
Awdm e¨e ’̄vcbv 

(Office Management) 

cÖ‡dmi †gv: Ave`ym mvjvg 



Awdm: 

Bs‡iwR fvlvi- office K_vwU G‡m‡Q WvP fvlvi Kantoor †_‡K| GKwU 

cÖwZôv‡bi †Kvb jÿ¨ I D‡Ïk¨ mva‡bi Rb¨ †h ’̄v‡b Rbej Kg© m¤úv`b 

K‡i _v‡K Zv‡K Awdm ev Kvh©vjq wn‡m‡e AwfwnZ Kiv nq|  

 

mvaviYZ: Awdm GKwU fe‡b ’̄vwcZ n‡q _v‡K| Z‡e A‡bK eo cÖwZôv‡b 

GKvwaK fe‡b Awdm _vK‡Z cv‡i| GKwU Awdm, Rbej I AvmevecÎ 

QvovI bvbvb cÖ‡qvRbxq DcKi‡Y mw¾Z _v‡K| AwdmKvh© m¤úv`‡b G me 

DcKi‡Yi mn‡hvwMZv MÖnb Kiv nq| mvaviY A‡_© - Awdm ej‡Z eySvq 

GKwU cÖwZôvb ev msMV‡bi Rbej †hLv‡b wbw`©ó mgq e¨vcx Awc©Z KvR 

K‡i| wKš‘ cÖhyw³i DbœwZi d‡j wbw`©ó mgq I GKB ’̄v‡b KvR Kiv mxgve× 

bq| B‡jKUªwbK Awdm bvg aviY KÕ‡i †h †Kvb mgq †h †Kvb ’̄vb †_‡K 

cÖwZôv‡bi KvR m¤úbœ Kiv hvq| Av‡M ïaygvÎ †Pqvi, †Uwej I cÖ‡qvRbxq 

DcKiY w`‡q Awd‡mi KvR Pvjv‡bv n‡Zv| eZ©gv‡b •kwíK cÖwµqvq Awdm 

Kÿ‡K †mŠ›`h©̈ gwÛZ Kiv nq| 



Awdm e¨e ’̄vcbv: 

GKwU cÖwZôvb/msMVb I Zvi Kvh©vj‡qi cwiKíbv, wWRvBb I Kg©m¤úv`b cÖwµqv‡K Awdm 

e¨e ’̄vcbv ejv nq| 
 

Awdm e¨e ’̄vcbvi bvbviKg c×wZ Av‡Q| cÖwZôvb †f‡` c×wZi aiY †hgb wbf©i K‡i, 

†Zgwb mg‡qi mv‡_ bZzb‡K aviY Kivi Rb¨ c×wZi cwieZ©b Ki‡Z nq|  
 

GKwU cÖwZôvb myôzfv‡e cwiPvjbvi Rb¨ cwiKíbv, bw_cÎ msiÿY, Z_¨msMÖn I wewfbœ 

Kg©Kv‡Ûi g‡a¨ mgš^q mvab Ges cÖwZôv‡b Kg©iZM‡Yi e¨w³MZ bw_wfw³K Kg© m¤ú`b 

Awdm e¨e ’̄vcbvi cÖavb cÖavb Ask| Awdm e¨e ’̄vcbvi g~j aviYv n‡”Q - cÖwZôvwbK `ÿZv 

I m„RbkxjZv/Drcv`bkxjZv e„w× KÕ‡i cÖwZôv‡bi jÿ¨ AR©‡bi wbðqZv weavb Kiv| 
 

Awdm e¨e ’̄vcbv c×wZ‡Z Rbe‡ji mvnv‡h¨ msM„wnZ Z_¨ I Av‡`k wb‡`©k KvMR c‡Î 

n¯ÍwjwLZ ev UvBc KÕ‡i msiÿb Kiv nq| wKš‘ eZ©gv‡b Z_¨ I †hvMv‡hvM cªhyw³ cÖ‡qvM 

KÕ‡i mdUIqvi c×wZ‡Z Awd‡mi Z_¨ msiÿY I Ab¨ Awdm ev e¨w³i mv‡_ Av‡`k-

wb‡`©k ev gZvgZ wel‡q †hvMv‡hvM iÿv Kiv nq| mdUIqvi c×wZ‡Z Awdm e¨e ’̄vcbvi 

Z_¨ fvÛv‡i mKj Z_¨ mwÂZ I msiwÿZ _v‡K| cÖ‡qvRb †ev‡a msiwÿZ Z_¨‡K 

cybte¨envi Kiv hvq| 
 

wewfbœ cÖwZôv‡bi Awdm e¨e ’̄vcbv wfbœ n‡jI KZK¸‡jv g~j KvVv‡gv GKB iKg|   



Awdm e¨e ’̄vcbvi cÖavb Dcv`vb¸‡jv wb¤œiæc:  

1. cwiKíbv (Planning): 

cÖwZôv‡bi D‡Ïk¨ mvab I jÿ¨ AR©‡bi Rb¨ †Kvb †Kvb ai‡Yi `vwqZ¡cvjb I 

Kg©m¤úv`b Ki‡e Zv wba©viY Ki‡Z n‡e| ¯^í †gqvw` I `xN©‡gqvw` cwiKíbvi 

GKwU we¯ÍvwiZ eY©bv •Zix Kiv j‡ÿ¨ †cŠQv‡bi Rb¨ Acwinvh©; 

 

2. m¤ú` AvniY (Organigznig Resources): 

cwiKíbvi mv‡_ mv‡_ cÖ‡qvRbxq m¤ú` Avni‡Yi e¨e¯’v Ki‡Z n‡e| e¯yÍZ: m¤ú` 

Z_v Nievox, AvmevecÎ, hš¿cvwZ, Rbej Ges Ab¨vb¨ e¨q wbev©‡ni Rb¨ A_© 

msKzjv‡bi Av‡qvRb _vK‡Z n‡e|  

 

3. Rbej (Staffing): 

Awdm cwiPvjbv I Kg©m¤úv`‡bi Rb¨ cÖ‡qvRbxq Rbej wb‡qvM Ki‡Z n‡e| 

Rbej‡K myPviæiƒ‡c cwiPvjbvi Rb¨ `ÿ cwiPvjK ev e¨e ’̄vcK wb‡qvM Avek¨K| 

wb‡qvMK…Z Rbe‡ji h_v‡hvM¨ †eZb fvZvw` wba©viY, Zv‡`i c‡`vbœwZ, cª‡Yv`bv I 

Aemi MÖn‡Yi wewaweavb cÖbqb Ki‡Z n‡e| 



4. †hvM‡hvM e¨e¯’v (Communication) :  

