BT g8

CCOM-01

Shls 1 PRI Y=g

SHIS DI OWRE

10 S

11 UTEAT

12 BT a B giRHTST

13 PRAAE Y9 & dd

14  PRAAT YIS B

15 B I & A5

16  BRATAI—IA=IT

17 SRTAI—IIMN=IN & Se9y

18 P TP I U= &I H8d
19 RIS A= H 75 ygiadl

1.10 HTITT ATATdRY] Ud HE

111 PRI IAERY & &
112 AR
113 wreaTgell

114 91Y Y9 UG ST I

115  H[AWRY URA

10 ST

9 IHIS BT IEIUT IR & UTA MY 39 AT 8l Ao f:

o BT YT P URHTYT BT 1 WK R IS |
o P UI b dd WL HY I |

o  FHIAT YTHDHIT HRI T PR A |

o I W P Hed WL BR D |

o  HITY JNIN WL B AD |

o Tl JMN & eI T HR TS |

o PRI AT & I WL R IS |

o TH I AN BT A8 WK B b |

o Frafe sf # w1 vfafcdt @1 W R 9 |
SNIEUS Y favafdernerd




ao‘rqi?l?: qeee] CCOM-01
PAT qIATEARYT TG AEd DI T PR D |

o PG IWIERY & T dcd WE TR A |

o  TUPHI Bl AEd WK B Ib |

o Y U9 WURE YTl BT IR < D |

1.1 EASSIEKI

&Y T BT 3 ©, AN AT qAT U AT g e H WA | 'Manage' R @1 SR
WAl 99T & ¥req 'Manage' 9§ g8 8 ot o1ef © U °lg &1 30 a1 | arad § ’ig &l Fh=or # 3@
% oIy I8 <@ Aawdd © b 98 FE | W Il | °9rs B i Bl BT =1 araeds g, i shqa! i
Ao BRfT A1 98 o R R B ST R AT IFS! AT 417 T8 ATQ df 98 s H U I8 SIQ | 901 UhR
DIITAT DT 3eTH TAT ARl Yae AT b1 YIfd & qrereh RHeg 81 Feball & a1 AT DAy B dof T TR &1
F f&am Sg a1 At sk B 8 BT SR 5 © |

S Ugd & &9 SrIlad Uay &1 eudd o, g1 A8 9T Al {6 yay, i Heorie & @7 31 7 |
Ude BT 31 & O Al & gl Bl fhdl S B ura e & oy Fifra, |mfa, sifvuRa g A
B BT B | UG BT ST BidT g b fhdl dven & »HaiRal & uardl &r 39 UhN W SUAN HeAT fb g9
I DI HIIAAYdd U fHAT o Hop e foly WRem g9 T & | SSRVE: Ueh 3RUATA Dbl I JIG bl
HE UPR A STl BRAT BIAT © | SRUATA e Yaeg | AU 8T & a8l Bl &R arel Sfaexi, 94l 9 3=
HHATRAT & YAl DI 39 UHR 4§ Fied, dafed, MR 9 MR &A1 {6 $RIS1 &1 sart ferelad w0 49
fpar <1 ¥ |

12  BRI—9a= & gRYTT

PRI YaeT BT 4 & & FMEiRd I Bl UK B & (oI PRI BT ATSH BRAT qAT HaleIh
IUYF I3 T YAEE] T ASaH §Wd HRI-YUNGAl BT YN $Re a1 Hdlfteh IuYad ardraRoT &l Favel

HRD HHATRA BT JAfThTH FGUINT BT | [Office management can be defined as " the Organisation of an office

in order to achieve a specified purpose and to make the best use of the personnel by using the most appropriate
machines and equipment, the best possible method of work and by providing most suitable environments. ]

- J.C. Denyer, Office Management

2 TS, Il & U<l H HRTTT Jdg bl GRYTYT 30 UhR 8, TIS HUAIRAl & B B b <, 79l g
I & U TR g e | ' O STadd 9va qaiferdl & uRviM, HH——$H A, SH—0—6H i |
TAT HH—I—HT 99 § 39 ISR UTd fbU ST Ib Sl UseIdhi &l W af [

13 DT g9 b dod
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BT U] CCOM-01

STYa IRATYT ¥ W< & b SRTI—Idg TRAT B 59 ISR I Al I+ 4 ¢ (& Bl o1 Iy

HHAIRIT T 7T & ATHTH AGUAN A UG AT SV | 1Ay H TG aTraRol Sl FeRefl $I Siig qei S
& foTu Fdsrs S BT SYFRIT ST |
BRI Ude & I dedl T ARl & aviv 39 YR fhar o &1 © -

1.

