmì`mV åhUyZ H$m`m©b`mMr OmJm
CËnmXZ H|$ÐmOdi Agmdr.

(7) H$_©Mmè`m§Mr CnbãYVm : _moR>çm H$m`m©b`m§_Ü`o {d{dY àH$maMr H$m_o H$aÊ`mgmR>r
{Za{Zamir H$m¡eë ò AmË_gmV Ho$bobo H$_©Mmar bmJVmV. CXm., bKw{b{nH$, Q>§H$boIH$, amoInmb d
g§JUH$ H$m ©̀H«$_ B. Ago H$_©Mmar Á`m {R>H$mUr CnbãY hmoD$ eH$Vrb VoWo H$m`m©b`mMo ñWmZ {ZpíMV
H$aUo `mo½` R>aVo.

(8) à{gÕr _yë` : H$m`m©b`mMr OmJm {ZpíMV H$aVmZm Ë`m OmJoÀ`m qH$dm B_maVrÀ`m à{gÕr
_yë`mMm {dMma H$amdm bmJVmo. H$m`m©b`mMr OmJm qH$dm B_maV MQ>H$Z bjmV òÊ`mgmaIr d bmoH$m§Mo
bj AmH$f©yZ KoUmar Agmdr. gd©gmYeaUnUo Mm¡H$mVrb B_maV, ~gñQ>m°n VgoM aoëdo ñQ>oeZg_moarb
B_maVtZm à{gÕr_yë` A{YH$ AgVo.

(9) àmW{_H$ gmoB© : H$m`m©b`mgmR>r OmJoMr {ZdS> H$aVmZm Ë`m {R>H$mUr ñdÀN>Vm J¥h, àgmYZ
H$j, Aënmonmhma J¥h VgoM {nÊ`mÀ`m nmÊ`mMr gmò  B. àmW{_H$ ñdê$nmÀ`m gmoB© CnbãY Agmì`mV.

2.2.4 H$m`m©b`rZ aMZm

ì`dgm`g§ñWoMr {Z`mo{OV C{ÔîQ>o nma nmS>Ê`mgmR>r H$m`m©b`mH$Sy>Z {d{dY H$m }̀ Ho$br OmVmV. hr
H$m }̀ H$aÊ`mgmR>r {d{dY {d^mJ {Z_m©U Ho$bo OmVmV. ̀ m {d^mJm§Mr H$m }̀ nañnam§er g§~§{YV d nañnamdb§~r
AgVmV. Ë`m_wio B_maVrV {d^mJm§Mr aMZm Aem àH$mao H$aÊ`mV `mdr H$s OoUoH$ê$Z,

1) {d{dY {d^mJm§À`m H$m`mªV g_Ýd` gmYVm òB©b.
2) X¡Z§{XZ H$m ©̀àdmhmV gmVË` amhrb.
3) H$m`m©b`mVrb gd© H$m`mªMo n`©dojU d {Z`§ÌU H$aUo ghO eŠ` hmoB©b. H$m`m©b`mVrb

A§VJ©V aMZm R>a{dUo ho EH$ _hÎdmMo H$m_ Amho.

ì`m»`m

{bQ>b \$sëS> `m§À`m _Vo ""H$m`m©b`rZ gmYZgm_J«rMr CnbãY OmJoV Ho$bobr _m§S>Ur/ì`dñWm
åhUOo H$m`m©b`mVrb A§VJ©V aMZm hmò .''

{hŠg Am{U ßbog> `m§À`m _Vo ""H$m`m©b`mVrb H$_©Mmar, H$m ©̀nÕVr, \${Z©Ma §̀Ìgm_J«r Am{U
BVa gmYZo `m§Mm OmñVrV OmñV H$m`©j_VoZo Cn`moJ H$ê$Z KoÊ`mgmR>r H$m`m©b`mVrb OmJoV {Z_m©U
Ho$bobr ì`dñWm åhUOo H$m`m©b`mVrb A§VJ©V aMZm hmò .''

* Om°O© Q>oar `m§À`m _Vo ""H$maHw$Zr H$m_ H$aÊ`mgmR>r Amdí`H$ AgUmar OmJm d `m OmJoMm nwaonya
dmna gy{MV H$aUmar {H$_mZ {H$_VrV Ho$bobr ì`dñWm åhUOo A§VJ©V aMZm hmò .''

2.2.5 H$m`m©b`rZ aMZoMo CÔoe

H$m`m©b`mVrb A§VJ©V aMZoMo CÔoe Imbrbà_mUo gm§JVm òVmV.
(1) H$m`m©b`mVrb CnbãY OmJoMm OmñVrV OmñV Cn`moJ H$ê$Z KoUo.
(2) H$_rV H$_r IMm©V n ©̀dojUmMo H$m ©̀ A{YH$ à^mdrnUo H$aUo.
(3) H$_©Mmè`m§Zm H$m_ H$arV AgVmZm Amdí`H$ AgUmè`m hmbMmbr ghOnUo H$aVm `mì`mV

åhUyZ Amdí`H$ VodT>r _moH$ir OmJm gmoS>Uo.
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(4) H$_©Mmè`m§H$Sy>Z OmñVrV OmñV H$m ©̀j_VoZo H$m }̀ H$ê$Z KoVm ̀ mdrV ̀ m ÑîQ>rZo ̀ mo½` dmVmdaU
CnbãY H$aUo.

(5) JmonZr` ñdê$nmMo H$m_ H$aUmè`m H$_©Mmè`m§Zm ñdV§Ì OmJoMr ì`dñWm H$aUo.
(6) H$m`m©b`rZ H$m_H$mOmÀ`m {d^mJrH$aUmgmR>r Amdí`H$ Vr ì`dñWm CnbãY H$ê$Z XoUo.
(7) H$m`m©b`rZ H$m ©̀àdmhmV gmVË` amhrb Aer ì`dñWm H$aUo.
(8) H$m`m©b`rZ H$m_H$mOmV ~mhoarb d A§VJ©V hñVjon hmoUma Zmhr `mMr XIb KoUo.
(9) Amdí`H$VoZwgma A§VJ©V aMZoV \o$a~Xb ghOnUo H$aVm `mdoV BVnV bdMrH$Vm R>odUo.
(10) A§VJ©V g§kmnZmMr ì`dñWm H$m ©̀j_ ~Z{dUo.
(11) H$m`m©b`rZ H$_©Mmar d gmYZgm_J«r `m§À`m gwa{jVVoMr ì`dñWm H$aUo.
(12) H$m`m©b`mMm ^{dî`H$mbrZ {dñVma bjmV KoD$Z A§VJ©V aMZm H$aUo.
(13) H$m`m©b`mV `oUmè`m ~mø ì`ŠVtda Am{U J«mhH$m§da AZwHy$b N>mn nS>ob Aer A§VJ©V

aMZm H$aUo.
(14) AmdmO d Jm|JmQ> `m§Zm Amim ~g{dUo.
(15) A{YH$mar dJm©bm Amdí`H$ AgUmam {Zdm§VnUm CnbãY H$ê$Z XoUo.

2.2.6 H$m`m©b`mÀ`m aMZoMr _yb ŷV VÎdo

H$m`m©b`mMr A§VJ©V _m§S>Ur AmXe© qH$dm g_mYmZH$maH$ hmoÊ`mgmR>r Imbrb VÎdo qH$dm KQ>H$
{dMmamV ¿`mdo bmJVmV :

(1) _wŠV hmbMmb d AdbmoH$ZmMo VÎd : H$m`m©b`mVrb H$_©Mmar dJm©g Amnë`m hmbMmbr
_wŠVnUo H$aVm òVrb d BVa {d^mJm§V Vo {dZm-AS>Wim OmD$ eH$Vrb Aer A§VJ©V aMZm Agbr
nm{hOo. VgoM H$_©Mmè`m§À`m H$m`m©da XoIaoI R>odUmè`m A{YH$mè`mg ghOVoZo XoIaoI R>odVm Ambr
nm{hOo Aer ì`dñWm Agmdr.

(2) OmJoMm `mo½` dmna : H$m`m©b`mgmR>r CnbãY Agboë`m OmJoMm OmñVrV OmñV Mm§Jë`m
àH$mao Cn`moJ H$aVmZm H$_©Mmè`m§Zm, §̀Ìgm_J«r Am{U CnH$aUm§gmR>r nwaoer OmJm CnbãY hmoD$ eHo$b
Aem nÕVrZo A§VJ©V aMZm Ho$br nm{hOo. H$m`m©b`mVrb àË òH$ H$_©Mmè`mbm bmJUmar OmJm, (H$)
Ë`mÀ`m H$m_m§Mo ñdê$n, (I) Ë`mÀ`m Q>o~bmMm AmH$ma d Vmo dmnaV Agbobr BVa gmYZo, (J)
Ym[aH$m, ñQ>oeZargmR>r bmJUmar OmJm, (K) _moH$ù`m hmbMmbtgmR>r bmJUmar OmJm, (M) {IS>Š`m§À`m
OmJm, Im§~ d Xmao `m§Zr AS>bobr OmJm, (N>) A{YH$mè`m§À`m Ho${~ÝggmR>r bmJUmar OmJm, (O) BVa
gw{dYm§gmR>r bmJUmar OmJm BË`mXr KQ>H$m§da Adb§~yZ AgVo.

(3) n`©dojUmMo VÎd : H$m`m©b`mVrb {d{dY H$_©Mmè`m§À`m H$m`m©da {Z`§ÌU R>odÊ`mMo
n ©̀dojH$m§da gmon{dbobo H$m_ Ë`m§Zm à^mdrnUo nma nmS>Vm òB©b Aer A§VJ©V aMZm Agbr nm{hOo.

(4) g_VmobmMo VÎd> : H$m`m©b`mMr A§VJ©V aMZm ì`dgm`mMr Am{W©H$ pñWVr, H$m_mMo ñdê$n,
ì`dgm`mMo ñdê$n, A{YH$mar d H$_©Mmè`m§Mr g§»`m, H$m`m©b`mVrb {d{dY {d^mJm§À`m g§ñWm BË`mXt_Ü ò
g_Vmob gmYUmar Agmdr.

(5) Cn`mo{JVoMo VÎd : H$m`m©b`mVrb CnbãY OmJoMm OmñVrV OmñV Cn`moJ H$ê$Z KoÊ`mÀ`m
ÑîQ>rZo A§VJ©V aMZm Ho$br nm{hOo. H$moUVrhr OmJm [aH$m_r nSy>Z amhUma Zmhr `m ÑîQ>rZo aMZm H$amdr;
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H$maU B_maVrÀ`m ~m§YH$m_mgmR>r IM© Ho$bobm AgVmo qH$dm B_maV ^mS>çmZo KoVbobr Agë`mg àË òH$
B §Mmg ^mS> o  Úmd o bmJVo. åhUyZ OmJ oMm OmñVrV OmñV Cn`m oJ H$ê$Z
KoVbm nm{hOo.

(6) CnH$aUm§À`m `mo½` ñWmZmMo _hÎd : AmYw{ZH$ H$m`m©b`m_Ü ò {d{dY àH$maMr CnH$aUo
dmnabr OmVmV. Aer CnH$aUo d gmYZgm_J«r `mo½` {R>H$mUr R>odUo _hÎdmMo AgVo. Oa CnH$aUo `mo½`
{R>H$mUr R>odbr ZmhrV Va Ë`m§Mm Cn`moJ H$aVmZm doioMm Anì`` hmoB©b d H$_©Mmè`m§Zm Ìmg hmoB©b.
n[aUm_V: BVam§À`m H$m_mV ì`Ë`` òB©b.

(7) _m§S>UrMo VÎd : H$m`m©b`m_Ü ò H$_©Mmè`m§À`m H$m_mÀ`m ñdê$nmZwgma d XOm©Zwgma Ë`m§Zm
\${Z©Ma CnbãY H$ê$Z Úmdo bmJVo. CXm., Q>o~b, IwÀ`m© d Ab_mè`m BË`mXr. `m gd© dñVy§Mr _m§S>Ur
A§VJ©V aMZoÀ`m AmamIS>çmZwgma Ho$br nm{hOo.

(8) H$m ©̀àdmhmMo VÎd : H$m`m©b`mVrb A§VJ©V aMZm H$aVmZm H$m ©̀àdmhmMm {dMma H$amdm
bmJVmo. Ë`mgmR>r H$m`©àdmh, Ë`mVrb {d{dY Q>ßno d Ë`m§Mr {Xem B. JmoîQ>r H$miOrnyd©H$ R>admì`m
bmJVmV. H$m ©̀àdmh gai, dVw©iH$ma qH$dm {ÌH$moUr Agy eH$Vmo. A§VJ©V aMZm H$m ©̀àdmh {dMmamV
KoD$Z Ho$ë`mg H$m ©̀àdmhmV gmVË` amhVo d H$m`m©b`mVrb H$m_o doioV nyU© hmoVmV.

(9) àH$memMo VÎd : H$m`m©b`mV H$_©Mmar Á`m {R>H$mUr H$m_ H$aVmV Ë`m {R>H$mUr ^anya
Z¡g{J©H$ àH$me CnbãY hmoB©b Aer A§VJ©V aMZm Agmdr. Á`m {R>H$mUr Z¡g{J©H$ àH$me H$_r AgVmo
Ë`m {R>H$mUr {dOoÀ`m {Xì`mÀ`m _mÜ`_mVyZ Amdí`H$ VodT>m àH$me CnbãY H$ê$Z XoÊ`mMr ì`dñWm
Agmdr.

(10) Am§Va{d^mJr` g§~§Ym§Mo VÎd : H$m`m©b`mVrb {d{dY {d^mJm§À`m H$m`mª_Yrb
nañnag§~§Ym§Mm {dMma H$ê$Z Ë`m§À`m OmJm {ZpíMV H$aÊ`mV `mì`mV. Á`m {d^mJm§Mm nañnag§~§Y
K{ZîR> Amho Vo {d^mJ EH$ Xwgè`mbm OmoSy>Z AgmdoV, Va Á`m {d^mJm§Mm g§~§Y gd© {d^mJm§er AgVmo
Agm {d^mJ H$m`m©b`mÀ`m _Ü`dVu {R>H$mUr Agmdm Am{U Á`m {d^mJm§Mm g§~§Y ~mhoarb ì`ŠVter/
bmoH$m§er ̀ oVmo. CXm., {dH«$s {d^mJ, ñdmJVH$j BË`mXr. Vo {d^mJ H$m`m©b`mÀ`m àdoeÛmamOdi AgmdoV.
Á`m {d^mJmV AmdmO H$aUmè`m §̀Ìm§Mm/CnH$aUm§Mm dmna H$aÊ`mV òVmo Ago {d^mJ BVa {d^mJm§nmgyZ
Xya AgmdoV. _mÌ àË òH$ {d^mJmÀ`m {dñVmgamgmR>r dmd Agmdm.

(11) bdMrH$VoMo VÎd : H$m`m©b`mMr A§VJ©V aMZm bdMrH$ Agmdr. åhUOoM Amdí`H$VoZwgma
aMZoV ~Xb H$aVm Ambo nm{hOoV. ^{dî`H$mimV H$m`m©b`mMm hmoUmam {dñVma bjmV KoD$Z OmñVrV
OmñV H$_©Mmar Á`m OmJoV H$m_ H$ê$ eH$Vrb Aer A§VJ©V aMZm Agmdr.

2.2.7 H$m`m©b`mÀ`m aMZoVrb AmYw{ZH$ àdmh

H$m`m©b`mÀ`m A§VJ©V aMZoVrb AmYw{ZH$ àdmh nwT>rbà_mUo -
(1) AmH$f©H$ d àeñV H$m`m©b` : AmYw{ZH$ H$mimV H$m`m©b`mV "Iwbo H$m`m©b`' hr g§H$ënZm

ê$T> hmoV Amho. H$m`m©b`mVrb Q>o~b, IwÀ`m© `m EH$mM gai am§JoV Z _m§S>Vm {Za{Zamù`m nÕVtZr,
ñdV§ÌnUo qH$dm JQ>mJQ>mZo _m§S>boë`m AgVmV d Ë`m_Ü ò JaOoZwgma {d{dY H$moZ gmYbobo AgVmV.
Ë`m_wio Q>o~bm§À`m _YyZ OmUmè`m dmQ>m doJdoJù`m {Xem§Zm OmVmV Am{U {d{dY AmH$am§À`m _moH$ù`m
OmJm {Z_m©U hmoVmV. Q>o~bm§Mr _m§S>Ur Vo Q>o~b dmnaUmè`mMo {deof A{YH$ma bjmV KoD$Z Ho$br OmVo.
VgoM H$m`m©b`mVrb _moH$ù`m OmJoV \w$bPmS>m§Mr H$bmË_H$ _m§S>Ur Ho$br OmVo. Ë`m_wio H$m`m©b`
AmH$f©H$ d àgÝZ {XgVo.
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(2) hbVo \${Z©Ma : AmYw{ZH$ H$m`m©b`mV Cƒm{YH$mar, H$m ©̀dmhH$ d àemgH$ `m§À`mgmR>r
ñdV§Ì Ho${~Ýg V`ma H$aVmZm {\$aË`m q^VtMm dmna Ho$bm OmVmo. ̀ m q^Vr bmH$S>r, YmVyÀ`m, ßb°pñQ>H$À`m
qH$dm H$mMoÀ`m AgVmV. H$m`_ñdê$nr q^Vrnojm `m H$_r IMm©À`m AgVmV. VgoM Ë`m dmQ>ob Vem
hb{dVm òV Agë`mZo AZoH$ àH$mao Ë`m§Mm Cn`moJ H$aVm òVmo.

(3) Iwbo H$m`m©b` : ì`dgm`g§ñWoVrb {d{dY ImVr d {d^mJ `m§Mr {Za{Zamù`m ñdV§Ì
Imoë`m§_YyZ ì`dñWm H$aÊ`mEodOr gd© {d^mJ d ImVr EH$mM _moR>çm XmbZmV AmUÊ`mMr àd¥Îmr
AbrH$S>rb H$mimV {XgyZ òVo. `mbmM "Iwbo H$m`m©b`' Ago åhUVmV. Iwë`m H$m`m©b`mV gd© ImVr,
{d^mJ, H$_©Mmar d gmYZgm_J«r B. EH$mM N>VmImbr EH${ÌV H$aÊ`mV Ambobr AgVmV. àË`oH$
{d^mJmbm/ImË`mbm àeñV XmbZmVrb {d{eîQ> OmJm {Xbobr AgVo. na§Vw gd© {d^mJm§Zm AbJ H$aUmè`m
H$m`_ñdê$nr q^Vr `m H$m`m©b`mV ZgVmV.

2.2.8 H$m`m©b`mVrb dmVmdaU
H$m`m©b`rZ H$m_H$mO dmT>rH$[aVm nmofH$ dmVmdaUmMr JaO AgVo. _mZdr eara Am{U ~wÕrMr

dmT> AZoH$ JmoîQ>tda Adb§~yZ AgVo. gH$g AÝZ, hdm, nwaogm gẁ ©àH$me, nmUr, KamVrb e¡j{UH$
dmVmdaU d g§ñH$ma BË`mXr. `m{edm` _mZdmMm {dH$mg Ogm Iw§Q>Vmo Vgm H$m`m©b`mMm {dH$mggwÕm
AZoH$ JmoîQ>t{edm` ASy>Z amhÿ eH$Vmo. CXm., ZoV¥Ëd, AMyH$ {ZU©`, ghH$m`© àd¥Îmr, drO, nmUr,
ñdÀN>Vm d {dlm§VrJ¥ho BË`mXr.

H$m`m©b`rZ dmVmdaU Mm§Jbo Zgob Va H$_©Mmar bj H|${ÐV H$ê$Z H$m_ H$aUma ZmhrV. Ë`m_wio
H$m ©̀j_Vm d àJVr Iw§Q>ob. Amamo½` ì`dpñWV am{hbo Zmhr Va H$_©Mmar daModa aOoda OmB©b, VgoM
H$m_mMm XOm© nU T>mgiob.

2.2.9 H$m`m©b` dmVmdaUmVrb _hÎdnyU© KQ>H$
H$m`m©b`mVrb dmVmdaUmMo nwT>rb H$mhr _hÎdmMo KQ>H$ AmhoV.
(1) àH$meì`dñWm : H$m`m©b`mÀ`m A§VJ©V aMZoV Mm§Jë`m àH$meì`dñWoMo H$m ©̀ ho àm_w»`mZo

H$mJXnÌm§g§~§Yr AgVo. nwaoer àH$meì`dñWm Zgob Va Ë`mMm H$_©Mmè`m§da {dnarV n[aUm_ hmoVmo.
Mm§Jë`m àH$meì`dñWo_wio H$_©Mmè`m§À`m ÑîQ>rdarb VmU H$_r hmoVmo, MwH$m§Mo à_mU H$_r hmoVo, doioMm
Anì`` dmMVmo. Ë`m_wio, H$_©Mmè`m§Mo _ZmoY¡̀ © dmT>Vo. H$m`m©b`mV àH$meì`dñWm H$aVmZm H$m`m©b`mVrb
OmJm, àH$memMm àH$ma Am{U àH$memMr Vrd«Vm bjmV ¿`mdr bmJVo. Mm§Jë`m àH$meì`dñWoV Imbrb
d¡{eîQ>ço Agmdr bmJVmV.

(H$) àH$memMo nwaogo à_mU : H$_©Mmar H$m`m©b`mV Á`m {R>H$mUr H$m_ H$aVmV Ë`m {R>H$mUr
`mo½` àH$me Agmdm.

(I) àH$memMr Vrd«Vm/àIaVm : H$m`m©b`mV àH$memMr Vrd«Vm/àIaVm à_mUmnojm OmñV
qH$dm H$_r Agy Z ò. Oa Vrd«Vm OmñV Agob Va Ë`mMr gmdbr H$m_mÀ`m OmJoda nS>Uma Zmhr Aer
àH$meì`dñWm H$amdr bmJVo.

Mm§Jë`m àH$meì`dñWoMo \$m`Xo
(H$) H$m ©̀j_VoV dmT> : H$m`m©b`mV H$_©Mmar Á`m {R>H$mUr H$m_ H$arV AgVmo Ë`m {R>H$mUr

àH$me `mo½` VodT>mM Agob Va H$_©Mmar CËgm{hV hmoD$Z AmZ§XmZo H$m_ H$aÊ`mMm à`ËZ H$aVmV.
Ë`m_wio H$m ©̀j_VoV dmT> hmoVo.
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(I) WH$dm H$_r : H$m`m©b`mV àH$meì`dñWm ì`dpñWV Zgob Va H$_©Mmè`m§À`m S>moù`mda
VmU nSy>Z Ë`mMm Ë`m§À`m ÑîQ>rda n[aUm_ hmoVmo. Aem H$m ©̀nÕVr_wio bdH$a WH$dm òVmo. Ë`mgmR>r
Mm§Jbr àH$meì`dñWm Agmdr bmJVo.

(J) H$m_mÀ`m XOm©V gwYmaUm : Á`m {R>H$mUr àH$meì`dñWe Mm§Jbr Zgob Ë`m {R>H$mUr
H$_©Mmè`m§À`m S>moù`m§da VmU nS>Vmo, H$m_m§V dma§dma MwH$m hmoVmV. Ë`m_wio H$m_mMm XOm© H$_r hmoÊ`mMr
eŠ`Vm AgVo.

(2) dm ẁdrOZ : dm ẁdrOZ åhUOo `mo½` à_mUmV, `mo½` Vmn_mZ d AmÐ©Vm Agboë`m ewÕ
Am{U VmÁ`m hdoMm nwadR>m hmò . H$m`m©b`mV `mo½` dm ẁdrOZ Zgë`mg H$_©Mmè`m§Mm Ord JwX_aVmo,
H$m_mMo à_mU H$_r hmoVo, Ë`m§À`m Amamo½`mda n[aUm_ hmoD$Z Ë`m§Mr H$m ©̀j_Vm H$_r hmoVo. OmñV CîU
qH$dm OmñV W§S> hdm H$_©Mmè`m§Zm H$m_ H$aÊ`mÀ`m ÑîQ>rZo `mo½` ZgVo. H$m`m©b`mV Yyi{da{hV ewÕ,
VmOr d IoiVr hdm Agmdr. dm ẁdrOZgmR>r Imbrb nÕVtMm Cn`moJ H$aVm òVmo.

(H$) Z¡g{J©H$ dm ẁdrOZ : Z¡g{J©H$ hdm IoiVr amhÊ`mgmR>r H$m`m©b`mV `mo½` {R>H$mUr XadmOo,
{IS>Š`m Agmì`mV.

(I) H¥${Ì_ dm ẁdrOZ : H¥${Ì_ dm ẁdrOZgmR>r {dOoda MmbUmao gmYo n§Io, EŠPm°ñQ> n§Io,
EAa Hw$bg© `m§Mm Cn`moJ H$amdm.

(J) dmVmZwHy$brH$aU : H$m`m©b`mV hdm ewÕ Am{U IoiVr amhÊ`mgmR>r dmVmZwHy$brH$aUmMm
dmna Ho$bm OmVmo. H$m`m©b`mVrb ñdÀN>Vm, dm ẁdrOZ, hdoMo `mo½` Vmn_mZ, hdoVrb AmÐ©Vm Am{U
em§VVm `m gd© g_ñ`m H$m`m©b`mVrb OmJm dmVmZwHy${bV H$ê$Z gmoS>{dVm òVmV.

(3) H$m`m©b`mVrb em§VVm : Jm|JmQ> Agbobr OmJm hr H$m`m©b`mVrb em§VVm YmoŠ`mV AmUVo.
Jm|JmQ>, JO~OmQ> d Jm|Yi ̀ m_wio H$_©Mmar AñdñW hmoVmV. Jm|JmQ>mMo dmVmdaU gwIX ZgVo. H$_©Mmè`m§H$Sy>Z
nQ>H$Z, AMyH$ H$m_o ìhmdrV d H$_©Mmar H$m ©̀j_ amhmdoV Ago dmQ>V Agob Va H$m`m©b`mV em§VVm
amIUo Amdí`H$ AgVo. H$m`m©b`m~mhoa d H$m`m©b`m§VJ©V Jm|JmQ> AgVmo. H$m`m©b`mVrb JS>~S>-Jm|JmQ>
{Z §̀ÌUmImbr AmUVm òVmo. H$m`m©b`m~mhoa Jm|JmQ>da Amnbo {Z §̀ÌU ZgVo nU à{V~§YH$ Cnm` `moOyZ
Ë`mMm Ìmg H$_r H$aVm òVmo.

H$_©Mmè`m§À`m AmnmngmVrb _moR>çm AmdmOmV hmoUmar MMm©, Q>obr\$moZMr K§Q>r, XmamMo AmdmO,
Q>§H$boIZ ̀ §ÌmMo d BVa ̀ §ÌmMo hmoUmao AmdmO, H$_©Mmè`m§À`m H$m`m©b`mVrb MmbÊ`m_wio hmoUmao AmdmO,

ôQ>rgmR>r òUmè`m nmhþÊ`m§_wio H$m`m©b`mVrb BVa H$_©Mmè`m§Zm hmoUma Ìmg hr H$m`m©b`m§VJ©V Jm|JmQ>mMr
H$mhr H$maUo AmhoV.

Aem Jm|JmQ>m_wio H$_©Mmè`m§Mo H$m_mdarb bj {dMbrV hmoVo. åhUyZM hm Jm|JmQ> {Z §̀ÌUmImbr
AmUbm nm{hOo. _moR>çm AmdmOmV ~mobUmè`m H$_©Mmè`m§Zm Ë`m§Zr hiy AmdmOmV ~mobmdo Aer gyMZm
doiàg§Jr H$m`m©b` à_wImZo {Xbr nm{hOo. Q>obr\$moZMr K§Q>r H$_r AmdmOmV dmOob Aer gmò  Q>obr\$moZ
§̀ÌmVM AgVo Vr dmnabr nm{hOo. Xmam§Zm Wm§~Ho$ (Stoppers) ~gdbr qH$dm Xma AmnmoAmn nU

hiyhiy ~§X hmoUmar CnH$aUo ~gdbr Va Xmam§Mm CKS>-~§X_wio hmoUmam AmdmO Wm§~dVm ̀ oVmo. H$m`m©b`mVrb
Vi_Oë`mdarb ImobrV eŠ`Vmo gd© §̀Ìo MmbdmdrV qH$dm AmdmO ~§X (Sound Proof) Imobr
Agob Va Ë`m ImobrV §̀Ìo dmnamdrV åhUOo §̀Ìm§À`m AmdmOmMm H$m`m©b`mVrb BVa H$_©Mmè`m§Zm Ìmg
hmoUma Zmhr. H$_©Mmar H$m`m©b`mV nm`r MmbVmV Voìhm Ë`m§À`m nmXmÌmUm§Mm hmoUmam AmdmO Q>miÊ`mgmR>r
H$m`m©b`mV MQ>`m qH$dm OmS> ê$Om_o (Mats/Carpets) dmnaVm `oVmV. H$m`m©b`mV `oUmè`m
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nmhþÊ`m§gmR>r àVrjmJ¥h H$amdo d àVrjmJ¥hmVM Ë`m§Zm ôQ>mdo Aer gmò  H$aVm òVo.
H$m`m©b`m~mhoarb Jm|JmQ>mMm Ìmg H$_r H$aÊ`mgmR>r {IS>Š`m§Zm OmS> nS>Xo bmdVmV. H$m`m©b`m~mhoa

C§M/XmQ> PmS>r bmdVmV. Aem àH$mao H$m`m©b`m§VJ©V d ~mhoarb Jm|JmQ>mMm Ìmg H$_r H$aÊ`mgmR>r Cnm`
`moOVm ̀ oVmV.

(4) H$m`m©b`mMr A§VJ©V gOmdQ> : H$m`m©b`mÀ`m q^VtZm gm¡å` d gwIX a§J {Xbobm AgUo,
Xmao {IS>Š`m§Zm nm°{be Ho$bobo AgUo qH$dm a§J {Xbobm AgUo, q^Vrda AmH$f©H$ H°$b|S>g©, {MÌo d VŠVo
AgUo VgoM a§Jg§JVr gmYUmao Mm§Jbo \${Z©Ma AgUo d `m gdmªMr AmH$f©H$ _m§S>Ur AgUo åhUOo
A§VJ©V gOmdQ> hmò . H$m`m©b`mÀ`m Mm§Jë`m A§VJ©V gOmdQ>rdMm H$_©Mmè`m§À`m _Zmda Mm§Jbm n[aUm_
hmoVmo. Vo CËgmhr ~ZVmV d AmZ§Xr amhVmV. AWm©V hm n[aUm_ AàË`jnUo hmoV AgVmo. H$_©Mmè`m§Mr
H$m ©̀j_Vm Ë`m_wio C§MmdVo, H$m`m©b`m~mhoaMr J°bar d ìham§S>o hogwÕm AmH$f©H$ nÕVrZo gOdVm òVmV.

(5) Vmn_mZ : H$m`m©b`mVrb Vmn_mZ `mo½` nmVirda amhrb `mMr H$miOr KoVbm nm{hOo.
EH$X_ W§S> qH$dm Iyn Ja_ dmVmdaU H$_©Mmè`m§Zm ÌmgXm`H$ R>aVo. dmVmZyHw${bV §̀Ì, Hw$bg©, n§Io,
ê$_ {hQ>g© Aem {d{dY CnH$aUm§Mm dmna H$ê$Z H$m`m©b`mVrb Vmn_mZ ̀ mo½` VodT>o R>odVm ̀ oVo. CÝhmù`mV
dmVmdaU W§S> H$aUo Amdí`H$ AgVo Va {hdmù`mV Ja_ C~Xma dmVmdaU Amdí`H$ AgVo. _mog_
H$gm Amho Ë`mà_mUo CnH$aUm§Mm dmna Ho$bm OmVmo.

(6) gm§S>nmUr ì`dñWm Am{U ñdÀN>Vm : H$m`m©b` Ho$di ñdÀN> AgyZ Cn`moJr Zmhr Va
gm§S>nmÊ`mMm dmg Ë`m_wio CX²^dUmao S>mg dJ¡a|nmgyZhr _wŠV Agbo nm{hOo. H$_©Mmè`m§Zm {Xdg^a
H$m`m©b`mV ~gyZ H$m_ H$am`Mo AgVo. AñdÀN>Vm, Yyi, gm§S>nmÊ`mnmgyZ CX²̂ dUmao {H$S>o, dmg d
àgmYZJ¥ho d ñdÀN>VmJ¥hm§_Yrb KmUoaS>o dmVmdaU `m_wio H$_©Mmè §̀da à{VHy$b n[aUm_ hmoVmo. Ë`mbm
`m gdmª_wio EH$ AñdñWVm òVoM. EdT>oM Zmhr Va `mMm H$_©Mmè`m§À`m Amamo½`da n[aUm_ hmoD$ eH$Vmo.
àgmYZJ¥ho, ñdÀN>VmJ¥ho, H$m`m©b`mMo Amdma ñdÀN> R>odÊ`mMr {Z`{_V ì`dñWm H$aUo `mgmR>rM Amdí`H$
AgVo. H$m`m©b`mVrb \${Z©Ma d H$mMm nwgÊ`mgmR>r, àgmYZJ¥hm§À`m ñdÀN>VogmR>r {d{eîQ> agm`Zo ~mOmamV
CnbãY AgVmV, Ë`m§Mm dmna Ho$bm nm{hOo. àgmYZJ¥hmVrb dmg OmÊ`mgmR>r amgm`{ZH$, gwdm{gH$
~mOmamV {_iVmV. H$m`m©b`mVrb àgmYZJ¥hm§_Ü ò Vr dmnamdrV. H$m`m©b` AmdmamVrb gm§S>nmÊ`mMr ì`dñWm
Mm§Jbr R>odë`mg S>mg {Z_m©U hmoUma ZmhrV. ñdÀN> Amdma H$_©Mmè`m§Zmhr àgÝZ R>odVo.

H$m`m©b`mVrb H$Mam d {Zén`moJr H$mJXnÌo `m§MrgwÕm `mo½` doir {dëhodmQ> bmdbr nm{hOo.

2.3 n[a^m{fH$ eãX

      dmVmdaU (Environment) - n`m©daU
      _wŠV (Free) - Iwbm

2.4 ñd §̀ AÜ``Z àíZ

àíZ 1 : H$m`m©b`mVrb ñWmZ WmoS>Š`mV ñnîQ> H$am?
........................................................................................................
........................................................................................................
........................................................................................................
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àíZ 2 : H$m`m©b`mÀ`m ñWmZmMr VÎdo ñnîQ> H$am?
........................................................................................................
........................................................................................................
........................................................................................................
àíZ 3 : H$m`m©b`rZ aMZm {deX> H$am?
........................................................................................................
........................................................................................................
........................................................................................................
àíZ 4 : H$m`m©b`rZ aMZoMo CÔoe ñnîQ> H$am?
........................................................................................................
........................................................................................................
........................................................................................................
àíZ 5 : H$m`m©b`mÀ`m aMZoVrb AmYw{ZH$ àdmh ñnîQ> H$am?
........................................................................................................
........................................................................................................
........................................................................................................

2.5 gmam§e

H$m`m©b`rZ C{ÔîQ>o gmÜ` H$aÊ`mgmR>r H$m ©̀j_VoZo d n[aUm_H$maH$ H$m }̀ H$amdo bmJVmV. Ë`mgmR>r
H$m`m©b`rZ aMZm, ñWmZ Am{U dmVmdaU _hÎdmMr ŷ{_H$m nma nmS>VmV. VgoM à{e{jV H$_©Mmar,
H$m_m§Mo `mo½` dmQ>n, à^mdr _mJ©Xe©Z d XO}Xma gmYZgm_J«r `m KQ>H$m§Mmhr {dMma H$amdm bmJVmo.
H$m`m©b`rZ H$m_H$mO dmT>rH$arVm nmofH$ dmVmdaUmMr JaO AgVo. _mZdr eara Am{U ~wÕrMr dmT>
AZoH$ JmoîQ>tda Adb§~yZ AgVo. åhUyZM H$m`m©b`rZ dmVmdaU Mm§Jbo AgUo JaOoMo Amho. H$m`m©b`mMr
àJVr d H$m ©̀j_Vm `m KQ>H$m§da Adb§~yZ AgVo.

2.6 gamdmgmR>r ñdmÜ`m`

àíZ 1 : H$m`m©b` ñWmZ åhUOo H$m`? H$m`m©b`mÀ`m ñWmZmMo _hÎd ñnîQ> H$am?
àíZ 2 : H$m`m©b`rZ aMZoMr _yb ŷV VÎdo g{dñVa dU©Z H$am?
àíZ 3 : H$m`m©b`rZ dmVmdaU {deX H$am?
àíZ 4 : H$m`m©b` dmVmdaUmVrb _hÎdnyU© KQ>H$ ñnîQ> H$am?

2.7 A{YH$ dmMZmgmR>r nwñVHo$

KQ>H$ 8 à_mUo d
bmohma, A{Zb Am{U H$moR>mar, àH$me (2009) H$m`m©b` ì`dñWmnZ, OiJm§d, àem§V npãbHo$eZ.
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KQ>H$ 3

AmYw{ZH$ H$m`m©b` H$m ©̀nÕVr Am{U {ZË`H«$_
Modern Office System and Routines

AZwH«$_{UH$m
3.0 C{ÔîQ>o
3.1 àñVmdZm
3.2 {df` {ddoMZ

3.2.1 H$m`m©b`rZ H$m`©nÕVr
3.2.2 H$m`m©b`rZ H$m`©nÕVrMr C{ÔîQ>o
3.2.3 H$m`m©b`rZ H$m`©nÕVrMo \$m`Xo
3.2.4 H$m`m©b`rZ H$m`©nÕVrMr VÎdo
3.2.5 H$m`m©b`rZ {ZË`H«$_
3.2.6 H$m`m©b`rZ {ZË`H«$_mMr d¡{eîQ>o
3.2.7 H$m`m©b`rZ {ZË`H«$_mMo _hÎd
3.2.8 H$m`©àdmh
3.2.9 H$m ©̀àdmh {ZpíMV H$aÊ`mMr Amdí`H$Vm
3.2.10 H$m`©àdmhmVrb g_ñ`m Am{U Cnm``moOZm
3.2.11 H$m`©{Z`moOZ Am{U doimnÌH$
3.2.12 H$m ©̀ _yë`_mnZ

3.2.12.1 H$m ©̀ _yë`_mnZmMr Amdí`H$Vm
3.2.12.2 H$m`© _yë`_mnZmMo \$m`Xo
3.2.12.3 H$m ©̀ _yë`_mnZmVrb g_ñ`m

3.3 n[a^m{fH$ eãX
3.4 ñd §̀ AÜ``Z àíZ
3.5 gmam§e
3.6 gamdmgmR>r ñdmÜ`m`
3.7 A{YH$ dmMZmgmR>r nwñVHo$
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3.0 C{ÔîQ>o

`m KQ>H$mÀ`m AÜ``ZmZ§Va Vwåhmbm ..............
* H$m`m©b`rZ H$m ©̀nÕVrMo dU©Z H$aVm òB©b.
* H$m`m©b`rZ H$m ©̀nÕVrMo C{ÔîQ>o Z_yX H$aVm òB©b.
* H$m`m©b`rZ H$m ©̀nÕVrMo \$m`Xo ñnîQ> H$aVm òB©b.
* H$m`m©b`rZ {ZË`H«$_mMr _m{hVr XoVm òB©b.
* H$m ©̀àdmh {deX H$aVm òB©b.
* H$m ©̀ _yë`_mnZmMr Amdí`H$Vm d \$m`Xo dU©Z H$aVm òB©b.

3.1 àñVmdZm

ì`dgm`g§ñWoMr {d{dY H$m }̀ H$m ©̀j_VoZo d `mo½` nÕVrZo hmoÊ`mgmR>r Amdí`H$ AgUmar _m{hVr
`mo½` doir, `mo½` àH$mao, `mo½` ñdê$nmV CnbãY H$ê$Z XoÊ`mMo H$m`© H$m`m©b`mH$Sy>Z Ho$bo OmVo.
åhUOoM H$m`m©{df`r {ZU©̀  KoÊ`mg Amdí`H$ AgUmar _m{hVr {Z_m©U H$aUo, Ë`mMo OVZ H$aUo d `mo½`
doir CnbãY H$ê$Z XoUo B. H$m_o H$m`m©b`mVyZ Ho$br OmVmV. H$m`m©b`mVrb hr H$m_o H$maHw$Zr ñdê$nmMr
Agë`mMo {XgyZ `oVo. na§Vw hr H$m`} nma nmS>ë`m{edm` g§ñWoVrb BVa {d^mJm§À`m H$m_mg MmbZm
{_iV Zmhr; åhUyZ H$m`m©b`rZ H$m_H$mO ho ì`dgm`mVrb BVa {d^mJm§Vrb H$m`mªBVHo$M _hÎdmMo
AgVo.

H$m`m©b`mVrb àË`oH$ H$m`© nyU© H$aÊ`mgmR>r {d{dY {H«$`m H$amì`m bmJVmV. `m {H«$`m§Mm H«$_
AJmoXaM R>abobm AgVmo. H$m`m©b`rZ H$m_H$mOmMm Aä`mg d {díbofU H$amdo bmJVo. `mM~amo~a
H$m_Mmo {Z`moOZ H$aUo {VVHo$M _hÎdmMo AgVo. `mgmR>r AmnU `m àH$aUmV `m gd© JmoîQ>tMm Aä`mg
H$aUma AmhmoV.

3.2 {df` {ddoMZ

3.2.1 H$m`m©b`rZ H$m ©̀nÕVr

H$m`m©b`mV {d{dY H$m }̀ Ho$br OmVmV. àË òH$ H$m ©̀ H$aÊ`mgmR>r {d{eîQ> Aem H$mhr {H«$`m H$amì`m
bmJVmV. àË òH$ {H«$`m H$er H$amd`mMr ho AJmoXa R>abobo AgVo. {d{eîQ> {H«$`m ì`dpñWVnUo H$aÊ`mgmR>r
nyd©{ZYm©[aV d gm_mÝ` {Z`_m§Mm Adb§~ Zo_H$m H$em nÕVrZo H$amd`mMm ho Xe©{dUmè`m ~m~rbm
H$m ©̀{dYr Ago åhUVmV Am{U `m gd© {H«$`m§H$[aVm R>aboë`m Á`m H$m ©̀{dYr AmhoV Ë`m§Zm EH${ÌVnUo
"H$m ©̀nÕVr' Ago åhUVmV. åhUOoM AZoH$ H$m ©̀{dYr {_iyZ H$m ©̀nÕVr V`ma hmoVo.

ì`m»`m

* ""$H$m ©̀nÕVr åhUOo H$moUVo H$m ©̀, H$moUr, H$go, Ho$ìhm d H$moR>o H$amd`mMo ho {ZpíMV H$aÊ`mÀ`m
Cnm`m§Mm qH$dm {H«$`m§Mm {d{eîQ> H«$_ hmò .''

darb ì`m»`odê$Z nwT>rb _wÔo ñnîQ> hmoVmV : (H$) àË`oH$ H$m`© H$aÊ`mgmR>r {d{dY {H«$`m
H$aÊ`mV òVmV. (I) àË òH$ H$m ©̀ H$aÊ`mgmR>r øm {H«$ òÀ`m g§X^m©V ho {ZU©̀  AmYrM KoVbo OmVmV.
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(i) Vr {d{eîQ> {H « $`m Amh o, (i i) {H « $`m H$em arVrZ o H$amd`mMr,
(iii) {H«$`m Ho$ìhm H$amd`mMr, (iv) {H«$`m H$moR>o H$amd`mMr, (v) {H«$`m H$aÊ`mMr O~m~Xmar H$moUmMr.
(vi) ̀ m gd© {H«$`m§Mm EH$ H«$_ R>abobm AgVmo. ̀ m H«$_mZwgmaM gd© {H«$`m H$aÊ`mV ̀ oVmV. ̀ m nyd©{ZYm©[aV
H«$_mbm "H$m ©̀nÕVr' Ago åhUVmV.

* {bQ>b \$moëS> `m§À`m _Vo "Ano{jV C{ÔîQ>o gmÜ` H$aÊ`mÀ`m ÑîQ>rZo Amdí`H$ Agboë`m
{H«$`m H$aÊ`mH$[aVm Adb§{~Ê`mV òUmè`m {Z`mo{OV _mJm©bm "H$m ©̀nÕVr' Ago åhUVmV. ''

* Ý ỳ_a d {\$btJ `m§À`m _Vo ""H$m`m©b`rZ H$m_H$mOmMm EH$ _hÎdmMm Q>ßnm nyU© H$aÊ`mgmR>r
Cn`moJmV AmUë`m OmUmè`m H$_©Mmar, AO©, H$mJXnÌo, §̀Ìo d CnH$aUo ho gd© KQ>H$ EH$Ì Amë`m_wio
V`ma hmoUmao nyU© {MÌ åhUOo "H$m ©̀nÕVr' hmò .''

* Om°O© Q>oar `m§À`m _Vo ""H$m`m©b`rZ H$m_H$mO ì`dpñWV Mmbmdo åhUyZ {dMmanyd©H$ R>adyZ
{Xboë`m d nañnam§er g§~§{YV Agboë`m H$m ©̀{dYtMr e¥§Ibm åhUOo ""H$m ©̀nÕVr'' hmò .''

3.2.2 H$m`m©b`rZ H$m ©̀nÕVrMo CÔoe

(1) H$m`m©b`rZ H$m_H$mO {Z`mo{OV nÕVrZo d na{Um_H$maH$nUo nyU© H$aUo.
(2) doi, l_ d n¡gm `m§Mm Anì`` Q>miUo.
(3) H$m`m©b`rZ H$m_H$mOmVrb AZmdí`H$ {H«$`m§Mo CƒmQ>Z H$aUo.
(4) H$m`m©b`rZ H$m`m©V {Z_m©U hmoUmè`m g_ñ`m Xya H$aÊ`mgmR>r Cnm``moOZm H$aUo.
(5) H$m`m©b`rZ H$m_o H$m ©̀j_VoZo nyU© hmoÊ`mg _XV H$aUo.
(6) H$m`m©b` g§KQ>Zobm JVr_mZ ~ZdyZ ì`dñWmnZmMr C{ÔîQ>o JmR>Uo.
(7) H$m`m©b` g§KQ>ZoÀ`m gmYZmMm H$m ©̀j_nUo Cn`moJ H$aUo.
(8) H$m`m©b`rZ H$m_H$mOm_Ü ò hmoUmè`m MwH$m§Mr H$maUo emoYUo d Vr Xya H$aUo.
(9) H$m`m©b`rZ H$m ©̀àdmhmMm doJ dmT>{dUo d H$m ©̀àdmhmV gmVË` amIUo.

3.2.3 H$m`m©b`rZ H$m ©̀nÕVrMo \$m`Xo

H$m`m©b` H$m ©̀nÕVrMo \$m`Xo Imbrbà_mUo ñnîQ> H$aVm òVmV--
(1) H$m ©̀nÕVr {ZpíMV Ho$ë`mg H$m_mMr nwZamd¥Îmr KSy>Z òV Zmhr.
(2) H$m`©nÕVr_wio H$_©Mmè`m§À`m AZmdí`H$ hmbMmbtMo CƒmQ>Z hmoVo, Ë`m_wio doi d l_

dm`m OmV ZmhrV.
(3) àË òH$ H$_©Mmè`mMr H$m`m©~ÔbMr O~m~Xmar {ZpíMV H$aVm òVo.
(4) H$_©Mmè`m§Zm à{ejU XoÊ`mMo H$m ©̀ gwb^ hmoVo.
(5) H$m`m©b`mVrb H$m_H$mO ì`dpñWVnUo d VËnaVoZo nyU© hmoVo.
(6) H$m ©̀àdmhmV gmVË` amIVm òVo.
(7) H$m`m©b`rZ H$m_H$mOmda H$amì`m bJmUmè`m IMm©_Ü ò KQ> hmoVo.
(8) H$m ©̀nÕVr {ZpíMV Ho$ë`mZo H$_©Mmar A{YH$mè`m§Zm gëbm Z {dMmaVm AmË_{dídmgmZo H$m_o

nma nmS>VmV.
(9) H$m ©̀nÕVr_wio H$m ©̀{Z §̀ÌUmMo H$m_ gwb^ hmoVo.
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(10) H$m`m©b` H$m ©̀nÕVr_wio H$_©Mmè`m§À`m H$m`m©V g_Ýd` gmYbm OmVmo.

3.2.4 H$m`m©b`rZ H$m ©̀nÕVrMr VÎdo

AmYw{ZH$ H$m`m©b`mMr H$m ©̀nÕVr {ZpíMV H$aVmZm nwT>rb Q>ßno {dMmamV ¿`mdo bmJVmV.
(1) H$m_mMr ì`mßVr d ñdê$n : H$m`m©b`rZ H$m_mMr H$m ©̀nÕVr {ZpíMV H$aVmZm H$m_mMr

ì`mßVr d ñdê$n {dMmamV ¿`mdr bmJVo.
(2) H$m`m©b`rZ H$m_H$mOmMr {d^JmUr :> H$m`m©b`mV doJdoJù`m H$m_m§gmR>r doJdoJù`m

H$m ©̀nÕVr R>admì`m bmJVmV. àË òH$ H$m_mMo CÔoe {ZpíMV H$ê$Z H$m ©̀nÕVr R>a{dbr OmVo.
(3) H$m ©̀{díbofU :> EImÚm H$m`m©gmR>r H$m ©̀nÕVr {ZpíMV H$aÊ`mMm {ZU©̀  KoVë`mda g§~§{YV

H$m`m©Mo {díbofU H$ê$Z Vo nyU© H$aÊ`mgmR>r H$m ©̀àdmh {H$Vr AdñWm§VyZ OmB©b ho R>admdo bmJVo.
(4) H$m ©̀ doi :> H$m`m©b`mVrb gd© H$m }̀ nañnag§~§{YV Am{U nañnamdb§~r AgVmV. àË òH$

H$m`m©gmR>r doi, Aä`mgmÀ`m nÕVr {ZpíMV H$ê$Z H$m`m©bm bmJUmam doi R>a{dbm OmVmo. Ë`m_wio
H$m ©̀àdmhmV gmVË` amhVo.

(5) H$m`©nwZamd¥Îmr :> Ooìhm EH$mM CÔoenyVugmR>r H$m`m©b`mV XmoZ {R>H$mUr EH$gmaIo H$m`©
H$aÊ`mV òVo Voìhm Ë`mg H$m_mMr nwZamd¥Îmr Pmbr Ago åhUVmV. Á`m H$maUm§_wio nwZamd¥Îmr hmoVo Vr H$maUo
emoYyZ Xya H$aUo Amdí`H$ AgVo.

(6) H$m ©̀àdmh :> H$m`mb`mVrb H$m_H$mOmMm àdmh H$moUË`m {XeoZo d H$moUË`m JVrZo dmhVmo
`mMm Aä`mg H$m ©̀nÕVr {ZpíMV H$aVmZm H$amdm bmJVmo.

(7) H$m`©{Z`§ÌU :> H$m`©nÕVr {ZpíMV H$aÊ`mnydu {Z`§ÌUmÀ`m nÕVr Aä`mgUo Amdí`H$
AgVo.

(8) AmYw{ZH$ §̀Ìgm_J«r d gmYZo :> AmYw{ZH$ H$mimV H$m`m©b`mV ZdZdrZ gmYZo Cn`moJmV
AmUbr OmVmV. `m gmYZm§Mm nwaonwa Cn`moJ H$ê$Z KoVm òB©b Aer H$m ©̀nÕVr {ZpíMV H$aUo Amdí`H$
AgVo.