Awdm e¨e ’̄vcbv mdjfv‡e cwiPvjbvi Rb¨ †hvMv‡hvM e¨e¯’vi `ÿZv LyeB 

¸iæZ¡c~Y©| c‡Îi Av`vb cÖ`vb I Z_¨ wewbgq mgq‡ÿcb e¨wZ‡i‡K n‡Z n‡e| 

eZ©gvb Kv‡j Z_¨ cÖhyw³i gva¨‡g †hvMv‡hvM ’̄vcb Kiv AZ¨šÍ djcÖmy| 

 

5. Z_¨ cÖhyw³ Aej¤̂b (Working with information technology) : 

gvÜvZvi Avg‡ji c×wZ †Q‡o AvaywbK Kv‡ji Z_¨ I †hvM‡hvM cÖhyw³ 

(Information and Communication Technology) †K Aej¤̂b Ki‡Z 

n‡e|  

 

6. cÖ‡Yv`bv (Motivation) : 

cÖwZôv‡bi Rbe‡ji mK‡j me mgq ¯̂Z:ù~Z© I ¯̂cÖ‡Yvw`Z n‡q KvR Ki‡e GUv 

Avkv Kiv hvq bv| G Kvi‡Y Drc`bkxjZv I m„RbkxjZv e„w×i Rb¨ cÖwZôv‡b 

Kg©iZ‡`i Rb¨ cÖ‡Yv`bvi e¨e¯’v ivL‡Z n‡e| cÖ‡Yv`bv I cyi¯‹v‡ii e¨e¯’v _vK‡j 

Kg©iZ Rbej Kg© m¤úv`‡b †ekx g‡bv‡hvMx n‡eb| d‡j cÖwZôv‡bi DbœwZ NU‡e|  



Awdm e¨e ’̄vcbvi Ab¨vb¨ ¸iæZ¡c~Y© welq mg~n :  

 

1. jÿ¨ I D‡Ïk¨:  

GKwU cÖwZôv‡bi jÿ¨ (Vision) I D‡Ïk¨ (Mission) Kx Zv mwVKfv‡e wba©viY 

Ki‡Z n‡e| 

 

2. m¤ú‡`i m`e¨envi (Optimum use of resource): 

cÖwZôv‡bi †h m¤ú` Av‡Q  Zv‡K mycwiKwíZfv‡e mgš^q KÕ‡i Zvi m`e¨envi 

Ki‡Z n‡e| 

 

3. wgZe¨wqZv (Prouidence) : 

b~¨bZg e¨‡q Kg© m¤ú`b Ki‡Z n‡e| wgZe¨wqZv †h  †Kvb cÖwZôv‡bi Dbœq‡bi 

†mvcvb| Kg©cÖwµqv mnRxKiY Ges AvaywbK cÖhyw³‡K Kv‡R jvwM‡q e¨q ms‡KvPb 

Kiv hvq| g~jZ: Dchy³ cwiKíbv, djcÖmy wbqš¿b, mZZv I Revew`wnZv 

wgZe¨wqZv Aej¤^‡bi cÖavb Dcvq| 



4. MwZkxjZv (Smooth work flow) : 

Kg©‡ÿ‡Îi mKj Kg©Kv‡Ð mvewjj MwZkxjZv Acwinvh©| mwVK cwiKíbv I wbqš¿b 

eRvq _vK‡j Kv‡R MwZkxjZv eRvq _v‡K| 

 

5. `ÿZv (Efficiency) : 

Rbe‡ji `ÿZv †hgb cÖ‡qvRb, †Zgwb `ÿZvi mv‡_ †mB Rbej‡K e¨envi Ki‡Z 

n‡e| h‡_vchy³ e¨w³‡K h_v¯’v‡b wb‡qvwRZ Ki‡Z n‡e, hv‡Z cÖwZôv‡bi g~j jÿ¨ 

I D‡Ïk¨ mvwaZ nq| 

 

6. µ‡gvbœwZ (Gradual growth) : 

cÖwZôv‡bi µ‡gvbœwZi w`‡K Aek¨B jÿ¨ ivL‡Z n‡e| cÖwZwbqZ Z_¨, †hvMv‡hvM I 

cÖhyw³‡Z †h cwieZ©b NU‡Q †mw`‡K myZxÿ¥ „̀wó ivL‡Z n‡e Ges h_vmg‡q bZzb 

cÖhyw³‡K MÖnY Ki‡Z n‡e| Zv bv n‡j cyivZb c×wZ cÖwZôv‡bi AMÖhvÎvq evav m„wó 

Ki‡e Ges cÖwZ‡hvwMZvq wcwQ‡q co‡e| 



7. bZzb D™¢veb (Innovation): 

Pjgvb Kg©c×wZ Zzjbvq DbœZi Kg©c×wZ D™¢veb Ki‡Z n‡e| mvg‡bi w`‡bi 

cÖ‡qvRbxqZv‡K Avg‡j wb‡q bZzb c×wZi D™¢veb I cÖ‡qvM Ki‡Z n‡e| Zv bv n‡j 

µ‡gvbœwZ NUv‡bv hv‡e bv| 

 

8. †gav jvjb (Retaining Talent) : 

†gavex I `ÿ Rbej‡K cÖwZôv‡b a‡i ivL‡Z n‡e| cÖ‡qvRb‡ev‡a †gavex‡`i 

AwZwi³ my‡hvM myweav w`‡Z n‡e| †Kbbv, GKRb †gavex I `ÿ e¨w³‡K wKQzUv 

AwZwi³ my‡hvM myweav w`‡q cÖwZôv‡b a‡i ivL‡j A‡bK¸Y †ekx dj cvevi m¤¢vebv 

_v‡K| 

 

9. †bZ…Z¡ (Leadership) : 