Je BT URAMNT HRAT (Defining Purpose) - SR T U I & oy g8 gRwIfvd =1 magad
2 & oo fow Steg @ fay wenfug fear a1 & | saie yausd gRT Ui fby S arel Se%dl &l
ek &1 BT 7 1 drfad & SR, ARl 9o el &1 uEnT SR @ St gfd @ forg
BT S =12Y | PATed & S BT MU gqa! Tl a1 en ge™ &R B |

HHAMRAT BT ASTH TART (Best Use of Personnel) - BRI Udedhl & URT H2el URIER =M |erd
HHAIRAT BT U &l BIFT AR | HIS HR—YG b oY I8 AP © b SHaAIRIl & Tl garg ql
Gf1EoT P AT BT | HHARAT B JAAURT T & forg S9at S=1fa & Ifaa I 89 =1y | drafery
$T B 39 UHR F dicl ST AT b 9 AT BIg HHaR] @lell 96 3R 7 &1 BIg 37ed B I Gl 3T |
e YN qAT UGV BT AT (Use of Appropriate Machines and Equipment) - 3TST&hdl & ATl
H A= UBR @1 FREl 91 IS TANT fBY S 8 | ST Jagd Bl Fel 98 SIS 7Ll 9 SUSRON Bl
FILRAT HRAT AMRY | I ATeH HRAT AT fdh TR H - 7 T IUBIT YA & TAT AaZIheIralt
& oIy HIF—H I T IUSRYT IUYAT & | IUBRVIT H BIgel, ol T~ Bl Rles, BHAER qAT SIS g
UM BRI 7 gg1fe A € |

i} $x7 @l Ay fAeifRa &=1 (Laying Down Methods of Work) - Ud® ®RITGT BT BRI HRA HIaq
a1 AT gIF BNl € O AR & MHR TN YHid W R w8 | FHaferd Ueed &1 98 dRI-ugh
U AMRY N I I & oY SSAH BT | ISTERV: Hoigd] ARIORI IR B H1 A arerar
TR B o1 A a1 gl s 1ol Srater—ydgd o | SFEd SRS & U | M Tor Ul
gl H# 99d B § TAT FRAT B HIATGdD del H ARl fHerdl 2 |

SUGA dIATEReT UG &) (Providing Suitable Environment) - @@, & &1 & fou afte AFRi®
$H PI IMATIHAT Bl & AT I§ ANIRD 37 Bl JoI1 H 1S BT <1 dTell BT 2 | FADl. B BRI B
o warrar qer AR T @ srawaedT Bl & | e {7y WeRer ardraRvr &7 BT AT S7awd B |
FHTITT S A Aol AT BT 1R | 81 R HH § $HH R, ATBT Y19l d G@& draq= g1 a1y |
PRI Y9gdh B Hd & (b a8 BRI H GEal, ARG AT Tee Iarol 1Y I |

SR AT Th WeTd ¥al 5, G & 47 B "8 (Office Work is Service Function not main

Task) - 3T H I8 A1 &9 # I B {6 HRATGT BT RAUAT AWM S = Ie¥d DI U R & oY
DI S & | 3ADT 3fef I B3N © b BRI I Heedqul [T, S—Icqre+ fawmT, fashar fawmr gearfa
& AT & BRAT & | BT DT e 59 G [T BT SHIR) HdT Y& HRAT 2 |
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14

PTATTT YSDBIT BT

Ude & UM MRV BRI & — ISl A, DHATRAT Bl FaelT, qer dor FrRIF | 3 & 949 JbR

@ UG & He H WAM WU W AL B © | BRI Ude AR Y& BT 8 T 3T 2 | YET & 39 uidi BRI Bl

qui = R & fhar Tar 2—

1.

AT (Planning) — AT &1 31f B3—hrd B &1 A7 iR BT Braterd yser & IoeT & 39
IR BRl & ddy H 7' Afed o gar € 6 faft= fiwent § 9 fMuiRa steg o wifg & fog
-1 fdhed AT TY | ISl BT I Ig FMEIRT R 9 8 b d—a1 1 &a, [$dd gRI $ei
T qAT (5T UHR (HAT ST | AT BT 3fef 8 — A B Hed1 BT | Sararell H gRafda s
& qAT T f[aBrl & SR RS 9ihar SIfeed 8l O 81 8 | SR Yded bl 7 dhad e
BU ATAIeRYl & SR U1 HAIfqai gae=l 8l § dfod 9 gradll Wl BT usar @ AT SrgHM o
gedl & % wfasy & @ 89 aren ¥ 98 wiiwy ® S 89 arell wnwelt & qalgAe o Tar ® qen

BT AT B & SR ] =l

Frfed & favg # gRASHT Bl d gdlelid GFl UHR & 8l Fdbdl & | AedBIel ATy
BT HHATRAT & deblierd URIEAV, HIAYUIeRl, Hrafer Bl @ TRV ArgAl & e & 6
g Fhl & | BTl oY drifer § 9 el =, sratery 79 & v, 9wy § e afad
BT SFAM T TAT FHARAT & URieror g e o Afoat & dde § g €

6 (Community)— T3 &7 312l ® &R &I HRiGael & A= g # dfe <1 den S9a 9 a9

A IEAT IR ATT—AT HH B & o7 WReT IdreRv] @1 | Siaferd yeed s & Fafa wu 9,
fafi=1 wrdwarsll # dich FRTT & ST Bl U< BAl & | BT J6eIdh Udd B & o1 HHATRAf
BT TIF BIAT T, B HRAF D oY ATHR BT AL BRAT & TAT HHANRAT DI U—3A B Dl
Garvoee gid HR @ foly SRS SERIAT & | B3 Yad A & BRI Bl Aheldl § AN U Bl
g

HHAINRG] & Fa=AT (Staffing)— HHATRAT DI FaRAT AT I &7 31f g iR o1 & & &
™ HHeTRAT BT AMaeTHar R | $HH IRIGARI &I =93, Ual & forw Fgfam, wiRsifie @1 feior
AT HHATRAT BT URIEAT AT 8 | PRI Jagdh F I8 3 Bl A 2 P I8 0 HHarRAl I 54
UHR ¥ URIET B 9 U 1 B HYAAIdD T A PR Fabl |