(9) IM© :> H$m ©̀nÕVr {ZpíMV H$aVmZm H$m ©̀nÕVrMm Adb§~ Ho$ë`mg IM© {H$Vr ̀ oB©b ̀ mMmXoIrb
{dMma H$amdm bmJVmo. `mgmR>r H$m ©̀nÕVrMm Adb§~ Ho$ë`m_wio {_iUmao \$m`Xo d H$m ©̀nÕVrda H$amdm
bmJUmam IM© `m§Mm VwbZmË_H$ Aä`mg H$amdm bmJVmo.

3.2.5 H$m`m©b` {ZË`H«$_

AW©

H$m`m©b` H$_©Mmè`m§Zm {d{dY H$m`} H$amdr bmJVmV. àË`oH$ H$m`m©V AZoH$ Q>ßno qH$dm {H«$`m
g_m{dîQ> AgVmV. {d{eîQ> {H«$`m H$em nÕVrZo Ho$br OmB©b ho AJmoXaM R>a{dbobo AgVo. {d{eîQ>
{H«$`m H$aÊ`mÀ`m nyd©{ZYm©[aV nÕVrbmM "H$m ©̀{dYr' (Procedure) Ago åhUVmV.

H$m ©̀{dYr R>aë`mZ§Va {VMm Cn`moJ H$ê$Z X¡Z§{XZ H$m_o Ho$br OmVmV. H$m_ H$go H$am`Mo ho R>adyZ
{Xbo Agë`mZo àË òH$ doiog H$_©Mmè`mg ì`dñWmnH$mH$S>o OmD$Z _mJ©Xe©Z ¿`mdo bmJV Zmhr. H$m ©̀{dYr
R>abobr H$m_o d Ë`mVrb {H«$`m `m H$m`m©b`mÀ`m ÑîQ>rZo {ZË`mMrM ~m~ Agë`m_wio {Vbm "H$m`m©b` -
{ZË`H«$_ (Office Routine) Ago åhUVmV. WmoS>Š`mV gm§Jm`Mo Va H$m ©̀{dYr åhUOoM H$m`m©b`
- {ZË`H«$_ hmò .
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H$m`m©b`mV H$mhr H$m_o XaamoOM H$amdr bmJVmV. CXm., Q>nmb AmdH$-OmdH$ hr H$m_o hm X¡Z§{XZ
H$m_H$mOmMm ^mJ Agë`mZo Vr H$m_o H$aÊ`mMr EH$ arV, H«$_ qH$dm nÕV R>abobr AgVo. `m arVrg-
H«$_mg-nÕVrg {ZË`H«$_mMo ñdê$n àmßV hmoVo. `m {d{eîQ> H«$_mZo, arVrZo d nÕVrZo H$aÊ`mV òUmè`m
{H«$`m§ZmM {ZË`H«$_ åhQ>bo OmVo. {ZË` åhUOo XaamoO qH$dm dma§dma hmò .

ì`m»`m

* Mmëg© {b~oW `m§À`m _Vo ""H$m`m©b`mMo C{ÔîQ> gmÜ` H$ê$Z KoÊ`mgmR>r {ZarjUmImbr g§K{Q>V
H$aÊ`mV Amboë`m H$maHw$Zr ñdê$nmÀ`m {H«$`m§À`m gmIirbm H$m`m©b` {ZË`H«$_ Ago åhUVmV.''

* lr. boq\$Jdob Am{U am°{~ÝgZ `m§À`m _Vo ""H$m`m©b` {ZË`H«$_ åhUOo H$m`m©b`rZ H$m_H$mO
H$aÊ`mgmR>r H$aÊ`mV òUmè`m {H«$`m§Mr e¥§Ibm hmò . `m gmIirV àË òH$ {H«$`m àË òH$ doiog Ë`mM
H«$_mZo d Ë`mM nÕVrZo H$aÊ`mV òVo.''

3.2.6 H$m`m©b` {ZË`H«$_mMr d¡{eîQ>o

(1) {ZË`H«$_mV g_m{dîQ> Agboë`m àË`oH$ AdñWm qH$dm {H«$`oÀ`m {ZË`H«$_mVrb ñWmZmMo/
H«$_mMo g~i H$maU XoVm Ambo nm{hOo.

(2) {ZË`H«$_mVrb àË òH$ AdñWo_wio qH$dm {H«$ ò_wio _w»` H$m`m©Mm àdmh nwT>o gaH$bm nm{hOo.
(3) {ZË`H«$_mVrb AdñWm qH$dm {H«$`mMr aMZm hr VH©$g§JV AgmdrM nU Vr Cn ẁŠVhr Agmdr.
(4) {ZË`H«$_mVrb nañnamdb§~r {H«$`m§Zm {H$Vr doi bmJVmo `mMm Aä`mg H$ê$Z H$m ©̀àdhmer

Ë`mMr OwidUyH$ ìhmdr.
(5) {ZË`H«$_mV {H«$`m qH$dm AdñWm§Mr nwZamd¥Îmr Q>mibr nm{hOo.
(6) àË òH$ Q>ßß`mdarb hË`mao d CnH$aUo BË`mXtMo à_mUrH$aU Pmbobo Agmdo.
(7) {ZË`H«$_mer g§~§{YV H$maHw$Zm§Zm à{ejU {Xbobo Agmdo.

3.2.7 H$m`m©b` {ZË`H«$_mMo _hÎd

(1) H$_©Mmè`m§À`m H$m`©j_VoV dmT> : àË`oH$ H$_©Mmè`mbm EH$M {H«$`m XaamoO d dma§dma
H$amdr bmJV Agë`mZo Vmo Ë`mV {ZnwU hmoVmo. n[aUm_V: H$_©Mmè`m§Mr H$m ©̀j_Vm dmT>Vo d H$m`m©b`rZ
H$m_H$mOmMm doJhr dmT>Vmo.

(2) n ©̀dojH$m§À`m g§» òV KQ> : {d{eîQ> {H«$`m H$aÊ`mgmR>r H$moUË`m nÕVrMm Adb§~ H$aÊ`mV
òB©b ho AmYrM R>abo Agë`mZo n ©̀dojUmMr JaO H$_r hmoVo. n[aUm_V: n ©̀dojH$m§À`m g§» òVhr KQ>

H$aVm òVo.
(3) doioMr ~MV : {ZË`H«$_m_wio {H«$`m§Mr nwZamd¥Îmr Q>mibr OmVo d AZmdí`H$ {H«$`mhr Ho$ë`m

OmV ZmhrV. Ë`m_wio H$_©Mmar, d[aîR> A{YH$mar Am{U n ©̀dojH$ `m§À`m doioMr ~MV hmoD$Z H$m`m©b`mMr
H$m ©̀j_Vm dmT>Vo. doi, l_ d gmYZm§Mm Anì`` hmoV Zmhr.

(4) H$m_mÀ`m XOm©V gwYmaUm : H$_©Mmar Ë`m§Mo H$m_ VËnaVoZo d H$m ©̀j_VoZo H$aVmVM nU
H$m_mMm XOm©hr gwYmaVmo. H$m_mV {Z`{_VVm òVo.

(5) ì`dñWmnH$s` H$m`m©À`m n[aUm_H$maH$VoV dmT> : {ZË`H«$_m_wio H$m`m©b`
ì`dñWmnH$mdarb AZmdí`H$ H$m_mMo AmoPo H$_r hmoVo. Ë`m_wio ì`dñWmnH$s` H$m`m©Mr n[aUm_H$maH$Vm
dmT>Vo.
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3.2.8 H$m ©̀àdmh

H$m`m©b`mVrb H$moUVohr H$m ©̀ nyU© hmoV AgVmZm {d{dY AdñWm§_YyZ, Q>ßß`m§_YyZ OmD$Z nyU© hmoV
AgVo. Ë`m_wio H$moUVohr H$m ©̀ H$m ©̀j_VoZo nyU© hmoÊ`mgmR>r àË òH$ AdñWoVyZ H$m`m©Mm àdmh {d{eîQ>
à_mUmV d doJmV dmhUo Amdí`H$ AgVo. àË`oH$ Q>ßß`mVyZ qH$dm AdñWo_YyZ H$m`© OmV AgVmZm
H$m`m©Mr Or hmbMmb hmoVo Ë`mbm H$m ©̀àdmh Ago åhUVmV.>

ì`m»`m

* ""H$m`m©b`mVrb H$moUVohr H$m ©̀ nyU© hmoV AgVmZm Vo {d{dY AdñWm§_YyZ qH$dm Q>ßß`m§_YyZ
OmVo. EH$m {d{eîQ> nyd©{Z`mo{OV H«$_mZo {d{dY Q>ßno JmR>V Vo H$m`© nyU© hmoV AgVo. H$m`m©À`m `m
Q>ßß`mQ>ßß`mZo nyU© hmoÊ`mÀ`m à{H«$ òg "H$m ©̀àdmh' Ago åhUVmV.''

* "Ooìhm H$m`m©b`mVrb EImXo H$m_ nyU©ËdmÀ`m {XeoZo EH$m AdñWoVyZ Xwgè`m AdñWoH$S>o EH$m
nyd©{Z`mo{OV H«$_mZo Am{U {eñV~Õ nÕVrZo nwT>o-nwT>o gaH$V AgVo Ë`m doir H$m`m©À`m `m g§W JVrZo
nwT>o OmÊ`mÀ`m {H«$ òbm "H$m ©̀àdmh' Ago åhUVmV.''

* "EH$m AdñWoVyZ Xwgè`m AdñWoH$S>o, EH$m H$_©Mmè`mH$Sy>Z Xwgè`m H$_©Mmè`mH$S>o, EH$m {d^mJmVyZ
Xwgè`m {d^mJmH$S>o gw{Z`mo{OVnUo, gwairVnUo Am{U EH$mM doJmZo H$m`m©Mm Omo AmoK dmhV AgVmo
Ë`mbm "H$m ©̀àdmh' Ago åhUVmV.''

darb ì`m»`m§dê$Z Ago ñnîQ> hmoVo H$s, "H$m`m©b`mVrb H$m`m©Mm EH$m Q>ßß`mVyZ Xwgè`m Q>ßß`mV
OmÊ`mMm _mJ© åhUOo "H$m ©̀àdmh' hmò ''

3.2.9 H$m ©̀àdmh {ZpíMV H$aÊ`mMr Amdí`H$Vm

H$m`m©b`mVrb H$m_H$mO ì`dpñWVnUo Am{U {Z`moOZ~Õ arVrZo nma nmS>mdo åhUyZ H$m`©àdmh
{ZpíMV H$aUo Amdí`H$ AgVo. ̀ mì`{V[aŠV nwT>rb CÔoenyVugmR>rXoIrb H$m ©̀àdmh{ZpíMVrMr Amdí`H$Vm
AgVo.

(1) AdñWm§Mr/Q>ßß`m§Mr _m{hVr : H$m`m©b`mVrb H$m ©̀ H$moUH$moUË`m Q>ßß`m§VyZ nyU© hmoUma
Amho, àË òH$ Q>ßß`mMo H$m`m©b`mVrb ñWmZ H$moUVo d àË òH$ Q>ßß`mdaMo Zo_Ho$ H$m_ H$moUVo `m{df`rMr
nyU© H$ënZm H$_©Mmè`m§Zm `mdr åhUyZ H$m ©̀àdmh {ZpíMV H$aUo Amdí`H$ AgVo.

(2) Q>ßß`m§Mr aMZm : H$m ©̀ doJdoJù`m AdñWm§_YyZ nyU©ËdmH$S>o OmÊ`mnydu H$m`mªÀ`m AdñWm/
Q>ßß`m§Mr emñÌewÕ nÕVrZo H«$_dma aMZm H$aUo Amdí`H$ AgVo. Ë`m_wio H$m ©̀àdmh {ZpíMV H$amdm
bmJVmo.

(3) doioMo {Z §̀ÌU : H$m ©̀ nyU© hmoÊ`mgmR>r H$mhr doi bmJUmaM Voìhm Ë`m ÑîQ>rZo H$m ©̀ Am{U
à{H«$`m§Zm bmJUmè`m doioMo {Z §̀ÌU H$aÊ`mgmR>r H$m ©̀àdmh {ZpíMV H$amdm bmJVmo.

(4) H$m ©̀g§Kf© Q>miUo : H$m`m©b`mVrb ~arMer H$m_o nañnam§er g§~§{YV AgVmV. H$m_m§_Yrb
hm ngènag§~§Y H$m ©̀àdmh {ZpíMV H$aVmZm {dMmamV ¿`mdm bmJVmo. H$m`m©b`mVrb {d{dY H$m`mªVrb
nañnag§~§Y {dMmamV KoD$Z Ë`m§À`mVrb g§Kf© Q>miÊ`mgmR>r H$m ©̀àdmh {ZpíMV H$aUo Amdí`H$ AgVo.

(5) {Xem{ZpíMVr : H$m`m©b`mVrb {d{dY H$m }̀ EH$m AdñWoVyZ Xwgè`m AdñWoV OmD$Z nyU©
hmoV AgVmZm Ë`m H$m`m©Mr {Xem d JVr H$er amhrb åhUOo H$m ©̀ H$moUË`m H$_©Mmè`mH$Sy>Z H$moUË`m
H$_©Mmè`mH$S>o OmB©b ho R>a{dÊ`mgmR>r H$m ©̀àdmh {ZpíMV H$amdm bmJVmo.
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(6) IMm©V H$nmV d H$m ©̀j_VoV dmT> : H$m`m©b`mVrb H$m_H$mO H$_rV-H$_r IMm©V nyU©
H$aUo d H$m`m©b`rZ H$m_H$mOmMr H$m ©̀j_Vm dmT>{dUo ho H$m ©̀àdmh {ZpíMV H$aÊ`m_mJrb hoVy AgVmV.

(7) BVa \$m`Xo : H$m ©̀àdmh {ZpíMV Ho$ë`m_wio H$m`m©b`Mr H$m ©̀j_Vm dmTy>Z A§VJ©V \$m`Xo
{_iVmV. Ë`mM~amo~a BVa g§ñWm§er Agbobo g§~§Y gwYmaVmV.

3.2.10 H$m ©̀àdmhmVrb g_ñ`m Am{U Cnm``moOZm

g_ñ`m

H$m ©̀àdmhmV {d{dY àH$maÀ`m AS>MUr {Z_m©U hmoV AgVmV. Ë`m§n¡H$s H$mhr A§VJ©V AgVmV Va
H$mhr ~{hJ©V AgVmV. `m AS>MUr {Z_m©U hmoÊ`mMr H$maUo Imbrbà_mUo gm§JVm òVmV :

(1) H$m ©̀{Z`moOZ d H$m ©̀doimnÌH$mMm A^md : H$m ©̀{Z`moOZ d H$m ©̀doimnÌH$mÀ`m A^mdr
H$_©Mmar Amnbo H$m_ H$m ©̀j_VoZo nyU© H$ê$ eH$Uma ZmhrV. H$m ©̀{Z`moOZ åhUOo H$moUË`m H$_©Mmè`mZo
H$moUVo H$m ©̀, H$moR>o, Ho$ìhm d H$em àH$mao H$amdo `mg§~§Yr Ho$bobm AmamIS>m hmò . H$m ©̀doimnÌH$mV àË òH$
H$_©Mmè`mbm {Xbobo H$m ©̀ {H$Vr doimV, H$moUË`m H«$_mZo d H$moUË`m gmYZm§Mm Cn`moJ H$ê$Z nyU© H$amdo ho
R>a{dbo OmVo. `m XmoÝhr JmoîQ>tMm H$m`m©b`mV A^md Agob Va doioMm d l_mMm Anì`` hmoD$Z
H$m ©̀àdmhmV AS>Wio {Z_m©U hmoVmV.

(2) A{Z`{_V H$m ©̀̂ ma : H$m`m©b`mVrb H$m_H$mOmMo à_mU Xa {Xder d Xa doir gmaIo
amhV Zgob Va H$m ©̀̂ ma A{Z`{_VnUm_wio H$m ©̀àdmh I§{S>V hmoVmo.

(3) Aà{e{jV H$_©Mmar : H$m`m©b`mVrb H$_©Mmar à{e{jV ZgVrb Va Ë`m§Zm H$m`m©Mr
AmXe© nÕVr, CnbãY gmYZgm_J«rMm nwaonya Cn`moJ, àË òH$ H$m`m©Mm BVa H$m`mªer Agbobm nañnag§~§Y
B.Mo _hÎd g_OV Zmhr. Ë`m_wio Vo MwH$sÀ`m nÕVrZo H$m`© H$aÊ`mMr eŠ`Vm AgVo. n[aUm_V:
H$m ©̀àdmh I§{S>V hmoVmo.

(4) _m{hVrMm A^md> : H$m ©̀{Z`moOZmgmR>r d H$m ©̀nyV©VogmR>r _m{hVrMr Amdí`H$Vm AgVo.
Aer _m{hVr Oa `mo½` doir CnbãY Pmbr Zmhr Va H$m ©̀ nyU© hmoÊ`mg {db§~ bmJyZ H$m ©̀àdmh I§{S>V
hmoVmo.

(5) gmYZm§Mr H$_VaVm : H$m ©̀àdmh {d{eîQ> doJmZo dmhVm R>odÊ`mgmR>r Amdí`H$ Vr gmYZo
CnbãY Zgë`mg qH$dm Anwar Agë`mg H$m ©̀àdmhmbm AS>Wio {Z_m©U hmoVmV. H$m ©̀{Z`moOZmà_mUo
àË`oH$ H$_©Mmè`mg {d{eîQ> {d^mJmV H$m_ H$aÊ`mgmR>r gmhmæ`^yV gmYZm§Mm {Z`{_V nwadR>m hmoUo
Amdí`H$ AgVo. `m gmYZm§Mr H$_VaVm ^mgë`mg H$_©Mmar R>adyZ {Xboë`m doioV H$m`© nyU© H$ê$
eH$Uma ZmhrV; Ë`m_wio H$m ©̀àdmhmV AS>Wio {Z_m©U hmoVrb.

(6) à_m{UH$aUmMm A^md : H$m`m©b`mVrb H$moUVo H$m ©̀, {H$Vr doimV, H$em nÕVrZo nma
nmS>bo nm{hOo Am{U H$m`m©Mm XOm© H$gm Agbm nm{hOo `m~m~V "à_mU' (Standerds) {ZpíMV H$amdr
bmJVmV. à_mUmA^mdr H$m`mªMo _yë`_mnZ H$aUo H$R>rU hmoVo. Ë`mVrb C{Udm bjmV `oV ZmhrV.
n[aUm_V: H$m ©̀àdmhmV AS>MUr òVmV.

(7) H$m`m©b`mMr gXmof _m§S>Ur : H$m`m©b`mMr _m§S>Ur gXmof Agob Va H$_©Mmè`m§Zm Amnbo
H$m`© ì`dpñWVnUo H$aVm `oV Zmhr. H$m`m©b`mÀ`m _m§S>Ur_Ü`o H$_©Mmè`m§V CnbãY H$ê$Z {Xbobr
OmJm, gmYZgm_J«r, \${Z©Ma d CnH$aUo B.Mm g_mdoe hmoVmo. gXmof _m§S>Ur_wio H$m ©̀àdmh I§{S>V hmoVmo.

(8) H$_©Mmè`m§Mr _Zmod¥Îmr : H$m`m©b`mVrb H$m ©̀àdmh I§{S>V hmoÊ`mbm AZoH$Xm H$_©Mmè`m§§Mr
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_Zmod¥Îmr H$maUr ŷV AgVo. gmon{dboë`m H$m_mV éMr Z KoUo, _§XJVrZo H$m_ H$aUo `m_wio H$m ©̀àdmh
I§{S>V hmoVmo Am{U H$m ©̀ nyU© hmoÊ`mg {db§~ bmJVmo.

(9) BVa H$maUo : darb H$maUm§ì`{V[aŠV H$_©Mmè`m§Mr J¡ahOoar, H$m_mÀ`m CnH$aUmV/ §̀ÌmV
AMmZH$ hmoUmam {~KmS>, H$m_mV dma§dma hmoUmao ~Xb, H$m`m©b`mV ̂ oQ>md`mg ̀ oUmè`m ì`ŠVr, \$moZdarb
ImgJr g§̂ mfUo B._wwio H$m ©̀àdhmV AS>MUr {Z_m©U hmoVmV.

Cnm``moOZm

H$m ©̀àdmhV AS>MUr H$moUË`m H$maUm§_wio {Z_m©U Pmboë`m AmhoV Ë`mMr {ZpíMV ñdê$nmV _m{hVr
{_imë`mg Ë`m Xya H$aÊ`mgmR>r Amdí`H$ Vr Cnm``moOZm H$aVm `oVo. _mÌ Ë`mgmR>r H$m`©àdhmMo
H$miOrnyd©H$ {díbofU H$amdo bmJVo. gd©gmYaUnUo H$m ©̀àdmhmVrb AS>MUr Xya H$aÊ`mgmR>r Imbrb
Cnm``moOZm H$aVm òVmV :

(1) nwZ{Z©̀ moOZ : H$m ©̀àdhmVrb AS>MUr Oa {Z`moOZmÀ`m A^mdr {Z_m©U Pmë`m AgVrb Va
H$m`m©b`mVrb H$m`m©Mo Amdí`H$VoZwgma nwZ{Z©̀ moOZ Ho$bo nm{hOo.

(2) H$m ©̀j_ {Z §̀ÌU : H$m`m©b`mVrb H$m_H$mOmda {Z §̀ÌU R>odÊ`mMr g§nyU© O~m~Xmar H$m`m©b`
ì`dñWmnH$mMr AgVo. Oa {Z`§ÌUmV {e{WbVm Ambr Agob Am{U Ë`m_wio H$m`©àdmhmV AS>MUr
{Z_m©U Pmë`m AgVrb Va {Z §̀ÌUmMo H$m ©̀ A{YH$ à^mdr d H$m ©̀j_ H$go hmoB©b ho H$m`m©b` ì`dñWmnH$mZo
nm{hbo nm{hOo.

(3) à{ejU ì`dñWm H$aUo : H$_©Mmè`m§À`m à{ejUmA^mdr Oa H$m`©àdmh I§{S>V hmoV
Agob Va H$m`m©b` ì`dñWmnH$mZo H$_©Mmè`m§À`m à{ejUmMr ì`dñWm Ho$br nm{hOo. gmon{dbobo H$m_
nyU© H$aÊ`mMr gdm}ËH¥$îQ> nÕVr H$moUVr, Vr nÕVr Adb§~yZ H$m ©̀àdmh gwairV H$gm amImd`mMm ho
H$_©Mmè`m§Zm {eH${dbo nm{hOo.

(4) à_m{UH$aU nÕV Adb§{~Uo : H$m`m©b`mVrb àË`j Pmbobo H$m_ d Ano{jV H$m_ `m§Mr
VwbZm H$aÊ`mgmR>r emñÌr` nÕVrÀ`m à_mUrH$aUmÀ`m nÕVr ì`dñWmnH$mZo bmJy H$amdr. Ë`m_wio
àË òH$ H$_©Mmè`mMr, {d^mJmMr H$m ©̀j_Vm AO_mdVm òB©b. VgoM H$m_mVrb C{Udm g_OVrb d Ë`m
Xya H$aÊ`mgmR>r doirM Cnm``moOZm H$aVm òB©b.

(5) _m{hVr d AmH$S>odmarMr CnbãYVm : H$mhr doiog H$m`m©b`rZ H$m_H$mOmgmR>r Amdí`H$
Vr _m{hVr d AmH$S>odmar CnbãY Z Pmë`m_wio H$m`©àdmh AS>MUr {Z_m©U hmoVmV. hr _m{hVr d
AmH$S>odmar Ëd[aV CnbãY ìhmdr `mgmR>r H$mJXnÌm§Mo H$miOrnyd©H$ OVZ H$aÊ`mgmR>r `mo½` Ym[aH$m
nÕVrMm Adb§~ Ho$bm nm{hOo.

(6) H$m ©̀̂ mamMm Aä`mg : H$m`m©b`mVrb A{Z`{_V H$m ©̀̂ mam_wio H$m ©̀àdhmV {dñH$irVnUm
Ambobm Agob Va H$m ©̀̂ mamMm emñÌr` nÕVrZo Aä`mg H$ê$Z Vmo {ZpíMV H$aUo Amdí`H$Vm ^mgë`mg
ZdrZ H$_©Mmè`m§Mr {Z ẁŠVr H$aUo `mo½` R>aVo.

(7) àdmh AmboI : H$m ©̀àdmh H$gm dmhVmo ho Xe©{dUmam "àdmh AmboI' V`ma H$ê$Z H$m ©̀àdmh
AmXe© Amho qH$dm Zmhr ho nmhVm ̀ oVo. H$m`m©b`mVrb H$m ©̀àdmhmV {Z_m©U hmoUmè`m AS>MUtda darbà_mUo
Cnm``moOZm Ho$ë`mg H$m ©̀àdmh gmVË`nyU© d gwairVnUo dmhV amhÿ eHo$b.

3.2.11  H$m`©{Z`moOZ Am{U H$m`©doimnÌH$

H$m`m©b` ì`dñWmnH$mÀ`m H$m`m©Vrb {Z`moOZ ho EH$ AË §̀V _hÎdmMo H$m ©̀ Amho. H$m`m©Mo ñdê$n
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H$moUVohr Agmo Ë`mV `e {_i{dÊ`mgmR>r Ë`m H$m`m©Mr AmJmD$ `moOZm AmIUo Amdí`H$ AgVo. {d{eîQ>
C{ÔîQ> S>moù`m§g_moa R>odyZ Vo gmÜ` H$aÊ`mH$[aVm {d{dY n`m©`m§Mm emoY ¿`md`mMm d Ë`m§VyZ `mo½`
n`m©̀ m§Mr {ZdS> H$amd`mMr ho H$m ©̀{Z`moOZm§_wio eŠ` hmoVo.

H$m`m©b` ì`dñWmnH$mbm H$m`m©b`mVrb {d{dY H$m }̀ H$_rV H$_r doioV d l_mMm Anì`` Z
hmoVm H$m ©̀j_VoZo nyU© H$aÊ`mgmR>r H$m ©̀{Z`moOZ H$amdo bmJVo.

* Hw§$Q>P Amo S>moZob `m§À`m _Vo "{Z`moOZ hr ~m¡{ÕH$ à{H«$`m Amho. H$m`©H«$_mMo {dMmanyd©H$
{ZYm©aU, CÔoe, dñVwpñWVr Am{U {dMmanyd©H$ AZw_mZ `m§da AmYm[aV {ZU©̀  KoUo åhUOo H$m ©̀{Z`moOZ
H$aUo hmò .''

* S>ãë ỳ. EM². boq\$Jdob `m§À`m _Vo "H$m` H$am`Mo, H$go H$am`Mo, H$moUr H$amd`mMo d H$moR>o
H$amd`mMo ho R>a{dUo åhUOo H$m ©̀{Z`moO hmò .''

* Om°O© Ama². Q>oar `m§À`m _Vo "g§H$pënV C{ÔîQ>m§À`m nyVugmR>r gÚ:n[apñWVrMo kmZ d ^{dî`mMm
A§XmO KoD$Z H$m ©̀ H$moUË`m nÕVrZo H$amd`mMo `mMr AmIUr åhUOo H$m ©̀{Z`moOZ.''

* no{VH$ `m§À`m _Vo "H$m`m©b`mVrb {Z`moOZmV {d{dY H$m }̀ H$m ©̀j_VoZo Am{U H$mQ>H$garZo nyU©
H$aÊ`mgmR>r emñÌr` Aä`mg Am{U g§emoYZ H$ê$Z R>a{dÊ`mV Ambobr `mo½` H$m`©nÕVr åhUOo
H$m ©̀{Z`moOZ.''

H$m ©̀{Z`moOZmMr C{ÔîQ>o

darb {d{dY ì`m»`m§dê$Z Ago ñnîQ> hmoVo H$s, H$m`m©b`mMr H$m ©̀j_Vm dmT>{dUo hm H$m ©̀{Z`moOZmMm
_w»` CÔoe AgVmo. `mì`{V[aŠV BVa Or {d{dY C{ÔîQ>o {XgyZ òVmV Vr nwT>rbà_mUo :

(1) H$m`m©b`mVrb H$m`mªV EH$gyÌVm {Z_m©U H$aUo.
(2) H$m`m©Mr nwZamd¥Îmr Q>miUo.
(3) H$m ©̀nyV©VoV {Z`{_VnUm AmUUo.
(4) H$m ©̀ doioV nyU© H$aUo.
(5) H$m ©̀àdmhmV gmVË` R>odUo.
(6) H$m`m©b`rZ H$m_ H$m ©̀j_VoZo H$ê$Z doi, l_ d n¡gm `m§_Ü ò ~MV H$aUo.
(7) H$m`m©b`rZ H$m`m©da d H$_©Mmè`m§da {Z §̀ÌU àñWm{nV H$aUo.

H$m ©̀{Z`moOZmVrb AdñWm

H$m ©̀{Z`moOZmVrb/H$m ©̀{Z`moOZmÀ`m à{H«$ òVrb _hÎdmÀ`m AdñWm nwT>rbà_mUo gm§JVm òVmV :
(1) C{ÔîQ>o : H$m`m©b`rZ H$m`m©Mr d H$m ©̀{Z`moOZmMr C{ÔîQ>o {ZpíMV H$ê$Z Vr C{ÔîQ>o `moOZoV

ñnîQ>nUo _m§S>br nm{hOoV. H$maU, C{ÔîQ>o {ZpíMVnUo g_Oë`mg H$m`m©Mr AmIUr H$aUo gmono OmVo. _mÌ
C{ÔîQ>o R>a{dVmZm dmñVdmMr OmUrd R>odbr nm{hOo.

(2) H$m`m©Mm Aä`mg : H$m`m©b`mVrc H$m`m©Mr ì`már g_OmdyZ KoD$Z Ë`m H$m`m©Mm gyú_
Aä`mg H$aUo hr H$m ©̀{Z`moOZmVrc Xwgar nm`ar  Amho.  H$m`m©Mm Aä`mg H$aVmZm Ë`mVrc {d{dY
AdñWm§Mm Aä`mg H$amdm cmJVmo d Ë`mgmR>r H$m`©n¥W¸$aU H$ê$Z Amdí`H$ Vr _m{hVr {_idmdr
cmJVo.
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(3) dñVwpñWVrMm Aä`mg : H$m`m©c`mV àË`j H$m_ H$aUmao H$_©Mmar, gmYZgm_J«r, H$_©Mmè`m§Mr
H$m ©̀j_Vm, H$m`m©c`rZ godm gmYZo d §̀Ì gm_J«r B. Jmoï>r {Z`moOZ H$aVmZm cjmV ¿`mì`m cmJVmV.
VaM {Z`moOZmV dmñVdVm òVo.

(4) H$m ©̀nÕVrMm Aä`mg : H$m`m©b`mVrc H$m ©̀nwVugmR>r Á`m {d{dY H$m ©̀nÕVtMm Adc§~
Ho$cm OmVmo. Ë`m gd© nÕVtMm emór` {ZH$fm§da Aä`mg Ho$cm OmVmo d dñVwpñWVr S>moù`mg_moa R>oD$Z
H$m ©̀j_ d {H$\$m`Vera H$m ©̀nÕVr {ZdS>cr OmVo.

(5) H$m`©{Z{íMVr : H$m`©nÕVrZwgma Amdí`H$ Ë`m gd© ~m~tMr nwV©Vm Pmë`mZ§Va àË`oH$
H$_©Mmè`mZo H$amd`mMo H$m_ {ZpíMV Ho$co OmVo.

(6) ̀ moOZoMr \o$aVnmgUr : H$m ©̀ {Z`moOZVmcr eodQ>Mr AdñWm åhUOo ̀ moOZm V`ma Ho$ë`mZ§Va
Vr H$m`©dmhrV AmUÊ`mnydu EH$Xm VnmgUo. hr VnmgUr nydm©Zw^dmda AmYmacocr AgVo. `moOZoMr
A§_c ~OmdUr ì`dpñWV hmoVo qH$dm Zmhr ho nmhUo _hËdmMo AgVo. H$mhr doiog nyd©{Z`mo{OV `moOZoV
~Xc H$aUo Amdí`H$ AgVo. Ë`mgmR>r `moOZoMm AmamIS>m cd{MH$ R>odmdm cmJVmo.

H$m`m©c`mVrc {Z`moOZ {d^mJmMr H$m }̀

H$m`m©c`mVrc H$m`m©c`mMo {Z`moOZ H$aVm `mdo åhUyZ AmYw{ZH$ H$m`m©c`mV ñdV§Ì {d^mJmMr
ñWmnZm Ho$cr OmVo. H$m`m©c`mVrc gd© ImË`m§À`m H$m_mV EH$ gyÌrnUm AmUyZ H$m`m©Mo {Z`moOZ H$aÊ`mMr
O~m~Xmar `m {d^mJmda AgVo. {Z`moOZ {d^mJmg Or {d{dY H$m }̀ H$amdr cmJVmV Vr nwT>rcà_mUo …

(1) H$m`m©Mo {dícofU H$aUo : H$m`m©c`mV Ho$co OmUmao H$m ©̀ ho {d{dY ñdê$nmMo AgVo. H$mhr
H$m }̀ X¢Z§{XZ ñdê$nmMr AgVmV, Va H$mhr {d{eï> doir H$amdr cmJVmV. H$m`m©c`mVrc H$m }̀ H$moUË`mhr
ñdê$nmMr Agcr Var Ë`m H$m`m©Mo {dícofU H$ê$Z Imcrc _wÚm§{df`r {ZU©̀  ¿`mdo cmJVmV.

H$) H$moUVo H$m_ H$amd`mMo Amho ? H$m_mMo ñdê$n d ì`már.
I) H$m ©̀nÕVrMr {ZpíMVr.
J) H$m`m©c`rZ H$_©Mmè`m§Mr {ZdS> d à{ejU
K) H$m`m©c`rZ gmYZgm_J«r d godm gmYZo.
M)H$m`m©Mr OmJm {ZpíMV H$aUo.
N>) H$m`m©Vrc {d{dY AdñWm§Mm / Q>ßß`m§Mm H«$_ {ZpíMV H$aUo.
OŸ) nyU© Pmcoco H$m ©̀ Am{U `moOZm `m§Mr VwcZm H$aÊ`mMr ì`dñWm H$aUo.
(2) à_mUo {Z{íMV H$aUo : H$m`m©c`mVrc H$m`m©Mo àË`j _moO_mn H$aÊ`mgmR>r Ë`mMr à_mUo

R>admdr cmJVmV. "à_mU' R>adUo åhUOoM H$m ©̀ {H$Vr doimV, H$moUË`m H$_©Mmè`m§Zr {H$Vr IMm©V Am{U
H$moUË`m XOm©Mo H$amd`mMo Vo R>a{dUo hmò .

(3) H$m`m©Mr _m{hVr H$ê$Z KoUo : H$m`m©c`mVrc àmW{_H$ H$m`m©{df`r _m{hVr H$ê$Z KoUo
Amdí`H$ AgVo VgoM H$m`m©c`mVrc Mmcy Agcoë`m H$m`m©Mo d Ë`m AZwf§JmZo H$m`m©c`mMm Aä`mg
H$aUo Amdí`H$ AgVo. `m_Ü ò àm_w»`mZo

(H$) àM{cV gwê$ Agcoco H$m ©̀ (I) EHy$U nyU© Pmcoco H$m ©̀
(J) H$m`m©c`rZ godm gmYZo Am{U H$_©Mmè`m§Mr H$m ©̀ eº$s.
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(4) H$m`m©c`mVrc _mog_r \o$a ~Xcm§Mm A§XmO KoUo : nydm©Zŵ dmdê$Z {Za{Zamù`m H$mcmdYrV
/ h§Jm_mV H$m`m©Vrc \o$a ~Xcm§Mm d MT> CVmam§Mm A§XmO KoUo. ^{dî`H$mcrZ g§^mì` d {deof
ñdê$nmMo ~Xc `mMm A§XmO H$ê$Z H$m`m©c`rZ H$m ©̀nÕVrV d {Z`moOZmV ~Xc H$amdo cmJVmV.

(5) H$m ©̀nÕVrMm Aä`mg : H$m`m©c`rZ H$m ©̀nÕVr Am{U godm gmYZo `m_Ü ò gwYmaUm KS>dyZ
AmUÊ`mgmR>r H$m ©̀nÕVrMm Aä`mg Ho$cm OmVmo.

(6) AZwf§{JH$ godm§Mo {Z`moOZ : H$m`m©c`mVrc à_wI H$m`m©g cmJUmar BVa godm H$m`}
{dMmamV KoD$Z Ë`m§Mo Am`moOZ H$amdo cmJVo.A§VJ©V Q>nmc dmhZmgmR>r Q>nmc godm, `m§{ÌH$ CnH$aUo,
XyaÜdZr B. gmYZo d gmò r CncãY H$aÊ`mMr O~m~Xmar {Z`moOZ {d^mJmda AgVo.

(7) à{ejUmMr ì`dñWm H$aUo : {Z`moOZmà_mUo H$m ©̀H$aÊ`mgmR>r ì`dñWmnH$ Amdí`H$ Vo
JwU AgUmao H$_©Mmar {_i{dÊ`mMm à`ËZ H$aVmo. Amdí`H$ Vr nmÌVm d JwU {Z_m©U hmoÊ`mH$[aVm ZdrZ
H$_©Mmè`m§Zm à{ejU gmò  CncãY H$ê$Z Úmdr cmJVo.

(8) H$m ©̀àdmhmV gmVË` : g§nyU© H$m`m©c`mV EH$gyÌVm AmUUo Am{U H$m ©̀àdmhmV gmVË`
amIÊ`mgmR>r Amdí`H$ Vr H$miOr ¿`mdr cmJVo.

H$m`©doimnÌH$
H$m`m©c`mVrc {d{dY H$m`} Ho$ìhm gwê$ hmoUma, {H$Vr doi MmcUma VgoM Ho$ìhm nyU© hmoUma

`mg§~§YrMo doimnÌH$ åhUOoM H$m ©̀doimnÌH$ hmò .

ì`m»`m

""H$m`© gwg§~§ÜX d ì`dpñWV H$aÊ`mgmR>r H$_©Mmè`mg H$m`©H$mi {ZYm©[aV H$ê$Z XoUo åhUOo
H$m ©̀doimnÌH$ V`ma H$aUo hmò '' - Om°O© Q>oar

"" H$m ©̀ gwê$ H$aÊ`mMr d Vo nyU© H$aÊ`mMr AmXe© qH$dm à_m{UV doi d àË`j Pmcoco H$m ©̀ `m§Mr
VwcZm H$aVm òB©c `m Ñï>rZo V`ma Ho$coco H$mcMH«$ åhUOo H$m ©̀doimnÌH$ - Oo. gr. S>°{Z`a

""H$m ©̀doimnÌH$mMm g§~§Y H$m_ H$Yr H$amdo `mÀ`mer Amho ''- S>ãë ỳ. EM. coq\$Jdoc
darc ì`m»`m§dê$Z Ago ñnï> hmoVo H$s, H$m`©doimnÌH$mà_mUo H$m`m©c`mVrc H$m`© Ho$ìhm gwê$

hmoUma, H$moUË`m AdñWmVyZ OmUma d àË òH$ AdñWoV H$m_ nyU© hmoÊ`mg {H$Vr doi cmJUma `mg§~§Yr
_m{hVr {_iVo. H$m`©doimnÌH$mMm _w»` CÔoe H$m`} H$m`©j_VoZo d doioV nyU© ìhmdrV hm AgVmo.
H$m ©̀doimnÌH$ hm {Z`moOZmMm EH$ _hËdmMm ^mJ AgVmo.

H$m ©̀doimnÌH$ AmIVmZm _mJ©Xe©H$ R>aUmar VËdo

{Z`moOZ {d^mJmMm à_wI qH$dm àË òH$ {d^mJmMm à_wI H$m ©̀doimnÌH$ AmIÊ`mMo H$m_ H$arV
AgVmo. H$m ©̀doimnÌH$ AmIVmZm / V`ma H$arV AgVmZm Imcrc _yc ŷV VËdo {dMmamV ¿`mdr cmJVmV.

(1) Á`m H$m`m©Mo doimnÌH$ V`ma H$amd`mMo Amho Ë`m H$m`m©Mo d Ë`mgmR>r cmJUmè`m doioMr
AMyH$ _m{hVr {_idmdr cmJVo. Ë`mgmR>r H$m`m©Mm H$mc d JVrMm Aä`mg H$amdm cmJVmo.

(2) nyduÀ`m d dV©_mZ H$mimV Mmcy Agcoë`m H$m ©̀doimnÌH$mMm Aä`mg H$ê$Z Ë`mVrc
Xmof ZdrZ doimnÌH$mV Xya H$aÊ`mMm à`ËZ H$amdm cmJVmo.

(3) H$m ©̀ nyV©Vo Amdí`H$ AgUmè`m nmÌ H$_©Mmè`m§Mr g§»`m d Ë`m§Mr H$m ©̀eº$s `mMr
_m{hVr {_idmdr cmJVo.
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(4) H$m ©̀doimnÌH$ ho gd© H$_©Mmè`m§Zm g_Oë`m {edm` Vo H$m ©̀j_VoZo A_cmV òV Zmhr.
åhUyZ Vo OmñVrV OmñV gmono Ho$co nm{hOo.

(5) H$m`m©c`mVrc n[apñWVr Am{U CncãY gmYZgm_J«r `mìXmao ghOnUo A§_c~OmdUr
H$aVm òB©c Ago doimnÌH$ Agco nm{hOo.

(6) H$m`©doimnÌH$ ho H$m`m©c`mVrc gd© ~m~tMm {dMma H$aUmao åhUOoM gd©g_mdoeH$
Agco nm{hOo.

(7) H$m ©̀doimnÌH$mà_mUo {d{dY {d^mJmV H$m_ Mmcy AgVmZm H$m_m~ÔcMo Ahdmc doioda
{_imco nm{hOoV.

(8) H$m ©̀doimnÌH$ ho gd© ñVamVrc A{YH$mè`m§Zm Cn ẁº$ Agmdo.
(9) H$m ©̀doimnÌH$mV Amdí`H$ Agoc Voìhm `mo½` H$mcmà_mUo ~Xc H$aVm `mdoV åhUOoM

H$m ©̀doimnÌH$mV cd{MH$nUm Agmdm.

3.2.12  H$m ©̀ _yë`_mnZ

H$moUË`mhr H$m`m©Mo _yë`_mnZ Ho$ë`m{edm` Vo H$m`© `mo½`[aË`m, `mo½` à_mUmV d Á`m CÔoemZo
ñdrH$maco Amho Vmo CÔoe g\$c Pmcm {H§$dm Zmhr ho g_OyZ òV Zmhr. _yë`_mnZm_Ü ò H$m_mMr à_mUmer
VwcZm Ho$cr OmVo d H$m_ Anojoà_mUo nyU© Pmco qH$dm Zmhr ho R>a{dco OmVo. EdT>oM Zìho Va H$_©Mmè`mMr
H$m ©̀j_Vm dmT>cr Amho qH$dm Zmhr ho Ë`mM H$_©Mmè`mZo nydu Ho$coë`m H$m_mer VwcZm H$ê$Z R>a{dVm òVo.
åhUyZ H$m`m©c`mZr H$m`m©Mo _yë`_mnZ H$aUo Amdí`H$ AgVo.

ì`m»`m
"" àË`jmV nyU© Pmcoco H$m ©̀ Am{U Ë`mgmR>r R>a{dÊ`mV Amcocr "à_mUo' `m§Mr VwcZm H$ê$Z nyU©

Pmcoë`m H$m`m©~Ôc Ë`m§À`m H$m ©̀j_Vo~Ôc Am{U `eñdrVo~X²Xc `mo½` Vr AZw_mZo H$mT>Ê`mMo H$m ©̀
åhUOo H$m ©̀_yë`_mnZ hmò .

* H$m ©̀à_mU R>adyZ Ë`mdê$Z H$m`m©Mo _yë`m§H$Z H$aUo åhUOo H$m ©̀_yë`_m_nZ hmò .
* H$m`m©À`m _yë`_mnZmMm g§~§Y Ü ò̀ nyVu d CËnmXH$Voer Amho. H$m_mMo ̀ mo½` dmQ>n, H$m ©̀g\$bVoMo

_moO_mn, H$_©Mmè`m§À`m H$m`m©Mo _yë`_mnZ H$aÊ`mgmR>r d Amdí`H$Vm Agob Voìhm Cnm``moOZm
H$aÊ`mgmR>r ì`dñWmnH$mÀ`m hmVr Agbobo ho _moO_mnmMo CnH$aU Amho.

3.2.12.1 H$m ©̀ _yë`_mnZmMr Amdí`H$Vm :

1) H$m`m©b` ì`dñWmnZmMo `emne _moOUo : ì`dgm`mMo `e ho H$m`m©b`mÀ`m H$m ©̀j_Voda
Adb§~yZ AgVo. H$m`m©b`mMo ì`dñWmnZ H$aÊ`mMr O~m~Xmar H$m`m©b` ì`dñWmnH$mda AgVo. ì`dñWmnH$mZo
H$_©Mmè`m§À`m ghH$m`m©Zo H$m ©̀ `eñdr Ho$bo VaM H$m`m©b`mVrb {d{dY H$m }̀ `eñdrnUo nyU© hmoD$ eH$VmV.
H$m`m©b`mVrb H$m`m©gmR>r R>a{dÊ`mV Amboë`m à_mUm~amo~a àË`j H$m`m©Mr VwbZm Ho$ë`mda H$m`©
g_mYmZH$maH$[aË`m nyU© Pmbo qH$dm Zmhr ho g_OVo d Ë`mdê$Z ì`dñWmnZmMo `emne g_OVo.

2) H$_©Mmè`m§À`m H$m ©̀j_VoMo _yë`_mnZ : H$m`m©b`m_Ü ò àË òH$ H$_©Mmè`mZo Ho$bobo H$m ©̀
R>am{dH$ doioV, doJmV Am{U XOm©Zo nyU© Ho$bo qH$dm Zmhr `mMr _m{hVr Ë`m§Zr nyU© Ho$boë`m H$m`m©Mo
_yë`_mnZ Ho$ë`mZ§Va H$iVo. åhUOoM H$_©Mmè`m§À`m H$m ©̀j_VoMo _yë`_mnZ H$aUo hm H$m ©̀ _yë`_mnZmMm
CÔoe AgVmo.
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3) {d{dY {d^mJm§Mr H$m ©̀j_Vm _moOUo : H$m`m©b`mVrb {d{dY H$m }̀ nma nmS>Ê`mgmR>r
AZoH$ {d^mJ {Z_m©U Ho$bobo AgVmV. d Ë`m Ë`m {d^mJmMo ì`dñWmnZ H$aÊ`mgmR>r {d^mJ à_wIm§Mr
{Z ẁº$s Ho$bobr AgVo. àË òH$ {d^mJmH$S>o gmon{dbobo H$m ©̀ H$m ©̀j_nUo hmoVo qH$dm Zmhr ho nS>VmiyZ
nmhUo hm _yë`_mnZmMm CÔoe AgVmo.

4) H$m`m©b`rZ H$m`© {Z`§ÌU : H$m`m©b`mVrb gd© H$m`mªda {Z`§ÌU R>odÊ`mgmR>r EHy$U
H$m }̀ {H$Vr AmhoV, {H$Vr nyU© Pmbr d {H$Vr {e„H$ AmhoV `mMm AmT>mdm KoD$Z R>am{dH$ à_mUmZwgma
H$m_ hmoVo qH$dm Zmhr `mda bj R>odmdo bmJVo. åhUOoM ì`dñWmnH$s` H$m ©̀, H$_©Mmar Am{U {d{dY
{d^mJm§Mo H$m ©̀ `m§Mo _yë`_mnZ Ho$ë`mZ§Va H$m`m©b`mÀ`m EHy$U H$m`m©Mm AmT>mdm KoVm òVmo. Ë`m_wio
H$m`m©b`rZ H$m ©̀ {Z §̀ÌUmg _XV hmoVo.

3.2.12.2 H$m ©̀ _yë`_mnZmMo \$m`Xo :

1) VwbZm : EHy$U H$amd`mMo H$m ©̀ Am{U àË`j Pmbobo H$m ©̀ `m§Mr VwbZm H$ê$Z H$m`m©b`mMr
H$m ©̀j_Vm R>a{dVm òVo.

2) H$m_mMo à_mU : H$m`m©b`mVrb EHy$U H$m_mMo à_mU {H$Vr Amho `mMr H$ënZm
ì`dñWmnH$mbm òVo; Ë`m_wio Vmo Amdí`H$ Vmo ZmoH$adJ© Zo_y eH$Vmo.

3) H$m`©j_VoMm A§XmO : H$m`m©b`mVrb H$m_mMo _yë`_mnZ Ho$ë`m_yio ì`dñWmnH$mbm
H$m`m©b`mVrb H$m_ H$m ©̀j_VoZo hmoVo qH$dm Zmhr, ho g_Oy eH$Vo.

4) H$m_m§Mm A§XmO : H$m ©̀ _yë`_mnZm_yio H$m`m©b`mVrb EHy$U {H$Vr H$m_ nyU© Pmbo d {H$Vr
{e„H$ Amho `mMr H$ënZm òVo. Ë`m_wio am{hbobo H$m_ H$em àH$mao d H$moUË`m nÕVrZo nyU© H$amd`mMo `m
g§~§Yr {ZU©̀  KoVm òVmo.

5) H$_©Mmè`m§Vrb \$aH$ : H$m ©̀ _yë`_mnZm_yio H$m`m©b`mVrb H$_©Mmè`m§n¡H$s H$moUVo H$_©Mmar
H$m ©̀j_ AmhoV, H$moUVo AH$m ©̀j_ AmhoV ho g_OVo.

6) H$m ©̀j_VoV dmT> : H$m ©̀ _yë`_mnZ Ho$ë`m_wio H$m`m©da d H$_©Mmè`m§da {Z §̀ÌU R>odUo
eŠ` hmoVo. Ë`m_wio H$m`m©b`rZ H$m ©̀©j_Vm dmT>Ê`mg _XV hmoVo.

3.2.12.3 H$m ©̀ _yë`_mnZmVrb g_ñ`m :

H$m`m©b`mVrb H$m_mMo ñdén d Ë`mMo àH$ma Jw§VmJw§VrMo Agë`mMo {XgyZ òVo. Ë`m_wio _yë`_mnZ
H$aVmZm AZoH$ AS>MUr g§̂ dVmV. Var XoIrb _yë`_mnZ H$aUo AeŠ` Zmhr. H$m`m©b`mVrb H$m_mMo
_yë`_mnZ H$aVmZm Imbrb AS>MUr/g_ñ`m {Z_m©U hmoVmV.

1) H$m_mÀ`m ñdénmVrb {d{dYVm: H$m`m©b`m_Ü ò {d{dY àH$maMr H$m_o Mmby AgVmV. H$mhr
H$m_m§Mo ñdén A{Ve` Jw§VmJw§VrMo d ì`mnH$ AgVo. Ë`m_wio Aem H$m_mMo _yë`_mnZ H$aUo H$R>rU OmVo.
na§Vw H$m`m©b`mVrb H$m_ OodT>o AdKS> d Jw§VmJw§VrMo VodT>oM H$m`m©Mo _yë`_mnZ XoIrb Amdí`H$ AgVo.
H$m`m©b`mVrb H$m_mMo {d{dY àH$ma Agbo Var àË òH$ doiog H$_©Mmar EH$M H$m_ H$arV AgVmo. Ë`m
H$m_mMr H$m ©̀ nÕVr R>abobr AgVo. H$m_mMm CÔoe {ZpíMV AgVmo. Ë`m_wio _yë`_mnZ H$aUo eŠ` hmoVo.