GKwU Awd‡mi e¨e ’̄vc‡Ki †bZ…‡Z¡i ¸‡Y †m Awd‡mi Rbej ¯̂Z:ù~Z© fv‡e wbR 

`vwqZ¡ cvj‡b wb‡qwRZ _v‡K| Awdm e¨e ’̄vc‡Ki e¨w³Z¡, AgvwqK e¨envi 

mnKg©x‡`i cÖwZ mngwg©Zv Ges Zvi wb‡Ri KZ©e¨wbôv mnKg©x‡`i Aby‡cÖiYvi Dr‡m 

cwibZ nq| 



10. cwieZ©b (Change) : 

mg‡qi Pvwn`v †gUv‡Z Awdm e¨e ’̄vcbvi cwiKíbv‡ZI cwieZ©b mvab Ki‡Z nq| 

Awdm cwiPvjbv, Kg©m¤ú`bv I Drcv`‡bi †ÿ‡Î bZzb bZzb cÖhyw³ D™¢vweZ n‡”Q| 

Aw Í̄Z¡ eRvq ivLvi Rb¨ cwiKíbvi cwieZ©b NwU‡q cÖ‡qvRb Abyqvqx Rbej‡K 

cÖwkÿY w`‡Z n‡e| cyivZb‡K AvK‡o aÕ‡i _vKvi GKwU cÖeYZv gvby‡li g¾vMZ| 

cÖwkÿY I cÖPv‡ii gva¨‡g †mB cðv`gyLxbZv‡K `~i Ki‡Z n‡e| 

 

11. Rbms‡hvM (Public Relation) : 

cÖPv‡iB cÖmvi| GKwU cÖwZôv‡bi Kvhv©ejx mwVK cÖPv‡ii gva¨‡g RbwcÖqZv AR©b 

K‡i| RbwcÖqZv GKwU cÖwZôv‡bi DbœwZi wmuwo| 

 

12. mgvR Kj¨vb (Social Benefit) : 

wkÿv cÖwZôv‡bi g‡Zv †mev`vbKvix cªwZôv‡bi Rb¨ cÖ‡hvR¨ bq, Z‡e e¨emvq 

cÖwZôv‡bi wKQz mgvR Kj¨vYg~jK KvR Kiv KZ©e¨| AvcvZ Avw_©K jfevb bv n‡jI, 

†h me cÖwZôvb mgvRKj¨vYg~jK KvR K‡i _v‡K, Zv‡`i Gme Kv‡Ri gva¨‡g cÖPvi 

N‡U Ges Rbm¤ú„³Zv ev‡o| d‡j cÖwZôvbwU cwibv‡g AwaKZi jvfevb nq| 



13. Z_¨ †K›`ª (Information Centre) : 

†h‡nZz GKRb †mevMÖwnZvi c‡ÿ cÖvqk GKwU cÖwZôv‡b †Kv_vq, †Kvb K‡ÿ Ges 

Kvi Kv‡Q Zvi cÖvc¨ †mev ev KvR nq Zv Rvbv _v‡Kbv †m Kvi‡Y †mevMÖwnZv‡K 

mn‡hvwMZv I cÖ‡qvRbxq Z_¨ mieiv‡ni Rb¨ GKwU Z_¨ †K›`ª _vK‡Z n‡e| 

ZvQvov Z_¨ AwaKvi AvB‡b Av‡e`bKvix‡`i Z_¨ mieev‡ni Rb¨I Z_¨ †K›`ª 

KvR Ki‡e| 

 

14. Kv‡Ri RvqMv (Space) :  

Awdm e¨e ’̄vcbvi AviI GKwU ¸iæZ¡c~Y© welq n‡”Q Kg©iZv‡`i Rb¨ Kv‡Ri 

RvqMvi mwVK msKzjvb| GKwU Awdm K‡ÿi †ÿÎd‡ji cwigvb we‡ePbv KÕ‡i 

emvi Rb¨ Kg©Pvixi msL¨v wba©viYmn Avmevec‡Îi AvKvi I msL¨v we‡ePbv 

Ki‡Z n‡e| †h RvqMvq e‡m GKRb †mev`vbKvix Kg©Pvix †mev`vb Ki‡Qb Zv 

hw` Zvi Rb¨ ¯̂w¯Í  I wbivcvËv‡ev‡ai NUwZ m„wó K‡i, Z‡e Kg© m¤úv`‡b 

Aek¨B e¨vNvZ NU‡e|      



†h †Kvb  cÖwZôvb ev Kg©‡ÿ‡Îi Kg©KZ©vMY cÖ‡Z¨‡KB †mB cÖwZôv‡bi Acwinvh© 

cÖvYkw³ mÂviK Ges m‡e©vcwi †meK| Awdmv‡ii e½vbyev` Kg©KZ©v nIqvq 

A‡b‡KB nq‡Zv wb‡R‡K KZ©v †f‡e KZ…©Z¡ djv‡bvi B”Qv †cvlY Ki‡Z cv‡ib| 

wKš‘ †mwU fzj n‡e| †Kbbv GB KZ©v gvby‡li bq, ÒK‡g©iÓ| whwb Kg© 

m¤úv`‡bi KZ©vwZwbB Kg©KZ©v| wZwb †h KvRwU m¤úv`b Ki‡Qb †mwU 

cÖwZôv‡bi ev cÖwZôvb mswkøó †Kvb e¨w³i| GKRb Kg©KZ©v Zvi Dci b¨v Í̄ 

Kg©m¯úv`b K‡i cÖwZôv‡bi cÖwZ †mev`vb Ki‡Qb| wewbg‡q cÖwZôvb Zv‡K Zvi 

Rxeb hvc‡bi b~̈ bZg Pvwn`v †gUv‡bvi Rb¨ Avw_©K mn‡hvwMZvmn Ab¨vb¨ 

myweav cÖ`vb Ki‡Qb|  



ivRkvnx wek¦we`¨vjq - GKwU wkÿv cÖwZôvb| GLv‡b g~j †mevMÖwnZv wkÿv_©x| 

†h‡nZz wkÿv_©x‡`i cwiPh©v K‡i _v‡Kb wkÿKe„›`, †hb wbwe©‡Nœ, wbwð‡šÍ Ges 

mvewjj MwZ‡Z wkÿKMY Zv‡`i `vwqZ¡ cvjb Ki‡Z mÿg nb, †m‡nZz wkÿKMY 

wØZxq ¸iæZ¡c~Y© †mevMÖwnZv| Acic‡ÿ G wek¦we`¨vj‡qi mKj Kg©KZ©v-Kg©Pvix 

†mev`vbKvix| wKQzw`b Av‡MB †eZb †fvMx‡`i ejv n‡Zv PvKzwiRxex| GLbI †ek 

cÖPwjZ| Z‡e w`b cv‡ë‡Q| GLb PvKzixRxex‡`i ejv n‡”Q Rbm¤ú` (Human 

Resource)| ÒPvKzixÓ kãwUi m‡½ Awab¯ÍZvRwbZ nxbgb¨Zvi MÜ Av‡Q| Avevi 

DaŸ©Zb Kg©KZ©v n‡j cÖfy‡Z¡i AnsKvi gvbweK ¸Yvejxi Afve NUvq| ZvB GLb 

GKRb PvKzwiRxex DaŸ©Zb wKsev Aa¯Íb bq, cÖ‡Z¨‡KB GK GKRb Kg©ÿgZv m¤úbœ  

m¤ú`, Z_v Rbm¤ú`|  

 