Qe (Directing)— FEeM &1 312l § HHARAT BT AN AT @ BRAT | BT YGed DI @2
fh g8 U HHAIRAT H = e SI[d ax fb 9 ERen @) wfedl, Seed aur il # wfa of | srafas
T&eTdh BT HHATRAT BT JE IAAT BIdT & fh AP R BT & | B @ Yl & fory IS WA H<dl

SIS qa fazafdemerd 4
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8¢ ARTGEM RAT BIAT © Al A T B B 9 &9 AT [9eard § &R b | HHAMRAT Pl AWURT
TR B oY PRI ydgd P A1d FGeR & FANALT B BT FH 841 a1y |

=T (Controlling)— AT &7 372l I8 AR B A © b HT64 @l Yfd FeiRd fa=m #
T I 81 RE © b 8| A & U de¥ ugel U fBY S dTel Seed dl MgiRa wRAr 8 2 |
S UTER] QORI HeH U8 BT © [P B g B Pl AMGAT AT URGAT, AT Ig =g b a1 Wy
MEiRT &1 ¥ 88 2 b 721 iR AT T8I A1 TR HaA Bl & 6 FIRIHD Had SOMI, STl AT Terd
TS I B B3l 8, SH SIdh BT | AR H FIA07T { AMURT HRIT R (e 918 e 4 ¢ |
ST Jaeih BT SADaR A BATed AR & A0 9 o |l &1 gifd & a@— |
[ORAT & | BRI & 98 I © 8l A= f3amil # 81 %8 BRIl &1 Wi & ol U dRd S]
fargetyor {3 SITaT 2 | SR WA AT T S9! W & Hde § STARTT FEA1G Sd ST AF—a3H
FRAT & AT S 9acl Wohdl & & |1 e # spreR € o 781 | rafaa # a9 vy 2 s
T, HRATAT IUSRVN BT JANT G WI—QME, TAlhM HAG, @ A & G0 9 gfid diide e,
BT AN B G- AT PTH BT GCdRT |

1.5

PRTTI—IA BT HET

PRATAI—TE BT T I H—H—PH AN R BRI DI PIIGHT DI A H 3D q1 © | I8

e T UeT fHAT ST FhdT § Sidfh BIATTd 8 BIH B diel Feld] 3R S9dh gRT B F - S dTel I,

QUSRI 3R ATT—HT BT ST AT [BAT TMY, IAP! FAT B MY, AfBTH ISUART AT WY | ST&l T
FAD] D AARI B AMHTH SN BT UH 8, T8 T HaY 81 UIdT § Sidih PHIH PRI DI QAN 3R AE—IH
BT IIATEaRY] FRYYE, WY Ud UG 81 | & I8 BIATd—dbRl $I ARBIY 91T ARTSD BRI Bl &, 71k,

I, STeal &bl o= aTell Tof QI8RI drell Udhfd &l 8T o, e foly dritery # wifd gd ArRie gahnrdn
SRRl Bl & | FET A8, & B1 SrfRieTer 9T forfte @l draterd | Bl Bl Br g [9dMr gsar € | 3/ud S
TH I U I 1 Helw T, 98 BRI Pl HIAAYAD el B URA, I8 HHATRAT qAT 8% uel, Il & forg
T TN B |

BRI BT FEiRT SR arel a1 Fefefad &

1.

W[ Pl ATHR (Size of Accommodation)— FATAI—fafeST &1 MHR wa M1 arfey, o wrafera
@ BRI BT GIAAAD TN S T AR AT § A1 89 9¢1 o | [AfcsT o1 PR, U BRI A TAR
PATAT qh 3T BIaT 2 | O W= # FHafad a9/ ™1 ST 8, S9H gaie SiTg g1 afiey foras
Udd [N 7 Wvs &l Wi IH Ad 9a | It 9oy & gawry &7 9eMT1 Us dl s9e forv gl
Toligel BIMT ARy |

SNIEUS Y favafdernerd 5
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2.

HRTAI—RIA H g91a¢ (Shape of Office Accommodation)— fAfeET @1 g9@ae Fox T MHvd B
TMM2Y | SHADT MR B | YR BT 8 FHdl &, JTA—IJARADR, I & ®Y ¥, T, Aad T T

3MHR BT (L Shaped) |

TR T FRAT MMHR Bl ol § TLHR AT JIATDBR S8 6] I8l ©, i SHH SIS DI 3T
AN B 9l 8 IR Sriferd & afaddl ST ol F9w T8l el © |

PSR AN G drg (Natural Lighting and Ventilation)— HIITAT BT Wad VT BT @Ry o
Tl UebIRT g TSl aT 3T 81 | Jfe [AfeeT @1 Rasfhar- ol smarRr &1 3R Fefd! &, aI 9ber g
TAT B SATET UMW e € | S99 ATl B HRIGHAT TR BT T9E ISdT 8 | SRITd—ad H gaia
SxaTol, Resfbar- T gar 3 &1 I 841 A8y, difd el gdT 3T o | R AiTgeiold I gela
A A HRATAI—IT B AT & 93l & S WTpicie YD AT 81 HT UdTg BIHT 1Y |