2) H$m_mg/H$m`m©g bmJUmam doi : H$m`m©b`mVrb àË òH$ H$m`m©g bmJUmam doi doJdoJim
AgVmo. d àË òH$ H$m_mÀ`m H$m ©̀ à{H«$ òV doJdoJù`m AdñWm AgVmV. Ë`m_wio EH$mM àH$maMo H$m ©̀
H$aVmZm XoIrb doJdoJim doi bmJVmo. CXm0 _yë` ~rOH$ V`ma H$aUo. àË òH$ ~rOH$ V`ma H$aÊ`mg
gmaImM doi bmJob Ago J¥{hV YaVm òV Zmhr. H$maU àË òH$ ~rOH$mV ^amdr bmJUmar _m{hVr H$_r-



E\$. dm`. ~r. H$m°_ / _m°S>Z© Am°{\$g _°ZoO_|Q>           40

OmñV Agy eH$Vo. Ë`m_wio Aem H$m_Mo _yë`_mnZ H$aUo H$R>rU OmVo.
3) IM© : H$m`m©b`rZ H$m_mMo _yë`_mnZ H$aÊ`mgmR>r OmñV IM© `oVmo. åhUyZ ~è`mMem

H$m`m©b`m§V _yë`_mnZmH$S>o Xþb©j Ho$bo OmVo. na§Vw ho MwH$sMo Amho. H$moUË`mhr IMm©Mm g§~§Y Ë`mnmgyZ
{_iUmè`m \$m`Úm§er OmoS>bm nm{hOo. _yë`m_mnZ H$aÊ`mgmR>r \$ma _moR>m H$_©Mmar dJ© bmJV Zmhr.
_yë`_mnZm_yio H$m`m©b`mMr H$m`©j_Vm dmT>y eH$Vo. H$m`©àdmhmVrb AS>MUr g_Oy eH$VmV. Ago
AZoH$ \$m`Xo hmoVmV. Ë`m_wio _yë`_mnZmÀ`m IMm©H$S>o doJù`m Ñ{ï>H$moZmVyZ nm{hë`mg IM© hr AS>MU
R>aV Zmhr.

4) _yë`_mnZmMr AeŠ`Vm : H$m`m©b`mVrb H$mhr H$m`mªMo ñdén Ago AgVo H$s Ë`m
H$m`m©Mo _yë`_mnZ H$aUo H$R>rU AgVo. CXm0 EImXr `moOZm V`ma H$aVmZm H$amdm bmJUmam {dMma d
Ë`mgmR>r bmJUmam doi ho AMyH$ nUo R>a{dVm òV Zmhr. VgoM EImXo nÌ {b{hVmZm {ZpíMV {H$Vr doi
bmJob ho gm§JVm òV Zmhr. åhUyZ Aem H$m_mMo _yë`_mnZ H$aUo AdKS> OmVo. na§Vw Ë`m_wio H$m_mMo
_yë`_mnZ Q>miUo `mo½` ZgVo. H$maU Aer H$m_o ¹${MVM {Z_m©U hmoVmV. d Vr gwÕm VÁk ì`º$s¨H$S>o
gmon{dbr OmVmV.

H$m`m©b`rZ H$m`m©Mo _yë`_mnZ H$aVmZm darb AS>MUr {Z_m©U hmoVmV. na§Vw `m AS>MUr Xÿa
H$ê$Z _yë`_mnZ H$aUo eŠ` Amho. EM.E.hm°ßQ> `m§À`m _Vo, H$m`m©b`mVrb H$moUVohr H$m ©̀ Ago Zmhr
H$s, Á`mMo _yë`_mnZ H$_r-OmñV à_mUmV AMyH$VoZo hmoD$ eH$Uma Zmhr.

3.3 n[a^m{fH$ eãX

      IM©  (Cost )

#.4 ñd §̀ AÜ``Z àíZ

àíZ 1 : H$m`m©c`rZ H$m ©̀nÕVr WmoS>Š`mV ñnï> H$am ?
........................................................................................................
........................................................................................................
........................................................................................................
àíZ 2 : H$m`m©c`rZ H$m ©̀nÕVrMo \$m`Xo ñnï> H$am ?
........................................................................................................
........................................................................................................
........................................................................................................
àíZ 3 : H$m`m©c`rZ {ZË` H«$_ {deX H$am ?
........................................................................................................
........................................................................................................
........................................................................................................
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àíZ 4 : H$m ©̀{Z`moOZ Am{U doimnÌH$ ñnï> H$am ?
........................................................................................................
........................................................................................................
........................................................................................................
àíZ 5 : H$m ©̀ _yë`_mnZmMr Amdí`H$Vm ñnï> H$am ?
........................................................................................................
........................................................................................................
........................................................................................................

3.5 gmam§e

ì`dgm`mgmR>r {d{dY H$m }̀ H$m ©̀j_VoZo d `mo½` nÕVrZo hmoÊ`mgmR>r Amdí`H$ AgUmar _m{hVr
H$m`m©c`mìXmao nwa{dcr OmVo. H$m ©̀nÕVråhUOo H$moUVr H$m }̀ H$moUr, Ho$ìhm d H$moR>o H$amd`mMr ho {ZpíMV
H$aÊ`mÀ`m Cnm`m§Mm qH$dm {H«$`m§Mm {d{eï> H«$_ hmò . H$m ©̀nÕVr {ZpíMV H$aÊ`mgmR>r {d{dY KQ>H$m§Mm
{dMma Ho$cm OmVmo. H$m`m©c`mVrc {d{dY H$m`© H$em nÕVrZo H$amd`mMr ho AJmoXa R>a{dco OmVo.
Ë`mcmM H$m`m©c` {dYr Ago åhUVmV. Ë`mZ§Va X¡Z§{XZ H$m_ Ho$co OmVo. H$m ©̀{dYrZo R>acocr H$m_o d
Ë`mVrc {H«$`m `m H$m`m©c`mÀ`m Ñ{ï>Zo {ZË`mMrM ~m~ Agë`m_wio {Vcm H$m`m©c` {ZË`H«$_ Ago
åhUVmV. H$m`m©c`mVrc H$moUVohr H$m ©̀ nyU© hmoV AgVmZm. {d{dY AdñWm§_YyZ OmD$Z nyU© hmoVmV.
àË òH$ AdñWo_YyZ H$m ©̀ OmV AgVmZm H$m`m©Mr Or hmcMmc hmoVo Ë`mcmM H$m ©̀ àdmh Ago åhUVmV.

3.6 gamdmgmR>r ñdmÜ`m`

àíZ 1 : H$m`m©c`rZ H$m ©̀nÕVrMo C{Ôï> ò _hËd ñnï> H$am ?
àíZ 2 : H$m`m©c`rZ H$m ©̀nÕVrMo VËdo g{dñVa dU©Z H$am ?
àíZ 3 : H$m`m©b`rZ {ZË`H«$_mMo d¡{eï>` ñnï> H$am ?
àíZ 4 : H$m`m©c`rZ {ZË`H«$_mMo _hËd ñnï> H$am ?
àíZ 5 … H$m ©̀àdmh åhUOo H$m`? H$m ©̀àdmh {ZpíMV H$aÊ`mMr Amdí`H$Vm {deXU H$am?
àíZ 6 … H$m ©̀àdmhmVrc g_ñ`m Am{U Cnm``moOZm ñnï> H$am?

3.7 A{YH$ dmMZmgmR>r nwñVHo$

KQ>H$ 8 à_mUo d

bmohma, A{Zb Am{U H$moR>mar, àH$me (2009) H$m`m©b` ì`dñWmnZ, OiJm§d, àem§V npãbHo$eZ.
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4.0 C{Ôï>o

`m KQ>H$mÀ`m AÜ``mZmZ§Va Vwåhmbm ---
* H$m`m©b`rZ godm ì`dñWmnmZmMo dU©Z H$aVm òB©b
* godm§Mo Ho${Ð`rH$aU d {dH|$XÐ`rH$aUmMr JaO ñnï> H$aVm òB©b.
* Q>nmb godmMo _hÎd{dfX H$aVm òB©b.
* AmYw{ZH$ Q>nmb godmMo {d{dY àH$ma dU©Z H$aVm òB©b.
* Zm|XrMo ì`dñWmnZ dU©Z H$aVm òB©b

4.1 àñVmdZm

H$moUË`mhr ì`dgm`mbm Am{U ì`mdgm`rH$mbm Amnë`m ì`dgm`mVrb H$m ©̀ H$m ©̀j_nUo d
{Z`moOZmà_mUo Oa H$am`Mo AgVrb Va Ë`mbm H$m`m©b`mMr Oer JaO AgVo VerM H$m`m©b`mgmR>r
bmJUmè`m {d{dY H$m`m©b`rZ godm§Mr XoIrb Amdí`H$Vm AgVo. H$m`m©b`mgmR>r bmJUmè`m Amdí`H$
godm `m {d{dY ì`mdgm{`H$m_m\©$V nwa{dë`m OmVmV AWdm Ë`m ñdV…À`m H$m`m©b`mV {Z_m©U H$aVm
òVmV. åhUyZ Ë`m§Zm H$m`m©b{`Z {H«$`m Agohr åhQ>bo OmVo. H$m`m©b`mV H$m`m©À`m nyV©Vm H$aÊ`mgmR>r

AZoH$ {d^mJmMr {Z{_©Vr Ho$br OmVo. CXm. - IaoXr {d^mJ, {dH«$s {d^mJ, CËnmXZ {d^mJ, {hemo~
{d^mJ, Om{hamV {d^mJ, AW© {d^mJ, gmR>dUyH$ {d^mJ, H$_©Mmar {d^mJ BË`mXr Aem {d{dY
{d^mJm§Zm AZoH$ godm§Mr JaO AgVo Ë`m nwa{dÊ`mMr O~m~Xmar H$m`m©b`mMr AgVo. Aem godm `m
EH$_oH$m§er g§~§{YV AgVmV.

Ë`m_wio Aem godm H|$Ðr`rH¥$V Agmì`mV H$s, {dH|$ÐrV Agmì`mV `mMm {ZU©̀  H$m`m©b`mÀ`m
ì`dñWmnH$m§ZmM ¿`mdm bmJVmo.

4.2 {df` {ddoMZ

4.2.1 - H$m`m©b`mÀ`m godm§Mo H|$Ðr`rH$aU ( Centralization of office
Services )

Ooìhm H$moUË`mhr H$m`m©b`mV g§ñWm§À`m doJdoJù`m {d^mJm§Zm bmJUmè`m H$m`m©b`rZ godm
CnbãY H$éZ XoÊ`mgmR>r EH$ ñdV§Ì _Ü`dVu {d^mJ / H$m`m©b` CKS>bo OmVo Am{U Ë`m§À`m _m\©$V Vk
d EH$ _w»` ì`dñWmnH$m_m\©$V {d{dY H$m`m©b`rZ {d^mJm§Zm bmJUmè`m godm§Mm VËnaVoZo nwadR>m Ho$bm
OmVmo. Voìhm Ë`mbm H$m`m©b`rZ godm§Mo Ho$Ðr`rH$aU ( Centralization of office Services ) Ago
åhUVmV. `m àH$aUmV EH$m _Ü`dVu B_maVrVyZ BVa gd© {d^mJm§Zm godm nwadÊ`mV òVmV. ì`dgm`mÀ`m
Ñï>rZo Vo \$m`ÚmMo d _hÎdmMo R>aVo.

H$m`m©b`rZ godm§À`m H|$Ðr`rH$aUmMo \$m`Xo -( Advantages )

1) à^mdr àemgH$s` {Z`§ÌU - EH$m ñdV§Ì {d^mJm_m\©$V godm gVV nwa{dë`m OmV
Agë`mZo Ë`m {d^mJmVrb H$_©Mmar ho gVV H$m`©_¾ AgVmV. Vo Amier  hmoV ZmhrV. H$m`m©Mr
{d^mJUr hmoD$Z gd© H$m`m©da à^mdr àemgH$s`  {Z §̀ÌU R>odVm òVo.
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2) BVa {d^mJm§Zm Amam_ - `m àH$mamV gd© {d^mJm§gmR>r godm _Ü`dVu {d^mJmVyZ {_iV
Agë`mZo BVa gd© {d^mJmÀ`m à_wIm§Zm `m O~m~XmarVyZ _wŠV hmoVm òVo. Ë`m_wio Ë`m§Mm IynM doi
dmMVmo Am{U Ë`m CnbãY doioMm dmna Ë`m§Zm Amnë`m {d^mJmMr H$m ©̀j_Vm dmT>{dÊ`mgmR>r H$aVm
òVmo.

3) H$m_mÀ`m d¡{eï>rH$aUmMr gmo` - godm§Mo H|$Ðr`rH$aU Ho$ë`m_wio àË`oH$ àH$maÀ`m
godogmR>r {deof Vk ì`ŠVrMr {Z`wŠVr H$aUo eŠ` hmoV Agë`mZo Ë`m H$m_mVrb Hw$ebVm dmT>Vo.
H$m_mMm doJ dmT>Vmo. Am{U XOm©Ë_H$ H$m ©̀ H$aVm òVo.

4) bd{MH$Vm - godm§Mo H|$Ðr`rH$aU Ho$ë`mZo àË òH$ {d^mJmbm bmJUmè`m godm OodT>çm
à_mUmV hì`m VodT>çm à_mVUmV XoVm  òVmV H$maU Ver A§VJ©V ì`dñWm H$éZ H$_r OmñV à_mUmV
godm {dV[aV H$aVm `oVmV.

5) H$m ©̀nÕVrMo à_mUrH$aU -  godm§À`m H|$Ðr`rH$aUm_wio àË òH$ H$_©Mmar Amnbo H$m_
gmVË`mZo d {Z`{_VnUo H$aVmo Vmo EH$M H$m_ EH$mM nÕVrZo H$é bmJë`mZo Ë`mbm Vo à_mUrV nÕVrZo
H$aVm òVo d H$m_mMo d H$m ©̀nÕVrMo à_mUrH$aU hmoVo.

6) H$m_mMr nwZamd¥Îmr Q>miVm `oVo - godm§Mo H|$Ðr`rH$aU Ho$ë`m_wio àË`oH$ {d^mJmbm
Amnë`m {d^mJr` nmVirda ñdV§Ì H$m`m©Mr d H$_©Mmè`m§Mr Amdí`H$Vm ZgVo.  EH$mM _Ü`dVu godm
{d^mJmVyZ godm {_imë`mZo H$m_mMr nwZamd¥Îmr Q>miVm òVo.

7) IMm©V ~MV - godm§Mo H|$Ðr`rH$aU Ho$ë`m_wio àË òH$ {d^mJmbm Omo ñdV§Ì d doJim IM©
H$amdm bmJbm AgVm Vmo H$amdmH$ bmJV Zmhr.EH$mM {R>H$mUr IM© hmoVmo d godm KmD$H$ à_mUmV H$aVm
òVmV. Ë`m_wio EHy$U IMm©V _moR>r ~MV hmoVo.

8) H$m_mMm XOm© gwYmaVmo - gd© {d^mJm§Zm bmJUmè`m {d{dY godm `m Ë`m§À`m JaOoZwgma d
_Ü`dVu H$m`m©b`mÀ`m {Z §̀ÌUmImbr {Xë`m OmV Agë`m_wio H$m_mMm XOm© gwYmaVmo.

H$m`m©b`rZ godm§À`m H|$Ðr`rH$aUmMo VmoQ>oo -( Disadvantages )

1) JwáVoMm Am^md - godm§À`m H|$Ðr`rH$aUm_wio àË`oH$doir _Ü`dVu godm H$m`m©b`mer
g§nH©$ H$amdm bmJVmo Ë`m_wio {d^mJm§Mr _m{hVr _Ü`dVu {d^mJmbm g_OV Agë`mZo JwáVm R>odVm òV
Zmhr.

2) {d^mJr` {Zð>oMm Am^md - àË òH$ {d^mJmÀ`m nmVirda Ë`m Ë`m {d^mJmVrb H$_©Mmè`m§Mr
_m{hVrÀ`m Am^mdm_wio {Zð>m {XgyZ òV Zmhr. H$maU Ë`m {d^mJmVrb H$_©Mmar Amier ~ZVmV.

3) doiImD$ à{H«$`m - àË òH$ {d^mJmbm bmJUmè`m godogmR>r àË òH$doir _Ü`dVu {R>H$mUr
Omdo bmJVo qH$dm g§nH©$ H$amdm bmJVmo. Ë`mV ^anya doi OmVmo H$maU _m{hVr / godm {_iUma H$Yr d
Ë`mMr A§_b~OmdUr hmoUma H$Yr Aer {H$MH$Q> d doiImD$ à{H«$`m Vr AgVo.

4) {eK« {ZU©̀ mMm Am^md - àË òH$ {d^mJmÀ`m à_wI ì`ŠVrbm H$moUVmhr {ZU©̀  KoVmZm
_m{hVrMo AmXmZ - àXmZ ho _Ü`dVu {R>H$mUmnmgyZ H$amdo bmJV Agë`mZo {VWyZ àË òH$doir _m{hVr
CnbãY H$aVmZm doi bmJVmo d {Xa§JmB© hmoVo, Ë`m_wio {eK« {ZU©̀  KoVm òV Zmhr.

5) I{M©H$ nÕV - `m nÕVrV àË`oH$ {d^mJmbm gVV d dma§dma _Ü`dVu {d^mJmÀ`m
g§nH$m©V ahmdo bmJVo d Ë`m§À`mer g§Xoe dhZ H$amdo bmJV Agë`mZo hr doi d n¡gm IM© H$aUmar
I{M©H$ nÕV Amho.
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4.2.2 - H$m`m©b`rb godm§Mo {dH§o$ÐrH$aU ( Decentralzation of office
Services )

Ooìhm H$moUË`mhr H$m`m©b`mV AgUmè`m {d{dY {d^mJm§Zm bmJUmè`m Amdí`H$ godm `m Ë`m
{d^mJmnwaË`m {Z_m©U Ho$ë`m OmVmV qH$dm {d^mJmZwgma {d^mJr` nmVirda Ë`m IaoXr Ho$ë`m OmVmV
Voìhm Ë`mbm H$m`m©b`rZ godm§Mo {dH|$ÐrH$aU ( Decentralzation of office Services ) Ago
åhUVmV. `m àH$amV H|$Ðr`rH$aUmMo VmoQ>o Q>miVm òVmV Am{U {dH|$ÐrH$aUmMo \$m`Xo {_i{dbo OmVmV.

H$m`m©b`rZ godm§À`m {dH|$Ðr`rH$aUmMo \$m`Xo -( Advantages )
1) JwáVm - godm§À`m {dH|$ÐrH$aUmV H$moUË`mhr H$mJXnÌmer g§~§{YV {ZU©̀  Ë`mM {d^mJmV

KoVbo OmV Agë`mZo _hÎdmMr d JmonZr` _m{hVr BVaÌ nmR>{dÊ`mMr JaO ZgVo Ë`m_wio JwáVm nmiVm
òVo.

2) H$m ©̀j_VoV dmT>- àË òH$ {d^mJmV bmJUmar godm hr Ë`mM {d^mJmV {_iV Agë`mZo
BVam§da Adb§~yZ amhmdo bmJV Zmhr. Ë`m_wwio H$m ©̀àdmh AI§S>rV ahmVmo d H$m ©̀j_Vm dmT>Vo.

3) {d^mJr` {Zð>m dmT>Vo - àË òH$ {d^mJmÀ`m à_wI Amnë`m {d^mJmVrb H$_©Mmè`m§Zm
Amdí`H$ AgUmè`m gd© godm hì`m Ë`mdoir VËnaVoZo CnbãY H$éZ XoVo. Ë`m_wio H$_©Mmar ho Amnë`m
{d^mJ à_wImer ghH$m`m©Zo dmJVmV.

4) doioV ~MV - àË òH$ {d^mJmÀ`m A{YH$mè`mbm qH$dm H$_©Mmè`mbm EImÚm _hÎdmMm
{ZU©̀  KoÊ`mgmR>r Ë`m {ZU©̀ mbm Amdí`H$ Agbobo KQ>H$ Ë`mM {R>H$mUr CnbãY Pmë`mZo Ëd[aV {ZU©̀
KoVm òVmo d gd© H$m_o `mo½` doioV nyU© hmoVmV. Ë`m_wio EHy$U doioV ~MV hmoVo.

5) {eK« {ZU©̀ - àË òH$ {d^mJmÀ`m  à_wImbm H$moUVmhr {ZU©̀  KoVmZm {dH|$ÐrH$aUm_wio
àË òH$doir _Ü`dVu H$m`m©b`mda Adb§~yZ ahmdo bmJV Zmhr d Vmo H$moUVmhr H$m`m©g§~§{YVmMm {ZU©̀
{eK«VoZo KoD$ eH$Vmo.

H$m`m©b`rZ godm§À`m H|$Ðr`rH$aUmMo VmoQ>oo -( Disadvantages )

1) gbmo»`mMm Am^md - {dH|$Ðr`rH$aUm_wio àË`oH$ {d^mJ hm Amnë`mM {d^mJmVrb
ghH$mè`m§Zm _XVrMr ^mdZm R>odVmo. BVa {d^mJmMr OmñV g§~§Y Z Amë`m_wio gbmo»`mMm A^md {XgyZ
òVmo.

2) V§ÌmÀ`m _mJ©Xe©ZmMm Am^md - gd© g§~§{YV {d^mJm§Zr Amnbr H$m }̀ AmnU ñdV…M
H$amdr. Amnbo {ZU©̀  AmnUM ¿`mdo `m H$maUmZo BVa g§~§{YV {df`m§À`m Vk _mJ©Xe©H$mÀ`m AZŵ dr
gëë`mbm Vo _wH$VmV.

3) Abd{MH$Vm  - {dH|$ÐrH$aUm_wio g§~§{YV {d^mJmZo ñdV…Mr H$m`} ñdV…M H$amdrV
`m_wio àË òH$ {d^mJmbm Á`m AS>MUr {Z_m©U hmoVmV Ë`m ñdV…bmM gmoS>dmì`m bmJVmV. Ë`mgmR>r
XþgarH$S>o XmX _mJVm òV Zmhr. Ë`m_wio Abd{MH$Vm AgVo.

4) Aàm_mUrH$aU - {dH|$ÐrH$aUmV H$amì`m bmJUmè`m H$m_m§Mm _moR>m ~moOm AgVmo. Ë`m_wio
Ho$bo OmUmao H$m ©̀ ho àm_m{UH$ hmoD$ eH$V Zmhr.

5) IMm©V dmT> - {dH|$ÐrH$aUmV Ü`mì`m bmJUmè`m godm `m àË`oH$ {d^mJmV ñWamda
{Z_m©U H$amì`m bmJVmV qH$dm Ë`m ¿`mì`m bmJVmV Ë`m_wyio gd© {d^mJm§Zm ñdV…Mr H$m_o - {ZU©̀
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Ë`m§Mr A§_b~OmdUr VgoM g^m ñdV…M ¿`mì`m bmJV Agë`mZo XoIrb IMm©Mo à_mU IynM dmT>Vo.
Aem àH$mao H$m`m©b`rZ godmMo {dH|$ÐrH$aUmMo Xmof Oar {XgyZ òV Agbo Var XoIrb Vo H|$XÐH$aUm

EdT>oM \$m`ÚmMo d _hÎdmMo Amho.

4.2.3 - Q>nmb godm  ( Mail Services )

EImXm ì`dgm` åhQ>bm qH$dm ì`mdgm`rH$ g§ñWm åhQ>br Va {Vbm XaamoO Ag§»` J«mhH$m§er
gVV g§nH©$ H$amdm bmJVmo. ì`dgm`mMo J«mhH$, nwadR>mXma, Om{hamVXma, YZH$mo, gaH$mar A{YH$mar
Am{U Ì`ñW ì`ŠVr `m§À`m gmo~V g§ñWobm Amnbo {hVg§~§Y {Q>H$dyZ R>odmdo bmJVmV. Ë`mH$arVm gVV
nÌì`dhma hm nÌm§À`m, gwMZoÀ`m, AmXoemÀ`m, Om{hamVrÀ`m Aem {d{dY àH$maMm AgVmo. `mgmR>r
Q>nmb godoÛmao {enm`mÀ`m _XVrZo S>mH$ godoMr _XV KoD$Z gVV g§nH©$ Ho$bm OmVmo, åhUyZM AmYw{ZH$
H$m`m©b`m§gmR>r H$m ©̀j_ d gwg§K{Q>V Aer Q>nmb godm AgUo A{Ve` _hÎdmMo AgVo. Q>nmb godm hm
ì`dgm`mMm H$Um _mZbm OmVmo.

Q>nmbmMo ì`dñWmnZ -

H$moUË`mhr ì`dgm{`H$ H$m`m©b`mMm Q>nmbmer {ZË` g§~§Y òVmoM. H$m`m©b`mH$S>o amoO Ag§»`
nÌ òVmV. Ë`mVrb H$mhr _hÎdmMo Aer AgVmV Va H$mhtZm CÎmao Úmdr bmJVmV. Ë`mgmR>r H$m`m©b`mbm
ñdV§ÌnUo Q>nmbmÀ`m ì`dñWmnZmMr ì`dñWm H$amdr bmJVo.  Q>nmbmÀ`m ì`dñWmnZmV Amboë`m
Q>nmbmÀ`m {Z`mOZmnmgyZ Va g§KQ>Z, g_Ýd`, {ZU©̀ , {Z §̀ÌU Aem AZoH$ {H«$`m  Q>nmbm§da H$amì`m
bmJVmV. Q>nmbmMo ì`dñWmnZ gmono hmoÊ`mgmR>r Ë`mMo XmoZ _w»` ^mJ Ho$bo OmVmV. Ë`mV àm_w»`mZo
AmdH$ nÌì`dhma ( Inward Mail ) Am{U OmdH$ nÌì`dhma ( Outward Mail ) Ago
_hÎdmMo ^mJ AgVmV. Q>nmbmMr  ì`dñWm bmdÊ`mgmR>r EH$m ñdV§Ì Q>nmb ImobrMr ì`dñWm H$amdr
bmJVo. {VMr OmJm hr \$ma _hÎdmMr AgVo VgoM Q>nmbmMr nmR>dUr Am{U Ë`mMr nmohmoM (
Aknowledgement )hr nU _hÎdmMr AgVo.

H$m ©̀j_ Q>nmb goodoMo \$m`Xo -(Advantages )

Q>nmbgodm H$m ©̀j_ Agob Va Ë`mMo Imbrb \$m`Xo hmoVrb.
1) g§ñWobm ~mhoaÀ`m ì`ŠVrer gVV gmVË`nyU© g§nH©$ R>odVm òVmo.
2) g§ñWoer ì`dhma H$aUmè`m Ì`ñW ì`ŠVrMo Amnë`m g§ñWo{df`r Mm§Jbo _V ~ZVo.
3) Q>nmb {df`H$ gd© H$m }̀ nÕVera Ho$ë`m_wio Xmof Am{U MwH$m `m§Mo à_mU H$_r hmoVo.
4) `mo½` d nmÌVm YmaU Ho$bobm à{ejrV H$_©Mmar dJ© Oa {Z`wŠV Ho$bm Va Q>nmb

{df`H$ H$m_mMr H$m ©̀j_Vm dmT>Vo.
5)o g§ñWoH$S>o òUmar nÌo `mo½` dooioV Am{U AMwH$ Zm|X{dë`mZo  doioMr ~MV hmoVo.

AmdH$ Q>nmb - ( Inward Mail )

g§ñWoH$S>o XaamoO Ag§»` àH$maMr nÌo `oVmV `mV J«mhH$, nwadR>mXma, Om{hamVXma, gaH$mar
H$m`m©b`,EO§Q> `m§À`mH$Sy>Z Amboë`m Q>nmbmMm g_mdoe hmoVmo åhUyZ ~mhoéZ g§ñWoH$S>o òUmè`m nÌm§Zm
AmdH$ Q>nmb ( Inward Mail )Ago åhUVmV. `mgmR>r ñdV§Ì a{OñQ>a_Ü ò Zm|X Ho$br OmVo.
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AmdH$ Q>nmbmMr hmVmiUr

1) Q>nmb pñdH$maUo  … _moR>çm H$m`m©b`m§_Ü òo EH$m ñdV§Ì H$_©Mmè`mH$S>o Q>nmb pñdH$mam`Mo
H$m_ {Xbobo AgVo. hm H$_©Mmar Ambobr nÌo, nmH$sQ>o, nmg©b KoÊ`mMo d Ë`mda {e¸$m _méZ Amnbr ghr
H$aÊ`mMo H$m_ H$aVmo.

2) Q>nmb ImË`mMoo dJuH$aU  … ~mhoéZ òUmè`m Q>nmbmMo àW_ dJuH$aU H$éZ Z§VaM Vo
\$mS>bo OmVmV Ago dJuH$aU ho VrZ JQ>mV Ho$bo OmVo.

A)o a{OñQ>a d AZa{OñQ>a nÌo
~)o {gb~§X Agbobr d {gb~§X Zgbobr nÌoH
H$)o JmonZr` d VmVS>rMr nÌo

3) Q>nmb CKS>Uo … hmVmZo qH$dm §̀ÌmÀ`m gmømZo nÌo CKS>br OmVmV. §̀ÌmMm dmna H$aVm§Zm
nm{H$Q>mVrb nÌo gwa{jV amhVrb `mMr H$miOr KoVbr OmVo. Q>nmb CKS>ë`mZ§Va Ë`mVrb gd©J Jmoï>r
H$miOrnyd©H$ ~mhoa H$mT>ë`m OmVmV. nÌmgmo~V H$mhr [aH$m_o nm{H$Q>  d AmVrb BVa H$mJXnÌo EH$Ì
Q>mMyZ R>odUo {hVmMo AgVo.

4) Q>nmbmMo H$m`©  … CKS>bobr nÌo N>mZZr Ho$ë`mZ§Va H$moUmH$S>o, H$moUË`m {d^mJmH$S>o
nmR>dm`Mo ho R>a{dbo OmVo. Q>nmbmMo ImVodma dJuH$aU Ho$bo OmVo. Q>nmbm_m\©$V Ambobo H$mJXnÌo `mo½`
d _m{hVr{Zer AmhoV qH$w$dm ZmhrV `mMr nS>VmiUr Ho$br OmVo.

5) Q>nmbmda {e¸$m _maUo  … Amboë`m Q>nmbmda ì`dgm`g§ñWoMm {e¸$m _méZ Q>nmb
{_imë`mMr VmarI {b{hbr OmVo. CKS>boë`m Q>nmbmMo nmH$sQ> H$mhrdoim Ë`mM nÌmbm Q>mMyZ R>odbo
OmVo. Ë`mdarb Q>nmb H$MoarZo Zm|X{dbobr doi d VmarI H$m`Xoera nwamdm åhUyZ _hÎdmMr R>aVo.

6) Q>nmbmMr Zom§X H$aUo  … Amboë`m àË òH$ nÌm§Mm Vnerb EH$m ñdV§Ì nwñVH$mV Zm|X{dbm
OmVmo. Aem nwñVH$mbm AmdH$ Q>nmb nwñVH$ Ago åhUVmV. Ë`m nwñVH$mV AZwH«$_{UH$m , nÌ {_imë`mMr
VmarI, nÌ nmR>{dUmè`mMo Zm§d d nÎmm, nÌmMm {df` gmo~V nmR>{dbobr H$mJXnÌo, g§~§{YV {d^mJ,
CÎma nmR>{dÊ`mMr VmarI BË`mXr Jmoï>tMm g_mdoe AgVmo.

7) Q>nmbmMo dmQ>n H$aUo  … ~mhoéZ Amboë`m Q>nmbmÀ`m hmVmiUr _Yrb hm eodQ>Mm Q>ßnm
hmo`, nÌo g§~§{YV {d^mJmbm qH$dm ì`ŠVrbm nmohmoM{dUo, g§~§{YVm§H$S>o {Xë`mZ§Va Ë`mMr ghr KoUo
BË`mXr H$m_o Ho$br OmVmV.

8) nmR>nwamdm H$aUo  … Amboë`m nÌm§Zm CÎmao nmR>{dbr OmVmV H$s Zmhr ho nmhUo åhUOoM
Q>nmbmMm nmR>nwamdm H$aUo hmò . hm nmR>nwamdm {d^mJr` nmVirda Ho$bm OmVmo. H¥$Vr H$aÊ`mg {Xa§JmB©
Pmë`mg Ë`mMr J§̂ ra XIb KoÊ`mV òVo.

OmdH$  Q>nmb - ( Outward Mail )

AmdH$ Q>nmbmVyZ Amboë`m nÌm§n¡oH$s ~è`mMem nÌm§Zm CbQ> Q>nmbr CÎmao nmR>dmdr
bmJVmV Ë`mbm OmdH$ Q>nmb Ago åhUVmV. OmdH$ Q>nmbmV g§ñWoZo BVam§Zm nmR>{dboë`m nÌm§Mm
g_mdoe hmoVmo. `mV nÌ, Am§VaXoer`nÌo, nmH$sQ>o, AmXtMm g_mdoe hmoVmo.

OmdH$ Q>nmbmMr hmVmiUr

1) nÌo V`ma H$aUo  … OmdH$ Q>nmbmÛmao nmR>dm`À`m nÌm§Mo àW_ _gwXo V`ma H$amdo bmJVmV.
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_gwXm Vm|S>r gm§JyZ Z§Va Vmo hñV{b{IV qH$dm Q>§H${b{IV H$éZ Vnmgbm OmVmo Am{U Z§Va Ë`mda ghr
H$éZ g§ñWoVyZ ~mhoa OmUmao nÌ V`ma hmoVo.

2) nÌmda gøm  H$aUo  … V`ma Pmboë`m nÌm§da H$moUr gøm H$am`À`m `mMo g§ñWoMo H$mhr
{Z`_ AgVmV. gmYmanUo N>mnrb ñdénmVrb Z_wÝ`m§da H${Zð> A{YH$mar, {bnrH$ gøm H$aVmV Va
_hÎdmÀ`m nÌm§da ì`dñWmnH$,{d^mJm§Mo à_wI, g§MmbH$ gøm H$aVmV.

3) nÌo O_m H$aUo … ~è`mMem g§ñWm§_Ü ò {d{dY {d^mJmÛmao Amnbr nÌo V`ma H$éZ Vo
nmH$sQ>mV Q>mHy$Z Ë`mda Amnbo nÌo {bhÿZ Pmë`mda Vo Q>nmb ImË`mH$S>o nmR>{dbo OmVmV Va _moR>çm
g§ñWo_Ü ò {XdgmVyZ XmoZ Vo VrZ doim Q>nmb ImË`mVrbM H$_©Mmar OmD$Z OmdH$ nÌ ì`dhma Ago
{b{hboë`m Q´>o _Yrb nÌo Jmoim H$éZ AmUVmV.

4) nÌm§Mr Zm|X H$aUo  … nÌo Q>nmb H$MoarV XoÊ`mnydu Ë`mMr Zm|X OmdH$ Q>nmb nwñVH$mV Ho$br
OmVo. nmoñQ>mVyZ OmUmè`m nÌm§MrM \$ŠV Zm|X Ho$br OmVo. Or nÌo {enm`m§À`m hñVo nmR>{dbr OmVmV
Ë`mMr Zm|X {enm`m§À`m nwñVH$m_Ü ò Zm§oX{dbr OmVo.

5) nÌm§À`m KS>çm KmbUo  … nÌm§À`m KS>çm KmbyZ nmH$sQ>mV Q>mH$Vm§Zm ~mhoa nmR>{dë`m
OmUmè`m  nÌm§À`m AmH$mamZwgmaM nmH$sQ> {ZdS>mdo. nmH$sQ>mMm AmH$ma bjmV KoD$Z nÌmbm H$_rV H$_r
KS>çm Kmbmì`mV. Am§VaXoer` Am{U Am§Vaamï´>r` nÌm§da  gyMZm {Xboë`m AgVmV Ë`m gwMZm§ZwgmaM
KS>çm KmbyZ Vr nmR>dmdrV.

6) nmH$sQ>mda nÌm {b{hUo  … nmH$sQ>mda nÎmm {b{hVmZm Á`mbm nÌ nmR>dm`Mo Ë`mMo Zm§d d
nÎmm hmVmZo qH$dm Q>oH$boIrV H$éZ Q>mH$Vm òVmo. AmVrb nÌ d ~mhoarb nmH$sQ> `m§À`mV Jm|Yi hmody Z ò
åhUyZ {IS>H$s Agbobr nmH$sQ>o dmnamdrV.

7) {gb~§X nÌo  … nÌ {gb~§X H$éZ Ë`mda `mo½` aH$_oMr {V[H$Q>o bmdmdrV. nmH$sQ>mda nÎmm
{bhÿZ Vr ~§X H$aVm§Zm qS>H$, gobmoQ>onMm dmna H$amdm àË òH$ àH$maMm Q>nmb Q>nmb{df`H$ {Z`_mZwgma
{d{eï> àH$mao ~§X H$amdm bmJVmo.

8) nÌo nmoñQ>mV Q>mH$Uo … gmYr Am{U AZ a{OñQ>S>© nÌo OdiÀ`m nmoñQ>mÀ`m noQ>rV Q>mH$br
OmVmV. ñWm{ZH$ nÌo {enm`mÀ`m hñVo nmR>{dbr OmVmV. a{OñQ>S>© nÌo nmoñQ>mÀ`m H$MoarV OmdyZ Zm|XdyZ
KoD$Z nmR>dmdr bmJVmV. VmVS>rÀ`m nÌm§gmR>r OmXm aŠH$_oMr {V{H$Q>o bmdyZ nmR>dVmV.

darb à_mUo àË òH$ ì`dgm` g§ñWobm Amnbm AmdH$ Q>nmb d OmdH$ Q>nmb `m§Mr H$m ©̀dmhr
{ZË`Zo_mZo XaamoO H$amdr bmJVo.

H$m`m©b` {ZË`H«$_ - ( Routine )

AW© … H$m`m©b`m_Ü ò EImXo H$m_ H$aÊ`mgmR>r H$amì`m bmJUmè`m {H«$`m§À`m gmIirbm {ZË`H«$_
Routine Ago åhUVmV. `m gmIirV àË òH$ {H«$`m hr R>a{dboë`m _mJm©ZoM d AZwH«$_mZoM nyU© hmoVo. `m§V
nañnam§Mm g§~§Y Agboë`m {H«$`m nyd©{Z{üV Ho$boë`m H«$_mZo nma nmS>ë`m OmVmV. Voìhm `m {H«o$ òÀ`m
l§¥Ibobm {ZË`H«$_ Routine Ago åhUVmV.

H$m`m©b`mVrb Á`m {H«$`m EH$m {d{eï> H$m ©̀nÕVrMm ^mJ AgVmV Am{U Á`m H$m`m©b`mÀ`m
X¡Z§{XZ H$m_H$mOmMmhr EH$ ^mJ AgVmV. Am{U Ë`m_wio Ë`m XaamoO nma nmS>mì`m bmJVmV. Ë`m§Zm
{ZË`H¥$Ë`mMo ñdê$n àmá hmoVo. `m {ZË` H«$_mZwgmaM àË òH$ H$_©Mmè`mbm H$m`m©b`mMo EHy$U H$m_ H$moUVo
d Ë`m§V Amnbo H$m ©̀ H$m` Amho ?  `mMm {dMma H$amdm bmJVmo. H$m_ H$go Am{U Ho$ìhm d {H$Vr doimV
nyU© H$amd`mMo Amho ? `m~m~VÀ`m _mJ©Xe©ZmgmR>r {ZË`H«$_mMr Amdí`H$Vm AgVo.
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{ZË`H«$_mMr d¡{eîR>ço

1) {ZË`H«$_mMm g§~§Y hm {bnrH$ H$m`m©er AgVmo.
2) AZoH$ {bnrH$m§À`m EHy$U H$m_mVyZM d Ë`m H$m_mÀ`m l§¥IboVyZM {ZË`H«$_ {Z_m©U hmoVmo.
3) {ZË`H«$_mÀ`m l¥§IboMo g§KQ>Z d ì`dñWmnZ EH$m O~m~Xma Aem A{YH$mè`mÀ`m

n ©̀dojUmVM hmoUo Amdí`H$ AgVo.
4) H$m`m©b`mMo C{Ôï> gmÜ` H$aUo hoM {ZË`H«$_mMo Ü ò̀  AgVo.
5) {ZË` H«$_mVrb àË òH$ [H«$ ò_mJo `mo½` Agm EImXm CÔoe AgVmo.
6) {ZË`H«$_mÀ`m l¥§IboV àË òH$ {H«$`m _w»`H$m`m©À`m àdmhmbm nwT>o nwT>o gaH${dV AgVmo.
7) {ZË`H«$_mV g_m{dð> Agboë`m Ü ò̀ m§Mr aMZm {ddoH$nyU¥ H«$_mZo Ho$br OmVo.
8) nañnamdb§~r {H«$`m§Zm bmJUmè`m doioMm Aä`mg H$éZ Ë`mZwgma H$m ©̀àdmh OwidyZ ¿`mdm

bmJVmo.
9) {ZË`H«$_ R>[adVm§Zm EImÚm H$m`m©Mr nwamd¥Îmr hmoUma Zmhr `mMr H$miOr KoVbobr AgVo.
10) {ZË`H«$_mV gh^mJr Agboë`m {bnrH$m§Zm bmJUmar hË`mao d CnH$aUo XoD$Z Ë`m§Zm Ë`mMo

à{ejU {Xbo OmVo d doJmZo Am{U AMyH$ H$m_ H$aÊ`mMr Ë`m§Zm gd` AgVo AgoM H$_©Mmar Ë`m§V KoVbo
OmVmV.

{ZË`H«$_mMo _hÎd -

{ZË`H«$_mMr `mo½` AmIUr Ho$bobr Agë`mZo àË òH$ H$_©Mmè`mbm XaamoO EH$M H$m_ qH$dm
{H«$`m  dma§dma H$amdr bmJë`mZo Vo Ë`mH$m_mV Vk d {ZnyU hmoVmV. Ë`m_wio Ë`m§Zm nwÝhm H$moUr _mJ©Xe©Z
H$aÊ`mMr JaO ZgVo. Ë`m§À`mda XoIaoI H$aÊ`mMrhr JaO ZgVo. n`m©̀ mZo A{YH$mè`m§Mr g§»`m H$_r
hmoVo. H$_©Mmè`m§Zm AmnU H$m` H$m_ H$aUma AmhmoV `mMr ñnï> H$ënZm Agë`mZo Vo `mo½` VoM H$m_
H$aVmV Ë`m§Zm AZmdí`H$ d MwH$sMo H$m_ H$amdo bmJV Zmhr. n`m©̀ mZo EHy$UM H$m_mMm XOm© gwYmaVmo d
H$m ©̀hr {Z`{_VnUo nyU© hmoVo.

{ZË`H«$_mMm \$m`Xm Ho$di H$_©Mmè`m§ZmM hmoVo Ago Zmhr Va H$m`m©b`mMo H$m_ doioV d AMyH$nUo
nyU© hmoVo H$m_mÀ`m {R>H$mUMo gd© AS>Wio Xÿa hmoVmV Am{U A§Ho$jH$mbm Amnbo H$m_H$mO gmoß`m nÕVrZo
nyU© H$aVm òVo Ë`m_wio {ZË`H«$_ hm gd© H$m`m©b`mgmR>r Amdí` Agm KQ>H$ AgVmo.

Q>nmb {d^mJmgmR>r Amdí`H$ AgUmar §̀Ìo d CnH$aUo

Q>nmb godm XoUmè`m, H$m`m©b`mV XaamoO H$amdr bmJUmar H$m_o hr A{Ve` H§$Q>midmUr
Am{U doi ImD$ AgVmV. _moR>çm ì`mdgm{`H$ g§ñWm§_Ü ò XaamoO eoH$S>mo qH$dm hOmamo nÌo òVmV d
nmR>{dbr OmVmV. Ë`m_wio H$_©Mmè`m§À`m Ë`m§À`m H$m_mVrb CËgmh H$_r hmoVmo d Ë`m§À`mH$Sy>Z MwH$m
hmoÊ`mMr eŠ`Vm AgVo. ho Q>miÊ`mgmR>r H$mhrdoim doJdoJù`m §̀ÌmMm d CnH$aUm§Mm dmna Ho$bm OmVmo.

1)nÌ CKS>çmMo §̀Ì … doJdoJù`m AmH$mamMr nmH$sQ>o A{Ve` doJmZo CKS>Ê`mgmR>r `m §̀ÌmMm
dmna Ho$bm OmVmo. EH$m {_{ZQ>mV 50 Vo 200 nmH$sQ>o ho §̀Ì CKSy> eH$Vo. ho §̀Ì _mZdr eŠVrÛmao qH$dm
{dOoda Mmb{dVm òVo d Vo H$_r I{M©H$ AgVo.

2) doi Zm|X{dUmao  §̀Ì … g§ñWoVyZ hmoUmè`m AmdH$ - OmdH$ nÌ ì`dhmamgmR>r Ë`mda doi
Am{U {XZm§H$ Zm|X{dÊ`mgmR>r `m §̀ÌmMm dmna hmoVmo. `m §̀ÌmÀ`m Am§V BboŠQ´>m°{ZH$ KS>çmi AgVo. Ë`m§V
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nmH$sQ> KmVë`m~amo~a AmnmoAmn doi d {XZm§H$mMr Zm|X hmoVo.
3) nÎmo {b{hUmao §̀Ì … Zoh_r Zoh_r qH$dm gVV Á`m§Zm nÌo nmR>dmdr bmJVmV Aem§Mo nÎmo

{b{hÊ`mgmR>r `m §̀ÌmMm dmna hmoVmo.
4) nÌmbm KS>çm KmbUmao ̀ §Ì … EH$mM AmH$mamVrb nÌm§Zm EH$gma»`m KS>çm KmbÊ`mgmR>r

`m §̀ÌmMm dmna hmoVmo. ho §̀Ì Xa Vmgmbm 10,000 nÌm§À`m KS>çm Mmby eH$Vo.
5) {gb H$aUmao `§Ì … nÌ KS>r KmbyZ R>odboë`m nmH$sQ>m§Zm ~§X H$éZ Ë`m§Zm {gb~§X

H$aUmè`m §̀ÌmÛmao Xa Vmgmbm 5,000 nmH$sQ>o {gb~§X H$aVm òVmV.
6) \«±$qH$J _{eZ … {d{eï> aŠH$_ nmoñQ>mV ^aë`mda Ë`m§À`mH$Sy>Z ^mS>çmZo XoÊ`mV òUmè`m

§̀ÌmÀ`m gmhmæ`mZo nmH$sQ>m§da nmoñQ>mMo MmO}g, Q>nmb IM©, nÌ nmoñQ>mV Q>mH$ë`mMr VmarI Vm§~S>çm
a§JmÀ`m emB©Zo C_Q>{dbr OmVmV. Ë`m_wio {VH$sQ>m§Mm dmna Q>miVm òVmo.

7) nÌm§Mo dOZ H$aUmao §̀Ì … ì`dgm{`H$ d H$m`m©b`mVyZ Ho$di nÌ d nm{H$Q>o nmR>{dbr
OmV ZmhrV Va nmg©b XoIrb nmR>{dbo OmVmV. Ë`m§Mo dOZ H$aUmao BboŠQ´>m°{ZH$ §̀Ì ho V§VmoV§V dOZ H$éZ
Ë`mbm {H$Vr én`m§Mr {VH$sQ>o bmdbr nm{hOoV ho gm§JVo.

4.2.4 - AmYw{ZH$ Q>nmb godm  ( Modern Mailling Services )

AmOMo ẁJ ho g§JUH$mMo ẁJ d _m{hVr V§Ì kmZmMo ẁJ åhUyZ Vo AmoiIbo OmVo. nyduÀ`m
nma§n[aH$ nmoñQ>mÀ`m godm XoIrb AmVm Zì`m énmV Am{U A{Ve` doJdmZ Pmboë`m {XgyZ òVmV Ë`m
Imbrbà_mUo -

1)ñnrS> nmoñQ> - Q>nmbmMr godm A{Ve` ObX d H$m ©̀j_nUo XoVm òÊ`mgmR>r  speed post `m
godoMm Cn`moJ Ho$bm OmVmo. ̀ mgmR>r H$_©Mmè`m§Z à{ejU Úmdo bmJVo. ObX Q>nmb godoÀ`m H$m ©̀nÕVrÛmao
gd©gm_mÝ` ZmJ[aH$m§Mo Am{U ì`md{g`rH$m§Mo l_ d doi dmMdmdm `m CÔoemZo hr godm {dH${gV
H$aÊ`mV Ambr. `m godoV Q>nmbmda {d{eï> àH$maMo {VH$sQ> {MQ>H$dyZ Ë`mda ~moY{MÝhmË_H$ nmdVr
{MH$Q>{dbr OmVo. Ë`mda {d{eï> Zm|XUr H«$_m§H$ Q>mH$bm OmVmo. Ë`m pñbnMr Xþgar àV Amnë`m nmohmoM
nmdVrda {MQ>H$dÊ`mV òVo. Ë`mda nmR>{dUmè`mMo Zm§d, Jm§d, nÎmm, {_i{dUmè`mMo Zm§d,Jmd, nÎmm,
{VH$sQ>m§Mr qH$_V Am{U godm ewëH$ {bhÿZ Vr nmdVr AmnUm§g {Xbr OmVo d g§~§{YV Q>nmbmda {e¸$m
_méZ Vo ObX godogmR>r nmR>{dbo OmVo.

Aem godoMm \$m`Xm hm A{Ve`  _hÎdmMo d ObXJrZo nmR>{dÊ`mÀ`m nÌm§gmR>r, gaH$mar H$m_mgmR>r,
H$m°_©ggmR>r, n¡go nmR>{dÊ`mgmR>r, {~bo nmR>{dÊ`mgmR>r d _hÎdmMr Amo[aOZb XñVEodO nmR>{dÊ`mgmR>r
H$aÊ`mV òVmo. gmYmaU Q>nmb IMm©nojm WmoS>o OmñV n¡go `m godogmR>r AmH$mabo OmVmV. _mÌ A{Ve`
H$_r doimV Vo BpÀN>V {R>H$mUr nmohmoMVo. doioÀ`m Am§V Q>nmb Z nmohmoMë`mg Amnë`mOdirH$ nmdVrÛmao
g§~§{YV  nmoñQ> ImË`mda `mo½` Vr H$m`Xoera H$madmB¥ H$aVm òVo.