Kvjµ‡g cixÿv-wbixÿvi gva¨‡g GK GKwU Kv‡Ri GK GKwU aviv •Zix n‡”Q| GB 

avivwU †Kvb g‡ZB me mg‡qi Rb¨ mywbw ©̀ó bq, GwU µg weKvkgvb| ZvB weÁv‡bi 

AvaywbK D™¢vweZ DcKiY‡K h_vh_ Kv‡R jvwM‡q Kg©c×wZ‡K mnRZi I djcÖm~ 

Kivi cÖ‡Póv‡K me©`v AšÍ‡i aviY Ki‡Z n‡e cÖ‡Z¨K Kg©KZ©v‡K|  



eZ©gv‡b cÖPwjZ Awdm e¨e¯’vcbv mswÿß fv‡e wb¤œiƒc:  
 

1. mKj Kg©KZ©v I Kg©Pvix‡K h_vmg‡q Awd‡m Dcw¯’Z n‡Z n‡e| 

2. †Uwe‡j B›Uvi‡bU ms‡hvM _vK‡j †Kvb KvR ïiæi Av‡M B-†gBj 

†PK Ki‡Z n‡e| cÖ‡qvRb‡ev‡a Awdm PjvKvjxb GKvwaKevi Ges 

Awdm QzwUi Avav N›Uv c~‡e© Aek¨B-†gBj †PK Ki‡Z n‡e| 

3. cÖ‡Z¨K Awd‡m GKwU cÎ cÖvwßi I AciwU cÎ †cÖi‡Yi Z_¨ 

msiÿYKvix ewn msiwÿZ _v‡K|  

4. GKwU cÎ cÖvwßi ci Zv‡K cÎ cÖvwßi ewn‡Z cÖvwßi ZvwiL I 

mswÿß weeiYmn †iKW©f~³ Ki‡Z n‡e| GUv‡K W‡KU Kiv e‡j|  



5. cÎwU †Kvb Av‡e`b cÎ n‡j 

(K) W‡K‡Ui ci Awdm cÖav‡bi „̀wó‡MvPi Kwi‡q mswkøó `ßi/†mKk‡b 

†cÖiY Ki‡Z n‡e| 

(L) `ßi/†mKkb cÖavb mswkøó/`vwqZ¡ cÖvß Kg©KZ©v/Kg©Pvix‡K †bvU 

cÖ`v‡bi Rb¨ w`‡eb|  

 

6. †bvU  cÖ`vbKvix e¨w³ wb¤œiƒ‡c †bvU cÖ`vb Ki‡eb: 

(K) BwZc~‡e© mswkøó wel‡qi bw_ †Lvjv bv _vK‡j bZzb bw_ Lyj‡Z n‡e 

Ges †mB bw_ b¤î wjwce× Ki‡Z n‡e; 

(L) bw_‡Z Av‡e`b c‡Îi mvims‡ÿc eY©bv Ki‡Z n‡e;  

(M) Avbymw½K Z_¨ cwi‡ekb Ki‡Z n‡e;  

(N) wewa D‡jøLc~e©K Av‡e`b wewa m¤§Z wKbv Zv Rvwb‡q Ges ¯v̂ÿi 

w`‡q `ßi/†mKkb cÖav‡bi wbKU †ck Ki‡Z n‡e;  

(O) m¤¢e n‡j wewai mswkøó As‡ki d‡UvKwc bw_‡Z mshy³ Ki‡Z n‡e;  



7. †mKkb cÖavb wewa Abymv‡i Av‡e`b gÄyi Kiv hvq ev hvqbv †m g‡g© GKwU 

cÖ Í̄ve w`‡q AwdmcÖavb/Aby‡gv`bKvix KZ…©cÿ eivei bw_ †cÖiY Ki‡eb;  

8. Awdm cÖavb Aby‡gv`b †hvM¨ n‡j Aby‡gv`‡bi Rb¨ Ges Aby‡gv`b‡hvM¨ bv n‡j 

my¯úó gšÍe¨ wj‡L P~ovšÍ Aby‡gv`bKvix KZ…©c‡ÿi wbKU bw_ †ck Ki‡eb;  

9. †Kvb Av‡e`b hw` wewam¤§Z gÄyi †hvM¨ bv nq, ev wewa‡Z m¤ú~Y©iƒ‡c c‡obv, 

wKsev we‡kl we‡ePbvi cÖ‡qvRb nq; Z‡e Zv we¯ÍvwiZ eY©bv K‡i †mKkb cÖav‡bi 

wbKU †ck Ki‡Z n‡e| †mKkb cÖavb my¯úó cÖ Í̄vebv w`‡q KZ©„c‡ÿi wbKU 

wb‡`©‡ki Rb¨ †ck Ki‡eb|  

10. Aby‡gv`bKvix KZ…©c‡ÿi PzovšÍ Aby‡gv`‡bi ci †hLvb w`‡q bw_wU Dc‡i 

D‡V‡Q †mLvb w`‡qB bw_ cÖ_g ’̄ Dc ’̄vcbKvix e¨w³ wbKU hv‡e;  