ST BT AMATT T T AU (Layout and Facilities)— IS & HRI H HRIAT o & g
B4 99 glawrell BT W g+ 2 f9aT U6 (Arrangement) gARe WU W SR € | SN, BRATAI—HAT
FT ARG ®©U A A g9 UHR BT ALY qIfh ST @ MaeIHhami & gfel & o | 3R IAD
T @1 BIg N BfeAE 7 8| sAfeTv HHR fhdT B, SHHT |7 MHR AT e s8R, Aifedr- +el-
R BRI, 5 99 NIl B PRI B FRIAT D BRIESHAT IR BIH! THE TSl © AR Vb AT [HT
T &1 T (Floor) TR BT A1V |

% dAl UTEhT gf%rwq- (Staff and Customer Conveniences)— PIRATAT—RTA BT ERIEl CRGRRGE
B T T YTEd| BT FIAesll BT W Gl &I @1 912y | o [I9RT Sii—{der f[a9RT U o W)
R BFT AT T8 W ARSI —o Fd | Braed SfesT # dcH, @I del, <allhl,
forme, eNarer qem oY @) yafe wraverm BT A1y |

W & @R (Cost of Accommodation)— FEH SATGT HEaY0l T4 R &I NI B, S BrATATI—RIA
BT YA HRAT 8 | BRI, SATRATIADG FRAT BT U HaT fa9RT 2| 3rat: sa ffessT @ arta ar e
Igd JMfde 81 BT ARy | Al ST fh R & IRl 2 a1 9 SMaedaddgaR aRads d)H @l
AT W 1T T8l B ARy | oS @ ARt AN @t Sraad B AR BT 9¢T Gl 3R 59 UBR
ATIAYD AT S IS T H a9 ST |

3 d=d (Miscellaneous Factors)— 31 {d aal o refmar B U T &, S BRITd—erel &l JHIfad
PRI B, SH—TAfe=T BT WH—JART B, AE—U T<M 9 B, WG Bl Jrell, Rabre dqon I3,
fAfeST—ere # o9, eI & SMaehargdR I § d7 9a- § yRad fhar S 9@ |

1.6

PraTII—3NfA=ITg

SNIEUS Y favafdernerd 6
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T4 HRITTI—II B ORI 81 gl 81 A1 S%! 81 Il & b e & a1 BT Fre fhar g |

ST fAIRT H I=AT qAT AfITAT BT Yae 59 YbR a1 1Y, ATfh ISl T BT AGUART {HAT ST | |
& BTATTI—3I=I FHEA & |

PHRTAI—ANTI I AR BT & A SFHRT AT [9RT | FHoenRal, dmfl, A=) qom Iuason
$ 39 UBR & Ao ¥ 2 & fedm qffersr &1 |waied <7 |9 ST fRar 5 9 | Afifa=as & dwe |
g MUiRT &A1 811 8 6 (1) U dHan) & forg qon SHaT #eiiHl, SUBRN ToIl HBeer e & fore fhd
A B IMITIGAT BT | (2) 3D UAN BeiteR, AT TAT UGN BT $H UHR H &N 90 {6 HH—d—HH
e foR 1 B Al HRIeTdgdd fhar S A | (3) B B & dIdTeRl Bl el I1Y T, BRI
& G W § — HATAI—HE H GUIR RS HHARAT B HA—I—hH G H, HTIGIAATT § IR AT |
SISl AR, SN & I H, "IN R B aeIehd FeiRa H- Jo1 96 [awjd SUANT &l Pad
2| Rrad Sfa =g # sfaa—ard w1 & forg 9579 arEl @ Sed 81, S9a] ATG8IRG avell dl Sl

W@ |" [Office Layout is the determination of space requirement and of the detailed utilisation of this space in order

to provide a practical arrangement of the physical factors considered necessary of the execution for the office work
within reasonable costs. ]

-George R. Terry

forfeaics Td IR & IR "SUYad YfHes H AMaeIHdT ATGT—AH Bl e IRAT 8 BrRITTI—=ard
gIdT © |" [Office Layout may be defined as the arrangement of equipment within available floor space.]

-Little field and Rachel
R Ud @ & R, "SRICI—3WI=< P T SUA WF § B B Tl deal bl gavel [hd S
A BIAT B, Alfd ol Ai—Hooll, AR, [AfRT- qen SHeRITeT Sif¥iead Her 9 B dx A | [Office

Layout relates to the arrangement in the space involved so that all equipments, supplies, procedures and personal can

function at maximum efficency.]
-Hicks and Place
PTRATTI—AAAT B F&I01

37 URATIISN BT eI PR TN RT3 AT & =1 Tedi T IdT el
(1) PRI §RT I8 A T e 2 6 f5d R Suded q—wI+ &1 SUAnT f6ar oy |
@ PRI ISl 7 BRI HI AMLIHAT FFiRT BT Sl © |
) BRI BT ST SUE] AT Bl B dH A SSHT BT © |
) BRI S G gaHE b -1 WG fORdR B F9aiait 1 ot e X1 S 2
39 PR HRTTI—ITN H Tdd 39T § AR, aeiF—a— 3R HHaIRAl & 969 &I Javel 3d
JhR B Y, dfs I AU BT YT HRISA H B Fab, I [BATY AARIT BT I Fab | $H (Y, HraTad—Uaed

SNIEUS Y favafdernerd 7
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HT I8 P PR © [P Iuael W R b8 UbR d=1+H ST F &g $N, dlics ARl Bl AT WIF BT Fel
SUYNT & A |

1.7

PTRATII—INAIE & I-37

BHRATAI—TdED B AT2Q (b T8 BT DI AT I GHI Y HIad qr JURATNT Il

BT &I H W difs AT BT AT | U fhar ST A | SRITd—H=ard &) Ao §491a a9y fa=faRad

SEY F H Y@ A1fau—

1.