2)_°g|Oa  - _°g|Oa `m B§J«Or eãXbm _amR>rV Q>nmb KoD$Z OmUmam XÿV Ago åhUVm òB©b.
ì`dgm{`H$ H$m`m©b`mbm XaamoO Ag§»` {R>H$mUr nÌì`dhma H$amdm bmJVmo. _moR>çm g§ñWm AgVrb Va
H$m`m©b`mV XÿV åhUyZ EH$m ñdV§Ì ì`ŠVrMr  {Z`wŠVr Ho$s OmVo. `mÛmao H$mhr R>am{dH$ ^m¡Jmo{bH$
_`m©Xon`ªV gm_mÝ`nUo EH$m ehamgmR>r XÿVmÛmao g§XoedhZ H$aVm `oVo Ë`mm X¡Z§{XZ H$m_mÀ`m doim d
{R>H$mUo {Z{üV H$éZ {Xbr OmVmV. Vmo Ë`m {R>H$mUMm Q>nmb XaamoO Zo AmU H$aV AgVmo, _mÌ Q>nmb Oa
Zgob Va Ë`mMm doi d \o$ar  dm`m OmVo. Oa ^m¡Jmo{bH$ A§Va OmñV Agob AZoH$ emIm bm§~bm§~
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AgVrb Va _mÌ `m XÿVmMm Cn`moJ hmoV Zmhr. Ë`m {R>H$mUr B©._ob, g§JUH$ `mÛmao `mhÿ _°g|Oa gma»`m
BboŠQ´>m°{ZH$ XÿVm _m\©$V g§XoedhZ Ho$bo OmVo.

gÜ`mMo `wJ ho g§JUH$mMo `wJ Agë`mZo AmVm g§nyU© OJ^a g§JUH$ Am{U B§Q>aZoQ>Mo Omio
ngbobo Amho. `m B§Q>aZoQ>_wio g§nyU© OJ OUy ( Golobal village )  åhUyZ AmoiIbo OmD$ bmJbo
Amho. Ë`mVM B© _ob hr EH$ AË §̀V Cn ẁŠV gw{dYm AmnUm§g CnbãY Pmbobr Amho. _og|Oa hm àH$ma
EH$m ObX g§Xoe dhZmMm Agm àH$ma Amho H$s Á`m Ûmao AmnU B§Q>aZoQ>À`m _XVrZo Am{U g§JUH$mÀ`m
ghmæ`mZo _hÎdmMo g§Xoe nÌ, AmH¥$Ë`m, {MÌo Am{U _m{hVr BË`mXr AJXr ghOnUo EH$m {R>H$mUhÿZ
Xþgè`m {R>H$mUr A{Ve` ObX JVrZo H$_rV H$_r IMm©V nmR>dy eH$Vmo. CXm. B§Q>aZoQ>da Á`m do~gmB©Q>
AgVmV Ë`mn¡H$s bmoH${à` Agboë`m  "`mhÿ' `m do~gmB©Q> Ûmao AmnUmg `mhÿ _°g|OaMm dmna H$aVm
òVmo. Ë`mMà_mUo BVahr ^anya do~gmB©Q>da Aer doJdoJir _°g|Oa dmné eH$Vmo. gm_mÝ`V… hm EH$

àmoJ«°_ åhUOo gwMZm§Mm g§M AgVmo Am{U AmnUmg Vmo EImÚm gm°âQ>doAagmaIm Cn`moJr nS>Vmo.
3) Hw$[aAa - Amnë`m XoemVrb nma§nm[aH$ nmoñQ> godobm EH$ gj_ n`m©̀  åhUyZ Hw$[aAa godm

AmoiIbr OmVo.hm OUy ImOJr nmoñQ> Am°{\$gM åhUmdm bmJob. `m àH$mamV godm XoUmam Amnë`m
J«mhH$m§Zm ObX Q>nmb ñdénmMr hr godm Agë`mZo ImOJr joÌmV àM§S> ñnYm© AgVo. Ë`m ñnY}_wio
J«mhH$m§Zm H$_r IMm©V OmñV Mm§Jë`m XOm©Mr godm CnbãY hmoVo. `m godoÛmam nÌo, nnÌo, a{OñQ>a, nmgªb
dñV Am{U dmhZo BË`mXr EH$m {R>H$mUmhÿZ Xþgè`m bm§~À`m {R>H$mUr A{Ve` doJmZo H$_r doimV
nmR>{dVm òVmV. `mgmR>r AmH$mabo OmUmao godm ewëH$ ho Q>nmb godonojm OmñV AgVo.

4) \°$Šg - EH$m {R>H$mUr H$mJXmda {b{hboë`m, Q>§H${b{IV Ho$bobm _OHy$a Xþgè`m bm§~À`m
{R>H$mUr Q>o{b\$moZÀ`m _XVrZo OgmÀ`mVem C_Q>{dUo d nmR>{dUo åhUOo \°$Šg hmo`. \°$Šg hm eãX
Far away xerox `m eãXmZo bKwén Amho. `mgmR>r Poam°Šg _{eZ qH$dm ñH°$Za gmaIo {XgUmao _mÌ
Q>o{b\$moZer gmYå ©̀ AgUmao EH$ bhmZeo _{eZ dmnamdo bmJVo. Ë`mgmR>r g§Xoe XoUmam Am{U g§Xoe
KoUmam `m§À`m XmoÝhrH$S>o \°$Šg _{eZ Agmdo bmJVo. Q>o{b\$moZ Z§~a à_mUoM \°$ŠgMm XoIrb EH$ Z§~a
AgVmo d Ë`mZ§~ada AmnU Amnë`mbm hdr Agbobr _m{hVr nmR>dy eH$Vmo. `m àH$mamV _yi H$mJXnÌ
ho EH$m {R>H$mUmhÿZ Xþgè`m {R>H$mUr OgoÀ`mVgo nmR>{dVm òVo. AmOÀ`m AmYw{ZH$ H$mimV Ë`mV ~è`mM
gwYmaUm Pmë`m AmhoV. _mÌ Joë`m 60 dfm©nmgyZ \°$Šg ho ì`mnmar Ñï>rZo dmnabo OmV Amho. 1970 Z§Va
\°$ŠgMm dmna \$ma _moR>çm à_mUmda d ì`mnH$ ñdénmV H$aÊ`mV òdy bmJbm. åhUyZ nmoñQ> Am°{\$gÀ`m
godm AmVm Zm_eof hmoVmV H$s H$m` ? Aer n[apñWVr {XgyZ òVo.

`m àH$mamV EH$m {R>H$mUr Agboë`m \°$Šg _{eZÀ`m n¥ð> ̂ mJmda H$mJX R>odë`mg Ë`m H$mJXmda
Agboë`m _OHy$a hm Zm|Xr, ghr, {MÌ, AmboI, AmH¥$Vr, hñV{b{IV, Q>§H${b{IV Agm H$mhrhr
Agbm Var Vmo {dÚwV {g¾bÀ`m ghmæ`mZo Q>o{b\$moZ bmB©ZÀ`m _XVrZo Xþgè`m Q>moH$mbm Agboë`m \°$Šg
ñdénmV énm§Va hmoVo Am{U Vmo Xþgè`m H$mJXmda énm§VarV hmodyZ C_Q>Vmo. `m à{H«$ òV H$mJXmMo ñH°$qZJ
déZ Imbr ̀ m {XeoZo hmoVo Am{U jUmYm©V g§nyU© {MÌ H$mJXmda OgoÀ`m Vgo C_Q>Vo. ~mOmamV doJdoJù`m
H§$nÝ`m§Mr doJdoJù`m nmÌVoMr \°$Šg _{eÝg CnbãY AmhoV. gmYmaUnUo \°$Šg _{eZÀ`m AmYw{ZH$
_m°S>oëg_Ü ò 3 Vo 4 nmZo à{V {_ZrQ> doJmZo nmZm§Mo {MÌrH$aU hmoVo. gaH$mar H$m`m©b ò, _§Ìmb` Am{U
dV©_mZnÌmÀ`m H$m`m©b`mV `m§Mm OmñV dmna hmoVmZm {XgyZ òVmo.

5)B© _ob - B©boŠQ´>m°{ZH$ _ob `m eãXmMo g§{já én åhUOoM B© _ob hmò . g§JUH$mÀ`m _XVrZo
BboŠQ´>m°{ZH$ _mÜ`_mÛmao EH$m {R>H$mUmhÿZ Xþgè`m {R>H$mUr g§Xoe nmohmoM{dÊ`mMo EH$ A{Ve` doJdmZ
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{H$\$m`Vera d dmnaÊ`mg gmono _mÜ`_ åhUOoM B© _ob hmò .
g§Xoe dhZmÀ`m joÌmV B© _ob `m godo_wio A{Ve` H«$m§Vr Pmbobr {XgyZ òVo. B© _ob hr EH$

gw{dYm Amho Am{U Vr dmnaÊ`mMr àË òH$mOdi ñdV…Mm EH$ B© _ob A°S´>og Agmdm bmJVmo. hm nÎmm
gmYmanUo smcmuk@gmail.com Aem ñdénmMm AgVmo. hm B© _ob A°S´>og {bhrVmZm eãXm§_Ü ò _moH$ir
OmJm gmoSy>Z MmbV Zmhr. Á`m {R>H$mUr Amnë`mbm B© _ob nmR>dm`Mm Amho Ë`m {R>H$mUMm g§JUH$
Aemdoir gwé Agm`bmM nm{hOo Ago Zmhr. Oa g§JUH$ ~§X Agob Va B© _ob nmR>{dVmZm H$moUVrhr
AS>MU `oV Zmhr. H$maU AmnU nmR>{dbobm B© _ob gwédmVrb Amnë`m _ob gìh©aH$S>o OmVmo. _ob
gìh©abm Amnbr AmoiI nQ>ë`mZ§Va Vmo Amnbm g§Xoe AmnU gm§{JVboë`m nÎ`mda nmR>{dVmo. XþgarH$S>o
Vmo Ë`m ì`ŠVrMr AmoiIhr VnmgyZ KoVmo. Á`mdoiog g_moaMm ì`ŠVr Amnbm g§JUH$ gwé H$aob d _ob
gìh©aer g§nH©$ H$aob Ë`mdoir {VÀ`m nÎ`mda nmR>{dbobo gd© g§Xoe {VÀ`m g§JUH$mH$S>o nmR>{dbo
OmVmV. B© _obMm nÎmm Ho$g g|go{Q>ìh AgVmo. Ë`m_wio {b{hVmZm WmoS>rhr MyH$ H$éZ MmbV Zmhr. B© _ob
nmR>{dÊ`mgmR>r H$moUVohr ewëH$ bmJV Zmhr. {d{dY do~gmB©Q>g² Amnë`m J«mhH$m§Zm B© _ob gw{dYm _mo\$V
XoVmV. CXm. w w w.google.com, w w w. yahoo.com. w w w. rediffmail.com
BË`mXr

4.2.5 - Zm|XroMo ì`dñWmnZ  ( Management of Record )
H$moUË`mhr ì`mdgm{`H$ g§ñWobm Amnbo X¡Z§{XZ H$m_H$mO H$aVmZm XaamoO Ag§»` nÌo

òVmV d Ë`mn¡H$s ~è`mí`m nÌm§Zm CÎmao nmR>dmdr bmJVmV Aem gd© nÌì`dhmam§À`m Amdí`H$ Ë`m Zm|Xr
H$amì`m bmJVmV Am{U ^{dî` H$mimV _hÎdmMm g§X ©̂ åhUyZ Ë`mMm dmna hmoÊ`mgmR>r Ë`m§Zm OnyZ d
gm§̂ miyZ R>odmdo bmJVmV.AmOÀ`m H$mimV Aem Zm|Xr H$aUo, Ë`m gm§̂ miUo, nÌì`dhma H$aUo, Zm|X{dUo,
Ë`m§Mr OndUyH$ H$aUo, `m H$m`mªZm Zm|XrMo ì`dñWmnZ qH$dm H$mJXnÌmMo ì`dñWmnH$ Ago åhUVmV.
H$m`m©b`mMo ì`dñWmnZ H$aVmZm H$mJX nÌmÀ`m _hÎdm§Zwgma Ë`mÀ`m ^{dî`mVrb dmnamZwgma H$mJXnÌ
gm§̂ miyZ R>odbr OmVmV. ho ì`dñWmnZmMo EH$ _wb ŷV H$m ©̀M Amho.
H$mJXnÌm§Mm AW© …

^{dî`H$mimV EImXm YmoaUmË_H$ {ZU©̀  KoÊ`mgmR>r Cn`moJr nSy> eH$Ê`mgmR>r gm§̂ miyZ R>odbobr
_hÎdmMr _m{hVr åhUOo H$mJXnÌo ( Documents)hmò .

H$mJXnÌ `m ì`m» òV H$moUË`mhr ñdénmV R>odboë`m _m{hVrMm g_mdoe hmoVmo. Ë`m_wio Ë`mV
nÌì`dhma, Ym[aH$m, nÌ, n[anÌH$, a{OñQ>a, nmdVr, g§JUH$mÀ`m ßbm°nr, {gS>r, _°¾o{Q>H$ Q>on, Am°S>rAmo,
ìhrS>rAmo H°$goQ> `m§Mm XoIrb g_mdoe hmoVmo.

AmOÀ`m AmYw{ZH$ H$mimV {S>{OQ>b _m{hVrgmR>r òUmao _m`H«$mo H$mS>©, _o_ar H$mS>©, noZS´>mB©ìh
`m§Mo XoIrb H$mJX nÌmBVHo$M _hÎd Amho.
H$mJXnÌm§Mo _hÎd … ( Importance of Record )

1) àJVrMr Zm|X R>odUo - X¡Z§{XZ ì`dhmam§À`m àJVrMr Zm|X R>odyZ Ë`mVyZ ^{dî`H$mimV
_hÎdmMr _m{hVr {_i{dUo Am{U AemM Am{W©H$ d BVa ì`dhmam§À`m Zm|Xr R>odyZ ì`dgm`mÀ`m
àJVr~Ôb _m{hVr nwa{dUo ho H$mJXnÌm§Mo _hÎdmMo H$m ©̀ AgVo.

2) {ZU©̀  KoÊ`mg _XV H$aUo - H$moUVmhr ì`dñWmnH$s` d YmoaUmË_H$ {ZU©̀  KoÊ`mgmR>r
_m{hVrMrb JaO AgVo. Ë`mgmR>r _mJrb dfmªMr AmH$S>odmar {dMmamV ¿`mdr bmJVo. Vr {d{dY
Ym[aH$m§_YyZ d H$mJX nÌm§_YyZ CnbãY hmoD$ eH$Vo.
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3) ì`dgm`mÀ`m Iè`m n[apñWVrMo Xe©Z - ì`dgm{`H$ g§ñWobm Amnbo {Z`moOZ H$aÊ`mgmR>r
Am{U YmoaU R>a{dÊ`mgmR>r ì`dgm`mMr Iar d dmñV{dH$ _m{hVr Agmdr bmJVo. Ë`mgmR>r ì`dhmam§Mr
`mo½` Zm|X R>odyZ dV©_mZ H$mimVrb `mo½` {MÌ ì`dñWmnH$m§À`m g_moa R>odUo ho H$mJXnÌm§Mo _hÎdmMo H$m ©̀
gm§JVm òB©b.

4) VwbZmË_H$ Aä`mg H$aUo - ì`dgm` g§ñWobm Amnë`mM ^yVH$mimVrb _m{hVr d
AmH$S>odmarÀ`m AmYmamda dV©_mZH$mimVrb _m{hVr d AmH$S>odmarer VwbZmË_H$ Aä`mg H$aÊ`mgmR>r
H$mJXnÌ _hÎdmMo R>aVo.

5) H$m_H$mOmVrb MwH$m emoYUo - H$mJXnÌmVrb gmR>{dboë`m _m{hVrÀ`m AmYmamda
{ZU©̀  KoVmZm ŷVH$mimV Á`m MwH$m Pmë`m Ë`m MwH$m dV©_mZ H$mimV d ^{dî`H$mimV hmoUma ZmhrV
`mgmR>r H$mJXnÌ \$ma _hÎdmMo R>aV AgVmV.

6) gmVË` - EH$m dñVwMr VwbZm Xþgè`m dñVwer H$éZ YmoaUmË_oH$ {ZU©̀  KoUo, naV VwbZm
H$aUo, naV {ZU©` KoUo, Aem àH$mao {ZU©`mV gmVË`Vm amIÊ`mgmR>r H$mJXnÌo A{Ve` _hÎdmMr
AgVmV.

H$m`m©b`rZ H$mJXnÌm§Mr VËdo …( Principles)

ì`dgm{`H$ H$m`m©b`m§Zm Amnë`m CÔoem§Mr nyV©Vm H$aÊ`mgmR>r H$mJXnÌm§Mo d Zm|XrMo ì`dñWmnZ
H$amdo bmJVo. Ë`mV ~arMer H$mJXnÌo ^{dî`H$mbrZ g§X^m©gmR>r gm§^miyZ R>odmdr bmJVmV. _mÌ
Ë`mVrb H$moUVr H$mJXnÌo gm§̂ mim`Mr d H$moUVr H$mJXnÌo Zï> H$amd`mMr ho R>a{dVm§Zm ì`dmñWmnZmbm
H$m`m©b`rZ H$mJXnÌm§Mr H$mhr VËdo {dMmamV ¿`mdr bmJVmV.

1) {Z{üV CÔoe- H$moUË`mhr H$m`m©b`mMr H$m ©̀j_Vm Ë`mZo Or _hÎdmMr H$mJXnÌo V`ma H$éZ
OVZ Ho$bobr AgVmV Ë`mda Adb§~yZ AgVo. gmYmaUnUo ^{dî`mV g§X ©̂ CnbãY ìhmdoV `m {Z{üV Aem
CÔoemZo H$moUVo H$mJX gm§̂ mimdo d H$moUVo H$mJX Zï> H$amdoV `mÀ`m _mJo {Z{üV CÔoe AgVmo.

2) H$mJXnÌm§Mr `mo½` VnmgUr- ^{dî`H$mimV EImÚm H$mJXnÌmMr {Z{üV Ho$ìhm JaO
bmJob Voìhm Vo ghO H$go CnbãY hmoB©b `mgmR>r H$mhr H$mbmdYrZ§Va Vo VnmgUr`mo½` Agmdo bmJVmV.

3) ̀ mo½` dJuH$aU- ì`dgm{`H$ H$m`m©b`mH$Sy>Z hmoUmam nÌì`dhma {d{eï> hoVyZ d H$maUmgmR>r
hmoV Agë`mZo ^{dî`H$mimV _mJrb g§X ©̂ CnbãY hmoÊ`mgmR>r H$mJXnÌm§Mr Ë`m§À`m {df`mZwgma d
H$mimZwgma dJuH$aU H$aVm Ambo nm{hOo.

4) _m{hVrMr CnbãYVm- H$mJXnÌm§Mr gm§̂ miUr ̀ mgmR>r Ho$br OmVo H$s,Ë`mVyZ ̂ {dî`H$mimV
_hÎdmMo g§X^© d _m{hVra CnbãY hmoB©b. `mgmR>r Cƒ ì`dñWmnZH$m§Zr _mJUr Ho$ë`mg Ë`m§À`m
H${Zð>m§Zr Aer _m{hVr A{Ve` ghOnUo CnbãY H$éZ {Xbr nm{hOo.

5) H$mJXnÌ OnÊ`mMm IM©- H$m`m©b`mVrb nÌì`dhmamV d Zm|Xr_Ü ò H$mhr _hÎdmMr Va
H$mhr A{V_hÎdmMr H$mJXnÌohr AgVmV. `mn¡H$s H$moUVr H$mJXnÌo OnmdrV d Ë`mda IM© H$amdm d
H$moUVr Zï> H$amdrV ho ì`dñWmnZmbm R>adyZ Ë`mZwgma Vr OnÊ`mMm IM© H$amdm bmJVmo.

Zm|XrÀ`m ì`dñWmnZmMr à{H«$`m …(Process)

ì`dgm{`H$ H$m`H$m©b`mbm Zm|XrMo ì`dñWmnZ H$amdoM bmJVo. Ë`mgmR>r Zm|XrMo {Z`moOZ, g§KQ>Z,
g_Ýd`, g§MmbZ, {ZU©` KoUo, {Z`§ÌU Aer {d{dY ì`dñWmnH$s` H$m`} EH$m nmR>monmR> EH$ gVV
H$amdo bmJVmV. hr à{H«$`m gVV d AI§{S>V AgVo. Vr H$Yrhr Z Wm§~Umar AgVo d Ë`mV gVV dma§dma
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~Xb hmoV AgVmV. H$m`m©b`mMm àH$ma H$moUVmhr Agbm Var åhUOo emim, H$m°boO, ~±H$, gaH$mar
Y_©Xm` g§ñWm, _§{Xa, ghH$mar H$m`m©b`, ImOJr H$m`m©b`, gaH$mar H$m`m©b`, ì`mnmar g§ñWm, {Z_
gaH$mar H$m`m©b` Aem gd©M H$m`m©b`m§Zm Amnbo X¡Z§{XZ ì`dñWmnZ H$aÊ`mgmR>r Zmo§XrÀ`m ì`dñWmnZmMr
à{H«$`m H$amdb bmJVo. `m à{H«o$ ògmR>r  _moR>çm à_mUmda boIZ gm{hË`mMr JaO AgVo. `mV àm_w»`mZo
H$mJX, H$m~©Z nona, noÝgrb,noZ, Q>mMÊ`m, Šbrnm, a~a ~±ÝS>g²+[a{\$b, {e¸o$, Q>§H$boIZ, [a~rZ,
ñQ>°nba, emB©, a~a, \$mB©Z~m°Šg, nmH$sQ>o, n°S>g², N>mnrb \°$_©g² BË`mXtMm g_mdoe hmoVmo. H$m`m©b`rZ
à{H«$`m `m ñQ>oeZar {edm` nyU©M hmoD$ eH$V Zmhr. åhUyZ ñQ>oeZarda _moR>çm à_mUmda IM© H$amdm
bmJVmo. ñQ>oeZar doioda CnbãY Z Pmë`mg H$m`m©b`mMr H$m ©̀j_Vm H$_r hmoVo d A_yë` doi dm`m
OmVmo. VgoM ñQ>oeZarMm Anì`` hmoUma Zmhr `mgmR>r Zm|XrÀ`m ì`dñWmnZmbm _hÎd Amho.

BboŠQ´>m°{ZH$ _mÜ`_m§Ûmao H$mJXnÌ Zgbobr Zm|X nÕVr  …(Paperless Record
System)

\$ma nydunmgyZ àË`oH$ H$m`m©b`mV H$mJXÌm§Mm dmna gwé Agbobm {XgyZ `oVmo. nma§nm[aH$
H$m`m©b`mV H$mJXnÌm§Mm gam©g d OmñVrV OmñV dmna hmoVmo. _mÌ AmYw{ZH$ H$m`m©b`m§Mm Oa {dMma
Ho$bm Va Ë`mV gdm©V à^mdr Ago g§JUH$ ho `§Ì dmnabo OmVo Am{U Ë`mgmo~VM qàQ>a, ñH°$Za,
do~H°$_oam,~maH$moS>+[aS>a Aer {d{dY BboŠQ´>m°{ZH$ _mÜ`_o dmnabr OmVmV. Va B§Q>aZoQ> d _mo~mB©b \$moZ
Aem ghmæ`H$ gmYZm§_wio g§nyU© OJ Odi Ambo Amho. Ë`m_wio AmVm nÌmMr OmJm B©._ob, Eg.E_.Eg.
AmXtZr KoVbobr Amho. `m gdmª_wio AmVm H$mJX nÌm§Mm Hw$R>ohr dmna Z H$aVm Zm|Xr H$aUo BbopŠQ´>H$
_mÜ`_mÛmao ghO eŠ` Pmbobo Amho. _§Ìmb` Am{U gaH$mar H$m`m©b ò, {dÚmnrR>, e¡j{UH$ g§ñWm_Ü ò
XoIrb AmVm gŠ ẁ©ba nmoñQ>mZo Z nmR>{dVm AmVm Vo H$gd© B©. _ob Zo B§Q>aZoQ>da Am°ZbmB©Z, Eg.E_.Eg
`m àH$mao VgoM \°$Šg godoÛmao nmR>{dbo OmVmV.Ë`m_wio AmVm gd© {R>H$mUr "nonabog' hr g§H$ënZm
_hÎdmMr Pmbobr Amho. n[ajm nÕVr XoIrb AmVm "Am°ZbmB©Z' Pmbobr Agë`mZo Vr nonabog Pmbobr
Amho. {Z{dXm, {bbmd, Q>|S>a ho gd©M AmVm B©. {Z{dXm, B©.{bbmd, B©. Q>|S>a Pmbobo AmhoV. `m gdmªgmR>r
g§JUH$ Am{U B§Q>aZoQ> `mZm AZÝ` gmYmaU _hÎd àmá Pmbobo Amho.

g§JUH$ hm ̀ m§{ÌH$ _|Xÿ Agë`mZo Ë`mÛmao _m{hVrMo n¥ÏWH$aU, g§J«hU d _m{hVrMm nwadR>m Amdí`Ho$
Voìhm H$éZ {ZU©̀  KoÊ`mg _XV H$aVo. {d{dY gm°âQ>doAg© AmVm {ZU©̀  n«{H«$ òV _XV H$aVmV. nyduà_mUo
AmVm H$m`m©b`m§Z_Ü`o  _moR>o _moR>o ñQ>oeZar d aÔrMo {T>J {XgV ZmhrV qH$dm Ym[aH$m \$mB©ëg {XgV
ZmhrV. Va `m BboŠQ´>m°{ZH$ _mÜ`_m§Ûmao  H$m`m©b`rZ H$m_H$mO OVZ H$éZ R>odÊ`mMo H$m_ âbm°nr, {g.S>r,
{S>.ìhr S>r, noZS´>mB©ìh gma»`m gmYZm§_Ü`o A{Ve` H$_r OmJoV d H$_rV H$_r IMm©V Iyn _moR>çm
à_mUmV gmR>{dVm òVo Am{U EH$m {R>H$mUmhÿZ Xþgè`m {R>H$mUr Vr ghOnUo dmhÿZ ZoVm òVo. nm{hOo Voìhm
nmhVm òVo. Ë`mMr àV H$mT>Vm òVo.

Aem BboŠQ´>m°{ZH$ _mÜ`_m§Ûmao nonabog H$m`m©b`o nmhm`bm {_iy bmJbobr AmhoV d Ë`m§V
_mZdr` MwH$m XoIrb H$_r Pmboë`m {XgyZ òVmV.

Aem _mÜ`_m§Mm dmna H$éZ AmYw{ZH$ H$m`m©b`mV ì`dgm{`H$ g§~§Y ÑT> H$aÊ`mMm à`ËZ
Ho$bm OmV Amho.  `m _mÜ`_m§À`m dmnamZo H$m`m©b`mZo Or C{ÔîQ>ço R>a{dbobr AgVmV Vr _m{hVrÀ`m
AmYmamZo AMyH$ d XO}Xma ñdénmV doioÀ`m Am§V nyU© H$éZ à{Vð>m {_i{dVm `oVo. `m _mÜ`_m§Ûmao
AZw_mZ H$mT>Ê`mgmR>r gmR>{dboë`m _m{hVrMm dmna H$aVm òVmo.
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AmYw{ZH$ OJmVrb `m H$m`m©b`m§_Ü ò AmYw{ZH$ _mÜ`_o dmnéZ H$mJXnÌm§Mr g§»`m H$_r H$aUo
ho EH$ à{Vð>oMo bjU _mZbo OmV Amho.

4.3 n[a^m{fH$ eãX

* nwZamd¥Îmr  (Repetation) nwÝhm nwÝhm VoM H$m_ H$aUo
* {ZË`H«$_  (Routine)  Zoh_rÀ`m H$m_mMr gmIir
* Zm|Xr  (Record) _m{hVr gmR>dyZ R>odUo

4.4 ñd`§ AÜ``Z àíZ

àíZ 1 … H$m`m©b`mÀ`m godm§Mo H|$Ðr{`H$aU d {dH|$ÐrH$aU WmoS>Š`mV gm§Jm ?
àíZ 2 … H$m ©̀j_ Q>nmb godoMo \$m`Xo H$moUVo AmhoV ?
àíZ 3 … Q>nmb {d^mJmgmR>r Amdí`H$ AgUmar §̀Ìo d CnH$aUo WmoS>Š`mV gm§Jm ?
àíZ 4 … H$mJX nÌm§Mo _hÎd ñnï> H$am ?

4.5 gmam§e

H$m`m©b`mVrb H$m`m©Mm {dMma H$aVm Amnë`m Ago bjmV òB©b H$s, H$m`m©b`mÀ`m BVa godm,
g§XoedhZmMr _mÜ`_o `m n[aUm_H$maH$ R>aV AgVmV. {d{dY {d^mJm§Zm AZoH$ godm§Mr JaO AgVo. Ë`m
nwa{dÊ`mMr O~m~Xmar H$m`m©b`mMr AgVo. Ë`m_wio Aem godm H|$Ðr`H¥$V Agmì`mV H$s {dH|$ÐrH¥$V
Agmì`mV ̀ mMm {ZU©̀  H$m`m©b`mÀ`m ì`dñWmnH$m§ZmM ¿`mdm bmJVmo. AmYw{ZH$ H$m`m©b`m§gmR>r H$m ©̀j_

d gwg§K{Q>V Aer Q>nmb godm AgUo A{Ve` _hÎdmMo AgVo. Q>nmb godm hm ì`dgm`mMm H$Um _mZbm
OmVmo. BboŠQ´>m°{ZH$ _mÜ`_m§Ûmao nonabog H$m`m©b ò nhm`bm {_iy bmJbobr AmhoV d Ë`mV _mZdr MwH$m
XooIrb H$_r Pmboë`m {XgyZ òVmV.

4.6 gamdmgmR>r àíZ

àíZ 1 … H$m`m©b`mÀ`m godm§Mo Ho§$Ðr`rH$aU d {dH|$Ðr`rH$aUmMo \$m`Xo-VmoQ>o ñnï> H$am.
........................................................................................................
........................................................................................................
........................................................................................................
àíZ 2 … Q>nmb godm åhUOo H$m` ? VnmbmMo ì`dñWmnZ ñnï> H$am ?
........................................................................................................
........................................................................................................
........................................................................................................
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àíZ 3 … AmdH$ d OmdH$ Q>nmb hmVmiUr nÕV dU©Z H$am ?
........................................................................................................
........................................................................................................
........................................................................................................

àíZ 4 … H$m`m©b` {ZË`H«$_ åhUOo H$m` ? Ë`mMo d¡{eîQ>ço ñnï> H$am ?
........................................................................................................
........................................................................................................
........................................................................................................

àíZ 5 … BboŠQ´>m°{ZH$ _mÜ`_mÛmao H$mJXnÌ Zgbobr Zm|X nÕV dU©Z H$am ?
........................................................................................................
........................................................................................................
........................................................................................................

4.7 A{YH$ dmMZmgmR>r nwñVHo$

1.Omoer, Eg.gmZo, nr ìhr ( 2007 ) dm{UÁ` g§KQ>Z bH$s A°ÊS> gÝg àm.{b., ZmJnya
2.goXmUo, Eg. E. _hmbo, nr. Eg. (2011) AmYw{ZH$ H$m`m©b`rZ ì`dñWmnZ, AmYw{ZH$

H$m`H$m©b`rZ ì`dñWmnZ, Oi¥Jm§d, d¥§Xm npãbHo$eZ,
3.H$moR>mar, nr E_ bmohma, E.Or. ( 2004) H$m`m©b` ì`dñWmnZ, OiJm§d, àem§V npãbHo$eÝg,
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KQ>H$ - 5

AmYw{ZH$ H$m`m©b`mVrb §̀Ìo Am{U CnH$aUo
Modern Office Appliances & Mechines

AZwH«$_{UH$m

5.0 C{Ôï>o
5.1 àñVmdZm
5.2 {df` {ddoMZ

5.2.1 `§Ì d CnH$aUmMr JaO
5.2.2 `§Ì d CnH$aUm§Mo \$m`Xo d _hÎd
5.2.3 `§Ì d CnH$aUm§Mo àH$ma
5.2.4 `§Ì d CnH$aUm§Mo dJuH$aU
5.2.5 H$m`mb`rZ \${Z©Ma
5.2.6 \${Z©MaMr {ZdS>
5.2.5 H$m`mb`rZ `§Ì d CnH$aUm§Mr {ZdS>

5.3 nm[a^m{fH$ eãX
5.4 ñd §̀-AÜ``Z àíZ
5.5 gmam§e
5.6 gamdmgmR>r ñdmÜ`m`
5.7 A{YH$ dmMZmgmR>r nwñVHo$

5.0 C{Ôï>o

`m KQ>H$mÀ`m AÜ``ZmZ§Va Vwåhmbm....
* §̀Ì d CnH$aUmg§~§YmMo dU©Z H$aVm òB©b.
* §̀Ì d CnH$aUm§Mo \$m`Xo d _hÎd Z_wX H$aVm òB©b.
* §̀Ì d CnH$aUm§Mo àH$ma d dJuH$aU ñnï> H$aVm òB©b.
* H$m`m©b`rZ \${Z©MaMr _m{hVr XoVm òB©b.
* \${Z©MaMr {ZdS> nÕVr {deX H$aVm òB©b.
* H$m`m©b`rZ §̀Ì d CnH$aUm§Mr {ZdS> dU©Z H$aVm òB©b.
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5.1 àñVmdZm

AmYw{ZH$ H$m`m©b`mV §̀Ìm§Mm d CnH$aUm§Mm dmna H$aUo Amdí`H$ Pmbobo Amho. H$m_mMr JVr
dmT>{dUo, H$m_mV AMyH$Vm AmUUo Am{U H$m ©̀j_Vm dmT>{dUo `m _w»` CÔoemZo H$m`m©b`rZ H$m_H$mOmV
§̀Ìo d CnH$aUo _moR>çm à_mUmda dmnabr OmVmV Ë`mbmM ̀ m§{ÌH$sH$aU Ago åhQ>bo OmVo. nydu H$maH$mImÝ`mV

CËnmXZ H$m`m©gmR>r ̀ §Ìm§Mm dmna Ho$bm OmV hmoVm na§Vw AmYw{ZH$ H$m`m©b`mV Am{U àemgH$r` H$m_H$mOmV
§̀Ìm§Mm dmna _moR>çm à_mUmV Ho$bm OmV Amho Ago {XgyZ òVo. §̀Ìm§Mm g§~§Y CËnmXZH$m`m©nyaVm _`m{XV

am{hbm ZgyZ H$m`m©b` d àemgZ H$m_mVgwÕm §̀Ìm§Mr _XV hmoV AgVo. `mo½` H$m_mgmR>r `mo½` àH$maMo
§̀Ì, CnH$aU, \${Z©Ma CnbãY H$ê$Z XoUo hm ì`dñWmnZmMm _hÎdmMm {ZU©̀  AgVmo. {deofV: H$m`m©b`mMo

`m§{ÌH$sH$aU H$aUo hr AmYw{ZH$ H$mimMr JaO Amho. JVr_mZ Am{U ñnYo©À`m ̀ wJmV ̀ m§{ÌH$sH$aUm{edm`
n`m©̀  Zmhr. bhmZ g§ñWoV qH$dm bhmZ H$m`m©b`mVgwÕm H$_r A{YH$ à_mUmV §̀Ì d CnH$aUm§Mm dmna
Ho$bm OmV Agë`mMo {XgyZ òVo.

~mOmanoR>oVrb Vrd« ñnYm©, {Xdg|{Xdg H$m_mV hmoUmam {dñVma Am{U ì`mdgm{`H$ Jw§VmJw§V
`m_wio ~m¡{ÕH$ H$m`m©V `m§{ÌH$sH$aU H$aUo Amdí`H$ Pmbobo Amho. V§ÌkmZmVrb àJVrZo H$m_mMr JVr
{H$Ë òH$ nQ>rZo dmT>bobr Amho.

nÕVeranUo Am{U {Z`mo{OV nÕVrZo H$m`m©b`rZ H$m_mV Ooìhm §̀Ìm§Mm dmna hmoVmo Voìhm Ë`mbm
`m§{ÌH$sH$aU Ago åhUVmV. _moR>çm H$m`m©b`mV g§JUH$ Am{U AÝ` I{M©H$ `m§{ÌH$ CnH$aUm§Mm Cn`moJ
Ho$bm OmVmo Va bhmZ H$m`m©b`m§V Q>§H$boIZ §̀Ì, JUH$ §̀Ì B.gmaIr bhmZ d H$_r I{M©H$ CnH$aUo
dmnabr OmVmV. §̀ÌmÀ`m _XVrZo H$m_ Ho$ë`mZo A{YH$ JVrZo H$m_ hmoVo. {deof åhUOo «̂ï>mMmambm Amim
~gVmo. ghO, gw§Xa d n[aUm_H$maH$m ©̀ §̀Ìm_wio eŠ` hmoVo.

`m§{ÌH$sH$aUmMm {ZU©̀  KoVmZm ì`dñWmnZmbm Ë`mda hmoUmam IM© {dMmamV ¿`mdm bmJmVmo.
`m§{ÌH$sH$aUmgmR>r _moR>çm à_mUmda Jw§VdUyH$ H$amdr bmJVo, §̀ÌmÀ`m {ZJamUrMm d XwéñVrMm IM©, §̀Ìo
~g{dÊ`mMm IM©, {då`mMm IM©, §̀Ìo hmVmiÊ`mgmR>r Hw$eb H$_©Mmè`m§Mm IM© Aem àH$mao doJdoJù`m
IMm©Mm ^ma dmT>Vmo. åhUyZ `m§{ÌH$sH$aUmMm {ZU©` ~è`mMXm Ë`mgmR>r hmoUmè`m IMm©da Adb§~yZ
AgVmo.

5.2 {df` {ddoMZ :

5.2.1 §̀Ì d CnH$aUm§Mr JaO :

n«Ë òH$ ì`mdgm{`H$ H$m`m©b`mbm XaamoO Ag§»` H$m ò© H$amdr bmJVmV. Aer H$m`m©b`rZ H$m_o
AMyH$ ObX Am{U VËnaVoZo H$amdr bmJVmV. _mÌ àË òH$ doir _Zwî`~imMr {Z ẁº$s H$aUo hm EH$M
Cnm` Agy eH$V Zmhr. H$maU {H$Vrhr H$_©Mmar {Z ẁº$ Ho$bo Var _mZdr H$m`m©bm Am{U H$m ©̀j_Vobm
H$mhr _`m©Xm nS>VmV. H$maU _mZd hm KQ>H$ gOrd Agë`mZo Ë`mbm ^mdZm, Anojm, _V, _Z Agë`mZo
Ë`mbm _`mXm òVmV. åhUyZ Á`m doJmZo d JVrZo H$m_ ìhm`bm nm{hOo Ë`m doJmZo d JVrZo Vo nyU© hmoV
Zmhr. `mda Cnm` åhUyZ AmOÀ`m H$mimV gd©Ì AmnUmg g§JUmH$mMm d VËg_ §̀Ìm§Mm dmna Ho$bobm
{XgyZ `oVmo. AmYw{ZH$sH$aU H$aÊ`mÀ`m hoVyZo H$m`m©b`mV g§JUH$sH$aU, ñd`§MbZrH$aU Ho$bo OmVo.
`m_wio H$m_ Va doJmZo d H$_r doimV hmoVoM nU Ë`mV MwH$mhr hmoV ZmhrV. Am{U H$m`m©b`mMo H$m ©̀àdmh
AI§{S>V R>odyZ H$m`m©b`mMo ì`dñWmnZ d {Z §̀ÌU H$aVm òVo.
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5.2.2 `§Ì d CnH$aUm§Mo \$m`Xo d _hÎd :

_mZdr g§gmYZm§À`m _`m©Xm Am{U §̀ÌmMo d CnH$aUm§Mo \$m`Xo bjmV KoD$Z H$m`m©b`m_Ü ò §̀Ì
d CnH$aUm§Mm dmna Ho$bm OmVmo. AmYw{ZH$ H$mimV Ë`m§Mo \$ma \$m`Xo Agë`mZo _hÎd Xo{Ib OmUdVo.

1) H$_©Mmè`m§Mr g§»`m H$_r - g§JUH$ ho Ago `§Ì Amho H$s, EImÚm H$m`m©b`mV Vo
bmdë`mg 10 H$_©Mmè`m§Zm Kar Omdo bmJVo H$maU nydu Oo 10 H$_©Mmar H$m_ H$am`Mo Vo EH$Q>m EH$
g§JUH$ H$aVmo. n`m©̀ mZo H$_©Mmè`m§Mr g§»`m H$_r hmoVo. d Ë`m§À`mda hmoUmam IM©hr dmMVmo.

2) doioMr ~MV - H$m`m©b`mVrb H$m_o _Zwî`~imÀ`m EodOr §̀ÌmH$Sy>Z H$ê$Z KoVbr Va Vr
A{Vf` H$_r doioV nyU© hmoVmV Am{U doioMr ~MV hmoVo. åhUOoM VodT>o _mZdr  Vmg Amnë`mbm
dmM{dVm ̀ oVmV.

3) H$m_mV AMyH$Vm - MwH$Uo hm _mZdr ñd^mdM Amho. Ë`m_wio n«Ë òH$ doir ì`º$s¨H$Sy>Z
MwH$m hmoVmV. MwH$m H$aUo hr _mZdr H$m`m©bm nS>bobr gd`M AgVo. MwH$m Pmë`mZo H$m`m©b`rZ H$m_H$mOmda
Ë`mMo n[aUm_ hmonVmV. _mÌ §̀Ì {deofV: g§JUH$ H$m_ H$aVmZm A{Ve` AMyH$nUo H$m_ H$aVmo. H$maU
Ë`mbm AmnU àmoJ«m_ qH$dm gyMZm, gyÌ {Xbobr AgVmV. Ë`m_wio Amnbo H$m_H$mO ho AMyH$ hmoVo d
H$m_mV MwH$m hmoV ZmhrV.

4) l_mMr ~MV - _mZdr KQ>H$ hm gOrd Agë`mZo Vmo EImXo H$m_ Ooìhm hmVmZo H$aVmo,
Voìhm Vmo H$mhr Vmgm§Z§Va {ZpíMVM WH$Vmo. Ë`mbm emar[aH$ d _mZ{gH$ WH$dm òVmo d H$m_ H§$Q>midmUo
dmQy> bmJVo d Ë`mÀ`m H$m_mMr JVr H$_r hmoD$Z Ë`mbm OmñV l_ H$amdo bmJVmV. _mÌ §̀ÌmÛmao Oa
AmnU H$m_o H$ê$Z KoVbr Va Vo {Z{O©d Agë`mZo H$Yrhr WH$V Zmhr d Ë`m_wio Amnbm doi d l_ `m§Mr
~MV hmoVo.

5) H$m`m©Vrb EH$gmaIonUm - H$m`m©b`rZ H$m_H$mO Oa hmVm§Zr H$obo Va EH$M H$m_ gVV
H$aV am{hë`mg n{hë`m VmgmVrb d Xwgè`m, {Vgè`m VmgmVrb H$m_mV \$aH$ nS>Vmo d Vo EH$ gmaIo
amhV Zmhr. §̀ÌÀ`m dmnamZo {H$Vrhr doi H$m_ Ho$ë`mg Vo EH$ gmaIoM AgVo Ë`mV \$aH$ nS>V Zmhr.

6) H$m`©j_VoV dmT> - `§ÌmÀ`m _XVrZo H$m`m©b`rZ H$m_o Ho$ë`mg Vr doiÀ`m doir nyU©
hmoVmV. nSy>Z amhV ZmhrV. Ë`m_wio EHy$UM H$m`m©b`mÀ`m H$m ©̀j_VoV dmT> {XgyZ òVo.

7) H$m ©̀ {Z §̀ÌU gmono - §̀ÌmMm dmna Pmë`mg H$_©Mmar g§»`m H$_r hmoVo Ë`m_wio Ë`m§Mo
{Z §̀ÌU H$aUmè`m A{YH$mè`mMr H$m ©̀j_Vm dmT>Vo H$maU Ë`m§Zm nydunojm H$_r ì`º$sMo {Z §̀ÌU H$amdo
bmJVo.

8) H$m ©̀ gwb^Vm - A§H$J{UVr` H$m ©̀ åhUOo _moR>çmV _moR>çm g§»`m§Mo JwUmH$ma, ^mJmH$ma,
~oarO, dOm~mH$s qH$dm dJ© H$mT>Uo `mgmR>r §̀ÌmMm dmna H$oë`mg H$_©Mmè`m§Zm OmñV l_ H$amdo bmJV
ZmhrV. A{Ve` ghO d gwb^nUo Vo H$m ©̀ H$aVm òVo.

5.2.3 H$m`m©b`rZ `§Ì d CnH$aUm§Mo àH$ma :
H$m`m©b`mgmR>r dmnabr OmUmar §̀Ìo d CnH$aUo _w»` VrZ àH$maMr AgVmV.
1) BboŠQ´>rH$b §̀Ìo d CnH$aUo
2) _oH°${ZH$b §̀Ìo d CnH$aUo
3) BboŠQ>m°{ZH$ §̀Ìo d CnH$aUo
`mVrb H$mhr §̀Ìo hr BboŠQ́>r{gQ>rda åhUOoM {dOoda MmbVmV Ë`m§Zm BboŠQ́>rH$b ̀ §Ìo  Ago åhUVmV.
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H$mhr §̀Ìo {d{eï> hoVyZo d {d{eï> H$m_mgmR>r ~Z{dbobr AgVmV. Vr Iè`m AWm©Zo §̀Ì AgVmV
Ë`m§Zm _oH°${ZH$b §̀Ìo Ago åhUVmV.

Va H$mhr §̀Ìo hr {S>OrQ>b qH$dm BboŠQ>m°{ZH$ {S>ñßbo XmI{dVmV Ë`m§Zm BboŠQ´>m°{ZH$ §̀Ìo Ago
åhUVmV.

5.2.4 `§Ì d CnH$aUm§Mo dJuH$aU
1) g§JUH$ (Computer)

H$m`m©b`rZ H$m_H$mOmgmR>r dmnabo OmUmao AmYw{ZH$ d doJmZo bmoH${à` hmoUmao `§Ì åhUOo
g§JUH$ (Computer) hmò . g§JUH$mÛmao {hemo~ {b{hUo, AmH$S>o_moS> H$aUo, {d{dY àH$maMr _m{hVr
Jmoim H$aUo, gmR>{dUo d Ë`mda n«{H«$`m H$aUo BË`mXr _hËdmMr H$m`} Ho$br OmVmV. g§JUH$mV nmM
{d^mJ AgVmV.
A) _m{hVr nwa{dUmam {d^mJ : (Input Unit)

g§JUH$mbm Á`m {d^mJm_m\©$V _m{hVrMm nwadR>m Ho$bm OmVmo Ë`m {d^mJmbm _m{hVr nwa{dUmam
{d^mJ Input Unit Ago åhUVmV. `mV _mD$g, H$s ~moS>©, Q>on BË`mXtMm g_mdoe hmoVm.
~) _Ü`dVu à{H«$`m H$aUmam {d^mJ : (Input Unit)

`m {d^mJmV _m{hVr nwa{dUmè`m {d^mJmH$Sy>Z Amboë`m _m{hVrda à{H«$`m Ho$br OmVo. d Vr
gmR>{dbr OmVo. `m {d^mJmMo VrZ _w»` ^mJ AgVmV. Ë`mV àm_w»`mZo AMU A[aW_°{Q>H$ A°ÊS>
bm°OrH$b ẁ{ZQ>, _o_ar ẁ{ZQ >(Memory Unit) Am{U {Z §̀ÌU ẁ{ZQ >(Control Unit ) Ago {d^mJ
AgVmV. `m§V _hËdmÀ`m _m{hVrda à{H«$`m Ho$br OmVo.
H$) CËnmXZ {d^mJ :(CPU )

Á`m {R>H$mUr H$m_mMm {ZH$mb `§Ìm_m\©$V {Xbm OmVmo, Ë`m{R>H$mUr n§MH$mS>©, n§MQ>on qH$dm
Mw§~H$s` Q>onda {ZH$mb gmÜ`m ^mfoV qàQ> H$ê$Z {Xbm OmVmo. `mV _m°{ZQ>a, qàQ>a `m§Mm g_mdoe hmoVmo.
S>) AmH$S>_moS> {d^mJ : (ALU )

`m {d^mJmbm _m{hVr Jmoim H$aUmam {d^mJ Agohr åhUVmV. _Ü`dVu à{H«$`m H$aUmè`m
{d^mJmMmM hm EH$ Cn{d^mJ Amho. `mbm ALU A[aW_°{Q>H$ A°ÊS> bm°OrH$b ẁ{ZQ> Ago åhUVmV. `mV
A§H$J{UVr` à{H«$`m åhUOoM ~oarO, dOm~mH$s, JwUmH$ma, ^mJmH$ma VgoM VmH$s©H$ à{H«$`m åhUOoM MyH$
H$s ~amo~a, bhmZ H$r _moR>m BË`mXr H$m }̀ Ho$br OmVmV.
B©) {Z §̀ÌU {d^mJ : (Control Unit)

Á`mà_mUo añË`mda OmñV dmhVwH$ Agob Va Q´>°{\$H$ nmo{bg Vr {Z §̀{ÌV H$aVmo. Ë`mMà_mUo
g§JUH$mV EH$m nojm OmñV H$m }̀ d à{H«$`m gwé AgVrb Va Ë`mn¡H$s H$moUVo H$m ©̀ AmYr d H$moUVo Z§Va gwé
H$amdo H$s ~§X H$amdo `m~m~VMo {Z §̀ÌU hm {d^mJ H$aVmo.
\$) g§J«hU {d^mJ : (Memory Unit )

`mbmM ñ_¥Vr  {d^mJ Agohr åhUVmV. `mV Mw§~H$s` Q>on, Mw§~H$s` S´>_, Mw§~H$s` H$mS>©g²,
nmVi {\$ë_g² `m§Mm dmna Ho$bobm AgVmo Am{U _m{hVr gmR>dyZ R>odÊ`mMo H$m_ hm {d^mJ H$aVmo.

g§JUH$mMo \$m`Xo  Advantage Of Computer

1) g§JUH$m_wio A{VObX AmH$S>o_moS> H$aVm òVo.
2) g§JUH$m_wio _mZdr l_, doi d n¡gmhr dmMVmo.
3) g§JUH$m_wio {Z §̀ÌUmMr à{H«$`m ghO gmonr H$aVm òVo.
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4) g§JUH$m_wio H$m_mVrb MwH$m Q>miVm òVmV d AMyH$ H$m_H$mO hmoD$ eH$Vo.
5) g§JUH$mMr gmR>dUyH$sMr j_Vm àM§S> Agë`mZo gmR>dUwH$sgmR>r \$ma H$_r OmJm bmJVo.
6) g§JUH$m_wio nonabog Am°\$sg hr g§H$ënZm gmH$maVm òVo.
7) ~m¡{ÕH$ ñdénmMo {ZU©̀ hr g§JUH$ KoD$ eH$V Agë`mZo _hËdmÀ`m YmoaUmË_H$ {ZU©̀ m§Zm Ë`m§Mr
_XV hmoVo.
8) g§JUH$rH$aU d ñd §̀MbZrH$aU Ho$ë`mZo H$m_mMm XOm© gwYmaVmo. d XOm©Ë_H$ H$m ©̀ H$aVm òVo.
9)à_m{UV nÕVrZo H$m ©̀ hmoV Agë`mZo à_mUrH$aU eŠ` hmoVo.
10) B§Q>aZoQ>gma»`m AË`mYw{ZH$ gw{dYm§Mm dmna H$aVm òVmo.
2) qàQ>a : Printer

AmOÀ`m H$mimV Á`m Á`m H$m`m©b`mV g§JUH$mMm dmna Ho$bm OmVmo, Ë`m àË òH$ {R>H$mUr qàQ>a
nmhm`bm {_iVmo. H$maU g§JUH$mda V`ma Ho$bobr {hemo~mMr nÌHo$, Vºo$, AmboI, _m{hVr, Ahdmb
BË`mXr qàQ>aÀ`m _XVrZo H$mJXmda C_Q>{dVm `oVmV. `mbmM hmS>© H$m°nr Ago åhUVmV. g§JUH$mbm
Amdí`H$ Vr _m{hVr EH$Xm nwa{dë`mZ§Va XrK© H$mbmdYrn ª̀V Vr Ë`mÀ`m ñ_aUH$mofmV gmR>dyZ R>odVm
`oVmo. Am{U Ooìhm JaO dmQ>ob Vodhm Ë`mÀ`m àVr qàQ>aÀ`m _XVrZo H$mT>Vm `oVmV. {à§Q>a ho {d{dY
àH$maMo AgVmV. Ogo, S>m°Q> _°Q´>rŠg, B§OoŠQ>, boPa, boPaOoQ> BË`mXr. `mV Xo{Ib {d{dY H§$nÝ`m§Mo d
doJdoJio _m°S>ob Agbobo A{V doJmdmZ qàQ>g© AmO CnbãY Pmbobo AmhoV. EH$m {_{ZQ>mbm 1000 à{V
H$mT>Umao hr qàQ>g© AmVm CnbãY AmhoV. boPa qàQ>g© hm àH$ma OmñV dmnabm OmUmam d bmoH${n«̀  Agm
qàQ>a Amho.
3) b°nQ>m°n :Laptop

g§JUH$mMmM EH$ AË`mYw{ZH$ Agm àH$ma åhUOo b°nQ>m°n hmò . b°nQ>m°nMm eãXe: AW© _m§S>rda
R>odyZ dmnabm OmUmam g§JUH$ Agm hmoVmo. `m àH$maMm g§JUH$ hm hmVmiÊ`mg AË §̀V gmonm d gmoB©ñH$a
Agm AgVmo. H$maU Vmo nm{hOo {VWo Amnë`mgmo~V KoD$Z OmVm ̀ oVmo Am{U dmnaVm ̀ oVmo. Ë`mbm BbopŠQ́>{gQ>r
{edm` VrZ Vo Mma Vmg AmnU dmnê$ eH$Vmo. gm_mÝ`nUo àmo\o$eZb ì`º$s¨gmR>r `mMm OmñV Cn`moJ
hmoVmo. CXm. S>m°ŠQ>a, B§{O{ZAa MmQ>©S>©AH$mD§$Q§Q>, dH$sb, ì`mnmar, gmÜ`m {dÚmÏ`mªZm XoIrb Cƒ
{ejU KoÊ`mgmR>r b°nQ>m°n Amdí`H$ Pmbobm Amho.