11. mswkøó Awdmvi Av‡`‡ki Lmov •Zix K‡i Av‡`k ¯̂vÿiKvix Kg©KZ©vi 

Aby‡gv`b MÖnY Ki‡eb|  

12. Aby‡gvw`Z Lmov UvBc kvLv  ev Kw¤úDUvi Acv‡iU‡ii wbKU P~ovšÍ cÎ •Zixi 

Rb¨ w`‡eb|  



13. c‡Îi Lmov •Zixi mgq cÖvc‡Ki mv‡_ Abywjwc cÖvß‡`i ZvwjKv D‡jøL Ki‡Z 

n‡e|  

14. P‚ovšÍ cÎ ¯̂vÿiKvix Kg©KZ©vi ¯̂vÿ‡ii ci c‡Î Bmy¨ b¤^i w`‡q wVKvbv 

m¤ŵjZ Lv‡g c‡Îi Kwc XzwK‡q cÎ †cÖiY kvLvq Ges B-†gB‡ji Rb¨ GKwU Kwc 

Kw¤úDUvi Acv‡iUi‡K cÖ`vb Ki‡Z n‡e| c‡Îi m‡½ ms‡hvRb _vK‡j †h me 

huvPvB K‡i Lv‡g XzKv‡Z n‡e|  

15. cÖ‡Z¨K `ßi/†mKkb I †Uwe‡j bw_ MgbvMg‡bi †iKW© msiÿY Ki‡Z n‡e| 

MgbvMgb (Movement) †iwR÷v‡i Kx m¤úwK©Z bw_ Ges †Kv_vq †cÖiY Kiv 

n‡jv Zvi D‡jøL _vK‡Z n‡e|  

16. †Kvb cwicÎ ev wb‡`©kbvg~jK cÎ (Office Circular) cvIqv †M‡j Zv 

mswkøó mK‡ji g‡a¨ cÖPvi K‡i GKwU bw_‡Z msiÿY Ki‡Z n‡e| wewfbœ iKg 

mvK©yjvi wewfbœ bw_‡Z msiÿb Ki‡Z n‡e| 



17. †h Kg©KZ©v †h ai‡bi `vwqZ¡ cvjb Ki‡eb wZwb †m m¤úwK©Z wewa GKwU bw_‡Z 

msiÿY Ki‡eb| wewai mswkøó As‡ki d‡UvKwc Av‡e`‡bi bw_‡Z m¤¢e n‡j 

cwi‡ekb Ki‡Z n‡e| G‡Z wm×všÍ MÖnY mnR nq|  

18. †Kvb bw_ †Kvb Ae ’̄v‡b Av‡Q Zv †LuvR Kiv n‡j bw_ MgbvMgb †iwR÷vi 

(File Movement Register) †`‡L Zvi †LuvR w`‡Z n‡e|  

19. Riæix I ¸iæZ¡c~Y© n‡j mKj ch©v‡q ª̀æZ e¨e¯’v wb‡Z n‡e|  

20. cÖ‡Z¨K bw_‡Z e¨w³MZ n‡j e¨w³i Ges Awdm n‡j Awd‡mi †dvb b¤^i I B-

†gBj msiÿY Ki‡Z n‡e| Riæix cÖ‡qvR‡b e¨w³ n‡j e¨w³‡K Ges Awdm n‡j 

Awdm cÖavb‡K †dvb A_ev B-†gBj K‡i cÖ‡qvRbxq e¨e¯’v wb‡Z n‡e|  

21. bw_‡Z cÖ Í̄ve, mycvwik, gšÍe¨ Aby‡gv`b ev hv-B wjLv †nvK bv †Kb Zv wj‡L 

Kg©KZ©v Aek¨B ¯̂vÿi Ki‡eb Ges ZvwiL w`‡eb| ¯§Z©e¨ †h, ZvwiL wenxb ¯̂vÿi 

MÖnY‡hvM¨ bq|  

†Kvb Kg©KZv© ev Kg©Pvixi †Uwe‡j †Kvb Kv‡Ri Rb¨ †KD G‡j wKsev wb‡R Kv‡iv 

Kv‡Q †M‡j c`gh©v`v Abyhvqx m¤^‡avb Ki‡Z n‡e  †hgb- m¨vi, g‡nv`q, gnvkq, 

Rbve BZ¨vw`| 



B-bw_ : 

1| bw_cÎ e¨e ’̄vcbv (File management) 

(K) wek¦we`¨vj‡qi Awdm mg~‡n ch©vqµ‡g Z_¨ I †hvMv‡hvM cÖhyw³i m‡e©v”P e¨envi 

wbwðZ Ki‡Z n‡e| mvaviYfv‡e bw_ I cÎvw` e¨e ’̄vcbvi Rb¨ mKj kvLv/`ß‡i 

mvgÄm¨c~Y© (Compatible) mdUIqvi e¨eüZ n‡e| cÖvß cÎvw` e¨e ’̄vcbvi Rb¨ 

B‡jKUªwbK Uª̈ vwKs wm‡÷g e¨envi Ki‡Z n‡e| cÎ cÖvwßi ZvwiL I mgq n‡Z ïiæ K‡i 

wm×všÍ MÖnY I AewnZ Ki‡bi Í̄i ch©šÍ cÖwZwU Kvh©m¤úv`‡bi cÖK…Z mgq I ZvwiL Ges 

mswkøó Kg©KZ©vM‡Yi bvg, c`ex BZ¨vw` welqK Z_¨vw` mdUIqvi aviY Ki‡Z n‡e| 

GKBfv‡e kvLvi welq wfwËK bw_ mg~‡ni wbeÜ‡bi †ÿ‡Î B‡jKUªwbK dvBj †iwR÷ªkb 

wm‡÷g Ges bw_i MwZwewa wbiƒc‡Yi Rb¨ dvBj Uª̈ vwKs wm‡÷g e¨envi Ki‡Z n‡e| 

  

(L) cÖwZwU `ßi I kvLvq B›Uvi‡bU ms‡hvM Ges evowZ (Redundant) e¨e ’̄vmn wbivc` 

AšÍ: I AvšÍ: Kw¤úDUvi ms‡hvM _vK‡e| †bUIqv‡K©i gva¨‡g †bvU, mvi-ms‡ÿc, wPwVc‡Îi 

Lmov, Af¨šÍixY wm×všÍ, cÖwZ‡e`b BZ¨vw` m¤ú‡K© mswkøó KZ©KZ©vMY AewnZ n‡eb Ges 

cÖ‡qvRbxq †ÿ‡Î Lmovw` ms‡kvab I gZvgZ cÖ`vb Ki‡eb| kvLv ch©v‡q m¤úvw`Z 

Kvh©vejx Da©Zb KZ©„cÿ Z_¨ I †hvMv‡hvM cÖhyw³ e¨env‡ii gva¨‡g ZË¡veavb Ki‡eb| 



(M) miKvix Awd‡mi mv‡_ mvgvÄm¨ ivLvi Rb¨ wek¦we`¨vj‡qi mKj Awd‡mi Kv‡R evsjv 

UvBc/gy`ª‡bi †ÿ‡Î BDwb‡KvW d›U e¨envi Ki‡Z n‡e| mKj Awd‡m B‡jKUªwbK bw_ e¨e¯’vcbvi 

Rb¨ mvgÄm¨c~Y© c×wZ (Compatible System) e¨envi Ki‡Z n‡e| 

B‡jKUªwbK †bvwUs, dvBwjs I B‡jKUªwbK ¯̂vÿi e¨env‡ii gva¨‡gB wek¦we`¨vj‡qi mKj Awd‡m 

B‡jKUªwbK Awdm c×wZ Pvjy n‡e| 
  

2|  †iKW© msiÿY:  