U<l A T Haiedb STIANT (Optimum Utilisation of Floor space)— Suciel 9 BT 3fferhad SUIRT
STTY, d1fs ®18 @ig ff fovr aaef 9 o1 | f &m # 9 & ort & il yeRr @ '
B BT WA= Y18 (Smooth-Flow of Work)— &TITerd—31f=urg U1 81, T dri—varg # fasfl R
DI 9T T AN | Ig I A9T 2 STafd Ub HHART Bl 981 & oy udiw oI far Sy, %R 3R
A—Fooll Bl §9 IR FaRed fhar oy; fb a8 & aRd T899 Iv HHI—I—Hd FHI § qAT FAaH
IRIRG HE I U 21 | |

Tderor o G (Effective Supervision)— URI® ST & HHARAT & 987 P Al $6 UHR B
SITY, 1 ST BRI BT RIAET0T AT I BH—H—DHH THdeTd] gRT a1 S e | S9N, Gol drifer
& SifIe R IR far g |

HHATRAT B '\Hﬂ'& (Worker's Satisfaction)— BRI V4T 81, ORI dvarRal &l ﬂf_g’& et
| | A gaT 81, R I9a] MaegHhdg- e <1 H IR 8 | |

TTEDI P W (Customer Service)— BT VAT 8T, O UTedhi R 38T Y41 q@ SGRI
A Wi Gfaeme- § STa1 W 39 YBR A ydg 8 dife a1edl UE drierd $I Adiell I AT 8 9D |
TN G B GG R 3] Y9 TSl ¢ |

Araefierar (Flexibility)— SRITCRI—3TW=ITH Tl 81, i g8 9 ddel Iad ATTLIHA Bl YRT PR
qrel &Y, IR SHH AT MaTIHdrRl BTt e T 91, dq1fes qaarg &) i) faRaR vl smagaadhanit
@I gt B 9 |

IAT 3R YRET (Secrecy & Safety)— Sl &G [ B HA § ol &, S& T GRel Al =12y |
ARF—E—1, VAT BRI, /e foY AR &1 Araededl 9 8, 9 AMIUA R W Yo BRAT M2y |
AIF—E—H1 FIAR [ S SRS DI AT YRI GRET A a1, Hifeh I WY Pl HH Hedar FeIT T8l
Bl |

RS FRYY (Inter-Communication)— HRITI—AM=TE VAT &1, a9 oiedrgded ol |=mor
fpar <1 ¥ |

SNIEUS Y favafdernerd 8
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9.

AT T UGV BT 516 YART (Efficient Utilisation of Machines)— &TaTerl &l Sferd 31fA=arT draiery
DI Tl TAT IUBRVN B Fe! IUINT R H HG DRl & | JA—&F BT [0S dRa F9I & T

1Y, b T Tl T ST JMALTIHATTAR W e SUg SI8l- 9 Ao—AFE G Fd AT F=d
g f& g T & Py fie—wrs 81 IRl ok R fawTT # e, w9, wetaR sanfe 9eR U <@ |

PRI & Rigia
PTRATAI—IITT & IEIAT DT YT B Pl SIT H HRITAII-d8d TI2Nd V&d & | sl S a1y, & a8
I IeW BT M H IEA §U SUY AN AT 9916, ST = Ragial iR menia gi—

1.

fAfRer srRivare @ gl ;Ensuring Smooth Flow of Work)— faff=1 favmm & ermiiaaror & e
H U oF | UBdl BRI B HRI-YUNferdl dem uRurfedl &1 gul rdde fhar S @Ry | e
T @1 Rerfiasor g9 yaR fHar S =iy & o= den STl & IR—aR -9 7 ST 0% |
R &l H, BT BT YaTg 91 Shrae & BE1 AR | dAd] 9T SUBRON BT RAfTH?r 39 ISR 4 fhar
ST @12y 6 wrivenferdl & ures H A 2, Y BRI 3 GIedgad o1 | Tl S 9 |
AR F¥ =T (Inter-Departmental Arrangement)— faf¥=1 Al qom faurT &1 e FaiRa &=a
Y BATAI—Ydgd DI Jg W g1 A1y b 9 fO9RT a1 SRl RS9l th—giN & |1 aR—aR B
USdl &, UH SHIE SHES (AT Y | S99 S9a 41 Hgdnl, 9y a7 Je—g31 dT demar el 3R
oAl faaR—fafr 7 # &7 @ B8R | 3Md Sl |dT UG HRA dret farT (e fam) @ arshi—am=
(Fg—ufafetld 72+ anfe &1 T g81- T f&am ST =Ry, STel- S9dT SAR—H—SATaT Aolald & SUANT
fpar <1 ¥ |

I BT AfHaA ITANT (Maximum Space Utilisation)— I @ faRIy w9 9§, 98— =<1 4, 98 &
ST S Bl & | ATy SUSTS WA &I FeI—He! SYANT a1 ST =12y | b bHaN! & WRey
AT HRITAAT BT <@d gU, SFaa = faar S =y |