`mV EImÚm dhrà_mUo Vmo CKS>Vm òVmo d dmnaVm òVmo. Ë`mMr KS>r XoIrb hmoVo åhUyZ Ë`mbm
ZmoQ>~wH$ nr.gr. Agohr åhQ>bo OmVo. b°nQ>m°n hm A{Ve` doJdmZ d OmñV gmR>dUyH$ j_Vm Agbobm
g§JUH$ gVmo. VgoM Ë`mbm B§Q>aZoQ> H$ZoŠQ>rìhrQ>rhr Agë`mZo Vmo ZoQ>dH©$bm ghO OmoS>Vm òVmo d àdmgmV
XoIrb AmnU Ë`mda H$m_ H$ê$ eH$Vmo. ̀ mV Mm§Jë`m XOm©Mo gm°âQ>doAg© dmnabo OmVmV. ̀ mbm R>odÊ`mgmRr
OmJm \$ma H$_r bmJVo. dmhÿZ ZoÊ`mgmR>r Vmo gmò rñH$a d gmonm AgVmo. g§nyU© _pëQ>_r{S>`m åhUOo JmUr
EoH$Uo, nmhUo, {MÌnQ>, grS>r, {S>ìhrS>r amB©Q> H$aUo, H$m°nr H$aUo, B§Q>aZoQ>da M°[Q>§J H$aUo, B©-_ob H$aUo,
\$moQ>mo H$mT>Uo, {ìh{S>Amo ewqQ>J H$aUo `m§~amo~aM Q>m`qnJ, AmboI, AmH¥$Ë`m, nm°da nm°B§Q> àoP|Q>oeZ,
H$moaob S´>m°, \$moQ>moem°n, _mo~mB©b S>mD$ZbmoqS>J, BË`mXr gd© Jmoï>r  Ë`mda ghOnUo H$aVm `oVmV. hm
hmVmiÊ`mg  A{Ve` gmon d gmo{`ñH$a Agë`mZo H$moUVrhr ì`ŠVr Ë`mbm AJXr ghO hmVmiy eH$Vo.
4) {ìh{S>Amo H$m°Ý\$a§qgJ : (Video Conferenceing)

AmOMr ~hþVoH$ ì`mdgm{`H$ H$m`m©b ò hr hm`Q>oH$ Pmbobr AmhoV. Ë`mV AË`mYw{ZH$ Aem
gw{dYm dmnaë`m OmD$ bmJë`m AmhoV. Ë`mn¡H$sM {ìh{S>Amo H$m°Ý\$a§qgJ hm EH$ àH$ma Amho. `m godoÛmao
nañnam§nmgyZ bm§~ A§Vamda Agboë`m ì`º$s àË`j EH$_oH$m§er g§dmX gmYweH$VmV d EH$_oH$m§Zm g_moa
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ñH«$rZ da nmhÿ eH$VmV. åhUOoM àË`jmV g_moaMr ì`º$s Ë`mdoir Hw$R>o Amho Am{U Vr H$m` H$aVo Amho,
VrZo H$moUVm nmoemI KmVbm Amho ho gd© nS>Úmda nmhVm òVo. `m gw{dYoÛmao EH$mM ì`º$sbm EH$mdoir
AZoH$m§Zm _mJ©Xe©Z H$aVm òVo. ì`m»`mZ XoVm òVo. åhUOoM dº$m EH$ Am{U ómoV AZoH$ Aer aMZm `m
àH$mamV AgVo d Vo Oar ^m¡Jmo{bH$Ñï>çm EH$_oH$m§nmgyZ Iyn bm§~da Agbo Var XoIrb Vo EH$_oH$m§Zm
àË`j nmhÿZ Bemao H$ê$Z, ~mobyZ, EoHy$Z, g§nH©$ H$ê$ eH$VmV. {d{dY XyaXe©Z M°Zëgda gÜ`m EImÚm
{R>H$mUr H$mhr KQ>Zm KS>ë`mZ§Va VoWrb dV©_mZnÌm§Mo d {Q>.ìhr. dm{hÝ`m§Mo nÌH$ma bJoM {ìh{S>Amo
H°$_oè`mZo BH$S>o {Xbobr _m{hVr qH$dm _w§~B© gma»`m {R>H$mUÀ`m ñQw>{S>AmoV àË`j g§nH©$ H$ê$Z bmB©dh
H$ìhaoO XmI{dVmV. `m~m~V ...M°ZobMr »`mVr Amho. OJmVrb H$moUË`mhr H$mZmH$monè`mV KS>bobr
KQ>Zm jUmYm©V gd©àW_ ... M°Zobda XmI{dbr OmVo. Ë`mgmR>r `m godoMm Cn`moJ Ho$bm OmVmo. VgoM
à{e{jV S>m°ŠQ>am§Mm g„m Xo{Ib `m gw{dYo_m\©$V KoVm òVmo. Am{U Am°ZbmB©Z godm qH$dm Am°ZbmB©Z
EÁ ẁHo$eZ_Ü ò ìhMw©Ab Šbmg ê$_ Ago à`moJ H$ê$Z {ìh{S>Amo H$m°Ý\$a§qgJMm dmna Ho$bm OmVmo.
5) ñH°$Za : Scanner

g§nyU© g§JUH$sH¥$V qH$dm ñd §̀M{bV H$m`m©b`m§V dmnabo OmUmao ho EH$ _hÎdmMo §̀Ì Amho.
EImÚm ~±Ho$bm Amnë`m ImVoXmamMr ñdmjar Am{U Ë`mMm \$moQ>mo Ë`mMr AmoiI nQ>{dÊ`mgmR>r ñH°$Z
H$ê$Z R>odmdm bmJVmo. `mgmR>r ñH°$Za §̀ÌmMm dmna hmoVmo. ì`mdgm{`H$ H$m`m©b`mgmR>r dmnabm OmUmam
Omo _hËdmMm XñVmEodO AgVmo. Ë`mV {d{dY \$m°_©g², nÌo, ànÌo, N>m{nb Z_wZo d BVa _hÎdmMm
XñVmEodO _yin«Vr dê$Z ñH°$Z H$ê$Z Ë`mnojm Mm§Jë`m XOm©À`m  àVr V`ma H$aVm òVmV. Demat `m
~±Ho$Vrb gw{dYogmR>r Xo{Ib ñH°$Za ho §̀Ì dmnaVmV. `m §̀Ìmbm H$mMoMm MH$MH$sV n¥ð>^mJ AgVmo.
Ë`mda H$moUVohr dñVy XñVEodO, N>m`m{MÌ,\$m°_© R>odë`mg Vmo OgmÀ`m Vgm g§JUH$mV gmR>{dVm òVmo. d
Ë`mda à{H«$`m H$éZ Ë`mÀ`m àVr KoVm `oVmV. ñH°$Za `§ÌmMo XoIrb AZoH$ àH$ma d _m°S>ob AmhoV.
Ë`mZwgma Ë`mMr d¡{eîQ>ço d {H$§_V ~XbVmV. _mÌ ñH°$Za `m §̀ÌmÀ`m gmhmæ`mZo H$m`m©b`mMr X¡Z§{XZ
H$m ©̀nÜXVr A{YH$ gmonr d gai hmoVo.
6) B§Q>aZoQ> gw{dYm (Internet Facility)
AmOMo ẁJ ho g§JUH$mMo d _m{hVr V§ÌkmZmMo ẁJ åhUyZ AmoiIbo OmVo. Ë`m§V  B§Q>aZoQ> _wio \$ma _moR>r
H«$m§Vr Pmbobr Amho. B§Q>aZoQ> hm eãX à`moJ B§Q>aZ°eZb ZoQ>dH©$ `m XmoZ eãXm§nmgyZ  ~Zbobm Amho. g§nyU©
OJmVrb {d{dY g§JUH$ EH$m {d{eï> §̀ÌUoÛmao EH$_oH$m§Zm OmoSy>Z OJmVrb gdm©V _moR>o g§JUH$s` _hmOmb
V`ma H$aÊ`mV Ambo Amho.
B§Q>aZoQ>Mr g§H$ënZm A_o[aHo$Vrb g§ajU _§Ìmb`mZo gd© àW_  _m§S>bobr Amho. Ë`m§Zr Amnë`m g§ajU
_§Ìmb`mVrb H$mhr g§JUH$ EH$_oH$m§Zm OmoSy>Z ‹ŸAnm©ZoQ> `m ZmdmZo B§Q>aZoQ> gd© àW_ dmnabo. H$mbm§VamZo
g§nyU© OJmV Ë`mbm bmoH${à`Vm {_imbr Am{U AmVm Va OJmVë`m  H$moUË`mhr XoemVrb g§JUH$mVrb
gmR>{dbobr _m{hVr BVa H$moUË`mhr g§JUH$mbm  Omo Ë`m ZoQ>dH©$bm OmoS>bobm Agob Ë`mbm nmR>{dVm òVo.
Aer _m{hVr AmdmO, {MÌo, \$mB©ëg, Mb{MÌ Q>oŠñQ>,Aem H$moUË`mhr ñdénmVrb Agy eH$Vo.
B§Q>aZoQ>Mr gw{dYm nwa{dUmao gìhug àmoìhm`S>a  ISP `m ZmdmZo AmoiIbo OmVmV. d Vo Amnë`m
J«mhH§$mZm hr gw{dYm XoVmV. Amnë`mXoemV MTNL Am{U BSNL `m gaH$mar _mbH$mMr H§$nÝ`m Va
Idea, Tata Indicom, Airtel ImOJr _mbH$sÀ`m H§$nÝ`m Amnë`m J«mhH§$mZm hr godm nwa{dVmV.
B§Q>aZoQ> gw{dYogmR>r g§JUH$ Q>obr\$moZ bmB©Z Am{U _°mS>o_ ZmdmMo CnH$aU bmJVo `m {VK§mZm OmoS>ë`mg
Amnë`m g§JUH$mda OJmVrb H$moUË`mhr {df`m§daMr _m{hVr Amnë`m Kar qH$dm H$m ©̀mb`mV ~gyZ
nmhVm òVo. {deofVm : g§emoYZ H$aUmè`m {dÚmÏ`mªZm H$moUË`mhr {df`mdarb _m{hVr, boI, nwñVHo$,
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g§X ©̂, bm`~«ar hr H$mhr goH§$XmV gmnS>Vo. B§Q>aZoQ>da AZoH$ do~gmB©Q>g AgVmV. d Ë`m emoYÊ`mgmR>r gM©
B§{OZ AgVo. CXm. w w w. google.com,w w w.yahoo.com hr H$mhr AË §̀V
bmoH${n«̀  Aer do~gmB©Q>g d gM© B§{OÝg AmhoV. B§Q>aZoQ>À`m _XVrZo AmnU {d_mZ, aoëdo, Eg.Q>r.Mo
A°mZbmB©Z [aPìh}eZ H$é eH$Vmo, A°mZbmB©Z n[ajm XoD$ eH$Vmo,n[ajm \°$m_© ^é eH$Vmo,n[ajoMm {ZH$mb
nmhÿ eH$Vmo d {d{dY àH$maÀ`m B© gw{dYm AmnUmg dmnaVm òVmV.
7) dm`\$m` {gpñQ>_ (WiFi System)
Á`m ì`mdgm{`H$ H$m`m©c`m§_Ü ò B§Q>aZoQ>Mr gw{dYm dmnacr OmVo. Aem H$m`m©c`mV B§Q>aZoQ> ho EH$ Va
dm`a dmnê$Z qH$dm dm`acog nÜXVrZo dmnaco OmVo. Ë`mVrc dm`a Zgcoco B§Q>aZoQ> åhUOo dm` \$m`
{gpñQ>_ hmò . dm` \$m` hm eãX dm`acog {\$ cr{S>Q>r `m eãXmMo g§{já ê$n åhUyZ dmnacm OmVmo.
`m_wio g§nyU© H$m`m©c`mV Agcoco AgVmV. `mgmR>r ê$Q>g© dmZmMo `§Ì dmnaco OmVo. `m ê$Q>g© Mr
doJdoJir j_Vm AgVo Ë`mÀ`m j_VoZwgma Vo EH$ {H$cmo_rQ>a, e§^a {H$cmo_rQ>a ì`mgmÀ`m n[aKmV
H$moUË`mhr {R>H$mUr g§JUH$ qH$dm c°nQ>m°n cmdë`mg Ë`mda B§Q>aZoQ>Mr gw{dYm dmnaVm òVo. `mgmR>r ê$Q>g©
ho doJdoJù`m H§$nZrMo d j_VoMo AgVmV. {dÚmnrR>o, e¡j{UH$ g§ñWm, _§Ìmc`, _moR>r hm°ñnrQ>ëg,
{d_mZVi, Am{X {R>H$mUr dm` \$m` gw{dYm dmnacr OmVo.
_hm{dÚmc`mV hr  gw{dYm Agë`mg Ë`m n[agamcm dm` \$m` H°$ång Ago åhUVmV. `m gw{dYo_wio Iyn
\$m`QXo hmoVmV, A{VOcX B§Q>aZoQ> godm dmnaVm òVo. H$moUË`mhr àH$maMo AS>Wio òV ZmhrV. Hw$R>ohr dm`g©
dmnamì`m cmJV ZmhrV. H$moUË`mhr {R>H$mUr c°nQ>m°n Zoë`mg B§Q>aZoQ> dmnaVm òVo.
8) \°$Šg (Fax)
H$mJXmda {c{hcocm _OHy$a qH$dm Q>§H${c{IV _OHy$Z Q>ocr\$moZ cmB©ZÀ`m _XVrZo EH$m {R>H$mUmhÿZ
Xwgè`m {R>H$mUr nmR>{dUo åhUOo \°$Šg hmò . Fax Away Xerox `m eãXmMo cKwê$n åhUOo Fax hmò .
Fax Machine ho Poam°Šg _{eZ qH$dm ñH°$Za gmaIoM §̀Ì AgVo. Ë`mcm Q>o{c\$moZÀ`m cmB©ZìXmao
OmoS>coco AgVo. `mÀ`m n¥ð>̂ mJmda _yi H$mJXnÌ R>odë`mda Ë`mÀ`m Poam°Šg àVr BVa cm§~À`m {R>H$mUr
Agcoë`m §̀Ìmda OemÀ`m Vem C_Q>VmV. \°$Šg _{eZer H$mhr goH§$XmV g§nH©$ hmoD$ eH$Vmo. \°$ŠgìXmao
AmnU _OHw$a, {MÌo, \$moQ>mo, ghr, AmcoI, AmH¥$Ë`m BË`mXr ñdê$nmÀ`m Zm|Xr BVaÌ nmR>dy eH$Vmo.
`mgmR>r nmR>{dUmè`mH$S>o Am{U {_i{dUmè`mH$S>o XmoÝhr H$S>o \°$Šg §̀Ì Agmdo cmJVo. A{VOcX g§Xoe
dhZmgmR>r _§Ìmc`mV, {dÚmnrR>mV, e¡j{UH$ g§ñWoV `mMm \$ma Cn`moJ hmoVmo.
9) Q>o{c\$moZ \°${gcrQ>r (Telephone Facility)
H$moUË`mhr H$m`m©c`mMo H$m`m©c`rZ H$m_H$mO gwairVnUo nyU© hmoÊ`mgmR>r ̀ m§{ÌH$ d AmYw{ZH$ CnH$aUm§gmo~V
Q>ocr\$moZ hm XoIrc \$ma _hËdmMm KQ>H$ Amho. H$maU Q>o{c\$moZÀ`m gw{dYo_wio H$m_H$mOmVrc Jw§VmJw§V H$_r
H$aVm òVo Am{U Amdí`H$ _m{hVr doioÀ`m AmV àmá H$aVm òVo. Q>o{c\$moZÀ`m gw{dYo_wio H$m`m©c`mVrc
{d{dY {d^mJmVrc H$_©Mmè`m§Zm Amnë`m ~gcoë`m OmJodê$Z BVam§er g§nH©$ gmYVm òVmo. àË òH$ doir
Amncr OmJm gmoSy>Z Omdo cmJV Zmhr. {deofV… CM§ B_maVt_Ü ò H$m`m©c`mMo {d{dY {d^mJ AgVrc Va
OmJÀ`m OmJr AmnUm§g EH$_oH$m§er g§nH©$ H$aVm òVmo. Ë`mgmR>r nm`è`m MTy>Z AWdm CVê$Z OmÊ`mMr
Amdí`H$Vm ZgVo. ̀ mgmR>r _moR>çm H$m`m©c`m§_Ü ò B§Q>a H$m°_ ̀ m gw{dYoMm dmna Ho$cm OmVmo. ̀ m§V EH$_|H$m§er
AZoH$ Q>o{c\$moZ {d{eï> §̀ÌUoìXmao OmoS>coco AgVmV Am{U \$º$ XmoZ A§H$ qH$dm {S>OrQ> Xm~yZ AmnUm§g
EH$mM B_maVrV {d{dY {d^mJm§er g§nH©$ H$aVm òVmo. gÜ`m AZoH$ H§$nÝ`m§H$Sy>Z ImOJr d ì`mdgm{`H$
J«mhH$m§Zm Q>o{c\$moZ \°${gcrQ>r nwa{dë`m OmVmV. Ë`m§V MTNL Am{U BSNL `m gaH$mar _mbH$mMr
H§$nÝ`m Va Idea, Tata Indicom, Airtel Uninor m`m ImOJr H§$nÝ`m AmhoV. Ë`m Amnë`m
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J«mhH$m§Zm {ànoS> d nmoñQ>noQS> `m XmoZ àH$mam§Zr Aem gw{dYm nwa{dVmV. H$m`m©c`mMo H$m_H$mO doioÀ`m Am§V
hmoV Agë`mZo n¡em nojm doiocm OmñV _hËd {Xco OmVo.
5.2.4 H$m`m©c`rZ \${Z©Ma (Office Furniture)
ì`mdgm{`H$ H$m`m©c`m§gmR>r \${Z©Ma hm KQ>H$ AË §̀V _hËdmMm Amho. {deofV… AmYw{ZH$ H$m`m©c`m§gmR>r
\$[Z©Mada OmñV IM© Ho$cocm {XgyZ òVmo. H$maU H$m`m©c`mVrc A{YH$mè`m§Zm d H$_©Mmè`m§Zm Ogo \${Z©Ma
{edm` H$m_ H$aVm òV Zmhr VgoM \${Z©Ma {edm` AmOÀ`m AmYw{ZH$ H$m`m©c`m§Zm emô m òV Zmhr. d
Ë`m§Mm Zmdcm¡{H$H$ hmoV Zmhr. åhUyZ \${Z©Ma hm H$m`m©c`mMm EH$ A{d^mÁ` KQ>H$ ~Zcocm Amho.
amoOÀ`m H$m_mgmR>r dmnacr OmUmar d XrK© _wXVrMr Jw§VdUyH$ Agcocr hr EH$ _mc_Îmm Agë`mZo VgoM
Vr AË`mdí`H$ d Cn`moJmMr ~m~ Agë`mZo \${Z©MaMr {ZdS> hm _wÔm \$ma _hËdmMm R>aVmo.
àË`oH$ H$m`m©c`mV gm_mÝ`V… Q>o~c, IwÀ`m©, H$nmQ>o, ~|Mog, S>oŠg, gmo\$mgoQ>ñ, g§JUH$mMo \${Z©Ma,
{\$aUmè`m IwÀ`m© BË`mXr \${Z©Ma Amdí`H$ AgVo. H$_©Mmè`m§À`m OmñVrV OmñV doi H$m`m©c`m§V OmV
Agë`mZo H$m`m©c`mVrc H$_©Mmè`m§Zm H$_rV H$_r em[aarH$ hcMmcr H$amì`m cmJVrc Ë`m§Zm àgÞ
dmQ>oc d ~mhoaÀ`m ì`º$s AmH${f©V hmoVrc Ago \${Z©Ma Agmdo. \${Z©MaÀ`m XOm©dê$Z H$m`m©c`mÀ`m
XOm©Mm {dMma hmoV AgVmo. åhUyZ \${Z©Ma eŠ`Vmo CƒàVrMo Mm§Jë`m XOm©Mo Oa Agoc Va J«mhH$m§da
Ë`mMm Mm§Jcm à^md nS>Vmo.

5.2.6 \${Z©MaMr {ZdS
H$moUË`mhr ì`mdgm{`H$ H$m`m©c`mcm \${Z©MagmR>r Iyn _moR>m IM© H$amdm cmJV Agë`mZo Am{U \${Z©Ma
EH$XmM ¿`mdo cmJVo Vo nwÝhm nwÝhm ~XcUo nadS>Umao Zgë`mZo Ë`mMr `mo½` {ZdS> H$amdr cmJVo, Aer
ZdS> H$aVm§Zm \${Z©MaMm AmH$ma,Cn`mo{JVm, dmna, Ë`mMr qH$_V, Ë`mMm {Q>H$mD$nUm, Ë`m_wio H$m`m©c`mMr
dmT>Umar à{Vð>m, Ë`mMm XOm© BË`mXr Jmoï>tMm gmH$ë`mZo {dMma H$amdm cmJVmo. Ë`mgmo~VM Ë`mcm cmJUmar
OmJm Am{U Ë`mÀ`mda hmoUmam _|Q>oZÝg  IM© hm XoIrc {dMmamV ¿`mdm cmJVmo.
\${Z©Ma {ZdS>rMr VÎdo
1) \${Z©MaMr àV, Ë`mMm XOm©, {dMmamV ¿`mdm.
2) \${Z©MaMm {Q>H$mD$nUm d {XImD$nUm nhmdm.
3) H$_rV H$_r OmJoV ~gy eHo$c Ago \${Z©Ma Agmdo.
4) \${Z©Ma {Q>H$mD$nUm nhmdm d AmJrnmgyZ nmÊ`mnmgyZ, YwirnmgyZ gwa{jV amhrc `mMm {dMma H$amdm.
5) \${Z©Ma_wio H$_©Mmè`m§§Zm H$_rV H$_r emar[aH$ hmcMmcr H$amì`m cmJë`m nm{hOoV. `mgmR>r {\$aË`m
IwÀ`m© ¿`mì`mV.
6) \${Z©Ma cdH$a H$mc~møm hmoB©c Ago Zgmdo Vo XrK©H$mi {Q>H$Umao Agmdo. åhUyZ eŠ`Vmo ßc°pñQ>H$À`m
EodOr cmH$S>r qH$dm ñQ>rc \${Z©Macm àmYmÝ` Úmdo.
7) \${Z©Ma Oa ~ZdyZ ¿`m`Mo Agco Va Ë`mMm AmH$ma d C§Mr Amnë`m JaOoZwgma R>odmdr.
8) \${Z©MaMm a§J Am{U H$m`m©c`mMm a§J `m§Mr a§Jg§JVr ì`dpñWV EH$_oH$m§Zm _°M Pmcr nm{hOo.
9) \${Z©Ma_wio H$_©Mmè`m§Zm _moH$ionUmZo H$m_ H$aVm Amco nm{hOo Ë`m§Zm AS>IiyZ ~gmdo cmJy Z ò.
10) \${Z©MaMm AmdmO hmoUma Zmhr Ago AmdmO {dahrV \${Z©Ma Agmdo.
11) \${Z©Ma cmdë`mZo H$moUmcmhr B©Om d AnKmV hmoUma Zmhr ̀ mMr H$miOr ¿`mdr. eŠ`Vmo AUwHw$MrXma
Q>moH$ Agcoco \$[Z©Ma Zgmdo Va H$S>m Kmgcoë`m Jmoc AmH$mamÀ`m Agmì`mV.
12) \${Z©Ma KoVmZm Vo dmnaUmè`m H$_©Mmè`m§À`m Anojm H$m` AmhoV. Ë`m§Mr Zo_H$s JaO H$moUVr Amho. ho
{dMmamV ¿`mdo.
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13) \${Z©Ma ho ~hþCn`moJr Agmdo Vo EH$mnojm OmñV H$maUm§gmR>r d hoVygmR>r dmnaVm Amco nm{hOo.
14) \${Z©Mada Pmcocm IM© nyU© dgyc hmoB©c d Ë`mMm nyU© dmna hmoB©c Vo nSy>Z amhUma Zmhr d
\${Z©Ma{edm` H$moUrhr ~gyZ amhUma Zmhr BVŠ`m n`m©á à_mUmV Vo IaoXr H$amdo.
15) \${Z©Ma_wio H$_©Mmè`m§Zm H$m_ H$aVm§mZm àgÞVm dmQ>cr nm{hOo. d Ë`m_wio H$m`m©c`mMr EH$ doJir
B_oO V`ma Pmcr nm{hOo Vo J«mhH$m§À`m gVV ZOaoV ^aco nm{hOo.
5.2.7. H$m`m©c`rZ §̀Ì d CnH$aUm§Mr {ZdS> …
ì`mdgm{`H$ H$m`m©c`m§Mo ñdê$n ho {Xdg|{Xdg ~XcVm§Zm {XgyZ òV Amho. AmVm nma§n[aH$ H$m`m©c`mMo
ñdê$nhr A_wcmJ« ~Xccco AgyZ Vo AmZw{YH$ hmoVmZm {XgVmV. Ë`m§V AmYw{ZH$sH$aU H$aÊ`mgmR>r
g§JUH$sH$aU d ñd §̀McZrH$aU Ho$co OmVo Ë`mgmR>r {d{dY §̀Ì d CnH$aUo dmnamdr cmJVmV. Ë`m§Mr
{ZdS> H$aUo hr EH$ g_ñ`mM AgVo. Ago AmZw{YH$sH$aU H$aVm§Zm AmnU Ë`mda {H$Vr IM© H$aUma
AmhmoV? Vmo {H$Vr H$mcmdYrgmR>r H$aUma AmhmoV? Ë`mnmgyZ VodT>r Cn`mo{JVm
 {_ioc H$m`? Ë`mgmR>r H$moUVr §̀Ì d CnH$aUo IaoXr H$amdr cmJVmV? Vr H$moRy>Z IaoXr H$am`Mr? Ë`m§Zm
cmdÊ`mgmR>r {H$Vr IM© hmB©c/ Ë`m§À`m cmdë`mZ§VaÀ`m {d{dY IMm©Mo H$m`? Ë`m§À`mda XoI^mcrMm
d dmnamMm X¡Z§{XZ IM© {H$Vr hmoB©c ? Ago AZoH$ àíZ §̀Ì d CnH$aUm§À`m {ZdS>rÀ`m doir nS>VmV d
Ë`mMm gmH$ë`mZo {dMma H$amdmM cmJVmo. H$maU AmnUm§g IamoIaM §̀ÌmMr JaO Amho H$m`? Ë`m§À`m
dmnaÊ`mZo Amnë`m {dH«$sV d Zâ`mV / ì`dhmamV dmT> hmoB©c H$m`? H$m_mMo à_mUrH$aU hmoB©c H$m`?
H$_©Mmè`m§Zm à{ejU Úmdo cmJoc H$m`? H$_©Mmar ~oH$ma d A{V[aº$ R>aVrc H$m`? §̀Ì d CnH$aUo
H$mc~mø (Outdated) $hmoVrc H$m`? Aem gd©M ñVamda {dMma H$ê$Z §̀ÌmMr d CnH$aUm§Mr {ZdS>
H$amdr cmJVo d g§nyU© {dMma H$ê$Z ̀ §Ìo d CnH$aUo ñdV…À`m _mcH$sMr {dH$V ¿`m`Mr H$s Vr ̂ mS>oVËdmda
¿`md`mMr `mMm {ZU©̀  ì`dñWmnZmcm ¿`mdm cmJVmo. åhUyZ H$m`m©c`mgmR>r §̀Ì d CnH$aUm§Mr {ZdS> hm
_wÔm _hËdmMm R>aVmo.5.3 n[a

5.3 n[a^m{fH$ eãX
\${Z©Ma (Furniture) - Q>o~c, IwMu, Ac_mar

5.4 ñd §̀ AÜ``Z àíZ
àíZ 1 … AmYw{ZH$ H$m`m©c`mVrc §̀Ìo Am{U CnH$aUo WmoS>Š`mV ñnï> H$am ?
................................................................................................................................
................................................................................................................................
................................................................................................................................
................................................................................................................................
àíZ 2… H$m`m©c`mVrc §̀Ì d CnH$aUmMr JaO ñnï> H$am?
................................................................................................................................
................................................................................................................................
................................................................................................................................
................................................................................................................................
àíZ 3… H$m`m©c`mVrc §̀Ì d CnH$aUm§Mo àH$ma {deX H$am ?
................................................................................................................................
................................................................................................................................
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................................................................................................................................

................................................................................................................................
àíZ 4… H$m`m©c`rZ \${Z©Ma hr g§km ñnï> H$am ?
................................................................................................................................
................................................................................................................................
................................................................................................................................
................................................................................................................................
àíZ 5… \${Z©MaMr {ZdS> nÜXVr H$am ?
................................................................................................................................
................................................................................................................................
................................................................................................................................
................................................................................................................................

5.5 gmam§e
H$m`m©c`rZ H$m_H$mO, gwc^, H$m ©̀j_[aVrZo AMyH$ d H$_rV H$_r doioV nyU© H$aÊ`mgmR>r {d{dY àH$maÀ`m
`m§{ÌH$ gmYZm§Mm dmna Ho$cm OmVmo. H$m`m©c`rZ H$m_ ~m¡{ÕH$ WH$dm AmUUmao VmoM VmoMnUm AmUUmao AgVo.
åhUyZ Vo H$m_ AMyc nUo H$aÊ`mMr JaO AgVo. Ë`mgmR>r AmYw{ZH$ ̀ §ÌmMm dmna Ho$cm OmVmo. AmYw{ZH$sH$aUmgmR>r
{d{dY ̀ §ÌmMm {dMma H$ê$Z ̀ mo½` {ZdS> H$aUo JaOoMo AgVo. ̀ §Ìo dmnacr Jocr Zmhr Va Ë`mVrc Jw§Vdcoco ̂ m§S>dc
AZwËnm{XV amhÿZ OmVo. H$m`m©c`rZ §̀ÌmMo \$m`Xo-VmoQ>o Ë`mMr Cn`mo{JVm Xe©{dVmV. AmYw{ZH$ H$m`m©c`mMr JaO
Amho. Ë`mM nÕVrZo \${Z©Ma gwÜXm _hËdmMm KQ>H$ Amho. d \${Z©MaMr  `mo½` {ZdS> H$amdm cmJVo.
5.6 gamdmgmR>r ñdmÜ`m`
àíZ 1 … H$m`m©c`mVrc §̀Ì d CnH$aUmMo  \$m`Xo d _hËd ñnï> H$am ?
àíZ 2 … §̀Ì d CnH$aUm§Mo dJuH$aU g{dñVa dU©Z H$am ?
àíZ 3 … H$m`m©c`mVrc §̀Ì d CnH$aU åhUOo H$m`? Ë`mMr JaO ñnï> H$am ?
àíZ 4 … H$m`m©c`rZ \${Z©Ma åhUOo H$m` ? \${Z©MaMr {ZdS> {deX H$am ?
àíZ 5 … H$m`m©c`rZ §̀Ì d CnH$aUm§Mr {ZdS> ñnï> H$am ?
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KQ>H$ -7

H$m`m©c`rZ H$_©©Mmar g§~§Y, H$_©Mmar H$ë`mU Am{U
OZg§nH©$

Office Personnel Relations, Welfare and
Public Relations

7.0 C{Ôï>o
7.1 àñVmdZm
7.2 {df` {ddoMZ

7.2.1H$m`m©c`mVrc _mZdr g§~§Y
7.2.2ì`dñWmnZ H$_©Mmar g§XoedhZ
7.2.3g§XoedhZmÀ`m nÕVr
7.2.4g§XoedhZmMo àH$ma
7.2.5_Zmo~c Am{U CËnmXH$Vm
7.2.6H$_©Mmar H$ë`mU
7.2.7H$m_Jma H$ë`mU `moOZoMo àH$ma
7.2.8OZg§nH$m©Mo AW© d ì`m»`m
7.2.9OZg§nH$m©Mo ñdén
7.2.10 OZg§nH$m©Mr ì`már
7.2.11 OZg§nH$m©Mr C{Ôï>o
7.2.12 OZg§nH$m©Mo _hËd
7.2.13 OZg§nH©$ {d^mJmMr H$m`©
7.2.14 OZg§nH$m©Mo àH$ma
7.2.15 AmYw{ZH$ OZg§nH©$ g§X^m©V Am{YH$mè`mMr ^y{_H$m

7.3 n[a^m{fH$ eãX
7.4 ñd`§ AÜ``Z àíZ
7.5 gma§e
7.6 gamdmgmR>r ñdmÜ`m`
7.7 A{YH$ dmMZmgmR>r nwñVHo$
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7.0 C{Ôï>o

¶m KQ>H$mÀ¶m AÜ¶¶ZmZ§Va Vwåhmcm.....
* H$m¶m©c¶mVrc ‘mZdr g§~§YmMo dU©Z H$aVm ¶oB©c.
* ì¶dñWmnZ H$‘©Mmar g§XoedhZmMr ‘m{hVr XoVm ¶oB©c.
* g§XoedhZmÀ¶m nÕVr d àH$mamMo dU©Z H$aVm ¶oB©c.
* H$‘©Mmar H$ë¶mU d Ë¶mMo àH$ma {deX H$aVm ¶oB©c.
* OZg§nH$m©Mo ñdén, ì¶már d ‘hËd dU©Z H$aVm ¶oB©c.
* OZg§nH©$ {d^mJmMr H$m¶© Z‘wX H$aVm ¶oB©c.

7.1 àñVmdZm
ì¶dgm{¶H$ H$m¶m©c¶mMo H$m‘H$mO H$aÊ¶mgmR>r cmJUmè¶m {d{dY KQ>H$m§n¡H$s H$‘©Mmar hm KQ>H$

doJim Amho. H$maU Vmo g{Od KQ>H$ Agë¶mZo Ë¶mcm ^mdZm, Anojm, ‘Vo, {dMma BË¶mXr AgVmV.
Ë¶m§Mm {dMma H$éZM EH$ "‘mZdr KQ>H$' åhUyZ Amnë¶mcm Ë¶mcm Mm§Jcr dmJUyH$ Úmdr cmJVo d
Ë¶mÀ¶mH$Sy>Z H$m‘ H$éZ ¿¶mdo cmJVo. BVa KQ>H$ ho {ZOud Agë¶mZo Ë¶m§Mo ì¶dñWmnZ H$aVm§Zm
AS>MUr ¶oV ZmhrV. OmñV qH$‘V ‘moOyZ AmnU Ë¶m§Zm IaoXr H$é eH$Vmo. ‘mÌ ‘mZdr KQ>H$mMr
‘mZ{gH$Vm ’$ma ‘hËdmMr AgVo. Ë¶mgmR>r Ë¶mMo ì¶dñWmnZ ñdV§Í¶nUo H$amdo cmJVo. ¶mcm "H$‘©Mmar
ì¶dñWmnZ' Ago åhUVmV. ¶mV Amnë¶m H$m¶m©c¶mgmR>r Mm§Jë¶m H$‘©Mmè¶m§Mr {ZdS> H$éZ, Ë¶m§Zm
à{ejU Úmdo cmJVo, Ë¶m§Zm ¶mo½¶ Ë¶m gyMZm d dmJUyH$ XoD$Z ‘mJ©Xe©Z H$amdo cmJVo Am{U Ë¶m§À¶mV
H$m¡eë¶ {dH${gV H$amdr cmJVmV.

nyduÀ¶m H$mir ‘mZdr KQ>H$mcm BVa ¶m§{ÌH$ KQ>H$m§à‘mUo dmnéZ KoVco OmV hmoVo. Ë¶mcm ¶§Ì
g‘OyZ Ë¶mÀ¶mH$Sy>Z H$m‘o H$éZ KoVcr OmV hmoVr. ‘mÌ AmYw{ZH$ H$mimV ‘mZdr KQ>H$ åhUyZ Ë¶mMm
doJim {dMma H$amdm cmJVmo Ë¶mÀ¶m JaOm cjmV ¿¶mì¶m cmJVmV, Ë¶mMr ‘mZ{gH$Vm, ^md{ZH$Vm
nm{hcr OmVo. ¶mcmM H$‘©Mmè¶m§À¶m {df¶rMm ‘mZdr Ñï>rH$moZ (Human Relations in office) Ago
åhUVmV.

7.2. {df` {ddoMZ

7.2.17.2.17.2.17.2.17.2.1 H$m¶m©c¶mVrc ‘mZdr g§~§Y (Human Relations in office)

àË¶oH$ ì¶dgm{¶H$ H$m¶m©c¶mV H$m‘ H$aUmè¶m ì¶º$s¨Zm g‘mZ H$m‘mMo dmQ>n Pmco nm{hOo.
¶mo½¶ H$m‘mgmR>r ¶mo½¶ ì¶º$s Am{U ¶mo½¶ ì¶º$sgmR>r ¶mo½¶ H$m‘ ¶m nÕVrZo H$m‘ hmoÊ¶mgmR>r {H$Vr
H$‘©Mmar ̂ amdo cmJVrc. Ë¶m§Mr {ZdS>, ̂ aVr H$aUo, ~T>Vr XoUo, ~Xcr H$aUo, {Zd¥Îmr, gwa{jVVm Am{U
Ë¶m§Mo H$ë¶mU gmYUo ¶mMm {dMma H$m¶m©c¶mcm H$amdm cmJVmo. ì¶dgm{¶H$ dmVmdaU gVV ~XcUmao
AgVo Aem dmVmdaUmV H$‘©Mmar-H$‘©Mmar, A{YH$mar-A{YH$mar Am{U H$‘©Mmar-A{YH$mar Ago
ghg§~§Y {dH${gV hmoVmV d Ë¶m§Mr EH$ {dMmaYmam V¶ma hmoVo. ¶mcm ‘mZdr g§~§Y (Human Relation)

Ago åhQ>co OmVo.

H$m¶m©c¶mMo EHy$U ì¶dñWmnZ H$aVmZm BVa KQ>H$ H$ƒm ‘mc, ^m§S>dc, CËnmXZ ¶m§Mm g§~§Y
hm {ZOud KQ>H$m§er Agë¶mZo Ë¶m§Zm ’$mago l‘ H$amdo cmJV Zmhr. ‘mÌ ì¶dñWmnZmV ‘mZdr KQ>H$mMo
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‘hËd ho AZÝ¶gmYmaU Ago Amho. Vmo g{Od KQ>H$ Agë¶mZo Ë¶mMr d¥Îmr, {MÎm, dV©Z, ì¶dhma,
^mdZm, Anojm, WH$dm, ‘mZ{gH$Vm ¶m gd© Jmoï>tMm ì¶º$sJV Am{U gm‘w{hH$ nmVirda {dMma H$amdm
cmJVmo.

H$maU àË¶oH$ H$‘©Mmè¶mcm Ago dmQ>V AgVo H$s Amnë¶mcm Amnë¶m ‘mcH$mZo Mm§Jcr d
g‘mYmZH$maH$ dmJUyH$ {Xcr nm{hOo, Amnë¶m Anojm ì¶dñWmnZmZo nyU© Ho$ë¶m nm{hOoV, Amnë¶mcm
g‘mYmZr R>odco nm{hOo, ¶m Jmoï>tMm {dMma Ho$ë¶mg AmnUm§g cjmV ¶oB©c H$s, H$‘©Mmar hm ì¶dñWmnZmV
H|$Ðq~Xÿ AgVmo.

H$‘©Mmè¶m§Mo ì¶dñWmnZ H$aVm§Zm Ë¶mMr ghO àd¥Îmr, Ë¶mMm ñd^md, Ë¶mMr H$m‘ H$aÊ¶mMr
e¡cr, Ë¶mMr EHy$U Am{W©H$, gm‘m{OH$, e¡j{UH$ n[apñWVr cjmV KoD$ZM Ë¶mcm ¶mo½¶ Ë¶m àoaUm d
àoaHo$ Úmdr cmJVmV d  Ë¶mÀ¶mH$Sy>Z H$‘rV H$‘r à¶ËZmZo H$m‘o H$éZ ¿¶mdr cmJVmV. H$maU Amnë¶m
H$m¶m©c¶mV H$m‘ H$aUmZam àË¶oH$ H$‘©Mmar hm doJdoJù¶m gm‘m{OH$, Am{W©H$, e¡j{UH$ d gm§ñH¥${VH$
dmVmdaUmV dmT>cocm AgVmo d doJdoJù¶m n[apñWVrVyZ Vmo Amnë¶mH$S>o Amcocm AgVmo. Ë¶m‘wio
Ë¶mcm {dídmgmV ¿¶mdo cmJVo. H$‘©Mmè¶m§H$Sy>Z Mm§Jco H$m‘ H$éZ KoÊ¶mMr H$g~ Mm§Jë¶m
ì¶dñWmnH$mOdi AgVo. H$mhr H$‘©Mmè¶m§Zm Am{W©H$ Am{U Am{W©Ho$Va àoaUm d àoaHo$ XoD$Z Ë¶m§À¶mH$Sy>Z
H$m‘ H$ê$Z KoVm ¶oVo. Ë¶mV gH$mamË‘H$ d ZH$mamË‘H$ àoaUm d àoaHo$ g‘m{dï> AgVmV. Va H$mhr
H$‘©Mmè¶m§da H$moUË¶mhr àoaUm§Mm d àoaH$m§Mm Cn¶moJ hmoV Zmhr. H$maU H$‘©Mmè¶m§Mm H$m‘ H$aÊ¶mgmR>r
Agcocm ZH$ma hm H$m‘m§À¶m {R>H$mUÀ¶m n[apñWVr‘wio qH$dm dmVmdaUm‘wio Agy eH$Vmo åhUyZ
ì¶dñWmnZmZo H$‘©Mmè¶mcm ‘hÎdmMo ñWmZ XoD$Z Oa Ë¶mcm gÝ‘mZmZo dmJ{dco d Ë¶mÀ¶m gyMZm§Mm
AmXa Ho$cm, Ë¶mcm àg§Jr ~{jg {Xco, Ë¶mMm JwUJm¡ad d H$m¡VwH$ Ho$co Va Vmo Xo{Ic ì¶dñWmnZmcm
nyU©nUo ghH$m¶© H$é eH$Vmo.

7.2.2 ì¶dñWmnZ H$‘©Mmar g§XoedhZ (Management Employee Communication)

ì¶dgm{¶H$ H$m¶m©c¶mV AZoH${dY H$‘©Mmar H$m‘ H$aVmV Ë¶m§V d[að>, H${Zð> d g‘mZnmVirda
Ago doJdoJù¶m nmVù¶m§da g§XoedhZ Ho$co OmVo. ì¶dñWmnH$, Cƒ ì¶dñWmnH$, {d^mJr¶ ì¶dñWmnH$,
{d^mJ à‘wI, n¶©dojH$, ‘wH$mX‘, H$‘©Mmar ¶m gdmªZm EH$‘oH$m§er gVV g§nH©$ H$amdm cmJVmo d
nañnam§À¶m g§nH$m©V ahmdo cmJVo. Ë¶mgmR>r H$m¶m©c¶mV ¶mo½¶ Aer g§XoedhZmMr ì¶dñWm d à^mdr
Aer ¶§ÌUm V¶ma H$amdr cmJVo. darc nmVirdéZ H${Zð> nmVirda g§ñWoMr C{ÔîQ>ço H$‘©Mmè¶mn¶ªV
nmohmoM{dcr OmVmV, H$‘©Mmè¶m§À¶m AS>rAS>MUr d g‘ñ¶m H$m¶ AmhoV? Ë¶m OmUyZ KoVë¶m OmVmV.
Aem ì¶dñWmnZ - H$‘©Mmar g§Xoe dhZm‘wio Ë¶m§À¶mVrc Xar H$‘r H$éZ {ddmXmË‘H$ pñWVr H$‘r
H$aVm ¶oD$ eH$Vo Am{U Ë¶mV Ioir‘oirMo dmVmdaU {Z‘m©U H$éZ ‘¡Ìr dmT>{dcr OmVo. åhUyZM MoñQ>a
~Zm©S>© ¶m§Zr g§Xoe dhZmMr ì¶dñWm {Z‘m©U H$aUo Vr {Q>H$dyZ R>odUo ho ì¶dñWmnZmMo H$V©ì¶ Amho Ago
åhQ>coco Amho. ‘mZdr earamV OodT>o ‘hÎd aº$ dm{hÝ¶m§Zm Amho VodT>oM ‘hÎd ì¶dñWmnZmV g§XoedhZmcm
Amho.

ì¶dñWmnZ + H$‘©Mmar g§Xoe dhZmMo ‘hÎd :
1) ì¶dgm¶mMo à^mdr g§MmcZ H$aÊ¶mgmR>r, H$m‘H$mO Mm§Jë¶m [aVrZo Mmcmdo åhUyZ ‘hËdmÀ¶m

gyMZm d {ZX}e XoÊ¶mgmR>r Vo Amdí¶H$ AgVo.

2) ì¶dgm¶ g§KQ>ZoMr H$m¶©j‘Vm dmT>mdr Am{U g§ñWoV A{YH$mar d H$‘©Mmè¶m§Mo g§~§Y ÑT> ìhmdoV
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¶mgmR>r Vo Amdí¶H$ AgVo.

3) ì¶dñWmnZ Am{U H$‘©Mmar ¶m§À¶mVrc Xar H$‘r H$éZ Ë¶m§À¶mV Oa H$mhr ‘V ôX dmX AgVrc
Va Vo {‘Q>{dÊ¶mgmR>r Amdí¶H$ AgVo.

4) g§KQ>ZoMo ì¶dñWmnZ H$aVmZm {ZU©¶ à{H«$¶oV d àË¶j ì¶dñWmnZmV H$‘©Mmè¶m§Zm gh^mJr
H$éZ KoD$Z cmoH$emhr nÕVrZo ì¶dñWmnZ hmoÊ¶mgmR>r Vo Amdí¶H$ AgVo.

5) H$‘©Mmè¶m§Mo AmnAmngm§V ‘V ôX AgVrc Va Vo Xÿa H$éZ Ë¶m§À¶mV ‘¡ÌrnyU© g§~Y {Z‘m©U
H$am¶Mo Am{U Ë¶m§Zm H$m‘ H$aÊ¶mg àoaUm XoD$Z àd¥Îm H$am¶Mo d Ë¶mMo ‘Zmo~c dmT>dm¶Mo
¶mgmR>r Vo Amdí¶H$ AgVo.

6) H$m¶m©c¶mVrc H$‘©Mmar d g§gmYZo ¶m§À¶mV g‘Ýd¶ gmYmdm cmJVmo. Ë¶mgmR>r H$‘©Mmè¶m§Zm
Amnco A{YH$ma d O~m~Xmar H$moUVr Amho ¶mMr Om{Ud H$ê$Z {Xcr OmVo d Ë¶mÛmao H$m‘mV
g‘Ýd¶ gmYcm OmVmo.

7.2.3 g§Xoe dhZmÀ¶m nÕVr : (Methods of Communications)

1) EH$V’$s© g§XoedhZ : ì¶dgm¶À¶m gwadmVrcm g§Xoe dhZ ‘¶m©{XV ñdénmMo AgVo. d[að>
A{YH$mar Ho$di Amnë¶m ghH$mè¶m§Zm AmXoe XoVmV d Amnë¶m ghH$mè¶m§Zr AmXoemMo nmcZ
H$amdo EdT>rM Ë¶m§Zm Anojm AgVo. Ë¶m§Zr Oa H$mhr gyMZm Ho$ë¶m Va d[að> A{YH$mar Ë¶m§Mm
pñdH$ma H$aV Zmhr. ¶m àH$aUmV g§Xoe dhZ Agohr åhUVmV. nyduÀ¶m H$mir ì¶dgm¶ chmZ
Agë¶mZo Ë¶m‘wio hr nÕVr àMcrV hmoVr. ‘mÌ OgOgm {dñVma d ì¶mn dmT>V Jocm VgVer
hr nÕVr H$mc~mø Pmcr Amho.

2) XÿV’$s© g§XoedhZ : n{hë¶m àH$mamnojm ¶m àH$mamV g§Xoe dhZmMo ñdén ì¶mnH$ AgVo Og
Ogm ì¶dgm¶mMm ì¶mn d {dñVma dmT>V Jocm VgVer XÿV’$s© g§Xoe dhZmMr Amdí¶H$Vm dmQy>
cmJcr. ¶m àH$mamV g§Xoe XoUmam d g§Xoe KoUmam Ago XmoÝhr nj nañnam§er AmMma {dMmam§Mo
AmXmZ àXmZ H$aVmV. g§XoeXmVm AmXoe XoÊ¶mMo H$m‘ H$aVmo Va àmáH$Vm© AmXoemMo nmcZ
H$aÊ¶mMo H$m‘ H$aVmo Am{U Ë¶m~m~V Amnë¶m H$m¶ AS>MUr d gyMZm AmhoV qH$dm Amnë¶m
^mdZm qH$dm {dMma H$m¶ AmhoV ho g§Xoe XmË¶mg H$i{dVmo. Ë¶m‘wio XmoÝhr KQ>H$ EH$‘oH$m§À¶m
gVV g§nH$m©V AgVmV.

3) g‘nmVirdarc g§XoedhZ : ‘moR>çm AmH$mamÀ¶m ì¶dgm¶ g§ñWm H$m‘H$mO gmono hmoÊ¶mgmR>r
Amnco AZoH$ {d^mJ d Cn{d^mJ nmS>VmV. ho gd© {d^mJ EH$m g‘m§Va nmVirda H$m¶© H$aVmV
Am{U Ë¶m§Zm nañnam§da gVV Adc§~yZ amhmdo cmJVo. A{YH$mar dJ© hm Amnë¶m H$m¶m©c¶mVrc
gd©gmYmaU àíZm§~m~V BVam§er MMm© H$aVmo. Ë¶m‘wio Oo àíZ qH$dm g‘ñ¶m {Z‘m©U Pmcoë¶m
AgVmV Ë¶m ghOnUo gmoS>{dVm ¶oVmV. ¶mcmM g‘nmVir darc g§XoedhZ Ago åhUVmV.