Awd‡mi †iKW© msiÿ‡Yi †ÿ‡Î B‡jKUªwbK e¨e¯’v cÖeZ©b Kivi j‡ÿ¨ we`¨gvb KvMR wfwËK 

c×wZi cvkvcvwk ¯^qswµq e¨vKAvc c×wZ I Ab¨vb¨ B‡jKUªwbK e¨e ’̄v `ßi/kvLv mg~‡ni ga¨ I 

`xN© †gqv‡` msiÿY †hvM¨ B‡jKUªwbK †iKW© h_v: ¸iæZ¡c~Y© wm×všÍ/cÖwZ‡e`b, wewfbœ bxwZgvjv, 

Z_¨-DcvË, †kÖYx web¨vmK…Z bw_ BZ¨vw` aviY Ki‡Z n‡e| 
 

3| B- †gBj Gi e¨envi: 

kvLvi Kg©KZ©v-Kg©PvixM‡Yi mv‡_ †hvMv‡hvM wbiewQbœ ivLvi j‡ÿ¨ cÖwZwU `ßi/kvLvi Kg©KZ©v-

Kg©PvixM‡Yi Awfbœ †Wv‡gBbf~³ B-†gBj GKvD›U _vK‡Z n‡e| B‡jKUªwbK †bvwUs, B-dvBj I 

B‡jKUªwbK ¯̂vÿi m¤úyb©iƒ‡c Pvjy bv nIqv ch©šÍ weÁwß, mvK©yjvi I wPwVc‡Îi Kwc mvaviY WvK I 

evnK gvidr †cÖi‡Yi cvkvcvwk B-†gB‡ji gva¨‡g †cÖiY Ki‡Z n‡e| wPwVc‡Îi ¯̂vÿiKvix 

Kg©KZ©v ¯̂xq ¯̂vÿ‡ii wb‡P bvg, c`ex, †dvb b¤^i I B-†gB‡ji wVKvbv cÖ̀ vb Ki‡eb| GQvov 

cÖ‡hvR¨ †ÿ‡Î Z_¨vw` B›Uvi‡bU †cvUvj/I‡qemvB‡U cÖKvk Ki‡Z cvi‡e| B-†gBj n‡e Awd‡mi 

†hvMv‡hv‡Mi cÖavb e¨e ’̄v| wbqwgZ †gBj e· cixÿv Ki‡Z n‡e Ges h_vm¤¢e cÎ cÖvwßi m‡½ m‡½ 

cÖvwß¯^xKvi Kievi e¨e¯’v ivL‡Z n‡e| 



4| mfv Abyôvb I gZwewbgq: 

wewfbœ KwgwUi mfvmg~n AwWIwfRyqvj hš¿cvwZi cvkvcvwk †cÖ‡R‡›Ukb mdUIqvi 

e¨envi Ki‡Z n‡e Ges mfvi Kvh©weeiYx h_vixwZ weZiY Ki‡Z n‡e| mgq I LiP 

mvkÖ‡qi j‡ÿ¨ †ÿÎg‡Z wfwWI Kbdv‡iwÝs Gi gva¨‡g mfv Abyôvb Ki‡Z n‡e| 

Af¨šÍixb cÖ‡qvR‡bI †Uwj‡dv‡bi cvkvcvwk Z_¨ I †hvMv‡hvM cÖhyw³i gva¨‡g 

Kg©KZ©vMY wb‡R‡`i g‡a¨ `vßwiK Av‡jvPbv I gZwewbg‡qi KvR m¤úbœ Ki‡eb| 
  

5| I‡qe mvBU Gi e¨envi: 

wek¦we`¨vj‡qi I‡qemvB‡U Z_¨ AwaKvi AvBb, 2009 Ges mswkøó cÖweavb 

†gvZv‡eK Z_¨mg~n ms‡hvRb (Upload) Ki‡Z n‡e| I‡qemvB‡U cÖwZwU Awd‡mi 

nvjbvMv` Z_¨ dig wi‡cvU© †UÛvi weÁwß, A_© eivÏ I e¨envi msµvšÍ cÖ‡qvRbxq 

AvBb-Kvbyb BZ¨vw` wbqwgZ nvjbvMv` Ki‡Z n‡e| 
  

6| B‡jKUªwbK Av‡e`b: 

wek¦we`¨vjq cÖkvmb Ges Gi AvIZvaxb cÖwZwU Awd‡mi †mev MÖnxZvMY B‡jKUªwbK 

c×wZ‡Z evsjv I Bs‡iwR‡Z Av‡e`b Kivi myweav cv‡eb Ges B‡jKUªwbK 

c×wZ‡ZB Av‡e`‡bi cÖvwß¯̂xKvi Rvbv‡Z n‡e| 



7| B‡jKUªwbK bw_ e¨e ’̄vcbvi gvb I †gUvWvUv e¨e ’̄vcbv: 

B‡jKUªwbK bw_ e¨e ’̄vcbv I msiÿ‡bi †ÿ‡Î AvšÍR©vwZK ¯̂xK…Z gvb AbymiY 

Ki‡Z n‡e Ges †gvUvWvUv e¨e ’̄vcbv wbwðZ Ki‡Z n‡e| 

  

8| AvBwmwU Kvh©µ‡gi Av`k©gvb Avbqb (Standardization) I 

B›UviAcv‡iwewjwU (Interoperatibility) wbwðZ Ki‡Z n‡e| 

  

9| wbivcËv I †MvcbxqZv: 

B‡jUªwbK RvwjqvwZ, Z_¨ I †hvMv‡hvM cÖhyw³i ÿwZ mvab, †eAvBwb e¨e¯’vi BZ¨vw` 

Acivag~jK Kg©KvÛ cÖwZ‡iv‡ai j‡ÿ¨ nvDqvi I mdUIqvi wWgvBb Z_v 

AvwK©‡UKPvivj ch©vq n‡Z e¨enviKvix ch©v‡q cÖwZ Í̄‡i cÖ‡qvRbxq wbivcËvg~jK 

e¨e¯’v wbwðZ Ki‡Z n‡e| `vßwiK bw_c‡Îi wbivcËv I †MvcbxqZvi cÖ‡qvR‡b 

Kg©KZ©vMY B‡jKUªwbK ¯̂vÿi e¨e¯’v Ki‡eb| wek¦we`¨vj‡qi I Rb¸iæZ¡c~Y© m¤úbœ 

mywbw ©̀ó wel‡q †MvcbxqZv iÿvi †ÿ‡Î h‡_vchy&³ e¨e¯’v MÖnY Ki‡Z n‡e|  



10| cÎ cÖvwß I Rvwi: 

cÖwZwU `ßi I kvLvq Kg©KZ©vi ZË¡veav‡b GKwU cÖvwßI †cÖiY ev Rvwi BDwbU 

_vK‡e| GB BDwb‡Ui `vwqZ¡ n‡e- 

(K) m`¨cÖvß cÎwU MÖnY I weZiY; 