TAER TAT 3 ATSI—9M &1 Fa<el] (Placement of Furniture and Equipment)— $RATI—31H=ama
U 81, T Ud® HHART BT 9o+, TT MU BAr—gar, 31U HAY & |1 91 H (=l |
JAF—SI T IFD RT YT [ ST dTel HIol—Hooll @ & oy g oI f3r S |

YHTGETl TRIQETIT Bl awelt (Arrangement for Effective Supervision)— U@ 318 31fI=Im ol 98 &
& foi FRIET B3 31 AT $H—U—dh4 BT | AWM 39 ISR 9 B o anfey & e a8
TG 9o & oo sAMe SR § S B IR I8 © AT 61 | U 99 BN H 980 AR HHAIRAT Bl
Sdhcol faeT o | e o # gfden <& 7|

HHARAT BT TG (Employees Morale)— SHRITI—IA=IT AT BT A=Y, Alfd HHATRAT BT SR A
Afiec el 3R IHT AHIdd HdT 81 | BO T [SFHT Sl A TSP BT 8, I —WNTd $HeE 5T

SNIEUS Y favafdernerd 9
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B YIW—ER & U B WU AT A2 | 579 SHenRAT & oy SR R divad $RA1 980 Tl
SDI 3T W HAT & ST =fEY | ATI—E—1 Sarerd T Ydle—Hhel ST &l A= VAT 8T
MR, TT&l W & Afdd I A 3T b |

YHRT AT d1g P! FTRIT (Good Lighting and Ventilation Arrangement)— 3TH=IRT o1 # SUY

UhTI BT LT BT ST ATRY | Ui UhTel AT THhTe T S IB8dl & | BN, SYBRU gdie 59

UHR A W M a12Y 6 W@eo arg & Yde qAT T g1 & FHrT § I S A 81| aRY & AR

H MDA ATHIR To—d$ AT 3[d AT dHer DR dlel IUBRCN BT ST B 3 |

A/ BT (Flexibility)— ST &1 o1 9910 979 8 [PWT-—fder fqmT genfe & @
fApm @& @% W &g @1 WY, d1fd Al | uRad= fhar S ¥ |

A (Balance)— HHRATTI—AMIN VAT BFT aT2Y, fR U f3TT # el 81 | 399 Ud [a9mT
HT TR 9 AT & I8 TIEDT DI AT ST DI ol H 37U AT Bl ARG FY I |

PRTAT B AT AT g9 & T IS WM el BeA (Steps in Office Layout)
BITAI—NARTT & Feer H Iferd e aor e ugfa & mawaddl Ul &, difd IMfdhar driesdr ura
8 9 | 39 gfear f=fafad 23—

1.

TR FuTRT &A1 (Fixing Responsibility)— ARG, HTITAd—UEed HRITAI—IHITT &1 JToT
ATl & | IR g ST H PRITI—3IM=IN &1 AT a9 & foy v |fffcr a1 oIl = | 59 9fAfa
H I Y§gd Bl IIRHA (Chairman) & wY H, TAT fGIg sredell &1 sqd A1 qAT HrATTI—IdEd B
TP AT & wU H e f&ar Sar 2| o oAl 4 a8 $M MR T gRr R S 21 wReg
W(Agency)ﬁﬂﬁ?ﬂwfﬁwqﬁ,W@Wﬁwﬁﬁﬂ%ﬁl

TG &I IIST 99T (Plan of the Organisation)— ST &fdd HRITAI—JARITT 1 Ao 491G, S
Hred & e ¥ A1 aRfd 81 A1fdy | 39 BRI Bl P& PR U Usel SH B Bl Ul BT ARl AT
=fey |

faf= rffr@IRAl & URET (Discussion and Advice from Different Executives)— 1fA=IT @1 JoT g9
del YaEdh BT B IUNIRdE I URTIR PR, [IWRT B W Gadl do1 BRI & G ae bl rawe
PR AT | faMmTTeet & o an el & T Ui R @1 A1fEy | SHiely aRdidd I e @fda
& forg T4 &, ST AN TN ST Hahdll & |

WIH - Fxdl BT A AT (Estimating Space Requirments)— & fA¥TT &1 W9 |l
JNMILIHAT BT FEROT HR® §H R GG & [oly, R BT MR AT € | aR<Idd W©I1F HT 89 Yol U
A RIS aR Fa a1 781 | W= 1 9l BT 59 oY e AT SN 5—

1. HHANI B YS—RIT | YSeTd! BT RITQT W B FMAIHAT & —JAD] DI gorl 3 |

2. FHARI §RT TANT $I S drell 709, I 3 |
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BT U] CCOM-01

1.8

3. BHTER BT MBR dAT oIHTs, dlsls sl |

4. BTH BT S WM S M-I Goll W, MM HHARI U WA F T R W —a T |

5. I=d YagDI B I TRl AR |

6. T XM, TTT SU B, 39 =l S |

G AR HRAT (Preparing Blue Print)— STRITI—3A=ITT ATST 919 dTell fdd, Fa Ugel Ut
I eR1de, T SraTed 9911 ST & S9dT Ud YT NETfad §91d1 & ford gfd, fafit o, <=am,
Raga, Jere Infe ATy S & T T atel Beiter @ fawy § ff snawad Had A oid € | agHiTe
gl & YG1a | faoiell 3R Solwia & fhfew, fore dom Wifear- anfe i e wy 9 fexarg Wi, arfe
I &1 AR F91GC ST Tal o 6 |