4) g§KQ>Zm~mø g§XoedhZ : ì¶dgm{¶H$ H$m¶m©c¶mMm ì¶mn ’$ma ‘moR>m AgVmo. XaamoO ̂ mJYmaH$,
ì¶mnmar, J«mhH$, nwadR>mXma, Om{hamVXma, gaH$mar A{YH$mar, AW©nwadR>m H$aUmè¶m ì¶º$s d
g§ñWm BË¶mXr AZoH$ ~mø KQ>H$m§er H$m¶m©c¶mMm g§nH©$ hmoV AgVmo. Aem KQ>H$m§gmo~V H$m¶m©c¶mMo
Oo g§Xoe dhZ MmcVo Ë¶mcm g§KQ>Zm~mø g§XoedhZ Ago åhUVmV. ¶m àH$mamV àXe©Z, ‘oimdo,
Om{hamVr, {dH«$s H|$Ðo, {dH«$s à{V{ZYr, {dH«$¶moÎma godm Aem ‘mÜ¶‘m§Ûmao g§KQ>Zm ~mø g§XoedhZ
hmoV AgVo. Ë¶m‘wio g§ñWoMr d H$m¶m©c¶mMr à{Vð>m dmT>Ê¶mg ‘XV hmoVo.
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7.2.4 g§Xoe dhZmMo àH$ma : (Types of Communications)

1) coIr g§XoedhZ : (Written Communication)

¶m àH$mamV g§XoemV ñnï>Vm AgVo. H$maU coIr g§Xoe hm ^{dî¶mgmR>r cmJUmam ‘hÎdmMm
H$m¶Xoera nwamdm AgVmo Ë¶m‘wio Ë¶mMm OmñV à^md nS>Vmo. ¶mV {c{hUmam ì¶º$s {dMmanyd©H$
d H$miOr KoD$Z {cImU H$aV AgVmo. H$maU {chÿZ Úm¶cm H$moUrhr Km~aVmo. coIr g§Xoe
dhZmV nÌì¶dhma hm ’$ma ‘hÎdmMm ^mJ AgVmo. ¶mV nÌ, nmH$sQ>, Am§VaXoer¶ nÌ BË¶mXr
‘mÜ¶‘o dmnacr OmVmV. ¶m{edm¶ Ahdmc, gyMZm, Omhra {ZdoXZ, {ZdoXZ n{ÌH$m, coIr
{ZdoXZ, n[anÌH$, XanÌH$, gyMZm nÌH$, ‘o‘mo, VH«$ma, VH«$marcm {Xcoco CÎma BË¶mXtMm
gm‘mdoe hmoVmo. gÜ¶m gd©Ì g§JUH$mMm dmna hmoV Agë¶mZo g§JUH$mÛmao nÌ, g§Xoe, B©‘oc,
nmR>{dco OmVmV d Ë¶mV ‘gwXo / Z‘wZo V¶ma H$éZ R>odcoco AgVmV.

2) Vm|S>r g§XoedhZ : (Oral Written Communication)

g§Xoe dhZ Oa H$‘r doimV nyU© H$am¶Mo Agoc Va Vm|S>r g§Xoe {Xco OmVmV. Ë¶m‘wio doi
dmMVmo. cJoM à{VgmX hr {‘iVmo, {ZU©¶ XoIrc cJoMM KoVm ¶oVmV. ‘mÌ Vm|S>r g§XoedhZ
n[aUm‘H$maH$ R>aV ZmhrV. Ë¶mcm AZoH$ ‘¶m©Xm nS>VmV d Ë¶mV AS>MUr hr AgVmV. Ë¶mV
coIr d H$m¶Xoera nwamdm amhV Zmhr ¶m àH$mamV àË¶j g‘moamg‘moa ~mocUo, ’$moZda ~mocUo,
‘mo~mB©cda ~mocUo, MMm© H$aUo, {ZdoXZ ‘m§S>Uo, ì¶º$ H$aUo, gyMZm H$aUo, ‘mJ©Xe©Z H$aUo,
AmXoe XoUo Aem àH$mam§Mm gm‘mdoe hmoVmo.

7.2.5  ‘Zmo~c Am{U CËnmXH$Vm : (Moral and Communications)

‘Zmo~c åhUOoM ‘ZmoY¡¶©, hr EH$ ‘mZ{gH$ g§H$ënZm Amho. ì¶º$s¨Mr ̂ mdZm, {dMma, AmMma,
àoaUm, àd¥Îmr ¶m ~m~V ‘Zmo~c hm eãX dmnacm OmVmo. ‘Zmo~cmMo Zo‘Ho$ ‘moO‘mn H$aVm ¶oV Zmhr. ‘mÌ
‘Zmo~cmcm H$m¶m©c¶mÀ¶m H$m‘H$mOmda d H$m¶©nÕVrda à^md nS>Vmo. åhUyZ ‘Zmo~cmMm {dMma H$amdm
cmJVmo. ì¶dgm¶mMo C{ÔîQ>ço gmÜ¶ H$aÊ¶mgmR>r H$‘©Mmè¶m§Mo ghH$m¶© Ano{jV AgVo. Ë¶m{edm¶
C{ÔîQ>ço gmÜ¶ hmoD$ eH$V ZmhrV Am{U ‘Zmo~c Oa Cƒ d Mm§Jco Agoc Va H$‘©Mmar gH$mamË‘H$
à{VgmX XoVmV, ghH$m¶© H$aVmV. ‘Zmo~c Oa {ZåZ d Mm§Jco Zgoc Va ‘mÌ Vo ZH$mamË‘H$ à{VgmX XoVmV,
åhUyZM ‘mZdr g§~YmMm {dMma H$aVm§Zm ì¶dñWmnZmcm H$‘©Mmè¶m§À¶m ‘Zmo~cmMm {dMma H$amdm
cmJVmo. ‘Zmo~c hr g§H$ënZm nma§nm[aH$, ‘mZgemór¶ Am{U gm‘m{OH$ Ñï>rH$moZmVyZ {dMmamV KoVcr
OmVo. ‘Zmo~cmMr nmVir H$‘©Mmè¶m§À¶m àmW{‘H$ JaOm, ‘mZ{gH$ JaOm d g‘whmVrc Ë¶m§Mr dmJUwH$
¶m VrZ KQ>H$m§da Adc§~yZ AgVo.

C{Ôï> gmÜ¶ H$aÊ¶mgmR>rMm H$‘©Mmè¶mMm Ñï>rH$moZ Am{U Ë¶mMr H$m‘ H$aÊ¶mMr BÀN>m åhUOo
‘Zmo~c hmo¶. åhUyZM ‘Zmo~c hr ì¶º$sJV ~m~ ZgyZ Vr gm‘w{hH$ ~m~ Agë¶mZo VrMm gm‘w{hH$
AWm©Zo {dMma Ho$cm Jocm nm{hOo. H$m‘JmamÀ¶m Cƒ ‘Zmo~cmMm n[aUm‘ CËnmXH$Voda Mm§Jcm hmoVmo. Ago
Oar Agco Var H$m‘Jmam§Mo ‘Zmo~c Cƒ Agco åhUOoM H$maImÝ¶mMr CËnmXH$Vm OmñV amhrc Ago
‘mÌ Zmhr. H$maU H$maImÝ¶mMr CËnmXH$Vm hr Ho$di ‘Zmo~cmda Adc§~yZ AgVo. H$m‘Jmam§À¶m
‘Zmo~cmMm H$maImÝ¶mÀ¶m CËnmXH$Voda n[aUm‘ Oar KSy>Z ¶oV Agcm Var ‘Zmo~c d CËnmXH$Vm
¶m§À¶mV YZmË‘H$ qH$dm ZH$mamË‘H$ ghg§~§Y am{hc.

‘Zmo~cm‘wio H$‘©Mmè¶m§Mr dmJUyH$ à^mdrV hmoD$ eH$Vo. H$‘©Mmè¶m§Zm Oa EImXr Jmoï> Xþ:Ir
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H$aUmar Agoc Va Ë¶m§Mo ‘Zmo~c ImcmdVo. åhUOoM A{Ve¶ chmZem H$maUmZo Ë¶m§Mo ‘Zmo~c à^mdrV
hmoD$ eH$Vo. ‘Zmo~cmÀ¶m nmVirV gVV KQ> hmoVo d hm n[aUm‘ {XK©H$mi n¶ªV {Q>Hy$Z amhVmo. H$‘©Mmè¶m§Mo
‘Zmo~c gwYmam¶Mo Agoc Va Iyn OmñV H$mcmdYr cmJVmo.

‘Zmo~c Am{U CËnmXH$Vm ¶mVrc ghg§~Y :

ì¶dgm¶mV H$m¶© H$aUmè¶m H$‘©Mmè¶m§Mo ‘Zmo~c Cƒ àVrMo Agë¶mg ¶m CnH«$‘mMr CËnmXH$Vm
OmñV am{hcr nm{hOo. ¶m CcQ> H$‘©Mmè¶m§Mo ‘Zmo~c {ZåZ àVrMo Agë¶mg Ë¶m CnH«$‘mMr CËnmXH$Vm
H$‘r Agcr nm{hOo. ‘mÌ ~è¶mMXm Ago AmT>iyZ ¶oV Zmhr. CËnmXH$Vm nyU©V: g§ñWoVrc ‘mZdr
KQ>H$m§da Adc§~yZ ZgVo. Va ¶§Ì, gm{hË¶, CnH$aUo Aem Vm§{ÌH$ KQ>H$m§da XoIrc CËnmXH$Vm Adc§~yZ
AgVo. ‘Zmo~c Cƒ àVrMo Agcoco H$m‘Jma ¶m§{ÌH$ gmYZm§Mm H$m¶©j‘VoZo dmna H$aVmV. ‘mÌ Oa
‘Zmo~c {ZåZ Agoc Va {ZéËgmh, Q>mimQ>mi, H$m‘MwH$manUm, MwH$m, VH«$mar, Ag‘mYmZ Ago n[aUm‘
OmUdVmV.

‘Zmo~cmMm àË¶oH$M doir CËnmXH$Voda AZwHy$c n[aUm‘ hmoB©c Ago ZgVo. Cƒ ‘Zmo~c Am{U
H$‘r CËnmXH$Vm qH$dm {ZåZ ‘Zmo~c Am{U OmñV CËnmXH$Vm Aer pñWVr nmhm¶cm {‘iy eH$Vo. åhUyZ
CËnmXH$Vm dmT>Ê¶mgmR>r ZwgVo ‘Zmo~c AgyZ MmcV ZmhrV Va A{^àoaUm hr cmJVo.

‘Zmo~cmda n[aUm‘ H$aUmao KQ>H$ :

1) g§K^mdZm hr ‘Zmo~cmda n[aUm‘ H$aVo. EH$Ì amhÊ¶mMo à¶ËZ OodT>o OmñV amhVrc VodT>r
‘Zmo~cmMr nmVir Cƒ AgVo.

2) g‘whmMm CÔoe Oa gm‘mB©H$ Agoc Va Ë¶m {XeoZo gdmªMo à¶ËZ d ghH$m¶© {‘iy eH$Vo.

3) C{Ôï> JmR>Ê¶mgmR>r H$‘©Mmè¶mZo Amnco H$m¶©, gm‘w{hH$ n[apñWVr, ì¶dñWmnZ ¶m gdmªer
amIcoco g§~Y d Ho$cocr àJVr {dMmaVm ¿¶mdr cmJVo.

4) àË¶oH$ H$‘©Mmè¶mcm AmnU H$aUma Agcoë¶m H$m‘mMr Am{U ñdV:Mr O~m~XmarMr gwñnï>
H$ënZm Agcr nm{hOo.

5) ‘Zmo~c Am{U H$m¶©g‘mYmZ ¶m gma»¶mM dmQ>Umè¶m Jmoï>r Agë¶m Var H$‘©Mmè¶m§Zm Á¶m
Jmoï>tnmgyZ g‘mYmZ {‘iVo VoM Ë¶mMo ‘Zmo~c dmT>dVmV.

7.2. 6 H$‘©Mmar H$ë¶mU : (Staff Welfare)

H$‘©Mmè¶m§Zm Amncr H$m¶©j‘Vm dmT>{dÊ¶mgmR>r Ë¶m§Zm Amdí¶H$ Aem H$ë¶mUH$mar gw{dYm
CncãY H$éZ XoÊ¶mMr Amdí¶H$Vm AgVo. H$maU H$m‘mÀ¶m {R>H$mUMr n[apñWVr Oa Mm§Jcr Agoc Va
H$m‘ H$aVmZm H$‘©Mmè¶m§Zm CËgmh dmQ>Vmo. Ë¶m§Zm Oa Mm§Jë¶m OrdZmdí¶H$ dñVy nwa{dë¶m Joë¶mV Va
Ë¶m§Mo Amamo½¶ gwYmaVo d Vo V§XþéñV amhVmV, {ejUmÀ¶m d Amamo½¶mÀ¶m gmo¶r Ë¶m§Zm nwa{dë¶m qH$dm
d¡ÚH$s¶ gmo¶r {Xë¶m Var Ë¶m§Zm Amamo½¶ àXmZ Ho$ë¶mgmaIo hmoVo. H$m‘mÀ¶m {R>H$mUr ñdÀN>Vm, em§VVm,
Amamo½¶ d CËgmhXe©H$ dmVmdaU Agoc Va Vo Omo‘mZo H$m¶© H$aVmV. Agm gd© Jmoï>tMm gm‘mdoe H$m‘Jma
H$ë¶mU ¶m g§koV hmoVmo.

H$m‘Jma H$ë¶mUmMr {ZpíMV Aer ì¶m»¶m H$aVm ¶oV Zmhr. H$m‘Jma H$ë¶mU hr g§H$ënZm
cd{MH$ Amho. àË¶oH$ XoemV Vr doJdoJir {XgyZ ¶oVo.

ì¶m»¶m : ""H$m‘Jma H$m¶ÚmZo {ZYm©[aV H$ê$Z {Xcoë¶m {H$‘mZ ‘¶m©XoÀ¶m ncrH$S>o H$m‘Jmam§Mo
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Amamo½¶, gwa{jVVm d gd©gm‘mÝ¶ H$ë¶mU VgoM Am¡Úmo{JH$ H$m¶©j‘Vo‘Ü¶o gwYmaUm H$aÊ¶mÀ¶m hoVyZo
H$aÊ¶mV Amcoco H$m¶© åhUOo H$m‘Jma H$ë¶mU hmo¶.''

H$m‘Jma H$ë¶mUmMr ì¶már : (Scope of Staff Welfare)

H$‘©Mmè¶m§Zm doVZm ì¶{V[aº$ Á¶m godm gw{dYm d Am{W©Ho$Va cm^ àmá hmoVmV Ë¶m§Mm H$m‘Jma
H$ë¶mUmV gm‘mdoe hmoVmo. ¶mV ‘w»¶Ëdo H$ê$Z H$‘©Mmar gwa{jVVm, H$m‘Jma {d‘m, Amamo½¶, H$‘aUyH$,
H$m‘mMo Vmg, aOm, BVa godm gw{dYm nwadyZ H$m¶m©c¶mV Am{U H$m¶m©c¶m ~mhoa H$‘©Mmè¶m§Mo ‘mZ{gH$,
em[aarH$, gm‘m{OH$ H$ë¶mU gmÜ¶ H$aVm ¶oVo.

7.2.7  H$m‘Jma H$ë¶mU ¶moOZm§Mo àH$ma : (Types of Welfare Schemes)

1) gwa{jVVm d Amamo½¶ {df¶H$ : H$m‘Jmam§Zm hmoUmè¶m Am¡Úmo{JH$ d BVa AnKmVm§nmgyZ
g§ajU H$aUo AnKmVmZ§Va Ë¶mcm OmñV Am{W©H$ Pi nmohmoMy Z¶o åhUyZ Ë¶mcm {d‘m d d¡Úr¶
gw{dYm {Xë¶m OmVmV. H$maU AnKmV d AmOma ¶m‘wio H$m‘mMo, doioMo d n¡emMo Iyn ‘moR>o
ZwH$gmZ hmoVo. åhUyZ H$m‘mÀ¶m {R>H$mUr e³¶Vmo AnKmV hmoD$ Z¶oV ¶mgmR>r à¶ËZ d Cnm¶¶moOZm
Ho$ë¶m OmVmV. H$m¶m©c¶mcm AmJ cmJUo, {dOoMm em°H$ cmJUo, O{‘Zrda nm¶ Kgê$Z nS>Uo,
¶§ÌmV hmV nm¶ AS>H$Uo, ~moQ>o VwQ>Uo, ’${Z©Ma‘wio AnKmV hmoD$Z XþImnV hmoUo, A§Jmda,
S>mo³¶mda EImXr dñVy dê$Z nS>Uo, ^mOUo BË¶mXr H$maUmZo H$m‘Jmam§Zm XþImnVr hmoVmV d Vo
H$m‘ H$aÊ¶mg Ag‘W© R>aVmV. ¶mda ¶mo½¶ Cnm¶ H$aÊ¶mgmR>r H$‘©Mmè¶m§Zm coIr gyMZm
’$cH$mÛmao gyMZm XoUo, àW‘monMma noQ>r cmdUo, A¾re‘ZmMr CnH$aUo cmdUo, AmnmXJ«ñV
pñWVrV H$m¶ H$amdo ¶mMo H$‘©Mmè¶m§Zm à{ejU XoUo. AnKmVJ«ñV H$‘©Mmè¶m§Zm VmËH$mc A°åã¶wcÝg
godm XoD$Z BpñnVimV nmohmoM{dUo d d¡ÚH$s¶ CnMma H$aUo.

2) d¡ÚH$s¶ ’$m¶Xo - cm^ : H$m‘Jmam§Zm {Z¶{‘V nJma ì¶{V[aº$ d¡ÚH$s¶ ̂ Îmm, d¡ÚH$s¶ aOm,
H$‘©Mmar qH$dm Ë¶mÀ¶m Hw$Q>§w~mVrc EImXm gXñ¶ AmOmar nS>ë¶mg Ë¶mMm CnMmamMm IM©
^anmB© H$ê$Z {Xcm OmVmo. ¶mcm d¡ÚH$s¶ IMm©Mm naVmdm Ago åhUVmV. ¶m{edm¶ ‘mo’$V
eó{H«$¶m, ‘mo’$V X§V VnmgUr, ‘mo’$V ZoÌ VnmgUr, H$‘r XamV öX¶eó{H«$¶m, Ad¶d amodU
eó{H«$¶m Ago d¡ÚH$s¶ cm^ H$‘©Mmè¶m§Zm {Xco OmVmV. H$m‘Jma gm‘w{hH$ {d‘m ¶moOZm, JQ>
{d‘m ¶moOZm, d¡ÚH$s¶ {d‘m d Ë¶m§Mo cm^ {d{eï> ‘moR>çm hm°pñnQ>ëg‘YyZ CncãY H$ê$Z {Xco
OmVmV. ‘moR>çm g§ñWmMr ñdV§Í¶ hm°pñnQ>ëg AgVmV. CXm. aoëdoMo ñdV§Í¶ hm°pñnQ>c Amho.
Ë¶mÛmao aoëdo H$‘©Mmè¶m§Zm ‘m’$V VnmgUr d CnMma Ho$co OmVmV d ZwH$gmZ ^anmB© hr {Xcr
OmVo.

3) H$m‘mMo Vmg d gwQ²>Q>çm : àË¶oH$ ZmoH$ar H$aUmè¶m H$‘©Mmè¶mcm Xa a{ddmar nJmar gwÅ>r {Xcr
OmVo. O¶§Vr, ‘¥Ë¶y {Xdg, nwÊ¶{VWr Am{X H$maUm§Zr BVa gwQ²>Q>çm {Xë¶m OmVmV. H$m¶ÚmZo Va
‘{hcm H$‘©Mmè¶m§Zm ~mi§VnUmgmR>rMr aOm XoUo ~§YZH$maH$ Ho$coco Amho. H$‘©Mmè¶m§Mr EHy$U
Pmcocr godm {dMmamV KoD$Z Ë¶m§Zm nJmar Am{U {~ZnJmar Aem XrK© ‘wXVrÀ¶m aOm d gwQ>çm
{Xë¶m OmVmV. ¶m{edm¶ godmeVu d H$m¶Xoera {Z¶‘mZo H$m‘mMo Vmg d H$m‘mÀ¶m nmù¶m
R>a{dë¶m OmVmV. H$mhr {R>H$mUr nmM {Xdgm§Mm AmR>dS>m AgVmo Va H$mhr {R>H$mUr n{hë¶m
Am{U {Vgè¶m e{Zdmar gwÅ>r AgVo. ¶m ì¶{V[aº$ amoOÀ¶m H$m‘mÀ¶m VmgmVyZ H$mhr doim
MhmnmZmgmR>r Am{U EH$ Vmg OodUmgmR>r gwÅ>r {Xcr OmVo. ¶m gdmªMm hoVy H$‘©Mmè¶mcm gVV
H$m‘ H$amdo cmJy Z¶o. Ë¶mcm H$m‘mMm H§$Q>mim ¶oD$ Z¶o, H$m‘mMr H$m¶©j‘Vm d CËnmXH$Vm
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dmT>mdr Agm AgVmo.

4) ‘Zmoa§OZmÀ¶m gw{dYm (Recreational Facilities) : àË¶oH$ H$‘©Mmè¶mÀ¶m Aem OrdZmdí¶H$
JaOm AgVmV VemM Ë¶mÀ¶m gm‘m{OH$ JaOm XoIrc AgVmV. JaOm§À¶m {gÕm§VmZygma EH$
JaO nyU© Pmcr H$s, Xþgar JaO OmUdVo d Ë¶mZ§Va {Vgar JaO OmUdVo. ¶m§V gm‘m{OH$ JaOm
XoIrc ‘hÎdmÀ¶m R>aVmV. Ë¶m nyU© H$aÊ¶mgmR>r H$m‘Jmam§Zm ‘Zmoa§OZ ^Îmm {Xcm OmVmo,
gm§ñH¥${VH$ H$m¶©H«$‘m§Mo Am¶moOZ Ho$co OmVo. H$‘©Mmar d Ë¶m§À¶m nmë¶m§Mm gËH$ma Ho$cm OmVmo.
gmd©O{ZH$ JUoe CËgd, XþJm© CËgd, Am°H«}$ñQ´>m, a§J‘§M ñnYm©, {MÌnQ> XmI{dUo, ZmQ>çà¶moJ,
g§JrV aOZr, J«§Wmc¶mÀ¶m gw{dYm, IoimÀ¶m gw{dYm, {H«$Ho$Q> ‘°M, ’w$Q>~m°c ‘°M, Xoer-{dXoer,
BZ S>moAa, AmCQ>S>moAa Ioim§Mo Am¶moOZ Ho$co OmVo. {OåZ°{e¶‘, ì¶m¶m‘emim, {’$Q>Zog g|Q>a,
~JrMm, Am°S>rQ>mo[a¶‘ AmXtMo Am¶moOZ H$éZ Ë¶m§Mo ‘mo’$V nmgog H$‘©Mmar d Ë¶m§À¶m Hw$Q>§w~mVrc
gXñ¶m§Zm {Xco OmVmV.

7.2.8 OZg§nH$m©Mo AW© d ì`m»`m : (Meaning and Definition of Public
Relation)

H$moUVrhr ì¶dgm¶ g§ñWm g‘mOmgmR>r ñWmnZ Ho$cr OmVo d Vr g‘mOmV {dH$mg nmdVo. Vr
g‘mOmMm EH$ KQ>H$ AgVo. g‘mOmVrc {d{dY KQ>H$m§Mm H$moUH$moUË¶m H$maUmZo ì¶dgm¶ g§ñWoer g§nH©$
¶oVmo. ¶m gd©KQ>H$m§Mr ‘mÝ¶Vm Agë¶m{edm¶ ì¶dgm¶ g§ñWm g’$c hmoD$ eH$V Zmhr. ^mJYmaH$
gaH$ma, gmdH$ma {dÎmr¶ g§ñWm, H$‘©Mmar, ñnY©H$, nwadR>mXma J«mhH$ à{gÕr ‘mÜ¶‘o Am{U BVa
gm‘m{OH$ g§ñWm ¶m§Mm ì¶dgm¶ g§ñWoer g§~§Y ¶oVmo Am{U H$moUË¶m Var {Z{‘ÎmmZo ì¶dgm¶ g§ñWm
¶m§À¶m g§nH$m©V ¶oVo. AmYw{ZH$ ¶wJmV AmO OmJ{VH$sH$aUm‘wio g§nH©$ H$m¶m©cm {deof ‘hÎd àmá Pmcoco
Amho. ì¶dñWmnZmÀ¶m Ñï>rZo OZg§nH$m©cm {deof ‘hÎd àmá Pmco. H$maU g‘mOmVrc {d{dY KQ>H$m§Mo
ghH$m¶© {‘i{dUo Vo {dH${gV H$aUo, Ë¶mVyZ g§ñWoMm Zmdcm¡{H$H$ dmT>{dUo, OZ‘mZgmV Mm§Jcr à{V‘m
{Z‘m©U H$aUo Ë¶mgmR>r ì¶dgm¶ g§ñWm d g‘mO ¶mVrc A§Va H$‘r H$aUo, ì¶dgm¶ g§ñWm OmñVrV
OmñV cmoH${^‘wI ~Z{dUo ho ì¶dgm¶mMo H$m¶© OmñV Omo‘mZo H$aÊ¶mMm à¶ËZ Ho$co OmV AmhoV. Ë¶m‘wio
OZg§nH©$ H$m¶© CÚmg ¶oV Amho. ‘moR>çm ì¶dgm¶ g§ñWoV AmO ñdV§Ì OZg§nH©$ {d^mJ ñWmnZ Ho$co
OmVmV. OZg§nH©$ {d^mJm‘m’©$V {d{dY KQ>H$mer g§~§Y {Z‘m©U H$aUo, ‘m{hVr H$aUo, ‘m{hVr XoUo-KoUo
Ë¶m§À¶m VH«$mar g‘OyZ KoUo. gcmo»¶mMo g§~§Y {Z‘m©U H$aUo Ë¶mgmR>r Zmdcm¡{H$H$ {Z‘m©U H$aUo ho H$m¶©
OZg§nH©$ {d^mJ H$aVmo.

ì¶dgm¶ g§ñWm d g‘mOmVrc {d{dY KQ>H$m§er gcmo»¶mMo g§~§Y {Z‘m©U H$aUmè¶m {Z¶moOZ~Ô
à¶ËZm§Zm OZg§nH©$ Ago åhUVmV. OZg§nH©$ ¶mMm AW© A{YH$m{YH$ cmoH$m§er g§nH©$ àñWm{nV H$aUo
Agm AW© hmoVmo. OZg§nH©$ ¶m‘Ü¶o g‘mOmVrc {d{dY KQ>H$m§er g§~§Y àñWm{nV H$aUo Ë¶mÀ¶m ‘ZmV
g§ñWoMr à{V‘m {Z‘m©U H$aUo ¶mgmR>r OmUrdnyd©H$ Ho$coco à¶ËZ åhUOo OZg§nH©$ hmo¶.

1) nrQ>g©Z ¶m§À¶m ‘Vo ""J«mhH$, H$m‘Jma d gd©gm‘mÝ¶ OZVm ¶m§Mr gX^mdZm d ‘mÝ¶Vm àmßV
H$éZ KoÊ¶mgmR>r ì¶dgm¶mVrc ì¶dñWmnZmZo Ho$coco à¶ËZ åhUOo OZg§nH©$ hmo¶.''

2) ES>dS>© ~«oZoZ ¶m§À¶m ‘Vo ""OZVocm ‘m{hVr XoD$Z Ë¶mZo ‘Z n[adV©Z H$éZ H$moUVrhr g§ñWm
H$moUVr hr Midi Am{U H$moUË¶mhr {H«$¶ocm OZVoH$Sy>Z ghH$m¶© {‘i{dÊ¶mMm Ho$cocom à¶ËZ
åhUOoM OZg§nH©$ hmo¶.''
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3) aoM‘Z ¶m§À¶m ‘Vo ""g§ñWogmR>r AZwHy$c ‘V {Z‘m©U H$aUo d Ë¶mMm à^md {Q>H$dyZ R>odUo
¶mgmR>r Ho$coë¶m H$moUË¶mhr H$m¶m©cm OZg§nH©$ Ago åhUVmV.''

4) OZg§nH©$ g§ñWm B§½cS> ¶m§À¶m ‘Vo ""g§ñWm Am{U OZVm ¶m§À¶m‘Ü¶o nañnam§Zm g‘OyZ
KoÊ¶mgmR>r à{H«$¶m ApñVËdmV ¶oD$Z Vr d¥Îmr {Q>H$mdr åhUyZ {Z¶moOZ~Õ OmUrdnyd©H$ Ho$coco
OZVoMo à¶ËZ åhUOo OZg§nH©$ hmo¶.''

5) Om°O© ‘oao{S>W, AÜ¶j, A‘o[aH$Z OZg§nH©$ g§ñWm ¶m§À¶m ‘Vo ""OZVoMo Amnë¶m~Ôc ‘V
Mm§Jco hmoÊ¶mgmR>r Ho$cocr H$moUVrhr Jmoï> OZg§nH©$ H$m¶m©V g‘m{dï> hmoVo.''

7.2.9  OZg§nH$m©Mo ñdén :  OZg§nH$m©Mo ñdén :  OZg§nH$m©Mo ñdén :  OZg§nH$m©Mo ñdén :  OZg§nH$m©Mo ñdén : (Nature of Public Relation)
OZg§nH©$ hr EH$ ì¶mnH$ g§KQ>Zm Amho. cmoH$m§er g§nH©$ àñWm{nV H$aUo Vmo H$m¶‘ñdénr

{Q>H${dUo d gcmo»¶mMo g§~§Y R>odUo ¶mgmR>r OZg§nH©$ {d^mJ Zoh‘rM à¶ËZerc AgVmo. OZg§nH©$ ho
dV©ZdmXr gm‘m{OH$ emó Agë¶mZo cmoH$m§gmR>r Mm§Jcr dmJUyH$ XoÊ¶mgmR>r OZg§nH©$ {d^mJ gVV à¶ËZ
H$aVmo. g‘mOmVrc àË¶oH$ KQ>H$m§er OZg§nH$m©‘wio g§~§Y ¶oVmo. ‘mcmMr {dH«$s H$aVmZm J«mhH$ ¶m KQ>H$m§er
g§~§Y ¶oVmo Ë¶m‘wio KmD$H$ {dH«o$Vo, {H$aH$moi {dHo«o$V, dmhVyH$Xma, Om{hamV g§ñWm, {d^mJr¶ ^m§S>mao,
gwna em°ßg, {dH«$s à{V{ZYr, añË¶mdarc XÿH$mZXma Aem g§~§Yr g§nH©$ R>odmdm cmJVmo. Aem àH$mao
g‘mOmVrc {d{dY KQ>H$m§Mm g§~§Y àñWm{nV hmoVmV. Ë¶m‘wio OZg§nH$m©Mr AZoH$ H$m‘o H$amdr cmJVmV.
åhUyZ OZg§nH©$ ho AË¶§V ì¶mnH$ ñdénmMo H$m¶© Amho.

àË¶oH$ ì¶mdgm{¶H$ g§ñWm g‘mOmMm EH$ KQ>H$ åhUyZ H$m‘ H$arV AgVo. g§ñWoMo H$m‘H$mO ho
g‘mOmVrc AmOMm d ̂ mdr J«mhH$mgmR>r Mmccoco AgVo. VgoM BVa KQ>H$ hr ì¶dgm¶mÀ¶m ¶emgmR>r
‘hÎdmMo AgVmV.

dmT>Ë¶m CÚmo{JH$aUm‘wio CÚmoJ joÌmV ‘mcH$ d H$m‘Jma ¶m§Mo g§~§Y VmUco Omdy cmJVmV. ¶m
g§Kfm©cmM ñ’$moQ>mVyZM OZg§nH$m©Mm CX¶ Pmcm. OZg§nH©$emó ho Am¡Úmo{JH$ H«$m§VrZ§Va ‘mZdr ¶moJXmZmVrc
VmU VUmd Xÿa H$aÊ¶mgmR>r {Z‘m©U Pmcoco OZmë¶mUmMo emó Amho. CÚmoJm§Zm cmoH${^‘wI d H$ë¶mUH$mar
~{ZdUmè¶m {dMma‘§WmZmVyZ OZg§nH©$ H$m¶m©Mr {Z{‘©Vr Pmcr. nwT>o {OdZmcm gd©M joÌmV OZg§nH©$
VÎdmMm à^md nSy> cmJcm. OZg§nH©$ hr g§ñWmnZmVrc Xþhoar à{H«$¶m AgyZ O~m~XmarVrc Xar ^éZ
H$mT>Ê¶mMm Ë¶mV gmVË¶mZo à¶ËZ Ho$cm OmVmo. g§ñWoMm Zmdcm¡{H$H$ Z‘yX H$aÊ¶mda d Vmo d¥qÕJV
H$aÊ¶mda ^a {Xcm OmVmo. åhUyZ OZg§nH$m©Mo CXmhaUm§déZ Ë¶mMo ñdén cjmV ¶oB©c.

1) g§ñWocm CnH«$‘mgmR>r OZ‘mZgmV gmd©O{ZH$ OmUrd V¶ma H$aUo.
2) cmoH$m§gmR>r CncãY Agcoë¶m godmMr ‘m{hVr H$éZ KoUo.
3) amï´>r¶ amÁ¶ g§KQ>ZmË‘H$ AdñWoV nmR>~i {‘idyZ XoUo.
4) amï´>r¶ g§emoYZ d {dH$mg H$m¶m©da ^a XoUo.
5) ‘mZdr {hVmMr OmonmgZm H$aUo.
7.2.107.2.107.2.107.2.107.2.10  OZg§nH$m©Mr ì¶már : (Scope of Public Relation)

OZg§nH©$ ho AË¶§V ì¶mnH$ ñdénmMo H$m¶© Amho. CXmhaUmXmIc EImÚm ~±Ho$Mm OZg§nH$m©Mm
{dMma Ho$cm Va ¶m g§X^m©V H$moUH$moUË¶m KQ>H$mer g§nH©$ R>odmdm cmJVmo. ¶mMr ‘moR>r ¶mXr V¶ma hmoB©c.
~±Ho$Mo H$‘©Mmar, A{YH$mar, H$O©Xma, R>odrXma, ~±Ho$À¶m H$‘©Mmar g§KQ>Zm A{YH$mar, g§KQ>Zm, ~±Ho$Mo
{dœñV, ~±Ho$er g§~§YrV emgH$s¶ {d^mJ, ñWm{ZH$ cmoH$ à{V{ZYr, AÝ¶ ~±H$ g§ñWoVrc ì¶º$s,
gaH$mar ~±Ho$Mo à{V{ZYr B. àH$mao AZoH$m§er g§nH©$ R>odmdm cmJVmo.
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¶m~m~V OZg§nH$m©Mr ì¶már cjmV ¶oVo. OZg§nH©$ hr nañnamV J§wVcocr dVw©i AmhoV Ago
åhQ>co OmVo.

ì¶dgm¶ g§ñWocm ñWmnZonmgyZ ~mø OJmer g§~§Y ¶oVmo Am{U Vmo {Xdg|{Xdg dmT>VM OmVmo.
ñWm{ZH$ nmVirdéZ Vo Am§Vaamï´>r¶ nmVirn¶ªV OZg§nH$m©Mo H$m¶© {dñV¥V hmoV OmVo Am{U gd©Ì ¶mMo
Omio {dUco OmVo. OZg§nH$m©gmR>r g§ñWocm g‘mOmVrc H$moUË¶m KQ>H$m§er g§~§Y àñWm{nV H$amdm cmJVmo
Ë¶m Aä¶mgmdéZ OZg§nH©$ AWm©Mr ì¶már cjmV ¶oB©c. OZg§nH©$ H$m¶m©Mo Imcrc àH$mao dJuH$aU
H$éZ Ë¶mMr ì¶mnH$Vm Aä¶mgVm ¶oB©c.

OZg§nH$m©Mr ì¶már / dJuH$aU

A§VJ©V KQ>H$ ~mø KQ>H$

H$‘©Mmar J«mhH$

A{YH$mar {dVaH$

^mJYmaH$ gaH$mar
à{V{ZYr

à{V{ZYr

{dÎmr¶ g§ñWm

AÝ¶ g§ñWm

ì¶dgm¶ g§ñWocm OZg§nH$m©gmR>r darcà‘mUo {d{dY KQ>H$m§er g§~§Y àñWm{nV H$amdo cmJVmV.
g§ñWoMo g§~§Y àñWm{nV H$amdo cmJVmV. g§ñWoMo g§~§Y H$‘©Mmar, A{YH$mar d ^mJYmaH$ ¶m A§VJ©V
KQ>H$m§er ¶oVmV. VgoM J«mhH$, {dÎmr¶ g§ñWm, gaH$mar A{YH$mar, {dVaH$ nwadR>mXma ¶m gma»¶m ~mø
KQ>H$m§er g§~§Y ¶oVmV. ì¶dgm¶ g§ñWoMm ì¶º$sJV nmVirda d g§ñWmË‘H$ nmVirda g§~§Y ¶oVmo ¶m
XmoKm§Mr {d^mJUr Ho$cr OmVo. g§ñWoVrc H$‘©Mmar, J«mhH$ KQ>Zmer ì¶º$sJV nmVirda g§~§Y àñWm{nV
hmoVmV. Va {dÎmr¶ g§ñWm, {d‘m H§$nÝ¶m, emgH$s¶ H$m¶m©c¶o, BVa g§ñWm B. KQ>H$m~amo~a g§ñWmË‘H$
nmVirdaMo g§~§Y àñWm{nV hmoV AgVmV.

1) H$‘©Mmè¶m§er g§~§Y : g§ñWoMo H$‘©Mmè¶m§er Agcoco g§~§Y H$amamZo {Z{‘Îm hmoVmV ‘mV
Ë¶m§À¶mer ZmoH$a åhUyZ g§~§Y Z R>odVm ‘mZdr g§~§Y ¶m Ñï>rZo Vo Omonmgco nm{hOoV. åhUyZ
H$‘©Mmè¶mÀ¶m AS>MUr g‘OmdyZ KoUo, ‘mJ©Xe©Z H$aUo ¶m nÕVrZo Ë¶mÀ¶mer g§~§Y R>odco
OmVmV. Ë¶m‘wio H$‘©Mmè¶m§Mo ‘Zmo~c dmT>Vo d H$‘©Mmar {df¶H$ g‘ñ¶m gwQ>VmV.

2) ^mJYmaH$m§er g§~§Y : ^mJYmaH$m§Zm dm{f©H$ Ahdmc {d{Îm¶ nÌHo$ B. nmR>dyZ g§nH©$ R>odcm
OmVmo. ̂ mJYmaH$mer g§ñWoer g§~§Y OmñVrV OmñV d¥ÕtJV ìhmdoV Ë¶mÀ¶m ‘ZmV AmnwcH$sMr
^mdZm dmT>rg cmJmdr åhUyZ Ë¶m§À¶mer Zoh‘rM g§nH©$ gmYcm OmVmo.

3) A{YH$mè¶m§er g§~§Y : g§ñWoV ì¶dñWmnZmÀ¶m doJdoJù¶m nmVù¶m§da AZoH$ A{YH$mar H$m‘
H$aVmV Ë¶m§Zm g§ñWoÀ¶m H$‘©Mmar d A§VJ©V KQ>H$m‘Ü¶o g‘Ýd¶ R>odmdm cmJVmo. åhUyZ g§ñWm
d A{YH$mar ¶m§À¶mV Mm§Jco g§~§Y àñWm{nV H$aÊ¶mgmR>r g§nH©$ R>odmdm cmJVmo.

4) J«mhH$m§er g§~§Y : J«mhH$mÀ¶m AS>MUr Xÿa H$aUo, AS>MUr g‘OyZ KoUo. Ë¶m§À¶m gyMZmH$S>o
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cj nwa{dUo B. ‘mJm©Zo J«mhH$m§Mo g‘mYmZ hm ì¶dgm¶mMm ‘w»¶ CÔoe AgVmo åhUyZ OZg§nH©$
H$m¶m©V J«mhH$mH$S>o {deof cj {Xco OmVo.

5) gaH$mar A{YH$mar : ì¶dgm¶ g§ñWm emgZmZo V¶ma H$éZ {Xcoë¶m Mm¡H$Q>rV H$m¶© H$arV
AgVo. doJdoJù¶m H$m¶Úm§À¶m A§‘c~OmdUr‘wio g§ñWoMo emgH$s¶ {d^mJ d A{YH$mè¶m§er
g§~§Y ¶oVmV. nadmZJr KoUo, ‘m{hVr nwa{dUo, H$mJXnÌo gmXa H$aUo ¶m ‘mJm©Zo gaH$mar ImË¶mer
g§~§Y R>odcm.

6) BVa g§ñWm : {d‘m H§$nÝ¶m, {dÎmr¶ g§ñWm, ~±H$m ¶m gma»¶m ì¶mdgm{¶H$ g§ñWmer ì¶dgm¶
g§ñWm g§nH©$ R>odVo. ñnY©H$ ì¶dgm¶ g§ñWm§er gwÕm Mm§Jco g§~§Y àñWm{nV H$amdo cmJVmV.

7.2.117.2.117.2.117.2.117.2.11 OZg§nH$m©Mr C{Ôï>o : (Objectives of Public Relation)

1) ì¶dgm¶m‘Ü¶o d cmoH$emhr nÕVrMo g§~§Y {Z‘m©U H$aUo Vo H$m¶‘ ñdénr {Q>H${dUo.

2) g§ñWoÀ¶m CncãY godm, CnH«$‘ B.Mr ‘m{hVr gmVË¶mZo cmoH$m§Zm nwa{dUo.

3) g§ñWoMm cm¡H$sH$ dmT>{dUo d cmoH$m§À¶m ‘ZmV g§ñWoMr AZwHy$c à{V‘m {Z‘m©U H$aUo.

4) ì¶dgm¶ g§ñWo{df¶r J¡ag‘O Xÿa H$aUo.

5) cmoH$m§Zm ì¶dgm¶ g§ñWoÀ¶m ¶moOZm§Mr ‘m{hVr XoUo.

6) cmoH$m§À¶m ‘ZmV gVV AmnwcH$sMr ^mdZm d gmd©O{ZH$ OmUrd {Z‘m©U H$aUo.

7) ‘mZdr {hV OmonmgUo d ‘mZdr g§~§Y {Q>H${dUo.

8) g§ñWo~Ôc OZ‘mZgmV {dœmgmMr ^mdZm {Z‘m©U H$aUo.

9) ì¶dgm¶ g§ñWoÀ¶m CnH«$‘m§Zm g‘mOmMr ‘mÝ¶Vm XoUo.

10) ì¶dgm¶ g§ñWo‘m’©$V ì¶º$sJV d g§ñWmË‘H$ nmVirda Am¡nMmarH$ d AZm¡nMm[aH$ g§~§Y
{Z‘m©U H$aUo d {dH${gV H$aUo.

11) OZg§nH$m©Mo {d{dY ‘mÜ¶‘m§er g§~§Y àñWm{nV H$aUo d Vo {Q>H${dUo.

7.2.127.2.127.2.127.2.127.2.12 OZg§nH$m©Mo ‘hÎd : (Importance of Relation)

ì¶dgm¶ g§ñWm Am{U OZVm ¶m§À¶mV gwg§dmX {Z‘m©U ìhmdm. ghH$m¶m©Mr ̂ mdZm {Z‘m©U ìhmdr
¶mgmR>r {Z¶moOZ~Õ d gVV à¶ËZ Ho$co OmVmV. OZg§nH$m©V ho H$m¶© hoVynyd©H$ Ho$co OmVo. AmOÀ¶m
ñnY}À¶m ¶wJmV JwUdÎmm nyU© CËnmXZ, ¶mo½¶ godm, dmOdr qH$‘V d ‘moR>çm à‘mUmV Om{hamVr ¶mdaM
ì¶dgm{¶H$mcm g’$cVm àmá hmoVo Ago Zmhr Va Ë¶m~amo~a Zmdcm¡{H$H$ ‘moR>çm à{V‘m, g‘mO ‘mÝ¶Vm,
ñnY}À¶m H$mimV ì¶dgm¶mcm ¶e {‘i{dÊ¶mgmR>r A§VJ©V d ~{hJ©V KQ>H$m§Mo ghH$m¶© Amdí¶H$ AgVo
Vo {‘i{dÊ¶mgmR>r OZg§nH©$ R>odUo. {dH${gV H$aUo Amdí¶H$ AgVo. OZg§nH$m©Mo ‘hÎd nwT>rc ‘wÔm§déZ
A{YH$ ñnï> hmoB©c.

1) ì¶dgm¶mMr Mm§Jcr à{V‘m {Z‘m©U H$aUo : OZg§nH$m©‘wio ì¶dgm¶mMr OZ‘mZgmVrc
à{V‘m gwYmaVo. ñnY©H$m§‘wio qH$dm H$mhr H$maUm‘wio g§ñWoMm cm¡{H$H$ H$‘r Pmcm Agoc qH$dm
g§ñWo{df¶r cmoH$m§À¶m ‘ZmV J¡ag‘O {Z‘m©U Pmcm Agoc Va Vmo OZg§nH$m©À¶m ‘mÜ¶‘mVyZ Xÿa
H$aVm ¶oVmo d OZg§nH$m©À¶m gmhmæ¶mZo g§ñWoMm Zmdcm¡{H$H$ nwÝhm àmá H$aVm ¶oVmo.

2) AZwHy$c ‘V {Z‘m©U H$aUo : OZg§nH$m©À¶m‘wio ì¶dgm¶ g§ñWm d J«mhH$mÀ¶m ‘ZmV AZwHy$c
‘V V¶ma hmoD$ eH$Vo. J«mhH$m§Mm ì¶dgm¶ g§ñWoda Agcoë¶m {dœmgmdaM nyU©V ¶e Adc§~yZ
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AgVo. åhUyZ ì¶dgm¶ g§ñWm Zoh‘rM J«mhH$m§er g§~§Y {Z‘m©U H$aÊ¶mMm à¶ËZ H$aVo. Ë¶mÀ¶m
VH«$mar doiÀ¶m doir XBya H$aÊ¶mMm à¶ËZ H$aVo. VgoM Ë¶m§Zm VËna godm {Xcr OmV Agë¶m‘wio
g§ñWo{df¶r J«mhH$mÀ¶m ‘ZmV AmnwcH$sMr ^mdZm dmT>rg cmJVo. Ë¶m‘wio ZdrZ d g§̂ mì¶
J«mhH$ {‘i{dVm ¶oVmV OwZo J«mhH$ {Q>H$dVm ¶oVmV.

3) g§ñWmË‘H$ g§~§Y : ì¶dgm¶ g§ñWocm ~mø KQ>H$mer g§~§Y R>odmdm cmJVmo. ¶mV gaH$mar,
ImOJr, {Z‘gaH$mar VgoM ì¶mnmar g§K dm{UÁ¶ ‘§S>io ¶mgma»¶m g§ñWmer g§nH©$ R>odmdm
cmJVmo. ñnY©H$ g§ñWm§er g§~§Y R>odmdm cmJVmo. Ë¶mVyZM g§ñWoMm {dH$mg hmoV AgVmo ho gd©
OZg§nH$m©‘wioM e³¶ hmoVo.

4) A§VJ©V KQ>H$m§er g§~§Y : g§ñWoV H$m‘ H$aUmao H$‘©Mmar A{YH$mar ¶m§À¶mer g§nH©$ ñWm{nV
H$aUo JaOoMo AgVo. H$‘©Mmar hm CËnmXZ à{H«$¶oVrc EH$ AË¶§V ‘hÎdmMm KQ>H$ AgVmo. Vmo
‘mZdr KQ>H$ Agë¶m‘wio Ë¶m§À¶mer g§ñWoZo ‘mZdr g§~§YmVyZ g§nH©$ gmYcm nm{hOo Vmo Zoh‘r
AmZ§XrV g‘mYmZr Agoc Va nyd© H$m¶©j‘VoZo d AmnycH$sZo H$m‘ H$arV AgVmo. H$‘©Mmè¶m§À¶m
VH«$mar d gyMZm EoHy$Z Ë¶mda Cnm¶¶moOZm Ho$ë¶m nm{hOo.

5) ghH$m¶© àmá H$aUo : ì¶dgm¶mMo ¶e ho g‘mOmVrc {d{dY KQ>H$m§daM Adc§~yZ AgVo.
X¡Z§{XZ H$m‘H$mOmV EImXr à‘wI g‘ñ¶m {Z‘m©U Pmë¶mg ~mø KQ>H$m§À¶m ghH$m¶m©VyZ gmoS>{dVm
¶oD$ eH$Vo. AnKmV, g§n qH$dm {Z¶§ÌUm~mhoarc n[apñWVr‘wio Vm|S> XoVm ¶oD$ eH$Vo. EImÚm
gma»¶m g‘ñ¶oda VmoS>Jm H$mT>Ê¶mgmR>r J«mhH$, H$‘©Mmar, {d{dY g§ñWm ¶m§Zm EH${ÌV cT>m
XoÊ¶mgmR>r ñnY©H$ g§ñWoMo ghH$m¶© Amdí¶H$ AgVo. Ë¶mgmR>r OZg§nH$m©VyZ e³¶ hmoVo.

6) à^mdr g§XoedhZ : OZg§nH©$ ho ‘wimVM g§Xoe dhZmMr Xþhoar àH«$s¶m Amho. g‘mO d
ì¶dgm¶ ¶m§À¶m‘Ü¶o OZg§nH$m©‘wio gwg§dmX àñVm{nV hmoVmo. H$‘©Mmè¶m§Mo Ü¶o¶, YmoaU, C{Ôï>o
cmoH$mn¶ªV nmohM{dUo d cmoH$m§À¶m ^mdZm, AS>MUr, VH«$mar ì¶dñWmnZmn¶ªV nmohM{dUo ho
H$m‘ OZg§nH$m©À¶m ‘mÜ¶‘mVyZ nyU© hmoVo Ë¶m‘wio H$m‘H$mOmV ¶mo½¶ {ZU©¶ KoÊ¶mg ‘XV hmoVo.

7) ì¶dgm¶mMo n[aUm‘ g‘OyZ KoUo : g§ñWoÀ¶m Ü¶o¶ YmoaUmda KoVcoë¶m {ZU©¶mda d
OZ‘mZgmda hmoUmam n[aUm‘ g‘OyZ KoUo Amdí¶H$ AgVo. EImÚm {ZU©¶m~m~V g‘mOmMo H$m¶
‘V Amho. ho g‘OyZ KoVë¶mda Ë¶m {df¶mMm A§{V‘ {ZU©¶ KoVm ¶oVmo. H$mhr ¶moOZm§Mr
A§‘c~OmdUr H$aÊ¶mnydu cmoH$‘V g‘OyZ KoUo ho OZg§nH$m©Mo H$m¶© AgVo.

darc ‘wÔm§Mm {dMma Ho$ë¶mg OZg§nH$m©Mr JaO qH$dm Amdí¶H$Vm H$m Amho d Ë¶mMo ‘hÎd
ñnï> hmoB©c. Ë¶m‘wio AZoH$ ’$m¶Xo {‘iV AgVmV. åhUOo H$‘©Mmè¶mMo ‘Zmo~i dmT>Vo. Ë¶m‘wio
CËnmXH$Vm dmT>V. g‘mOmMm {damoY H$‘r hmoVmo. ¶mgmR>r OZg§nH©$ Amdí¶H$ AgVmo.