(L) ewnM©vgx WvK †cÖiY Ges 

(M) bw_i m~Pxc‡Îi msiÿY| 

  

B‡jKUªwbK c×wZ‡Z D³ Kg©m¤úv`b‡K AMÖvwaKvi w`‡Z n‡e| Riæix cÎvw` cÖvwßi 

ỳB N›Uvi g‡a¨ weZiY wbwðZ Ki‡Z n‡e| Ab¨vb¨ cÎvw` cÖvwß w`e‡m weZiY Ki‡Z 

n‡e| 

  

LAN (Local Area Network) Gi gva¨‡g mswkøó kvLvi Wv‡qwif~w³i Rb¨ cÖvß 

cÎvw`i weeiY †cÖiY Ki‡eb Ges weeiYxi Kwc mswkøó kvLvq †cÖiY c~e©K GK 

Kwc‡Z cÖvwßi ¯̂xKvi Kiv‡Z n‡e Ges Zv msiwÿZ _vK‡e| Awd‡mi Kvh©m¤úv`‡b 

GZ`msµvšÍ Z_¨ I †hvMv‡hvM cÖhyw³ Pvjy nevi ci e¨e¯’v Ki‡Z n‡e| 



11| cÖvß cÎvw` wb®úwËi c×wZ: 

(K) †Kvb Kg©KZ©vi bv‡g Wv‡K ev evnK gvidr †cÖwiZ cÎvw` mvaviY kvLv KZ©„K eÜ Lv‡gB Zvi 

wbKU cvVv‡Z n‡e| D³ Kg©KZ©v Abycw ’̄Z _vK‡j Zvi ’̄‡j Kg©iZ Kg©KZ©vi bv‡g cvVv‡Z 

n‡e| 

(L) Kg©KZ©vi bv‡g †cÖwiZ cÎvw` wZwb ¯q̂s A_ev Zvi Dcw ’̄wZ‡Z Zvi e¨w³MZ Kg©PvixM‡Yi †Kn 

Lyj‡eb| 

(M) Ab¨vb¨ Lvg mvaviY kvLvq †Lvjv n‡e Ges kvLv wfwËK evQvB K‡i mswkøó kvLvq cvVv‡Z n‡e| 

(N) mvaviY kvLvq nvW© Kwci cÎvw`‡Z `ßi/kvLvi bvg Ges cÖvwßi ZvwiL wb‡ ©̀wkZ ivevi ÷¨v¤ú 

Øviv wmj‡gvni Ki‡Z n‡e| mvaviY kvLvi ÷v‡¤ú Wv‡qix b¤^i wjL‡Z n‡e| 

(O) g~jcÎ (Covering Letter) n‡Z wew”Qbœ n‡q †h‡Z cv‡i Giƒc †ÿ‡Î ¸iZ¡c~Y© msjMœx¸‡jv‡Z 

mvaviY kvLvi ÷¨v¤ú Øviv wmj‡gvni Ki‡Z n‡e| 

(P) mvaviY kvLv KZ…©K cÖvß cÎvw` cÖwZw`b c~e©v‡ý I Aciv‡ý Kg©KZ©vM‡Yi wbKU †cÖiY Ki‡Z 

n‡e| Awdm mg‡qi c‡i cÖvß cÎvw` cieZ©x w`‡b weZi‡Yi Rb¨ ivLv †h‡Z cv‡i| 

(Q) m‡e©v”P AMÖvwaKvi (Top Priority) Awej‡¤.̂ A_ev Riæix (Urgent) wPwýZ cÎvw` Ges B-

†gBj m¤ú‡K© h_vh_ ¸iæZ¡ mnKv‡i MÖnY Ki‡Z n‡e| B‡jKUªwbK c×wZ‡ZI Abyiƒc cÎvw` 

wPwýZKi‡Yi e¨e¯’v _vK‡e| 

(R) †Kvb kvLvq fzjµ‡g †cÖwiZ cÎvw` ª̀æZ mswkøó kvLv A_ev mvaviY kvLvq †cÖiY Ki‡Z n‡e| 

 

DwjøwLZ mgMÖ welqwU Avgiv W‡KUKiY bv‡g AwfwnZ K‡i _vwK|  



12| cÖvwß ¯̂xKvi (Acknowledgement) 

(K) wek¦we`¨vj‡qi †Kvb Awd‡m †Kv‡bv wel‡q cÎ †cÖi‡Yi †cÖwÿ‡Z †Kvb e¨w³ ev cÿ 

cÖ_gZ D³ c‡Îi cÖvwß ¯̂xKvi cvevi AwaKvi ev wØZxqZ m½Z mg‡qi g‡a¨ welqwU m¤ú‡K© 

h_vwewnZ cÖ‡qvRbxq e¨e¯’v ev wm×všÍ jv‡fi AwaKvix| mvaviY wbqgvbymv‡i m‡½ m‡½ 

mswkøó welqK cÖvwß¯̂xKvi †cÖiY Ki‡Z n‡e Ges Gi Rb¨ `ß‡i/kvLvq myweavRbK AvKv‡i 

gyw`ªZ cÖvwß¯̂xKvi dig ivL‡Z n‡e| d‡g© mswkøó `ßi/Awd‡mi wmj‡gvni I cÖvwß¯̂xKvi 

msL¨v _vK‡e Ges GKB wel‡q cieZ©x c‡Î GB cÖvwß¯̂xKv‡ii msL¨v D‡jøL Ki‡Z n‡e| 

B‡jKUªwbK c×wZ‡Z cÖvwß ¯̂xKv‡ii e¨e¯’v _vK‡Z n‡e| 

  

(L) †mev cÖ`vb cÖwZkÖæwZ: wba©vwiZ mg‡qi g‡a¨ mswkøó Awdm Aek¨B: 

(i) welqwU m¤ú‡K© P~ovšÍ wm×všÍ †cÖiY Ki‡e A_ev  

(ii) AwaKZi Z‡_¨i cÖ‡qvRb n‡j Z_¨mg~n †P‡q cvVv‡Z n‡e| cÎ †cÖiYKvix e¨w³i 

†Uwj‡dvb b¤î †`Iqv _vK‡j †Uwj‡dvb gvidr Aby‡iva Kiv †h‡Z cv‡i| GB 

AwaKZi cÖ‡qvRbxq Z‡_¨i Dc ’̄vcb‡K m`¨ cÖvß cÎ wn‡m‡e we‡ePbv Kiv n‡e| 

(iii) †mev cÖ`vb cÖwZkÖæwZ Abyhvqx wba©vwiZ mg‡qi g‡a¨ wm×všÍ MÖnY m¤¢eci bv n‡j 

welqwU mwµq we‡ePbvaxb i‡q‡Q g‡g© †mŠRb¨g~jK cÎ †cÖiY Ki‡Z n‡e| 



13| bZzb bw_ †Lvjv: 