AT BT FHAT IR AT (Preparing Model of Layout)— I fIRT &7 fha = @l smagadarn
AT, e S0 pHa—) e & o), s9a e & foru f[RfesT & Y w ifa=ma ars=m &1 e
AT TR AT SIRAT | X@TE | U”d 6d T TaRl, SRarel dl M &1 AT SJlfe T w0 4
o™ =120 | 39 T & AR WR AR AT BT YRS UReT TIR T STRATT |

Jif~H = 99T (Making Final Layout)— 7, Y@IRE SN & Ieawed Ydgd & AT
fraR—fawel frar ST 2 | S 918 S9 W ferd o T A 9d 8 1 IR far T it uRids AT
| A% B o1ar g & aRdd # 3Ie YR W IR {6 T § A1 F8 awfd ifdeRal & ot das
9 I BT Sea—WIY YEed! & U HoRl & forg 9ot fear S 2

TS 3 AT BT A5

U 3BT BIATTI—IN AT STl & Hifp b 1 oI &—

1.

BHRI-eHaT (Efficiency)— Udh 370 HIATAI—INAIRT HRI—eTHdT Bl dodl & ddifh I8 Uu=l & Yde W)
iR <EdT & | s9fely R &1 &R yarg giar 8, Jife uu=ll &l e afdd g afdd @ Tl

q HF 9T | IR S HahdT B |

g™ (Economical)— Tdh 38 YR I RO ffarg O SrATcd—= &1 98 SUdnT 8l ©,
a9 wrafeg & @3t § w1 I 2

% fAFTIRT (Less Investment)— U@ 318 fA=urd & 7l Tom I+ &7 92! UANT 8T § RI® SR,
34 SgTeT ANt @1 sraeyddar J81 vedl |

JHTERITe GIIevT (Effective Supervision)— $HH Uaefo qom g7 § gAen it 8 | wfdefor R o
el FHT AT ARTT H B ot 7|

SNIEUS Y favafdernerd 11



ao‘rqi?l?: SER3) CCOM-01

1.9

e IRINT (Faster Communication)— 378 M= & SM=aRe AR e Id Biam 8, Fdifds
foame- v o & 9-¢ft B € | 3T ARV W STl T—3Te T fAMTT H AEANT o HHwad WY T & Sl
g

HHAR! A9 (Employee Morale)— S BTl © HHATRAT BT ®TH 997 fHwl Sdhrae & aefar Y&l
2, 399 Sd A dT IR H GUR BT B |

A (Goodwill)— TP 3BT HRATAI—AMITH, TPl & HUR 3BT YHTd STl © | §HD HRYT BH Dl
ARY gl © |

SR fA=TE # g Ugan,

IMYFID T H HRATAI—=TT § HB I3 Ui &I [JH™ g 8, 9 ¥ 8 9 TeR 4 8-

1.

e fdTSI® (Moving Partition)— I8 (& UHR @ FER—IER B dlcll ©lsgs, WiRked aar ey ol

STaN Bl B | 32 B § Udd! dRE Sisl T8l ofidl; STRd Ued R SER—IER RITaidy 73 BT sanfe
Y T Whd E | TA—fa9Td B9 A1 Be Sars @ A 81 € a1 9 ge Sars & WY

ASYeR AT AT YA BHireR (Modular Units)— I& b YHR BT Al il & (o4 forRg=—ug & forg
I, BIsd WG9 & o7y @M g FMAE @A 6 ol SR161 BT & | 391 Sa41 DI Yh—gaN I 3T HR+ &
o0 4 9 6 | S BIC-BIE DS BI AN W1 &8 Gl € | 37 AISgeR ghsdl A W foRA § B4
AT B, HHATRAT BT BRI PR H JrAem el € TAT ATS! g YABaT TAT Sil I BT 3 1 BIam
g | A FrEaferl § 3 g Surer Alsia Bk S I8 §

Wpfdd G drell BT (landscaped Office)— I8 VAT BRI & foTaH 7ol Ub—gaR & faff=1 PIolf
R FaRed Bt 8| AMAeIHAIR #of dirar §9 wrafed @& At el w o as ol ¥ faf
BRI & Gl Aol & IRl 3R Blg W ¢ |

Us—Uel & THA! & gIRT B Bl fIiTa fam Sirar g | 39f Ud A1l X1 #§ 981 o ls Sl | VT hraferd
T TAT GIFAT ST 8 | SR S8 B! g Al 8ieil ¢ |

1.10

HIITId IIATaRYT Ug Hg~

BT ITTIRY] SFH BTH BY Yg HHATRAT DI AAIGIT 3R ST HrAAdT b garfdd fhd faqr 8]

REdT | PRTAI—BR J&IT: AFRN®, J=Aalerd, kA, QI8 S dlell Ui arel TT T <+ arell 8l § I8l
T, IH BM B Tl HHAIRAT BT 3T BT MRS 91T 8 | 10 €, IB a1 usd 2| fh aRkaw iR
TRR, Ml H e T BT 8 3R delad W 2 b WRY IRR H Wy ARaes Far aRaT ¢ | gdieY Uh