7.2.137.2.137.2.137.2.137.2.13 OZg§nH©$ {d^mJmMr H$m¶© : (Functions of Public Relation Department)

AmYw{ZH$ ì¶dgm¶mMo H$m¶©joÌ ’$ma ‘moR>çm à‘mUmV dmT>V Amho. ì¶dgm¶mV p³cñQ> d J§wVmJ§wV
dmT>V AmhoV. g‘mOmcm ‘mÝ¶Vodarc ì¶dgm¶ Mmc{dUo e³¶ hmoV Zmhr. ì¶dgm¶mÀ¶m g§~§YrV
KQ>H$mMo ghH$m¶© {‘iÊ¶m{edm¶ ì¶dgm¶mcm Amdí¶H$ Vo ¶e àmá hmoV Zmhr. OZg§nH©$ H$m¶© ho AË¶§V
ì¶mnH$ d ‘hÎdmMo H$m¶© Amho. AmOÀ¶m Vrd« ñnY}À¶m H$mhmV OZg§nH©$ àñWm{nV Ho$ë¶m{edm¶ H$m‘
Mmcy eH$V Zmhr. åhUyZ AmYy{ZH$ ì¶dgm¶ g§ñWm‘Ü¶o OZg§nH$m©gmR>r ñdV§Ì {d^mJ ñWmnZ H$éZ
Ë¶m‘m’©$V A{YH$mè¶m§À¶m {Z¶§ÌUmImcr hm {d^mJ H$m‘o H$aVmo. chmZ ì¶dgm¶ g§ñWmZm OZg§nH©$
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{d^mJ ñWmnZ H$aUo Am{W©H$ ÑîQ>çm nadS>V Zmhr. Ë¶m‘wio OZg§nH©$ A{YH$mar {Z¶wº$ H$éZ Vo
OZg§nH$m©Mr JaO nyU© H$aVmV. ¶m {d^mJmMr H$m¶© Imcrcà‘mUo gm§JVm ¶oB©c.

1) à{gÕr : OZg§nH©$ {d^mJmcm Cn{d^mJ AgVmo. ì¶dgm¶mÀ¶m H$m‘H$mOm{df¶r ‘m{hVr
XoÊ¶mMo H$m‘ hm {d^mJ H$aVmo. {d{dY àH$meZm‘m’©$V hr ‘m{hVr à{gÕr Ho$cr OmVo. CXm.
{Z¶VH$m{cHo$, ‘m{hVrn{ÌH$m, ‘m{gH$ n{ÌH$m B. VgoM ~mø ì¶º$sgmR>r d g§ñWmgmR>r dm{f©H$
Ahdmc, g‘mMma n{ÌH$m B. ‘m’©$V à{gÕrMo H$m¶©o Ho$co OmVo. g§ñWoMo ^mJYmaH$, g§MmcH$,
A{YH$mar, H$‘©Mmar, J«mhH$, {dÎmr¶g§ñWm, {d‘m H§$nÝ¶m B. ‘m{hVr nwa{dÊ¶mMo H$m‘ hm {d^mJ
H$aVmo. à{gÕr A{YH$mar hm ¶m {d^mJmMm à‘wI AgVmo. Vmo gd© {d^mJm§Zm ‘m{hVr nwa{dÊ¶mMo
H$m‘ H$aVmo.

2) g§emoYZ : OZg§nH$m©‘wio ì¶dgm¶mMr OZ‘mZgmVrc à{V‘m C§MmdVo d Zmdcm¡{H$H$ dmT>Vmo.
hmM OZg§nH©$ H$m¶m©Mm CÔoe AgVmo. ì¶dgm¶mV g§ñWoMo YmoaU H$m¶©nÕVr ¶moOZm ¶m~m~V
cmoH$m§Mo ‘V g‘OyZ KoÊ¶mg ì¶dñWmnZmcm Ë¶mV ¶mo½¶ Ë¶m gwYmaUm H$aVm ¶oVmV. åhUyZ
g§emoYZ Ho$co OmVo. g§emoYZ H$éZ cmoH$m§H$Sy>Z ‘m{hVr Jmoim Ho$cr OmVo. Ë¶mÀ¶m à{V{H«$¶m d
‘Vo OmUyZ KoVcr OmVmV. Ë¶mZwgma ì¶dñWmnZmV Ano{jV ~Xc H$éZ ì¶dgm¶mcm H$moUH$moUË¶m
¶moOZm am~{dVm ¶oVrc ¶mMo CÎma gd}jUmVyZ {‘iV AgVo.

3) ‘m{hVr : ì¶dgm¶ g§ñWoV ‘m{hVr {d^mJmcm g§ñWo~Ôc ‘m{hVr, àJVr ̂ {dî¶H$mcrZ ¶moOZm
dV©‘mZH$mcrZ ¶moOZm cmoH$m§gmR>r à{gÕr H$amdr cmJVo. VgoM cmoH$m§À¶m VH«$mar gmoS>{dUo.
VH«$marMo {ZdmaU H$aUo, Ë¶mMo CÎma XoUo. cmoH$m§À¶m e§H$m g‘mYmZ H$aUo ho H$m¶© gwÕm ‘m{hVr
{d^mJVmM H$amdr cmJVmV.

4) àH$meZ : g§ñWo~ÔcMr Mm§Jcr H$m‘{Jar cmoH$mn¶ªV nmohM{dÊ¶mgmR>r doJdoJir àH$meZo
Cn¶moJmV AmUcr OmVmV. CXm. ^mJYmaH$m§gmR>r dm{f©H$ Ahdmc, ‘m{hVrnÌH$, g‘mMma
n{ÌH$m, ‘m{gHo$ ‘m{hVrMo àgmaU H$aÊ¶mMo H$m‘ ¶m {d^mJmcm H$amdo cmJVo. ¶m H$m¶m©‘wio
g§ñWo AV§J©V d ~mø OJmcm g§ñWoMr ‘m{hVr g‘OVo.

5) d¥ÎmnÌ g§nH©$ : d¥ÎmnÌmÀ¶m gmhmæ¶mnZo g§ñWo~ÔcMr ‘m{hVr OZVon¶ªV nmohmoM{dÊ¶mMo H$m¶©
Ho$co OmVo. ¶m H$arVm {d{dY d¥ÎmnÌmer g§nH©$ gmYmdm cmJVmo. d¥ÎmnÌg§ñWm Am{U ì¶dgm¶
g§ñWm ¶m§À¶mV gcmo»¶mMo g§~§Y R>odÊ¶mgmR>r à¶ËZ Ho$co OmVmV.

6) ÑH$lmì¶ : ÑH$lmì¶ ¶m gmYZm‘m’©$V cmoH$m§Zm ghO g§nH©$ hmoVmo. A{e{jV ì¶º$s d J«m‘rU
^mJmVrc ì¶º$ser g§nH©$ gmYÊ¶mgmR>r hr gmYZo Cn¶moJr d à^mdr R>aVmV. gÜ¶m ¶m§{ÌH$s
¶wJmV {MÌ{’$Vr chmZ {’$ë‘ B. gmYZm‘m’©$V cmoH$mn¶ªV g§ñWoMr àJVr ghO nmohM{dcr OmVo.

7.2.147.2.147.2.147.2.147.2.14 OZg§nH$m©Mo àH$ma : (Types of Public Relations)

OZg§nH©$ ho AË¶§V {demc H$m¶© Amho. ‘mZgemómMm AmYma KoD$Z ì¶dgm¶mÀ¶m {dH$mgmgmR>r
dmnaco OmUmao AmYw{ZH$ V§Ì Amho. ‘mZdr dmJUyH$ d Ñï>rH$moZ ¶m§Mm g§~§Y OZg§nH$m©er ¶oVmo. AmYw{ZH$
V§Ì d ‘mÜ¶‘ dmnéZ cmoH$m§‘Ü¶o A§VJ©V d ~{hJ©V KQ>H$m‘Ü¶o Zmdcm¡{H$H$ {Z‘m©U H$aÊ¶mgmR>r à¶ËZ
Ho$cm OmVmo. hr Xþhoar g§XoedhZmMr à{H«$¶m nyU© Pmcr VaM OZg§nH©$ {d^mJmMr H$m¶© à^mdr hmoVo.
OZg§nH©$ H$m¶} n[aUm‘H$maH$ H$aÊ¶mgmR>r Imcrc àH$ma {XgyZ ¶oVmV.

1) d¥ÎmnÌ d {Z¶VH$m{cHo$ : J«m‘rU d ehar ^mJmV g§nH©$ gmYÊ¶mMo EH$ ‘hÎdmMo gmYZ
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åhUyZ AmYw{ZH$ H$mimV d¥ÎmnÌm§Zm ‘hÎdmMo ñWmZ àmá Pmco Amho. ¶m ‘mÜ¶‘mVyZ dV©‘mZnÌ,
{Z¶VH$mcrH$mVyZ g§ñWoÀ¶m KS>m‘moS>r, Ahdmc, emgZmMo YmoaU, J«mhH$mgmR>r gdcrVrÀ¶m
¶moOZm, g§ñWoMo CnH«$‘ CËnmXZmMr ‘m{hVr B. àH$maMr ‘m{hVr à{gÕr Ho$cr OmVo. ¶m‘wio
OZ‘mZgmV g§ñWoMr àJVr d Zmdcm¡{H$H$ dmT>Vmo.

2) nÌH$ma n[afX : {deof ñdénmMr ‘m{hVr {deof KQ>Zocm à{gÕr H$aÊ¶mgmR>r nÌH$ma n[afX
Am¶mo{OV Ho$cr OmVo. {d{dY nÌH$mam§Zm EH${ÌV ~mocdyZ {d{eï> {df¶mda ‘m{hVr {Xcr OmVo.
àíZm§Îmam§À¶m ‘m’©$V ¶mo½¶ ‘m{hVr ‘m§S>cr OmVo. VrM ‘m{hVr dV©‘mZnÌmVyZ à{gÕr Ho$cr OmVo.
‘m{hVr à{gÕr H$aÊ¶mMo nÌH$ma n[afX ‘hÎdmMo ‘mÜ¶‘ Amho.

3) d¥Îm{deof : d¥Îm{deof qH$dm à{gÕrnÌH$ åhUOo g§ñWoÀ¶m {d{dY KS>m‘moS>r d CnH«$‘m~m~V
à{gÕr XoÊ¶mgmR>r d¥ÎmnÌ g§ñWmZm coIr {ZdoXZ, g§ñWoMr ZdrZ emIm gwé H$aUo. J«mhH$mgmR>r
¶moOZm Omhra H$aUo, EImXr ‘hÎdmMr {ZU©¶ KQ>Zm cmoH$m§Zm H$i{dÊ¶mgmR>r d¥Îm V¶ma H$éZ
à{gÕrgmR>r dV©‘mZnÌmH$S>o nmR>{dco OmVo. åhUOo g§ñWoMr ZdrZ KQ>ZoÀ¶m {df¶mMr ‘m{hVr
àH$m{eV H$aÊ¶mMo ho EH$ à^mdr gmYZ Amho.

4) nÌH$ma g§‘ocZ : AZm¡nMmarH$ MM}VyZ ‘m{hVr àgmarV H$aÊ¶mMo EH$ gmYZ åhUyZ nÌH$ma
g§‘ocZmMm dmna hmoVmo. g§ñWoMo à‘wI d nÌH$ma ¶m§Mo EH${ÌV g§‘ocZ ̂ aVo. {d{eï> àg§Jr qH$dm
{Z¶{‘VnUo nÌH$mam§Zm EH${ÌV ~moc{dco OmVo. ^moOZ, AënmonhmamMo Am¶moOZ H$éZ Ë¶m
MM}VyZ AZm¡nMmarH$ ‘m{hVr à{gÕr Ho$cr OmVo.

5) àXe©Z : àXe©Z ho AmOÀ¶m AmYw{ZH$ H$mimV OZg§nH$m©Mo à^mdr gmYZ ‘mZco OmVo.
g‘mOmVrc gd© g§̂ mì¶ d OwZo J«mhH$mer g§nH©$ gmYÊ¶mgmR>r àXe©Z ̂ a{dcr OmVmV. àXe©ZmV
g§ñWoMr àJVr, CËnmXZm{df¶r ‘m{hVr cmoH$m§Zm g‘Omdr ¶mgmR>r àXe©ZmV ‘m§S>cr OmVo. ¶m
H$arVm ì¶dgm¶ g§ñWm EH$m {R>H$mUr àXe©Z Am¶mo{OV H$éZ CËnmXZm{df¶r ‘m{hVr g‘mOmn¶ªV
nmohM{dÊ¶mMo H$m¶} àXe©Z H$aVmV.

6) Z‘wZm ôQ>r : Zd-ZdrZ dñVy§Zm g§̂ mì¶ ~mOmanoR> {‘imdr ¶m H$arVm Z‘wZm ñdénmV dñVyMo
dmQ>n Ho$co OmVo. Z‘wZmXmIc dñVyMo dmQ>n H$aÊ¶mMm CÔoe dñVwMr {dH«$s hmoÊ¶mnydu Ë¶mMr
‘m{hVr gdmªZm ìhmdr VgoM Aem dñVy g‘mOmcm n[a{MV ìhmdr d Ë¶mgmR>r Ë¶mMo dmQ>n
ì¶mnmè¶m§Zm, cmoH$m§Zm Ho$co OmVo. dñVycm ‘mJUr {Z‘m©U H$aÊ¶mMm EH$ CÎm‘ ‘mJ© Amho.

7) {c{IV gm{hË¶ : g§ñWo{df¶r ‘hÎdmMr ‘m{hVr AmH$f©H$ nÕVrZo à{gÕ H$aÊ¶mgmR>r
’$moëS>g©, ~moeg©, hñV{c{IVo, àdmg ‘mJ©X{e©H$m, ZH$meo B. ñdénmMo gm{hË¶ àgm[aV Ho$co
OmVo. Aem àH$mao ¶m ‘m{hVrMm cmoH$m§Zm ¶mo½¶ Cn¶moJ hmoV AgVmo.

8) eŵ oÀN>m d ôQ>r : eŵ oÀN>m d ôQ>r XoÊ¶mV Mm§Jcm CÔoe cmoH$m§Zm g§ñWo~Ôc Mm§Jcr ^mdZm
{Z‘m©U ìhmdr hm AgVmo. CXm. Zddfm©À¶m qH$dm {XdmirÀ¶m {Z{‘ÎmmZo qH$dm {d{eï> àg§Jr nÌ
d ôQ>r nmR>{dë¶m OmVmV. g§ñWoÀ¶m am¡ß¶‘hmoËgdr qH$dm gwdU© ‘hmoËgdr df© gmOao H$aVm§Zm
H$mhr g§ñWm dñVwgwÕm ôQ> XoVmV. d¥ÎmnÌmVyZ {Z¶V H$m{cH$m‘YyZ Om{hamVr eŵ oÀN>m XoV
AgVmV.

9) XoU½¶m, ~{jgo, cmoH$mon¶moJr H$m‘o : JUoemoËgd, emaXmËgd, gm‘m{OH$ CnH«$‘ ¶m àg§Jr
XoUJr XoUo, d¥Õml‘ Mmc{dUo, ‘§Xrao ~m§YUo, Z¡g{J©H$ g§KQ>U, nmUnmoB© qH$dm BVa hr Cn¶moJr
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H$m¶m©V Am{W©H$ ‘XV H$éZ ì¶dgm¶ g§ñWm g§nH©$ àñWm{nV H$arV AgVo.

10) ao{S>Amo, Q>o{cpìhOZ : ao{S>Amo, Q>o{cpìhOZ ‘mÜ¶‘mVyZ KamKamVyZ g§nH©$ gmYcm OmVmo. g§ñWoMo
A{YH$mar ao{S>Amo qH$dm {Q>.ìhr darc MM}V gh^mJr hmoVmV. ‘Zmoa§OmZmMo H$m¶©H«$‘‘m’©$V
g§ñWoÀ¶m YmoaUmMr d H$m¶©nÕVrMr ‘m{hVr cmoH$mn¶ªV nmohM{dcr OmVo.

11) {MÌnQ> : {MÌ{’$V qH$dm S>m°³¶w‘|Q>ar {’$ë‘‘m’©$V g§ñWoMr ‘m{hVr {Xcr OmVo. ‘Zmoa§OZmVyZ
EImÚm ‘hÎdmMm g§Xoe g‘mOmn¶ªV nmohM{dÊ¶mgmR>r ho EH$ V§Ì dmnaco OmVo. {MQ>nQ>m‘m’©$V
g§ñWoMr ‘m{hVr cmoH$m§n¶ªV nmohM{dcr OmVo.

12) B§Q>aZoQ> : AmYw{ZH$ Vm§{ÌH$ ¶wJmV Am§Vaamï´>r¶ nmVirda g§nH©$ àñVm{nV H$aÊ¶mgmR>r B§Q>aZoQ>Mm
Cn¶moJ hmoVmo. g§ñWoMr ‘m{hVr do~gmB©Q>da XoD$Z EH$mM doir AZoH$ cmoH$m§er g§nH©$ gmYcm
OmVmo.

13) ì¶m»¶mZo d n[afX : Vk ì¶º$sMr ì¶m»¶mZo Am¶mo{OV H$éZ H$‘©Mmar d A{YH$mè¶mÀ¶m
n[afXm‘m’©$V {dMmamMo AmXmZ-àXmZ Ho$co OmVo. BVa g§ñWmer g§nH©$ àñVm{nV H$aÊ¶mgmR>r d
Ë¶m‘Yrc gcmo»¶mMo g§Xoe {Z‘m©U hmoÊ¶mgmR>r ì¶m»¶mZo d narfX ^a{dë¶m OmVmV. Ë¶mVyZ
à^mdr g§nH©$ gmYcm OmVmo.

7.2.157.2.157.2.157.2.157.2.15AmYw{ZH$ OZg§nH©$ g§X^m©V OZg§nH©$ A{YH$mè¶mMr ŷ{‘H$m (Role of Public

Relation officer in the modern context)

OZg§nH©$ {d^mJ ì¶dgm¶ g§ñWoÀ¶m BVa {d^mJmà‘mUo EH$ àemgH$s¶ {d^mJ AgVmo. ¶m
{d^mJmMm à‘wI åhUyZ OZg§nH©$ A{YH$mar H$m‘ H$aVmo AmYw{ZH$ Vm§{ÌH$s ¶wJmV OZg§nH$m©cm {deof
‘hÎd àmá Pmco Amho. g‘mOmVrc àË¶oH$ KQ>H$ åhUOo J«mhH$, H$‘©Mmar, A{YH$mar, ~±H$m, {d‘m d
BVa g§ñWm ¶m gdmªer OZg§nH$m©Mo g§~§Y AmhoV. OZg§nH$m©Mo ñdén AË¶§V ì¶mnH$ AgyZ ~XcË¶m
H$mimV Ë¶mMr ì¶már {Xdg|{Xdg dmT>V Amho. OZg§nH©$ A{YH$mè¶m§À¶m H$m¶m©V {deof ’$m¶Xm g§ñWocm
VaM hmoVmoM nU Ë¶mM~amo~a g§~§YrV KQ>H$mMmhr ’$m¶Xm hmoVmo. ^mJYmaH$m§À¶m {hVmMr OmonmgZm hmoVo
Aem àH$mao OZg§nH$m©Mm {dMma Ho$ë¶mg, J«mhH$, H$m‘Jma B. gdmªÀ¶m ~m~VrV OZg§nH©$ ’$m¶ÚmMm
Amho. OZg§nH©$ A{YH$mar doJdoJù¶m ì¶º$s d g§ñWgmR>r ‘hÎdmMr H$m¶} nyU© H$aVmo. Ë¶m‘wioM
AmnmoAmnM g§ñWoMm Zmdcm¡{H$H$ dmT>Vmo. hm à‘wI hoVy AgVmo nU Ë¶mMm ’$m¶Xm gd© KQ>H$m§Zm hmoVmo.
J«mhH$m§Zm ZdrZ dñVyMr ‘m{hVr {‘iVo. Ë¶m§À¶m V«H$mar gmoS>{dë¶m OmVmV. Aem àH$mao H$‘©Mmar {dÎmr¶
g§ñWm B. KQ>H$m§ZmgwÕm OZg§nH$m©Mm ’$m¶Xm hmoVmo. Ë¶m‘wio OZg§nH©$ ho g§ñWoÀ¶m Ñï>rZo Oar àemgH$s¶
H$m¶} Agco Var Ë¶mMm gd© KQ>H$m§Zm ’$m¶Xm hmoVmo.

OZg§nH©$ H$m¶m©‘wio AmYw{ZH$ ì¶dgm¶ g§ñWm ~mø OJmer g§~§Y gwYmaÊ¶mg A{YH$ ‘XV hmoVo.
nyduÀ¶m Am{U AmVmÀ¶m ì¶mdgm{¶H$ n[apñWVrMm {dMma Ho$ë¶mg OZg§nH$m©Mo n[aUm‘ cjmV ¶oVmV.
AmOÀ¶m ì¶dgm¶ g§ñWm OZg§nH$m©‘wio AË¶§V ì¶mnH$ ñdénmV H$m‘ H$arV Amho. AmO Am§Vaamï´>r¶
nmVirn¶ªV ~mOmanoR>m dmT>V AmhoV. Ë¶m‘wio J«mhH$m§À¶m g§»¶oV dmT> hmoV Amho. CËnmXZ d {dVaUmÀ¶m
à‘mUmV dmT> hmoV Amho. g§ñWoMm Zmdcm¡{H$H$ dmT>V Amho. g§ñWoMm cmoH${^‘wI H$m¶} OZVon¶ªV nmohMV
AmhoV. g§ñWm Am{U OZVm ¶m§À¶mVrc Xar OZg§nH$m©‘wio H$‘r hmoV Amho. Ë¶m‘wio ì¶dgm¶mMo ñdén
~XcVo Amho. AmOÀ¶m ì¶dgm¶mMr V§Ìo H$m¶©nÕVrV ~Xc hmoV Amho. AmOÀ¶m OmJ{V{H$H$aU,
CXmarH$aU d ImOJr H$aUm‘wio ì¶dgm¶mcm H$moUË¶mhr ‘¶m©Xm am{hcoë¶m ZmhrV. Ë¶m‘wio OZg§nH$m©Mr
ì¶már {Xdg|{Xdg dmT>V Amho. åhUyZ ì¶dgm¶ g§ñWogmR>r OZg§nH©$ hr AË¶mdí¶H$ godm Amdí¶H$
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R>acr Amho. ¶m Ñï>rZo OZg§nH©$ A{YH$mè¶m§Mr O~m~Xmar  gwÕm dmT>cocr Amho. cmoH$m§À¶m Ñï>rH$moUmVyZ
g§ñWoÀ¶m Ü¶o¶YmoaUmV Ë¶m§Zm g‘m{dï> H$éZ cmoH$m§Mm OmñVrV OmñV gh^mJ {‘i{dÊ¶mgmR>r OZg§nH©$
A{YH$mè¶mcm gVV à¶ËZ H$amdo cmJVmV. g§ñWoMo àíZ gmoS>{dÊ¶mgmR>r {d{dY V§Ìo dmnamdr cmJVmV.
g§ñWocm {H$Vr à‘mUmV ’$m¶Xm hmoVmo. g§ñWoMo {H$Vr àíZ gmoS>{dco OmVmV. ¶mdéZ OZg§nH©$ H$m¶m©Mr
g’$cVm {XgyZ ¶oVo. OZg§nH©$ A{YH$mè¶mcm AmYw{ZH$ dmVmdaUmV ì¶dgm¶ g§ñWogmR>r OZg§nH$m©Mo
H$m¶} H$aVmZm ¶m Ñï>rH$moZmVyZ ‘hÎdmMr ^y{‘H$m nma nmS>mdr cmJVo.

7.3 n[a^m{fH$ eãX

........................................................................................................

........................................................................................................

........................................................................................................

7.4 ñd`§ AÜ``Z àíZ
àíZ 1 : ì¶dñWmnZ H$‘©Mmar g§XoedhZ WmoS>³¶mV ñnï> H$am.

........................................................................................................

........................................................................................................

........................................................................................................
àíZ 2 : ‘Zmo~c Am{U CËnmXH$Vm ñnï> H$am.

........................................................................................................

........................................................................................................

........................................................................................................
àíZ 3 : OZg§nH$m©Mr ì¶már {deX H$am.

........................................................................................................

........................................................................................................

........................................................................................................
àíZ 4 : OZg§nH$m©Mo àH$ma ñnï> H$am.

........................................................................................................

........................................................................................................

........................................................................................................
àíZ 5 : AmYw{ZH$ OZg§nH©$ g§X^m©V OZg§nH©$ A{YH$mè¶mMr ŷ{‘H$m ñnï> H$am.

........................................................................................................

........................................................................................................

........................................................................................................



E\$. dm`. ~r. H$m°_ / _m°S>Z© Am°{\$g _°ZoO_|Q>           83

7.5 gmam§e
ì¶dgm{¶H$ H$m¶m©c¶mMo H$m‘H$mO H$aÊ¶mgmR>r cmJUmè¶m {d{dY KQ>H$m§n¡H$s H$‘©Mmar hm KQ>H$

doJim Amho. H$maU Vmo g{Od KQ>H$ Agë¶mZo Ë¶mcm ^mdZm, Anojm, ‘Vo, {dMma BË¶mXr AgVmV.
Ë¶m§Mm {dMma H$éZM EH$ "‘mZdr KQ>H$' åhUyZ Amnë¶mcm Ë¶mcm Mm§Jcr dmJUyH$ Úmdr cmJVo d
Ë¶mÀ¶mH$Sy>Z H$m‘ H$éZ ¿¶mdo cmJVo. BVa KQ>H$ ho {ZOud Agë¶mZo Ë¶m§Mo ì¶dñWmnZ H$aVmZm
AS>MUr ¶oV ZmhrV. OmñV qH$‘V ‘moOyZ AmnU Ë¶m§Zm IaoXr H$é eH$Vmo. ‘mÌ ‘mZdr KQ>H$mMr
‘mZ{gH$Vm ’$ma ‘hÎdmMr AgVo. Ë¶mgmR>r Ë¶mMo ì¶dñWmnZ ñdV§ÌnUo H$amdo cmJVo. ¶mcm "H$‘©Mmar
ì¶dñWmnZ' Ago åhUVmV. ¶mV Amnë¶m H$m¶m©c¶mgmR>r Mmn§Jë¶m H$‘©Mmè¶m§Mr {ZdS> H$éZ, Ë¶m§Zm
à{ejU Úmdo cmJVo, Ë¶m§Zm ¶mo½¶ Ë¶m gyMZm d dmJUyH$ XoD$Z ‘mJ©Xe©Z H$amdo cmJVo Am{U Ë¶m§À¶mV
H$m¡eë¶ {dH${gV H$amdr cmJVmV.

nyduÀ¶m H$mir ‘mZdr KQ>H$mcm BVa ¶m§{ÌH$ KQ>H$m§à‘mUo dmnéZ KoVco OmV hmoVo. Ë¶mcm ¶§Ì
g‘OyZ Ë¶mÀ¶mH$Sy>Z H$m‘o H$éZ KoVcr OmV hmoVr. ‘mÌ AmYw{ZH$ H$mimV ‘mZdr KQ>H$ åhUyZ Ë¶mMm
doJim {dMma H$amdm cmJVmo. Ë¶mÀ¶m JaOm cjmV ¿¶mì¶m cmJVmV, Ë¶mMr ‘mZ{gH$Vm...................

H$moUVrhr ì¶dgm¶ g§ñWm g‘mOmgmR>r ñWmnZ Ho$cr OmVo d Vr g‘mOmV {dH$mg nmdVo. Vr
g‘mOmMm EH$ KQ>H$ AgVo. g‘mOmVrc {d{dY KQ>H$mMm H$moUH$moUË¶m H$maUmZo ì¶dgm¶ g§ñWoer g§nH©$
¶oVo. ¶m gd©KQ>H$mMr ‘mÝ¶Vm Agë¶m{edm¶ ì¶dgm¶g§ñWm g’$c hmoD$ eH$V Zmhr. ̂ mJYmaH$ gaH$ma,
gmdH$ma {d{Îm¶ g§ñWm H$‘©Mmar, ñnY©H$, nwadR>mXma J«mhH$ à{gÕr ‘mÜ¶‘o Am{U BVa gm‘m{OH$ g§ñWm
¶m§Mm ì¶dgm¶ g§ñWoer g§~§Y ¶oVmo Am{U H$moUË¶m Var {Z{‘ÎmmZo ì¶dgm¶ g§ñWm ¶m§À¶m g§nH$m©V ¶oVo.
AmYw{ZH$ ¶wJmV AmO OmJ{VH$sH$aUm‘wio g§nH©$ H$m¶m©cm {deof ‘hËd àmá Pmcoco Amho. ì¶dñWmnZmÀ¶m
Ñï>rZo OZg§nH$m©cm {deof ‘hËd àmá Pmco. H$maU g‘mOmVrc {d{dY KQ>H$m§Mo ghH$m¶© {‘i{dUo Vo
{dH${gV H$aUo, Ë¶mVyZ g§ñWoMm Zmdcm¡{H$H$ dmT>{dUo OZ‘mZgmV Mm§Jcr à{V‘m {Z‘m©U H$aUo Ë¶mgmR>r
ì¶dgm¶ g§ñWm d g‘mO ¶mVrc A§Va H$‘r H$aUo, ì¶dgm¶ g§ñWm OmñVrV OmñV cmoH${^‘wI ~Z{dUo
ho ì¶dgm¶mMo H$m¶© OmñV Omo‘mZo H$aÊ¶mMm à¶ËZ Ho$co OmV AmhoV.

7.6 gamdmgmR>r ñdmÜ`m`
àíZ 1 : H$m¶m©c¶mVrc ‘mZdr g§~§Y ñnï> H$am ?

........................................................................................................

........................................................................................................

........................................................................................................
àíZ 2 : g§XoedhZmÀ¶m nÕVr g{dñVa dU©Z H$am ?

........................................................................................................

........................................................................................................

........................................................................................................
àíZ 3 : H$‘©Mmar H$ë¶mU åhUOo H$m¶ ? H$m‘Jma H$ë¶mU ¶moOZoMo àH$ma ñnï> H$am ?

........................................................................................................
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........................................................................................................

........................................................................................................
àíZ 4 : OZg§nH©$ åhUOo H$m¶ ? OZg§nH$m©Mo ñdén {deX H$am ?

........................................................................................................

........................................................................................................

........................................................................................................
àíZ 5 : OZg§nH$m©Mo ‘hÎd ñnï> H$am ?

........................................................................................................

........................................................................................................

........................................................................................................
àíZ 6 : OZg§nH©$ {d^mJmMr H$m¶© {deX H$am ?

........................................................................................................

........................................................................................................

........................................................................................................

7.7 A{YH$ dmMZmgmR>r nwñVHo$
KQ>H$ 8 à‘mUo.
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KQ>H$ - 88888

H$m`m©b` _m{hVr nwpñVH$m d Ahdmb

8.0 C{ÔîQ>o
8.1 àñVmdZm
8.2 {df` {ddoMZ

8.2.1H$m`m©b` _m{hVr nwpñVH$m
8.2.2H$m`m©b` _m{hVr nwpñVHo$Mr JaO
8.2.3H$m`m©b` _m{hVr nwpñVHo$Mo _mJ©/ómoV
8.2.4H$m`m©b` _m{hVr nwpñVHo$Mo àH$ma
8.2.5H$m`m©b` _m{hVr nwpñVHo$Mo \$m`Xo
8.2.6Ahdmb
8.2.7AhdmbmMo H$m`©
8.2.8AhdmbmMo dJuH$aU
8.2.9Ahdmb {bImUrMr VÎdo
8.2.10 AhdmbmMo Z_wZo

8.3 n[a^m{fH$ eãX
8.4 ñd`§ AÜ``Z àíZ
8.5 gmam§e
8.6 gamdmgmR>r ñdmÜ`m`
8.7 nwñVHo$
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8.0 C{ÔîQ>ço …

`m KQ>H$mÀ`m AÜ``ZmZ§Va Vyåhmbm H$m`m©b` _m{hVr nwpñVHo$Mo dU©Z H$aVm òB©b.
H$m`m©b` _m{hVr nwpñVHo$Mr JaO ñnï> H$aVm òB©b.
H$m`m©b`rZ _m{hVr nwpñVHo$Mo ómoV {deX H$aVm òB©b.
H$m`m©b` _m{hVr nwpñVHo$Mo {d{dY \$m`Xo gm§JVm òB©b.
AhdmbmMo dJuH$aU H$ê$Z Ë`mMr VÎdo ñnîQ> H$aVm òB©b.

8.1 àñVmdZm …

AmOÀ`m dV©_mZ n[apñWVrV ì`dgm`g§ñWoMo ñdê$n AË §̀V {dIwwabobo {XgyZ òVo. AmO XoemV
Zìho Va Am§Vaamï´>r` nmVirda H$m_ H$aVmZm H$m`m©b` ñWmnZ H$aUo AË §̀V _hËdmMo Pmbo Amho. AmO
OmJ{VH$sH$aUmbm d CXmarH$aUmÀ`m à{H«$`oV ì`dgm`mÀ`m H$m`© H$jm ê§$XmdV AmhoV. _moR>_moR>çm
ì`mnmar g§ñWm, H§$nÝ`m, ~hþamï´>r` H§$nÝ`m, ~±H$m, {d_m g§ñWm, {d{dY {d^mJr` ^m§S>mao, gmd©O{ZH$
_hm_§S>io BË`mXr_Ü ò AZ§V H$_©Mmar H$m_ H$arV AgVmV. `m H$_©Mmè`m§Zm Amnbo H$m ©̀ {Z`{_VnUo,
gwairVnUo d H$m ©̀j_VoZo H$aVm `mdo åhUyZ Ë`m§Zm doJdoJù`m gyMZm doimodoir Úmì`m bmJVmV. Aem
gyMZm H$_©Mmè`m§Zr nmimd`mMo {Z`_, Cn{Z`_, YmoaUo, H$m ©̀nÜVr, `moOZm, CÔoe H$_©Mmè`m§Mr H$V©ì ò
Am{U O~m~Xmè`m `mg§~§YrMr g§nyU© _m{hVr boIr ñdê$nmV AgUo JaOoMo AgVo.

VgoM da {Xboë`m _m{hVr ~amo~aM àË`oH$ H$_©Mmè`mbm g§ñWoMo CÔoe, YmoaUo, H$m`©nÜXVr,
H$m_mMo ñdê$n d BVa _mJ©Xe©Zna _m{hVr AgUo \$ma _hËdmMo AgVo. hr _m{hVr Ë`m§Zm boIr ñdê$nmV
àmá Pmë`m{edm` Vo Anojoà_mUo H$m_ H$ê$ eH$V Zmhr. Ë`mgmR>r g§ñWoMr gdmªJrU _m{hVr, YmoaUo,
H$m }̀ ì`dñWmnZ, g§KQ>Z, H$m ©̀nÜXVr, AmXoe gyMZm, _mJ©Xe©Z, _Zwî`~i BË`mXr gd© _m{hVr EH${ÌV
boIr d H$m`_ ñdê$nmV CnbãY Agmì`mV. Aer _m{hVr Ooìhm EH${ÌV ñdê$nmV nwñVH$ ê$nmV V`ma
Ho$br OmVo Voìhm Ë`mbm _m{hVr nwñVH$ Ago åhUVmV. _m{hVr nwñVH$m_wio ZdrZ d OwÝ`m H$_©Mmè`m§Zm
Ë`m§À`m H$V©ì`mMr d O~m~XmarMr OmUrd hmoVo. Ë`m_wio {d^mJr` A{YH$mè`m§Zm {Z §̀ÌU R>odÊ`mMr JaO
^mgV Zmhr. Ë`m_wio doioMr d l_mMr ~MV hmoVo. `m nwpñVHo$Mm Ogm H$_©Mmè`m§Zm Cn`moJ hmoVmo Vgm
ì`dñVmnH$ d _mbH$ `m§Zmhr Cn`moJ hmoVmo Ë`m§Zm H$_©Mmè`m§H$Sy>Z {Z`_mà_mUo d gyMZoà_mUo H$m_
H$ê$Z KoUo gmno OmVo. Ë`m_wbo H$m`m©b`mMr EHy$U H$m ©̀j_Vm dmT>Ê`mg _XV hmoVo. {Z òOZmà_mUo H$m ©̀
nyU© hmoÊ`mÀ`m Ñï>rZo H$m_mda {Z §̀ÌU R>odUohr gmono hmoVo. WmoS>Š`mV ì`dñWmnZ d H$_©Mmar XmoKm§À`mhr
Ñï>rZo H$m`m©b` _m{hVr nwpñVH$m Cn ẁº$ R>aVo.

8.2 {df` {ddoMZ …

8.2.1     H$m`m©b` _m{hVr-nwpñVH$m (Office Manuals) … … … … …
H$m`m©b` _m{hVr-nwgpñVHo$Mr ì`m»`m Imbrbà_mUo XoVm òVrb.
1) H$_©Mmè`m§Zm _mJ©Xe©H$ åhUyZ Cn`wº$ R>aUmè`m _m{hVr d gyMZm§Mr boIr Zm|X Agboë`m

nwpñVHo$g H$m`m©b`mVrb _mJ©Xe©H$ nwpñVH$m Ago åhUVmV. Om°O©-Ama Q>oar.
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2) H$m`m©b`mZo ì`m»`m _mJ©Xe©ZmgmR>r d Ë`m§Mo H$m }̀ H$m ©̀j_VoZo hmoÊ`mgmR>r {Xbobr EH${ÌV
boIr _m{hVr d Ë`mg§~§YrÀ`m gyMZm åhUOo H$m`m©b`m _m{hVr-nwpñVH$m hmò .

darb ì`m»`m§dê$Z Ago {XgyZ òVo H$s, H$m`m©b` _m{hVr nwpñVH$m hr _mJ©Xe©H$ nwpñVH$m AgVo.
Ë`m_wio àË òH$ H$_©Mmè`mbm Amnbr H$V©ì ò, O~m~Xmè`m, g§KQ>ZoVrb ñWmZ, g§ñWoMr YmoaUo d H$m ©̀nÜXVr
`mMr ñnï> H$ënZm òD$ eH$Vo. ì`dñWmnZmbmhr {Z §̀ÌUmMo H$m ©̀ H$aUo gmono OmVo. gd© gyMZm d _m{hVr
`m nwpñVHo$V CnbãY Agë`mZo nwÝhm-nwÝhm Ë`mM Jmoï>r Vm|S>r gm§JÊ`mMr Amdí`H$Vm amhV Zhr. Ë`m_wio
doioMr, l_mMr d n¡emMr ~MV hmoVo.

8.2.2     H$m`m©b` _m{hVr-nwpñVHo$Mr JaO (Need for office Manuals) … … … … …
ì`dgm` g§ñWobm H$m`m©b`m g§X^m©V gd© àH$maMr _m{hVr EH$Ì H$ê$Z KoÊ`mMo _hËdmMo gmYZ

H$m`m©b` _m{hVr nwpñVH$m AgVo. H$m`m©b`rZ H$_©Mmè`mbm H$m ©̀H$arV AgVmZm AZoH$ gyMZm d _mJ©Xe©Z
H$amdo bmJVo. H$m_mMr nwZamd¥Îmr Q>miyZ gwairVnUo H$m_ nyU© H$aÊ`mgmR>r H$m`m©b` _m{hVr nwpñVH$m
Cn`moJr, \$m`Xoera d _mJ©Xe©H$ R>ê$ eH$Vo. hr nwpñVH$m Imbrb H$maUm§Zr V`ma H$aÊ`mMr JaO AgVo.

1) àmñVm{dH$ …

_m{hVr nwpñVHo$Mr JaO bjmV KoVm {VÀ`m_Ü ò gd© àW_ àmñVm{dH$mMm g_mdoe Agmdm VgoM
Ë`~amo~a H$m`m©b` nwpñVH$m V`ma H$aÊ`mMm à_wI CÔoehr Ë`mV Agmdm.

2) g§ñWoMr gdmªJrU d g§nyU© _m{hVr …

H$m`m©b` _m{hVr nwg{VHo$V g§ñWoMr d g§KQ>ZoMr g§nyU© _m{hVr Ë`mV Agmdr. H$moUË`mhr
ì`dgm`mÀ`m `epñdVogmR>r g§ñWoMm gd© H$_©Mmè`mV EH$sMr ^mdZm {Z_m©U hmoUo Amdí`H$ Amho.
Ë`m_wio gd© H$_©Mmar à_m{UH$nUo d H$m`©j_VoZo H$m`© H$arV AgVmV. VgoM Amnë`m {d^mJmVrb
g§ñWoMo ñWmZ d _hÎd _m{hV hmoVo. `mgmR>r _m{hVr nwpñVH$mV g§ñWoMr C{ÔîQ>ço, ñWmnZm, g§ñWoMr
OmJm, B_maV, A{YH$mar dJ©, g§KQ>ZoMm AmamIS>m, H$m ©̀ H$aÊ`mÀ`m nÜXVr, g§ñWoMm B{Vhmg BË`mXrMr
_m{hVr Agmdr.

3) gd©gmYmaU {Z`_, ~§YZo d gmo`r …

g§ñWoVrb H$_©Mmè`m§Zm, g§ñWoMo KQ>H$ `m ZmË`mZo H$m`m©b`mVrb {Z`_, ~§YZo, Ë`m§Mo h¸$, H$V©ì ò
d O~m~Xmè`m d Ë`m§Zm {_iUmè`m gwIgmò r~Ôb OmUrd Agmdr. CXm. H$m_mMo Vmg, doVZ XoÊ`mÀ`m
nÜXVr, h¸$mÀ`m d BVa aOm, gwQ>çm, doVZdmT>, ~T>VrMo {Z`_, {Zd¥Îmr H$m_mdê$Z H$_r H$aÊ`mMo
{Z`_ BË`mXr Jmoï>tMr _m{hVr nwpñVHo$V ñn•Q>nUo {Xbobr Agmdr. Ë`mMà_mUo g§ñWoZo H$_©Mmè`m§Zm
Á`m-Á`m gw{dYm {Xboë`m AmhoV Ë`m _m{hVr nwpñVHo$V AgUo Amdí`H$ Amho. CXm. H$nS>o ~XbÊ`mMr
Imobr, {dlm§Vr, OodUmMr OmJm, Q>obr\$moZ, d¡Ú{H$` gdbV, hmV YwÊ`mMr OmJm, àWZmonMmamÀ`m
gmò r BË`mXr àH$maMr _m{hVr OwÝ`m d Zì`m H$_©Mmè`m§Zm {_imë`mg Vo Amnbo H$m ©̀ AmË_{dídmgZo
H$aVmV. V`m_wio Ë`mÀ`mV ghH$m`m©Mr ^mdZm dmT>rg bmJyZ Ë`m§Mr {Z{_VÎmm hr dmT>Vo.

4) H$m`©ì`dñWm, H$m_mMr nÜVVr d gmYZ ì`dñWm nÜXVr …

g§ñWoV H$m ©̀nÜXVr aMZm Ho$bobr Agë`mg n«̀ oH$ H$_©Mmè`mZo H$moUË`m nX²VrZo H$m ©̀  H$amd`mMo
Amho ho R>a{dbo Agob Va ZdrZ H$_©Mmè`m§Zm H$m`© H$aVmZm H$moUË`mhr AS>MUr `oV ZmhrV. VgoM
H$m ©̀nÜVrbm AZwgê$Z H$moUË`m §̀ÌmMm Cn`moJ H$amd`mMm Amho. §̀ÌmMr Xþê$ñVr H$er H$amdr, Ë`mMr
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H$miOr H$er ¿`mdr. hr _m{hVr H$m`m©b`mVrb _m{hVr nwpñVHo$V {Xbobr AgVo. H$_©Mmè`m§Zm darbn«_mUo
_m{hVr {_imë`mg Ë`m§Mm doi, l_ d n¡gm `m§Mr ~MV hmoD$Z H$m_Vrb MwH$sMo à_mU H$_r hmoD$Z H$m_o
OmñVrV OmñV Mm§Jë`m nÜXVrZo hmoVo. H$mhr {R>H$mUr H$m_mMo n«_mUrH$aU Ho$bobo Zgob Va H$m_ gwê$
H$aÊ`mnydu H$_©Mmè`m§Zm gyMZm XoÊ`mV òVmV.

5) H$m_mÀ`m doim, H$m_mMo Vmg d doVZ nÜXVr …

_m{hVr nwpñVHo$_Ü ò CËnmXZ {d^mJ d H$m`m©b`mV àË òH$ H$_©Mmè`mZo {H$Vr Vmg H$m_ H$amdo.
H$m_mbm bmJmUmam doi d doVZ XoÊ`mÀ`m nÜXVr~m~V _m{hVr Agmdr H$m_Jmam§Zr OmñV doi H$m_
Ho$ë`mg Ë`m§Zm {_iUmam _mo~Xbm qH$dm doVZ, ~moZg, godm{Zd¥Îmr_wio {_iUmao \$m`Xo BË`mXr _m{hVr
nwpñVHo$V Agbr nm{hOo.

6) gwa{jVVm, Amamo½` Am{U {d_m ̀ moOZm g§~§Yr VaVwXr …

H$m`m©b` _m{hVr nwpñVHo$V H$maImÝ`mVrb g§̂ mì` AnKmV Q>miÊ`mgmR>r Ho$bobr ì`dñWm H$m_Jmam§Mr
emar[aH$ VnmgUr gm_w{hH$ {d_m `moOZm, H$m_Jmam§Zm XoÊ`mV òUmar ZwH$gmZ ^anmB© BË`mXr _m{hVr
Agmdr. Ë`m_wio H$_©Mmè`m§Zm gwa{jVVoÀ`m `moOZm g§~§YrMr _m{hVr KoD$Z Ë`mMm \$m`Xm Ë`m§Zm KoVm
`oB©b.

7) {ejU d à{ejUmÀ`m ̀ moOZm …

àË òH$ H$_©Mmè`m§Zm H$moUVo H$m_ H$amd`mMo Amho Vo H$go d H$moUË`m nÜXVrZo H$amd`mMo Amho `mMr
_m{hVr Omon ª̀V H$_©Mmè`m§Zm ZgVo Vmo n ª̀V Vo Ano{jV H$m ©̀ H$ê$ eH$V Zmhr. Ë`mgmR>r {ejU à{ejUmMr,
_m{hVr Úmdr bmJVo. _m{hVr nwpñVHo$V {ejU d à{ejU `m g§~§YrMr _m{hVr {Xbobr Agë`m_wbo
OwÝ`m d ZdrZ H$_©Mmè`m§Zm Ë`mMm \$m`Xm hmoVmo.

8) H$m_mMr pìXê$ŠVr Q>miVm òVo …

H$m`m©b`mV AZoH$ àH$maMr H$m_o Ho$br OmVmV d Vr X¡Z§{XZ ñdê$nmMr AgVmV. _m{hVr nwpñVHo$_wio
H$m_mMr pìXê${º$ Q>miVm `oVo. EH$Ì H$m_ nwÝhm-nwÝhm H$aVmZm doi, l_ d n¡emMr ~MV hmoD$Z
H$_©Mmè`m§Zm H$m_mMr O~m~Xmar {ZpíMVr Ho$ë`m_wio nwZam©d¥Îmr Q>miVm òVo.

9) g§ñWm n[aM` …

ì`dgm` g§ñWoMr g§nyU© _m{hVr `m nwpñVHo$V Zm|X{dbr OmV Agë`m_wio g§ñWoMo Ü ò̀ , YmoaUo,
CÔoe, {Z`_, H$m ©̀nÜXVr ì`dñWmnZ BË`mXr ~m~VrV g§nyU© _m{hVr nwpñVHo$V Z_yX Agë`m_wio g§ñWoMm
n[aM` hmoVmo. H$m`m©b` _m{hVr nwpñVHo$dê$Z g§ñWoMr à{V_m V`ma hmoVmo. g§ñWoÀ`m H$m_H$mOm~m~V
n[aM` hmoVmo.

10) àemgH$s` {Z §̀ÌU …

H$m`m©b` _m{hVr nwpñVHo$_wio ì`dñWmnZmbm {Z §̀ÌU R>odUo gmono OmVo. `m nwpñVHo$Mm _mJ©Xe©H$
åhUyZ Cn`mJ hmoVmo. H$_©Mmè`m§Zm Ë`m§À`m H$V©ì ò Am{U O~m~XmarMr ñnï> OmUrd hmoVo. Ë`m_wio ñd §̀{eñV
bmJVo. H$m_mV MwH$m Am{U ÌwQ>r AmT>ië`mg Ë`m§À`m n[aUm_mMr H$ënZm hmoVo. H$m`m©b` _m{hVr
nwpñVH$m H$_©Mmè`mÀ`m ~m~VrV AmMma g§{hVoMo H$m ©̀ H$aVo. àemgH$s` d ì`dñWmnH$s` H$m_H$mOmV
gwYmaUm AmUÊ`mgmR>r hr nwpñVH$m A{YH$ \$m`Xoera AgVo.
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8.2.3     H$m`m©b`rZ _m{hVr nwpñVHo$Mo _mJ©/ómoV (Sources of office Manuals) … … … … …
H$m`m©b` _m{hVr nwpñVH$m V`ma H$aÊ`mbm Am{U nwpñVHo$V H$moUVr _m{hVr Agmdr `m g§~§YrMm

{ZU©̀  KoVë`mZ§Va Vr _m{hVr Jmoim H$aÊ`mÀ`m Ñï>rZo à`ËZ Ho$bo OmVmV. _m{hVrMo ómoV qH$dm gmYZo
emoYbr OmVmV. nwpñVHo$V N>mnbr OmUmar _m{hVr H$moUH$moUË`m _JmªZr àmá hmoB©b `mMm emoY KoVbm
OmVmo. Am{U `mo½` _mJ© {ZdS>bm OmVmo. _m{hVr nwpñVHo$V _m{hVr Jmoim H$aÊ`mMo Imbrb _mJ© {XgyZ
òVmV.

1) g§ñWoMo KQ>ZmnÌH$, {Z`_mdbr
2) g§ñWoMm g§MmbH$ _§S>i g ôMm d¥Îmm§V qH$dm B{Vd¥Îm

3) AÝ` g§ñWm§À`m H$m`m©b` _m{hVr nwpñVH$m

4) {d^mX à_wImer MMm©, g^m BË`mXrMo B{Vd¥Îm

5) g§ñWoÀ`m A{YH$mè`m§Mr _ZmoJVo, boI qH$dm ^mfUmMo d¥Îmm§V

6) H$_©Mmar d Ë`m§Mo g§KQ>Zm§er Pmbobo H$ama

7) ì`dñWmnH$mer MMm©, Pmboë`m g^m BË`mXrMo B{Vd¥Îm

darb à_mUo CnbãY _mJm©Mm dmna H$ê$Z _m{hVr nwpñVHo$V Zm|X Ho$br OmVo. àË`jmV dmnabr
OmUmar H$m ©̀nÜXVr YmoaUo, {Z`_ `m§MmM nwpñVHo$V g_mdoe Agmdm.

H$m`m©b` ì`dñWmnH$, ì`dñWmnH$s` g§MmbH$, H$m`© {d^mJ, H$m`m©b`rZ à_wI/ A{YH$mar,
H$_©Mmar `m§À`mH$Sy>Z _m{hVr CnbãY hmoVo. _m{hVr Jmoim H$aÊ`mMo _hÎdmMo _mJ©/gmYZ åhUyZ `mH$S>o
~{KVbo OmVo.

H$m`m©b` _m{hVr nwpñVH$m V`ma Pmë`mZ§Va gwÜXm `m _m{hVr nwpñVHo$V doimodoir Xwê$ñVr H$amdr
bmJVo. d nwpñVH$m AÚm`mdV R>odmdr bmJVo. H$m`m©b` _m{hVr nwpñVH$m H$m`m©b` à_wI V`ma H$aVmo _mÌ
g§ñWoVrb gd© A{YaH$mar, {d^mJ à_wI `m§Mo ghH$m ©̀ {_imë`mg Amdí`H$ _m{hVr àmá H$aVm òVo.