(K) m`¨ cÖvß cÎvw` Dc ’̄vc‡bi Rb¨ A_ev Da©Zb KZ©„c‡ÿi wb‡`©‡ki †cÖwÿ‡Z 

bZzb bw_ †Lvjv †h‡Z cv‡i| bw_‡Z GKwU bw_ msL¨v cÖ`vb Ki‡Z n‡e| GKwU 

cÖwZôv‡b bw_i b¤^i wjLevi Rb¨ cÖwZôv‡bi wbR¯̂ wbqg •Zix _vKv evÃbxq| 

(L) bw_‡Z mswÿß A_ev ï× Ges welqe¯‘i h_vh_ weeiY m~PK GKwU wk‡ivbvg 

A_ev bvg †`Iqv nq| wk‡ivbvg †_‡K we‡kl Zvrch©c~Y© kãwU Bw½Z kã wn‡m‡e 

MÖnY Kiv hvq h_v- 

bw_i wk‡ivbvg Bw½Z kã 

AvBwKDGwm‡Z Kg©KZ©v‡`i cÖwkÿY cÖwkÿY 

mvaviY kvLvq †Kvb Kv‡Ri ¸iæ‡Z¡i Dci Bw½Z kã wbe©vP‡bi welqwU wbf©i 

Ki‡e| 

  



(M) cÖwZkvLvi welq wfwËK eû bw_ Lyj‡Z nq| bw_ mg~n Bw½Z k‡ãi eY©bvµ‡g 

mvRv‡bv †h‡Z cv‡i| 

(N) bw_ msL¨vi mv‡_ bw_wU †h kvLvi AšÍf©~³ Zv eySv‡bvi Rb¨ wewkó eY© A_ev 

eY©mgwó hy³ Ki‡Z n‡e| 

wWwRUvj c×wZ‡Z bw_ b¤^i c×wZ Pvjy bv nIqv ch©šÍ DwjøwLZ e¨e¯’v envj 

_vK‡e| 

(O) wWwRUvj c×wZ‡Z bw_ b¤^i cÖ`vb Ki‡Z n‡e| †m‡ÿ‡Î kvLvi bvg, Bw½Z 

kã BZ¨vw` msL¨v A_ev mbv³KiY wPý Øviv cÖwZ ’̄vwcZ n‡e| ïay msL¨v e¨envi 

K‡i GKwU m~wPI •Zwi Ki‡Z n‡e| 

B‡jKUªwbK c×wZi †ÿ‡Î bw_ b¤^i A_ev mbv³KiY wPý cÖ`vb Ki‡Z n‡e| B-

bw_ e¨e ’̄vcbvi bw_ b¤^i A_ev mbv³KiY wPý hy³ Kivi ¯̂qswµq e¨e¯’v 

_vK‡e| 



14| wWwRUvj bw_ b¤^‡ii MVb I †KvW mg~‡ni we‡kølY: 

(K) wWwRUvj bw_ b¤^i MV‡bi Rb¨ GKwU c~Y© mgwš^Z c~Y© wWwRUvj †KvW 

wek¦we`¨vj‡qi Rb wba©viY Ki‡Z n‡e| Kw¤úDUvi cÖhyw&³i e¨envi K‡i 

bw_i m~ôz msiÿY I bw_i †MvcbxqZv iÿv‡_© AvaywbK b¤^i c×wZ cÖeZ©Y 

Ki‡Z n‡e| 

(L) evsjv‡`‡ki miKvwi Awd‡mi Rb¨ wb¤œiƒc 18 bs wWwRU wewkó bw_ b¤̂i 

wba©viY Kiv n‡q‡Q| 
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D³ wWwRUvj bw_ b¤^‡ii 18wU wWwRU ev msL¨v Ges 7wU dzj÷c Av‡Q| 



(M) cÖ‡Z¨K `ßi/kvLvq GKwU bw_ wbeÜb ewn _vK‡Z n‡e| bw_ wbeÜb ewni mv‡_ GKwU 

UvBc Kiv †KvW ZvwjKv Aek¨B msiÿY Ki‡Z n‡e| bw_ wbeÜb ewni cÖviw¤¢K c„ôvmg~‡n 

bw_i wk‡ivbv‡gi ZvwjKv Gu‡U A_ev ms‡hvRb K‡i ivL‡Z n‡e| 

(N) Ah_v †Kvb bw_ †Lvjv hv‡e bv| Askbw_ (Part File) †LvjvI h_vm¤¢e cwinvi 

Ki‡Z n‡e| Aek¨ ¯í̂ mg‡qi g‡a¨ g~j bw_ cvIqvi m¤¢ebv bv _vK‡j Ges BZ¨em‡i 

ee¯’v MÖnY ’̄wMZ bv ivLv hvq, †mB Ae ’̄vq Askbw_ †Lvjv †h‡Z cv‡i| 

(O) g~j bw_ cÖvwßi m‡½ m‡½B Ask bw_ Dnvi mv‡_ mshy³ Ki‡Z n‡e| 

(P) †h KvMR cÎ¸wj bw_f~³ Ki‡Z n‡e| Dnv‡`i evg kxl© †Kv‡Y wQ ª̀ K‡i A_ev 

B‡jKUªwbK bw_i g‡a¨ h_v¯’v‡b A_©vr †k‡li cÎwU Dc‡i _v‡K Giƒc web¨v‡m msiÿY 

Ki‡Z n‡e| †bvU I cÎ¸wj KvjvbyµwgKfv‡e mvwR‡q U¨vMe× K‡i ivL‡Z n‡e| 

(Q) mvaviYfv‡e bw_i †bvUvsk I cÎvsk GKB bw_ Kfv‡i A_ev †dvìv‡i ivL‡Z n‡e| 

bw_i Kfv‡ii Wvb cv‡k¦© cÎvsk Ges evgcv‡k †bvUvsk U¨vM K‡i ivL‡Z n‡e| c‡Îi 

msL¨v †ekx n‡j c„_Kfv‡e g~j bw_i m‡_ mshy³ K‡i ivLv †h‡Z cv‡i| 