8.2.4     H$m`m©b` _m{hVr nwpñVHo$Mo àH$ma (Types of office Manuals) … … … … …
bhmZ qH$dm _moR>çm ì`dgm` g§ñWog H$m`m©b`mÀ`m ñdê$nmV H$mimZwgma qH$dm AmH$ma_mZmZwgma

_m{hVr nwpñVHo$Mo dJuH$aU H$aÊ`mV òVo. ho dJuH$aU nwT>rb àH$maMo Agy eH$Vo.
1) g§ñWoMr Ü ò̀  YmoaU nwpñVH$m (Policy Manuals) …

àË òH$ g§ñWoMr {Z{_©Vr {d{eï> Ü ò̀  YmoaUmZo Pmbobr AgVo. ì`dgm` g§ñWm n3m_wŠ`mZo Z\$m
H$_{dÊ`mÀ`m CÔoemZo ñWmnZ Pmbobm AgVmV. Va H$mhr g§ñWm Z\$m ì`{V[aº$ BVa Ü ò̀  YmoaUmZr ào[aV
Pmbobr AgVmV. g§ñWoMo à_wW Ü ò̀  R>abobo AgVo Ë`m Ü ò̀ mnyVugmR>r g§ñWm EH${ÌV H$m ©̀ H$arV AgVo.
ì`dgm` g§ñWoMo g§MmbH$ _§S>i doimodoir _hËdmMo {ZU©̀  KoV AgVmV. Ë`m§Zr g§_V Ho$bobo R>amd d
KoVbobo {ZU©̀  `m Ü ò̀  YmoaU nwpñVHo$V N>mnÊ`mV òVmV. Ü ò̀  YmoaU nwpñVHo$V g§ñWoÀ`m Ü ò̀ m~Ôb
{Xbobr AgVo.

2) H$m ©̀nÜXVr nwpñVH$m (Proecedure Manuals) …

gd©Ì ì`mdgm{`H$ H$m`m©b`m_Ü ò EH$ àH$maMr H$m ©̀nÜXVr H$m`_ ñdê$nr R>a{dboë`m AgVmV
Va H$mhr VmËnwaË`m ñdê$nmV AgVmV. Á`mdoiog H$mhr H$mimZ§Va H$m ©̀nÜXVrV ... hmoÊ`mMr eŠ`Vm
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AgVo. Aem doir VmËnwaVr H$m ©̀nÜXVr dmnabr OmVo. H$m ©̀ nÜXVrV àm_w»`mZo g§ñWoMo YmoaU bjmV
KoD$Z V`ma Ho$ë`m AgVmV. H$m ©̀nÜXVr R>adyZ {Xë`mg H$_©Mmar H$m ©̀j_VoZo H$m ©̀ H$aVmV. H$maU Ë`mMm
doioMm Anì`` hmoV Zmhr. WmoS>Š`mV H$m ©̀nÜXVr nwpñVoV g§ñWoZo dmnaë`m OmUmè`m {d{dY H$m ©̀nÜXVrMr
_m{hVr {Xbobr AgVo.

3) g§KQ>Z nwpñVH$m (Organisition Manuals) …

_moR>_moR>çm g§ñWoV AZoH$ {d^mJ d Cn{d^mJ AgVmV. g§ñWoVrb gd© {d^mJ d {d^mJmV H$m_
H$aUmao à_wI d H$_©Mmar `mMo g§KQ>Z Aem n«H$mao H$aÊ`mV Ambobo Amho ho Xe©{dÊ`mgmR>r g§KQ>Z Vº$m
V`ma Ho$bm OmVmo. ̀ m VŠË`mdê$Z àË òH$ A{YH$mar qH$dm H$_©Mmè`m§Zm Ë`mÀ`m O~m~Xmè`m d A{YH$mam~Ôb
Om{Ud hmoVo. `m nwpñVHo$V àm_w»`mZo H$_©Mmè`m§Mo A{YH$ma d H$V©ì`mMr _m{hVr {Xbobr AgVo. g§ñWoMm
ì`mn _moR>m Agbm Va n«Ë òH$ ImË`mZwgma g§KQ>Z aMZm V`ma Ho$br OmVo.

4) ImVodma/{d^mJr` H$m ©̀nwpñVH$m (Departmental Practice Manuals) …

ImVoXma H$m ©̀nÜXVr nwpñVHo$V n«Ë òH$ ImË`mVrb H$m ©̀nÜXVrMr ñdV§Í` _m{hVr {Xbobr AgVo. `m
nwpñVHo$Mo àm_w»`mZo {d{eï> ImË`mMo YmoaU, H$m ©̀nÜXVr g§KQ>Zm gmYZ ì`dñWm BË`mXr _m{hVr {Xbobr
AgVo. Aem n«H$maMm ImVoXma H$m ©̀nÜXVr nwpñVH$m nwT>rb n«H$maÀ`m Agy eH$VmV.

A) nÌì`dhma (Correspondence Manuals) …

~) Q>nmb nwpñVH$m (Mailing Manuals) …

H$) g§XoedhZ nwpñVH$m (Communication Manuals) …

S>) Ym[aH$m nwpñVH$m (Filling Mannuals) …

B) g§JUH$ àUmbr nwpñVH$m (Computer Manuals) …

B©) àemgH$s` H$m_H$mO nwpñVH$m (Administrative Practice Manuals) …

C) {d{dY Cn`moJr H$m`m©b` nwpñVH$m (Multipurpose office Manuals) …

D$) H$m`m©b` {Z`_Z nwpñVH$m (Office Manuals) …

E) AmH$S>odmar {df`H$ nwpñVH$m (Statistics Manuals) …

8.2.5     H$m`m©b` _m{hVr nwpñVHo$Mo \$m`Xo (Advantage of office Manuals) … … … … …
H$m`m©b` _m{hVr-nwpñVH$m hr g§ñWoVrb H$_©Mmè`m§Zm \$maM Cn ẁº$ AgVo. {VMo \$m`Xo nwT>rbà_mUo

AmhoV.
1) doioV d IMm©V ~MV …

H$m`m©b`mV _m{hVr nwpñVHo$_wio ZdrZ H$_©Mmè`m§Zm _m{hVr nwpñVH$m dmMyZ Amnbo H$m ©̀ Mm§Jë`m
nÜXVrZo H$aVm òVo. Ë`m_wio H$m_mgmR>r H$_r doi bmJVmo. Ë`m_wio IMm©V ~MV hmoVo. VgoM _m{hVr
nwpñVHo$_wio H$_©Mmè`m§Zm H$V©ì`mMr d O~m~XmarMr H$ënZm `oVo VgoM {Z`_, H$m`©nÜXVr g_OV
Agë`m_wio H$_©Mmè`m§Zm à{ejUmMr Amdí`H$Vm amhV Zmhr. Ë`m_wio g§ñWoMm doi, n¡emMm Anì``
Q>miVm òVmo.

2) O~m~XmarMr {ZpíMVr …

H$m`m©b` _m{hVr nwpñVH$m V`ma H$aVmZm {d{eï> H$m ©̀ loUr, Ho$ìhm, H$go H$amdo ho R>a{dbobo AgVo.
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Ë`m_wio H$_©Mmè`m§Zm H$m_mMr Q>mimQ>mi H$aVm òV Zmhr. _m{hVr nwpñVH$m boIr Agë`m_wbo H$_©Mmè`m§Zm
boIr AmXoe XoÊ`mV òVmV. Ë`m_wbo Ë`m§Zm Amnbr O~m~Xmar Q>miVm òV Zmhr.

3) ZdrZ H$_©Mmè`m§Zm \$m`Xoera …

_m{hVr nwpñVHo$Mm gdm©V OmñV Cn`moJ ZdrZ H$_©Mmè`m§Zm hmoVmo. _m{hVr nwpñVHo$_wio Ë`m§Zm
g§ñWoMr d Ë`mÀ`m H$m_mMr _m{hVr {_iVo. Ë`mgmR>r Ë`m§Zm ñdV§ÌnUo à{ejU XoÊ`mMr JaO ZgVo.

4) H$m ©̀j_VoVo dmT> …

H$m`m©b` _m{hVr nwpñVH$m V`ma H$aVmZm n«Ë òH$ ImË`mMm emór` nÜXVrZo Aä`mg Ho$bm OmVmo.
Ë`m_wbo CËH¥$ï> H$m ©̀nÜXVr pñdH$mabr OmVo. {d{dY n«H$maMo Anì`` Q>miyZ H$m_mMr nwZ©amd¥Îmr hmoV Zmhr.
H$m ©̀n3dmh Ano{jV JVrZo n«má H$aVm òVmo. `m gd© ~m~r_wio H$_©Mmè`m§Mr H$m ©̀j_Vm dmT>Vo.

5) _Zmo~b dmT>Vo …

H$m`m©b` _m{hVr nwpñVHo$_wio H$_©Mmè`m§Mm _ZmV H$moUVmhr g§e` amhV Zmhr. Ë`m_wio Vo nyU©
AmË_{dídmgmZo H$m_ H$aVmV nwpñVH$m V`ma H$aVmZm H$_©Mmè`m§À`m gyMZoMo nmbZ Ho$bo OmV Agë`m_wio
H$_©Mmè`m§Zm _ZmV ghH$mè`m§Mr ^mdZm {Z_m©U hmoVo Ë`m_wio Ë`m§Mo _Zmo~b dmT>Vo.

6) g§XoedhZmMo \$m`Xo …

H$_©Mmè`m§Zm nwpñVHo$Vrb _m{hVrÀ`m AmYmao nañnam§er A{YH$mè`m§er {dMmam§Mr XodmU-KodmU
H$aVm `oVo. Ë`m_wbo nañnamer g§nH©$ hmoD$Z H$m_H$OmVrb AS>MUr `mo½` _mJm©Zo gmoS>{dVm `oVmV.
nwpñVHo$Vrb A§V ŷ©V _m{hVrÀ`m AmYmao H$_©Mmar d A{YH$mar `m§À`mV `mo½` g§XoedhZ hmoV AgVo.

7)  {Z §̀ÌUmMo gmYZ …

_m{hVr nwpñVHo$À`m_m\©$V ì`dñWmnZmbm H$m_H$mOmda {Z`§ÌU R>odUo gmono OmVo. H$_©Mmè`m§Zm
H$V©ì`mMr OmUrd H$ê$Z {Xbr OmVo. H$m_mVrb MwH$m bjmV AmUyZ {Xë`m OmVmV. H$_©Mmè`m§Zr H$V©ì`mV
H$m_MyH$manUm Ho$ë`mg Ë`m§Zm H$madmB©~m~V H$ënZm {Xbr OmVo. Ë`m_wio H$_©Mmar AË §̀V H$miOrnyd©H$
d {Zð>oZo Amnbo H$m_ H$aVmV. Ë`m_wbo H$m`m©b` _m{hVr nwpñVH$m ì`dñWmnZmÀ`m Ñï>rZo {Z`§ÌUmMo
gmYZ åhUyZ Cn`moJr nS>Vo.

8) H$m ©̀ _wë`m§H$Z …

H$_©Mmè`m§Zm H$m`m©b` _m{hVr nwpñVHo$_wio Amnë`m O~m~XmarMr OmUrd hmoV Agë`m_wio Vo
ñdV…M Ho$boë`m H$m_mMo _yë`m§H$Z ñdV…M H$ê$ eH$Vm Vo ñdV…M ñdV…À`m H$_mVyZ MwH$m emoYyZ Ë`m
XþañV H$aÊ`mMm n«̀ ËZ H$aVmV. ̀ m_wio H$_©Mmè`m§gmR>r _m{hVr nwpñVH$m EH$ ñd §̀{eñVrMo d ñd §̀{Z §̀ÌUmMo
gmYZ ~ZVo.

8.2.6     Ahdmb (Reports) … … … … …
Am¡Úmo{JH$ d ì`mnmar g§ñWm_Ü ò Zoh_r _m{hVrMr XodmU-KoUmd hmoV AgVo. Jw§VmJw§VrÀ`m Am{U

ì`mnH$ ñdê$nmÀ`m ì`mdgm{`H$ à{H«$ òV ì`º$sJV g§nH$m©nojm boIr g§nH$m©bm _hËdmMo ñWmZ Amho.
boIr g§nH©$ gmYÊ`mMo gmYZ åhUOo "Ahdmb', Cn ẁº$ Agbobr _m{hVr XoÊ`mMo EH$ _mÜ`_ åhUyZ
AhdmbMm Cn`moJ hmoVmo. EImÚm {df`mMm gd© ~mOy§Zr {dMma H$ê$Z Amdí`H$ _m{hVr boIr ñdê$nmV
_m§S>Ur H$aUo hm Ahdmbmbm _w»` CÔoe AgVmo. ì`dñWmnZ, H$_©Mmar, J«mhH$ d ~{hñW g§ñWm ̀ m§gmR>r
AàË`j g§~§Y àñWm{nV H$aÊ`mMo Ahdmb EH$ gmYZM Amho. X¡Z§{XZ H$m_mV d _hËdmMo {ZU©̀  KoVm§Zm
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Amdí`H$ _m{hVr d AmH$S>odmar AhdmbmVyZ àmá hmoVo.

g§ñWoMr dm{f©H$ g^m, g§MmbH$ d A{YH$mè`m§Zm _m{hVr H$i{dÊ`mgmR>r _mJ©Xe©Z H$aÊ`mgmR>r
Ahdmb V`ma Ho$bo OmVmV. åhUyZ Ahdmb EH$ àH$mao g§XoedhZmMo H$m ©̀ H$arV AgVmV. Ahdmb V`ma
H$aÊ`mMr O~m~Xmar H$m`m©b` à_wImMr AgVo.

ì`m»`m (Defination) …

1) E[aH$ _Ho$H$m°bm{hZ `m§À`m _Vo …

Ahdmb åhUOo AS>MUr g§~§Yr `mo½` kmZ Agbobr ì`º$s qH$d ì`{º$bm g_whm_m\©$V kmZ
Zgboë`m ì`º$sH$[aVm Ë`m§Mr _m{hVr XoÊ`mgmR>r V`ma Ho$bobr boIr Zm|X hmò .

2) _\$s© d {nH$ `m§À`m _Vo  …

ì`mnma d ì`dgm` `mVrb _hËdmÀ`m {d{Y KQ>Zm d _V àUmbrMo g{já d ñnï>rH$aUmgmR>r
boIr {ZdoXZ åhUOoM Ahdmb hmò .

ì`mnmamVrb _hËdmÀ`m ~m~tg§~§Yr {Z`mo{OV nU {ZanojnUo EH$ qH$dm AZoH$ bmoH$m§Zm gmXa
Ho$bobr VÏ ò åhUOo ì`mnmar Ahdmb hmò .

Ahdmb hm {Zanoj ñdê$nmMm Agdm H$moUË`mhr ì`º$sbm qH$dm KQ>Zobm AdmOdr ñdê$nmMo
_hËd Ë`mV {Xbobo Zgmdo Ahdmb V`ma H$aUmè`m ì`º$sÀ`m d¡̀ {º$H$ _VmMm Ahdmbmda à^md
nS>bobm Zgdm. VgoM Ahdmb hm {Z`mo{OV ñdê$nmMm Zgmdm.

8.2.7     AhdmbmMr H$m }̀ (Functions of Reports) … … … … …
ì`dñWmnH$mZo pñdH$maboë`m H$V©ì ò, A{YH$mam§Mm qH$dm O~m~XmarMm g§{já Ahdmb XoUo _hËdmMo

AgVo. Ahdmb hm Zoh_rM _m{hVrMo g§{já ñdê$n AgVmo. {deofV… AhdbmÀ`m _XVrZo nwT>rb H$m }̀
nyU© Ho$br OmVmV.

1) {Z`moOZmgmR>r _m{hVr nwa{dUo …

Ahdmb _m{hVr dmñV{dH$ ñdê$nmMr AgVo. `m _m{hVrMo {díbofU H$ê$Z Ë`m AmYmao {Z`moOZ
Ho$bo OmVo. ì`dñWmnZmbm àË òH$ H$m`m©Mr gwê$dmV {Z`moOZmZoM hmoVo Ë`mgmR>r AhdmbmMm AmYma
KoD$ZM {Z`moOZ Ho$bo OmVo.

2) g_Ýd` gmYUo …

g§ñWoMo H$m_H$mO ì`dpñWVnUo Mmbmdo ̀ mgmR>r gd© {d^mJm_Ü ò nañna g_Ýd` AgUo Amdí`H$
AgVo VgoM n«Ë òH$ {d^mJmVrb H$_©Mmè`m_Ü ò gwÜXm g_Ýd` Agbm nm{hOo. AhdmbmÀ`m _XVrZo
gwÜXm Agm g_Ýd` gmYVm ̀ oVmo. g_Ýd`mÀ`m Ñï>rH$moZmVyZ AhdmbmV _m{hVr d AmH$S>odmar _m§S>bobr
AgVo.

3) nañna VwbZË_H$ Aä`mg  …

AmOMo ẁJ ho ñnY}Mo ẁJ åhUyZ AmoiIbo OmVo. `m ẁJmV ì`mdgm{`H$ {ZU©̀  KoV AgVmZm
ñnYm©Ë_H$ g§ñWoMm Aä`mg H$amdm bmJVmo. ̀ m g§ñWoMm Aä`mg H$ê$Z Ë`m§À`m Ahdmbmbm VwbZmË_H$
Aä`mg H$ê$Z `mo½` {ZU©̀  KoVbm OmVmo.
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4) OZg§nH©$ …

Ahdmb ho OZg§nH©$ gmYÊ`mMo AmYw{ZH$ ì`mdgm{`H$ bmoH$m§Mo gmYZ ~Zbobo Amho. ̂ mJYmaH$,
gaH$ma, {dÎmr` g§ñWm, J«mhH$ BË`mXr bmoH$m§er g§nI© gmYÊ`mMo gmYZ ~Zbo Amho. Ë`m_wbo Ahdmbm_wio
{d{dY nmVù`mdarb bmoH$m§er g§nI© gmYUo gmono OmVo.

5) ~XbË`m n[apñWVrg Vm|S>o XoUo …

ì`mdgm{`H$ OJmV gmVË`mZo ~Xb hmoV AgVmV `m ~Xboë`m n[apñWVrbm Vm|S> {Xë`m{edm`
ì`dgm`mMm {dH$mg hmoUo eŠ` Zmhr. AhdmbmVyZ ì`mdgm{`H$ n[apñWVrMo `mo½` àH$mao d emór`
nÜXVrZo {díbofU Ho$bo OmVo. Ë`m_wio ~Xboë`m n[apñWVrV ì`dgm` {dH$gmbm g§Yr emoYyZ H$mT>Ê`mg
_XV hmoV AgVo.

6) H$m`m©Mo _yë`_mnZ H$aUo …

H$m`m©b`m_Ü ò H$m_ H$arV Agboë`m A{YH$mar d H$_©Mmar ̀ m§Zr àË`j Ho$boë`m H$m`m©Mo _moO_mn
H$aÊ`mgmR>r Ahdmb V`ma Ho$bm OmVmo. ̀ mV Ë`m§Zr {H$Vr à_mUmV H$m_mV gwYmaUm Ho$br VgoM gwYmaUog
{H$Vr g§Yr Amho. `mMr H$ënZm òVo d Ë`mZwgma {ZU©̀  KoVbm OmVmo.

7) {Z §̀ÌUmgmR>r _XV H$aUo …

AhdmbmÀ`m AmYmao A§VJ©V {Z_§ÌUmgmR>r _m{hVr d gyMZm daÀ`m {XeoZo nmR>{dë`m OmVmV.
AhdmbmV Zoh_rM àË`j H$madmB© H$aVm§Zm {XgyZ òUmè`m Ag_mYmZH$maH$ Jmoï>rMm C„oI Ho$bobm
AgVmo. Ë`mdê$Z gwYmaUoÀ`m Ñï>rZo Cnm`-gyM{dbo OmVmV. Ë`m_wbo H$m`m©V gwYmaUm KS>dyZ AmUÊ`mMo
H$m_ Ho$bo OmVo.

8.2.8     AhdmbmMo dJuH$aU (Classification of Reports) … … … … …
AhdmbMo AZoH$ n«H$mao dJuH$aU H$aVm òVo. {d{eï> C{ÔîQ>ço S>moù`mg_moa R>oD$Z Ahdmb V`ma

H$aVm òVmV. Ë`m_wio {Za{Zamù`m {ZH$fmÀ`m AmYmamda AhdmMo dJuH$aU Ho$bo OmVo. nwT>rb n«_mUo
AhdmbmMo dJuH$aU H$aVm ̀ oB©b. ̀ m AhdmbmMo àm_w»`mZo XmoZ àH$ma {XgyZ ̀ oVmV. Vo Imbrb à_mUo

1) H$m`Xoera Ahdmb (Statutory Reports) …

H$m`Xoera Ahdmb åhUOo H$m`ÚmZwgma V`ma Ho$bobo Ahdmb, Ago Ahdmb H$m`ÚmÀ`m MmH$moarV
d H$m`ÚmZo R>adyZ {Xboë`m {d{eï> ñdê$nmV gmXa Ho$bo OmVmV. Agm Ahdmb V`ma H$aUo {d{eï>
H$m`ÚmZo ~§YZH$maH$ H$obo OmVo. g§MmbH$mMm Ahdmb, A§H$jH$mMm Ahdmb, {ddaUnÌo BË`mXr
AhdmbmMm H$m`Xoera AhdbmV g_mdoe hmoVmo. H$m`ÚmVrb VaVyXrMo nmbZ H$aÊ`mÀ`m hoVyZo ho Ahdmb
V`ma Ho$bo OmVmV.

2) {~Ja H$m`Xoera Ahdmb (Non-Statutory Reports) …

Oo Ahdmb ì`mdgm{`H$ ñdê$nmMo AgVmV. Ë`m§Zm {~Ja H$m`Xoera Ahdmb Ago åhUVmV. `m
AhdmbmVyZ ì`dgm`mV hmoUmè`m {d{eï> KS>m_moS>tMm g_mdoe Ho$bm OmVmo. Ago Ahdmb V`ma H$aUo
H$m`ÚmZo EopÀN>H$ ñdê$nmMo Agbo Var ì`mdgm{`H$ {ZU©̀  KoÊ`mgmR>r ho Ahdmb \$maM Cn`moJr R>aVmV.
Ago Ahdmb ì`dñWmnH$s` H$m }̀ nyU© H$aÊ`mgmR>r Cn òJr R>aV AgVmV. ì`dñWmnH$mbm YmoaU
R>a{dUo, {ZU©̀  KoUo A§XmOnÌH$ V`ma H$aUo B. H$m`m©gmR>r ̀ m Ahdmbm§Mm Cn`moJ hmoVmo. H$mhr Ahdmb
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{d{eï> n[apñWVr V`ma H$amdr bmJVmV. Va H$mhr X¡Z§{XZ ñdê$nmV V`ma H$amdo bmJVmV. Ë`m§Mo n«H$ma
Imbrb àH$mao.

A) X¡Z§{XZ ñdê$nmMo Ahdmb (Routine Reports) …

dV©_mZ n[apñWVrer g§~§YrV ho Ahdmb AgVmV. dV©_mZ n[apñWVrM H$ënZm ̀ oÊ`mgmR>r doimodoir
Oo Ahdmb V`ma Ho$bo OmVmV Ë`m§Zm X¡Z§{XZ ñdê$nmMo Ahdmb Ago åhUVmV. CËnmXZ, IaoXr-{dH«$s
Ahdmb ho X¡Z§{XZ ñdê$nmMo AgVmV. `m AhdmbmV g§~§{YV {df`mMr _m{hVr g{dñVanUo {Xbobr
AgVo Ë`mdê$Z ì`mdgm{`H$ àJVrMr H$ënZm ̀ oVo. {d{eï> H$mbmdYrZ§Va Oo Ahdmb V`ma Ho$bo OmVmV.
Ë`m§Zm H$mbmdYr Ahdmb Ago åhUVmV. `m AhdmbmVyZ g{dñVa _m{hVr d AmH$S>odmar {Xbr OmVo.
Ë`mVyZ H$moUVmhr {ZîH$f© d {e\$mag {Xbr OmV Zhr åhUyZ Ë`m§Zm gË`Vm Ahdmb Agohr åhUVmV.

~) Img Ahdmb (Special Reports) …

EImÚm {df`mÀ`m g§X^m©V gdmª{JU Aä`mg H$ê$Z EImÚm ì`º$sZo ì`dñWmnZmg gmXa Ho$bobm
Ahdmb åhUOo {deof Ahdmb hmò . {d{eï> n[apñWVrV ì`dgm{`H$ _m{hVr XoÊ`mgmR>r Omo Ahdmb
V`ma Ho$bm OmVmo Ë`mbm Img Ahdmb åhUVmV. Aem AhdmbmV {ZîH$f© {e\$maer, ñdV§ÌnUo {Xboë`m
AgVmV. Ë`m_m\©$V ì`dñWmnZmbm {ZU©̀  KoVm òVmo.

H$) Am¡nMm[aH$ Ahdmb (Formal Reports) …

Oo Ahdmb {d{eï> nÜXVrZo R>am{dH$ Z_wÝ`mV V`ma Ho$bo OmVmV Ë`m§Zm Am¡nMm[aH$ Ahdmb Ago
åhUVmV. {d{eï> ì`º$sbm CÔoeyZ Oo Ahdmb V`ma H$bo OmVmV Vo H$m`Xoera d {~Ja H$m`Xoera XmoÝhr
àH$maMo Agy eH$VmV. ì`dñWmnH$mZo H§$nZrbm gmXa H$obobm Ahdmb, ghH$mar g§ñWobm gmXa Ho$bobm
Ahdmb ho Am¡nMm[aH$ ñdê$nmMo AgVmV.

S>) AZm¡nMm[aH$ Ahdmb …

AZm¡nMm[aH$ AhdbmV H$moUVrhr Z_wZm Mm¡H$Q> qH$dm nÜXVr R>abobr ZgVo. H$m`m©b`mMr JaO nyU©
hmoÊ`mgmR>r AZm¡nMm[aH$ Ahdmb V`ma Ho$bm OmVmo. EImÚm nÌmMm qH$dm MM©Mm {df` XoIrb
AZm¡nMm[aH$ AhdmbmV g_mdoe hmoVmo. AZm¡nMm[aH$ Ahdmb doJdoJù`m n«H$maMo Agy eH$VmV.

1) àJVr Ahdmb

2) H$_©Mmar Ahdmb

3) bKw Ahdmb

4) g_W©Vrb Ahdmb

8.2.9     Ahdmb {bImUmMr VÎdo (Basic Principles of Writing Reports) … … … … …
Ahdmb V`ma H$aVZm {deof H$miOr ¿`mdr bmJVo. AhdmbmMr n[aUm_H$maH$Vm dmT>{dÊ`mgmR>r

Vmo {Z`moOZ~ÜX nÜXVrZo V`ma Ho$bm nm{hOo Ahdmb V`ma H$aÊ`mgmR>r {d{eï> H$m ©̀nÜXVr pñdH$mamdr
bmJVo. AhdmbmMm Cn`moJ Oa {ZU©̀  KoÊ`mgmR>r Ho$bm OmV Zgob Va Agm Ahdmb n[aUm_H$maH$
ZgVmo. AhdbmMo dmMZ Ho$ë`mda Ano{jV H¥$Vr KSy>Z Ambr nm{hOo. AhdmbmVrb _m{hVr dmñV{dH$
ñdê$nmMr Agmdr AhdbmVyZ gyMZm, {ZîH$f© {e\$maer _m§S>boë`m Agmì`mV VaM Vmo Ahdmb
n[aUm_H$maH$ R>aVmo AhdbmV Imbrb JwU d¡{eîQ>ço AgmdrV.
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1) AhdmbmVrb ^mfm g§{X½Y Zgmdr.

2) AhdbmV g§X ©̂ {Xbobo AgmdoV.

3) Ahdmb g§{já _mÌ _m{hVrnyU© Agmdm.

4) AhdmbmMr _m§S>Ur VH©$ewÜX Agmdr.

5) AhdmbmV {e\$maer, {ZîH$f©Mm g_mdoe Agmdm.

6) AhdbmVrb _m{hVr d AmH$S>odmar AMyH$ Agmdr.

7) AhdmbmVrb _m{hVr d AmH$S>odmar `mo½` eãXmV d gwñnï> Agmdr.

8) Ahdmb g_OÊ`mg gmonm Am{U hoVy{Zð> Agmdm.

9) AhdmbmV dmñV{dH$ {Z…njnmVrnUm Agmdm.

10) AhdmbmVrb _m{hVr {díbofUmË_H$ ñdê$nmV Agmdr.

11) Ahdmb `mo½` nÜXVrZo d dñVy{Zð> nÜXVrMm Agmdm.

12) AhdmbmV _yb ŷV VËdm§Mm g_mdoe Agmdm.

Ahdmb V`ma H$arV AgVmZm darb JwU d¡{eï>m§Mm g_mdoe Agob Va Vo Ahdmb n[aUm_H$maH$
R>aVmo Ahdmb V`ma H$aVm§Zm àm_w»`mZo Imbrb Jmoï>r bjmV ¿`mì`mV.

1) _m{hVr Jmoim H$aUo.

2) _m{hVrMo {díbofU H$aUo.

3) _m{hVrMr `mo½`nUo _m§S>Ur H$aUo.

4) _m{hVrVyZ `mo½` {ZîH$f© H$mT>Uo.

`m Q>ß`mVyZ A§{V_ Ahdmb V`ma hmoVmo.

`mo½` nÜXVrZo Am{U dñVy{Zð> nÜXVrZo {dMma H$ê$Z Ahdmb V`ma Ho$bm VaM Ë`mMm Cn`moJ
hmoVmo. Ahdmb boIZ H$aVm§Zm H$mhr _ybDy$V VËdmMm pñdH$ma Ho$bm nm{hOo. Ahdmb H$moUË`mhr
ñdê$nmMm  Agbm Var Ahdmb V`ma H$aVm§Zm H$mhr VËdm§Mm {dMma H$amdm bmJVmo.

1) CÔoemMo/hoVyMo VÎd (Principle of Purpose) …

Ahdmb V`ma H$aVmZm {d{eï> hoVy qH$dm CÔoe Agmdm. {d{eï> hoVyZo V`ma Ho$boë`m AhdMm
ì`dñWmnZmbm {ZU©̀  KoVmZm \$m`Xm hmoVmo. Ahdmbm_m\©$V ì`dñWmnH$s` H$m_o `mo½` n«H$mao H$aVm
òVmV. ì`dñWmnZmbm Iar _m{hVr n«má hmoVo. {ZarjUo {e\$maer {dMamV KoVm òVrb åhUyZ Ahdmb

{d{eï> hoVy bjmV KoD$Z V`ma Ho$bobm Agmdm.

2) gwñnï>nUo VÎdo (Principle of Clerity) …

AhdmbmVyZ àË`j ì`dgm` g§ñWoMo à{Vq~~ {Xgob `mMr OmUrd R>odyZ Ahdmb V`ma H$amdm.
V`mVrb ^mfm gmonr Agmd. Ë`mVrb AW© ghO g_Obm nm{hOo. AhdmbmÀ`m ^mfoV gm{hpË`H$ d
Vm§{ÌH$ eãXmMm dmna H$ê$ Z`o. AhdmbmV V`ma H$aUmè`m ì`º$sMo _V, ̂ mdZm qH$dm à{V{H«$`m ì`º$
H$ê$ Z ò. AhdmbmMm CÔoe bjmV KoD$Z g§nyU© _m{hVr Iar d ñnï> eãXmV _m§S>br Jobr nm{hOo.



E\$. dm`. ~r. H$m°_ / _m°S>Z© Am°{\$g _°ZoO_|Q>           96

3) g§KQ>ZoMo VÎd (Principle of Organisation) …

Ahdmb hm Zoh_r gw{Z`mo{OV d gwg§K{Q>V Agmdm. AhdmbmVrb _m{hVr dñVwpñWVr Xe©H$
Agmdr. AhdmbmV {ZarjU d {e\$maetMm C„oI Agmdm. AhdmbmV Am{U Z¸$s Agob Va Ë`mg
Cnm` `moOZm gyÌ ~ÜX nm{hOoV. _m{hVr d AmH$S>odmar AhdmbmV CÔoemMo nwaH$ Am{U Am{YH$
ñnï>rH$aUmMr Amdí`H$Vm Agob Va ̀ mo½` n[a{eï> Agmdo. Aem n«H$mao ì`dpñWV[aË`m Ahdmb V`ma
Ho$bm nm{hOo.

4) g§jonmMo VÎd (Principal of Brevity) …

Ahdmb V`ma H$aVmZm Vmo g§{já _mÌ n[anyU© Agmdm Vmo bm§~bMH$ qH$dm nmëhmìhrH$ Zgmdm.
AhdmbmMo {díbofU H$aVm§Zm d dmMVm§Zm g_ñ`m òVmV `m AhdmbmV AZmdí`H$ _m{hVr R>iH$nUo
Z_yX Ho$br OmVo. Ahdmb \$maM _moR>m Agob Va H§$Q>midmUm Am{U AH$m ©̀j_Vm {Z_m©U H$aUmam
AgVmo. åhUyZ Ahdmb g§{já d ZrQ>ZoQ>H$m  Agmdm. `mo½` Vr _m{hVr WmoS>Š`mV AhdmbmV Agmdr.

5) nmR>çnwamì`mMo VÎd (Principle of follow-up) :

Ahdmcmcm H$m ©̀dmhrgmR>r nmR>nwamdm Ho$cm nm{hOo. AhdmcmV àË òH$ AdñWoV nmR>nwamdm Ho$ë`mg
AhdmcmMm hoVy g\$c hmoVmo. nmR>nwamì`mVyZ O~m~Xmar {ZpíMV hmoVo. X¡Z§{XZ d {deof `m XmoÝhr
AhdmcmMm nmR>nwamdm H$aUo Amdí`H$ AgVo.

6) IMm©Mo VÎd (Principle of cost) :

Ahdmc V`ma H$aÊ`mgmR>r hmoUmam IM© {dMmamV KoVcm nm{hOo. IM© Am{U \$m`Xm ̀ mMm {dMma
Ho$cm nm{hOo. IMm©V ~MV Ho$cr Va AhdmcmVyZ \$m`Xo àmßV Pmco nm{hOo. Ahdmc V`ma
H$aÊ`mgmR>r _moR>çm à_mUmV IM© hmoUma Agoc d Ë`mnmgyZ \$m`Xo H$_r {_iUma AgVrc Agm
Ahdmc Cn ẁŠV ZgVmo. Vmo I{M©H$ R>aVmo.

Aem àH$mao darc VÎdmMm {dMma H$ê$Z Ahdmc V`ma H$amdm. Ahdmc V`ma H$aUmè`m ì`ŠVrg
AhdmcmMr H$jm c[V Amcr nm{hOo. Ë`mZwgma _m{hVr d AmH$S>odmar Jmoim Ho$cr nm{hOo. AhdmcmMr
_m{hVr Jmoim H$aUmar nÕVr {ZpíMV Ho$cr nm{hOo. A§{V_ Ahdmc V`ma H$aÊ`mnydu AhdmcmMm H$ÀMm
_gwXm V`ma Ho$cm nm{hOo d Ë`mVrc MwH$m cjmV KoD$Z A§{V_ Ahdmc H$aVmZm Ë`m {dMmamV ¿`mì`mV.

8.2.10 AhdmcmMo Z_wZo (Specimen Reports) :

1) X¡Z§{XZ ñdénmMm Ahdmc (Routine Reports)

{hemo~ VnmgUrMm Ahdmc hm \$m`Xoera AgVmo. _mÌ H§$nZrgmR>r Vmo X¡Z§{XZ ñdê$nmMm AgVmo.
Ë`mÀm Z_wZm Imcrcà_mUo :-
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{hemo~ Vnmg{ZgMm Ahdmc (Z_wZm)

à{V,

_m. g§MmcH$,

A[ah§V _°Ý ẁ\°$ŠM[a¨J H§$nZr {c.

OiJmd

_hme`,

Amåhr A[ah§V _°Ý ẁ\°$ŠM[a¨J H§$nZr {c{_Q>oS>, OiJmd `m§Mo 31 _mM© 2012 amoOrMo
Vmio~§X d Ë`m amoOr g§nUmè`m dfm©Mo Z\$m-VmoQ>mnÌH$ Vnmgco Amho d Ë`mZwgma Imcrc _m{hVr
gmXa H$arV AmhmoV.

1) Am_À`m _Vo d {dídmgmà_mUo {hemo~ VnmgUrgmR>r Amåhmg Amdí`H$ Agcocr _m{hVr d
ñnîQ>rH$aU {_imcoco Amho.

2) Amåhr Á`m nwñVH$mMr VnmgUr Ho$cr Ë`mdê$Z Ago {XgyZ òVo H$s, H$m`ÚmZo Amdí`H$
Agcocr `mo½` Vr O_mIMm©Mr nwñVHo$ R>odÊ`mV Amcocr Amho.

3) Amnë`m dm{f©H$ Z\$m-VmoQ>m nÌH$ d Vmio~§X {hemo~ nwñVH$mVrc Zm|Xrer ~amo~a OwiV AmhoV.

4) Am_À`m _Vo Amåhmg {Xcoë`m _m{hVr d ñnîQ>rH$aUmdê$Z d gmo~V OmoS>coë`m Z\$m-
VmoQ>mnÌH$ d Vmio~§Xmdê$Z H§$nZrZo Vr nÌHo$ H§$nZr H$m`Xm 1956 à_mUo V`ma Ho$cr AmhoV.
d gË` d dmñV{dH$ pñWVr Xe©{dV AmhoV.

A) H§$nZrMm Vmio~§X 31 _mM© 2012 amoOr H§$nZrMr Am{W©H$ pñWVr Xe©{dV Amho.

~) H§$nZrMo Z\$m-VmoQ>m nÌH$ `m VmaIon ª̀V Z\$m Xe©{dV AmhoV.

_w§~B©
ghr

11 Owc¡ 2012   _{U`ma A°ÊS> H§$nZr

 MmQ>©S>© AH$m¢Q>§Q>

2) {deof/Img Ahdmc (Special Reports) :

H$_©Mmè`m§_Yrc Ag_mYmZmMr H$maUo d Cnm` `moOZm gwM{dUmè`m g{_VrMm Ahdmc

O¡Z Ho${_H$ëg {c.

Am¡Úmo{JH$ dgmhV, OiJm§d

à{V,

_m. ì`dñWmnH$s` g§MmcH$,

O¡Z Ho${_H$ëg {c.

OiJm§d
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g§X ©̂ - {X. 4 E{àc 2012 amoOr Pmcocm g§MmcH$ _§S>imÀ`m g ôVrc R>amd H«$_m§H$ 06 Zwgma
H$_©Mmè`m§_Yrc Ag_mYmZmMr H$maUo emoYyZ Cnm` gwM{dÊ`mgmR>r Zo_cocr g{_Vr.

_hme`,

Amnë`m H§$nZrÀ`m g§MmcH$ _§S>imZo {XZm§H$ 4 E{àc 2012 amoOr g§MmcH$ _§S>imÀ`m
g ôVrc R>amd H«$_m§H$ 06 Zwgma H$_©Mmè`m_Yrc Ag_mYmZmMr H$maUo emoYyZ H$mT>Ê`mgmR>r
g{_Vr {Z ẁŠV Ho$cr hmoVr. H$_©Mmar hm H§$nZrVrc _hÎdmMm KQ>H$ Amho. Ë`mMo ghH$m ©̀ H§$nZrÀ`m
{dH$mgmÀ`m ÑîQ>rZo Amdí`H$ Amho. H$_©Mmè`m§À`m Ag_mYmZmMr H$maUo OmUyZ KoÊ`mMm Amncm
à`ËZ ñVwË` Amho.

g{_VrMo H$m ©̀joÌ :

H§$nZrcm {XZm§H$ 5 E{àc 2012 ̀ m nÌ H«$_m§H$ Ho$. E_. 101 Zwgma g{_Vr XmoZ àíZm§Mm {dMma
H$amd`mMm Amho. (1) H§$nZrVrc H$_©Mmè`mcm Ag_mYmZmMo H$maUo emoYyZ H$mT>Uo. (2) `mo½`
Cnm` `moOZm gwM{dUo.

H$m ©̀nÕVr :

g{_Vrcm {XZm§H$ 2 OyZ 2012 À`m g ôZo H$m_H$mOmMr nÕVr R>a{dÊ`mV Amcr. H$_©Mmar
g§KQ>ZoMo à{V{ZYr, {ZarjH$ \$moa_Z d H$_©Mmar `m§À`m àË`j _wcmIVr KoÊ`mMm {ZU©̀  KoVcm.
`m{edm` H$_©Mmè`m§H$Sy>Z àíZmdcr ^ê$Z KoÊ`mMo R>aco. 150 H$_©Mmar d 50 {ZarjH$mH$Sy>Z
àíZmdcr ̂ ê$Z ¿`mdr Am{U 100 H$_©Mmar d 25 \$moa_Z H$_©Mmar g§KQ>Zm à{V{ZYrMr _wcmIV
KoÊ`mMo R>aco.

_m{hVr g§H$cZ :

g{_VrZo {ZYm©[aV Ho$ë`mZwgma 150 H$_©Mmar d 50 {ZarjH$mH$Sy>Z àíZmdcr ^ê$Z KoVcr.
H$_©Mmè`mMo ghH$m ©̀ / CëcoIZr` Amho. VgoM H$_©Mmar g§KQ>ZoMo lr. nr. Eg. ~ZgmoS>o d ~r.
~r. gm§JyZdoS>o Am{U {ZarjH$ lr. CX` OJVmn ̀ m§À`m CnpñWVrV 100 H$_©Mmè`m§Mr g^m KoÊ`mV
Amcr. g ôVyZ H$_©Mmè`m§À`m `m Ag_mYmZmMr H$maUo OmUyZ KoVcr.

Ag_mYmZr H$maUo :

_wcmIVr d àíZmdcrÀ`m AmYmao g§H${cV Ho$coë`m _m{hVrdê$Z H$_©Mmè`m§À`m Ag_mYmZmMr
Imcrc H$maUo {XgyZ Amcr.

1) gw{dYm§Mm A^md :

H§$nZrÀ`m Amamo½` H|$ÐmVyZ H$_©Mmè`m§Zm nwaoem Amamo½` gw{dYm {_iV ZmhrV. H$_©Mmar g§» òÀ`m
VwcZoZo EH$ Amamo½` H|$Ð gw{dYm nwaoer Zmhr Ago H$_©Mmè`m§Mo åhUUo Amho.

2) doVZ dmT> :

H$_©Mmè`m§Zm H$amamà_mUo Xa nmM dfmªZr doVZ dmT> XoÊ`mMo R>aco hmoVo. _mÌ Joë`m Xhm dfmªnmgyZ
`m àíZmda {dMma Ho$cm Jocm Zmhr.

3) {Zdmg ì`dñWm :

H§$nZrer Ho$coë`m H$amamZwgma 3 dfmªV {Zdmg ì`dñWm Ho$cr OmB©c Ago gm§JÊ`mV Amco hmoVo.
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_mÌ AOyZ n ª̀V 30% H$m_Jmam§Zm {ZdmgmMr gmò  Pmcocr Zmhr.

{e\$maer :

1) Amamo½` gw{dYm :

H§$nZrZo H$_©Mmè`m§À`m Amamo½`mMr H$miOr ¿`mdr d Ë`mcm Am{U Ë`mÀ`m Hw$Qw>§{~`m§Zm godm XoUmam
AÚ`mdV XdmImZm ~m§Ymdm.

2) doVZ dmT> :

H$_©Mmè`mcm doVZdmT>rgmR>r H$amamMr A§_c~OmdUr ìhmdr. _hmJmB©À`m {ZX}em§H$ {dMmamV KoVm
doVZdmT>rMm H$ama ËdarV H$amdm.

3) {Zdmg ì`dñWm :

H§$nZrH$S>o CncãY Agcoë`m _moH$içm OmJoV H$_©Mmè`m§gmR>r Kao ~m§YmdrV Ë`m_wio {ZdmgmMm
àíZ _mJu cmJoc.

F$U{ZX}e :

hm Ahdmc V`ma H$aÊ`mgmR>r H$_©Mmar g§KQ>Zm§Mo à{V{ZYr, {ZarjH$, H$_©Mmar d BVa g§~§{YVmMo
ghH$m ©̀ cm^co Ë`m~Ôc g{_Vr Ë`m§Mr Am^mar Amho.

ghr ghr

g{Md AÜ`j

3) AZm¡nMm[aH$ Ahdmc (Informal Reports) :

H$m`m©c`mVrc H$m_H$mOmMr JaO nyU© H$aÊ`mgmR>r AZm¡nMm[aH$ Ahdmc V`ma Ho$cm OmVmo.
Ë`mH$[aVm H$moUVrhr {d{eîQ> nÕV qH$dm Z_wZm V`ma Ho$cocm ZgVmo. àJVr Ahdmc hm AZm¡nMm[aH$
ñdê$nmMm Ahdmc AgVmo. Ë`mMm Z_wZm Imcrcà_mUo.

AZm¡nMm[aH$ AhdmcmMm Z_wZm

à^mV _moQ>g© {c{_Q>oS>

Am¡Úmo{JH$ dgmhV

OiJmd

à{V,

_m. H$m ©̀H$mar g§MmcH$

à^mV _moQ>g© {c{_Q>oS>

OiJmd

{df` : àJVr Ahdmc



E\$. dm`. ~r. H$m°_ / _m°S>Z© Am°{\$g _°ZoO_|Q>           100

_hme`,

Amnë`m H§$nZrMm àJVr Ahdmc g§MmcH$ _§S>imÀ`m AdcmoH$ZmW© gmXa H$arV Amho.

1) H§$nZrMm {dñVma d àJVr : Amncr H§$nZr H$maMo CËnmXZ H$aUmar EH$ Zm_m§{H$V H§$nZr Amho.
Joë`m 10 dfmªV H§$nZrÀ`m àJVrMm AmcoI C§MmdV Jococm Amho. _mc_ÎmoÀ`m qH$_VrV XþßnQ> dmT>
Pmcr AgyZ H§$nZrH$S>o AmO 500 H$moQ>r ê$n`m§Mr _mc_Îmm Amho. H§$nZr gÜ`m 21 àH$maMo
_m°S>oëg {Z_m©U H$aVo. `mdfu H§$nZrZo H$ma {dH«$sMm CÀMm§H$ JmR>cm Amho. XoemVM Zìho Va
{dXoemVhr H§$nZrÀ`m CËnmXZmcm Mm§Jcr _mJUr Amho. npíM_ ~§Jmc gaH$maer H$ama H$ê$Z
H§$nZr H$cH$Îmm ̀ m {R>H$mUr ZdrZ emIm gwê$ H$arV Amho. Amnë`m H§$nZrMr Joë`m 10 dfmªVrc
àJVr Imcrc VŠË`mdê$Z cjmV òB©c.

A.H«$. Vnerc df©

AmH$S>o H$moQ>r én`m§V

2000 2010

1. gm_mÝ` ^m§S>dc 2000 10000

2. pñWa _mc_Îmm 300 600

3. T>mo~i Z\$m 160 800

4. {Zìdi Z\$m 80 160

5. cm^m§e 40 60

6. amIrd {ZYr 80 160

7. IoiVo ^m§S>dc 220 2200

2) H§$nZrMo CËnmXZ : H§$nZrÀ`m CËnmXZmV gmVË`mZo dmT> hmoD$Z Ë`mV Joë`m 10 dfmªV AZwH«$_o
37%, 42%, 65%, 70%, 87%, 89%, 91%, 93%, 95%, 99% CËnmXZmV
Pmcocr Amho.

3) H§$nZrMr {dH«$s : H§$nZrZo {dH«$s` CÀMm§H$ JmR>cocm Amho. H§$nZrcm {dH«$`moÎma godm Am{U
CËnmXZmMr JwUdÎmm `m_wio H§$nZrMo CËnmXZ cmoH$m§À`m ng§Vrcm CVacoco Amho. Joë`m
dfm©À`m VwcZoZo `m dfm©V H§$nZrMr {dH«$s 300% Zr dmT>cocr Amho.

4) ~mOmanoR> : H§$nZrÀ`m CËnmXZmcm gd©Ì _mJUr Amho. ZwH$VrM ~mOmamV AmUcoë`m ZdrZ
H$magmR>r AmJmD$ aŠH$_ ^aUmè`m§Mr g§»`m EH$ cmImda Jocr Amho. {dXoemV 29 XoemV
AcrH$S>o hr H$ma {dH$cr OmV Amho. H§$nZrMr gd©Ì àJVr hmoV Amho.

Amncm {dídmgy

ghr

{MQ>Urg



E\$. dm`. ~r. H$m°_ / _m°S>Z© Am°{\$g _°ZoO_|Q>           101

{XZm§H$ 25 OyZ 2012

8.3 nm[a^m{fH$ eãX
* à{ejU (Training)  - H$moUVo H$m_ H$amd`mMo Amho Vo ñnîQ> H$aUo.

* YmoaU (Policy) - Ü ò̀  nyVugmR>r `moOZm AmIUo.

* VÎdo (Principles) - Zr{V_yë ò

8.4 ñd §̀ AÜ``Z àíZ

àíZ 1 : H$m`m©c` _m{hVr nwpñVHo$Mr JaO WmoS>Š`mV gm§Jm ?

àíZ 2 : H$m`m©c`, _m{hVr nwpñVHo$Mo àH$ma dU©Z H$am ?

àíZ 3 : H$m`m©c` _m{hVr nwpñVHo$Mo \$m`Xo WmoS>Š`mV ñnîQ> H$am ?

àíZ 4 : Ahdmc {cImUmMr VÎdo {deX H$am ?

8.5 gmam§e
H$m`m©c` _m{hVr nwpñVHo$Mm H$_©Mmè`m§~amo~a ì`dñWmnH$ d _mcH$ ̀ m§Zmhr Cn`moJ hmoVmo.

Ë`m§Zm Ë`mVrc {Z`_m§à_mUo d gyMZoà_mUo H$_©Mmè`m§H$Sy>Z H$m_ H$ê$Z KoUo gmono OmVo. ì`dñWmnZ d
H$_©Mmar XmoKm§À`mhr ÑîQ>rZo _m{hVrnwpñVH$m Cn ẁŠV R>aVo. H$m_mMr nwZamd¥Îmr Q>miyZ gwairVnUo H$m_ nyU©
H$aÊ`mgmR>r H$m`m©c` _m{hVr nwpñVH$m Cn`moJr R>aVo. chmZ qH$dm _moR>çm ì`dgm` g§ñWoV H$m`m©c`mÀ`m
ñdê$nmV H$mimZwgma qH$dm AmH$ma_mZmZwgma _m{hVr nwpñVHo$Mo dJuH$aU Ho$co OmVo.

Cn ẁŠV Agcocr _m{hVr XoÊ`mMo EH$ _mÜ`_ åhUyZ AhdmcmMm Cn`moJ hmoVmo. Jw§VmJw§VrÀ`m
Am{U ì`mnH$ ñdê$nmÀ`m ì`mdgm{`H$ à{H«$ òV ì`pŠVJV g§nH$m©nojm coIr g§nH$m©cm _hÎdmMo ñWmZ
{Xco OmVo. EImÚm {df`mMm gd© ~mOy§Zr {dMma H$ê$Z Amdí`H$ _m{hVr coIr ñdê$nmV _m§S>Ur H$aUo
hm AhdmcmMm _w»` CÔoe AgVmo. X¡Z§{XZ H$m_mV d _hÎdmMo {ZU©̀  hmoVmZm Amdí`H$ _m{hVr d
AmH$S>odmar AhdmcmVyZ àmßV hmoVo.

8.6 gamdmgmR>r ñdmÜ`m`
àíZ 1 : _m{hVr nwpñVH$m åhUOo H$m` ? Ë`mMo ñÌmoV ñnîQ> H$am ?

àíZ 2 : Ahdmc åhUOo H$m` ? AhdmcmMo H$m ©̀ {deX H$am ?

àíZ 3 : AhdmcmMo dJuH$aU g{dñVa ñnîQ> H$am ?

àíZ 4 : AhdmcmMo XmoZ Z_wZo V`ma H$am ?
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