T BRI HARI IF FHI TP U] BRIGAAN BT HILS 3R AfHTH UG T B FhdT ofd db b

HTATAT ITATIROT AT B B DI ST IAD AR 3N INR BT Wl 3R Afeg Y@= drofl 7 & | 3wl

IIATIRYT BT ITB INR UR YIS 93T Tsdl & | b A~ a8l & e S9a aRkass § ufear 89 &
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BT U] CCOM-01

2| HoRa®y SUD B B DI AT TAT 3BT (Capacity and will to Work) T ¥ 8IdT © T SRITerd &
FHRIGIAA W JATT TSl 2 | SHGY ST Gded DI AT HTH B DI TS BT YaeT HAT A2 |

IIATIRYT BT AFAY IR WR W Fg=aYl G91d Tedl 2 | IR PRI DT aATIERYT QT 2, A1 B (U 37T
& 38T B | 3% UHR W GIR fBa1 T SRl &7 aaraRy sHaREl B & @ Ui gReT U aRal g,
AII—E—ATS, T Pl 3RM AR G PR, BT B FIA B 1T & | S99 A sATS I B aTell geeRIl
@ IaeR Wl HH B S T |

111 BT AeRY & = a4

1. YhT2m (Lighting)
2. 84T T drelT AT (Ventilation etc.)
3. JM<IR® Huige (Interior Decoration)

4. YIRS AT gl WR 307 (Control on Noise and Dust)

5. AHTs (Cleanliness)
6. gReTl (Safety and Security)

7. T (Secrecy)
ST YT (Office Lighting) - YT ST ARVl 6T Udh 980 & He-dY0l a9 © | T § ART BM I

I R BIaT 2 | 3R I8 99 dd I UBR | el [5hdl ST Ahdl, 5id ad agi ThTl (RILH)) &I 12! SyaxeT
T & | BH YHTY IM-W W TR STl & e HeRawy -Wi § g 8T & a1 3 §IRaT- het ol § I8
TEI HHARI 3T HTH BT Toil A {971 BT TeAdl & qAT WHIdd RIS & A1 Tl PR U & | R Sl

YhT B UX 3MT-3G] Dl T oFTdl & AT S AFRID b W B Bl & | 399 Toldl & JIaEN HH 8l Sild

2 3R &1 sifereiiy BiaT 2 | Ao, 3redl Uhlyl avell HiTeid § 8 WIH WX 8N 3a3dd & | S9d folu aig
T eyl Rigid w8l B
UHTe & Ald (Sources of Light) - &Y & a1 9Id &—

(i) GRST BT UbT AT YTl UbTel, TAT (i) fdSTell BT Uhre |

(i)  UIPfad YT (Natural Lighting)— UTHfad TRl TSI & Al § GO0 BT T AT ARF 2 31K
HHATRAT & FWRY AR HRIATT B ol 1 31287 & | 9. b I8 B! 7130 H AT Fb | SHIY SHBT 3fferhaq
ST HRAT AMRY | 39D foIT TR &Y ARl H gsi-d<! Rasfohai, w1l Gvar # yhT—3RI (Skylights), <Tart
R g T AT B W THHIR TN ] AT B Ol @ |

IS THR TP GHTeT BT & TIRT HRAT a1l © Al SRR H Hol RISl Bl AR H§ dRd ol Bl
=12y, IR I AfAd 3T@l B ABT ATl B B & D! HRIAT- RISfhal & Ardid s S a1y | famg
e el 980 THBER 7, TH Al 89 @ meidT © o Rasfdal § ey 17 & A1 WRe Slel o 9ad & | a7
SNIEUS Y favafdernerd 13




CAR ISR R ER] CCOM-01
374 f3rcifier ofer & Re oI o 9ahd €1 39 TR & I & gNdrel YTl P fHor Bl 3= 3R 3Mhid

IR TAR DI BA D AR BF < 8, R T8~ A JHTY IR @dl H Bt ST 2|

(i)  faSTell &1 UM (Electric Lighting)— e HITe™ &1 $ARA 39 UHR §41 81 fb a8 &7 &1 warr
HI%I ATAT H T8I MY, Al BT YdGd BT T8 UBTeT [ASTell D Faw HxId SUAST BT BT & | faorell &
THTRT BT FaH G o I8 B 2T Mauadi iR dH—SITGT 63T S |AahdT 2 | T8 Uarer Il dHarRal &

IAD] INMILIHAT & ATAR IRIER A1 § A w0 | &3 51 Gaar & | Afdh= gqab! s 1 1 98 SRR &

Gl BT 91 3T & a1 fdoTell & @axi & o+ <l 2 |

UGB HT 789 (Importance of Lighting) - THT &1 ] AM, HHAIRAT & HRIGAT & A9 F START 2,

ST UeR W B

1. SATET S<aTad (Higher Output)— Tdh SIS YHTO—IdAT ST & DRI B I T AHT 9gH 3 984
HEISD BT 2 |

2. W {6 (Better Quality)— ST UHT I TAfd- &4 Bl & iR foifie—art f sifesfrer giar 2
Fifds HHART AT &I HH R T Fhd o |

3. $F IBHM (Less Fatigue)— J3¢ UHRI-ARI ¥ -TW W HHAGAR USdl & (o790 HR HH dMAINIT-
Bl €, 3R AFRIS oH= W HH BT B |

4. Ied FEIed (High Morale)— U&TeT &1 3 U6e 8F A H1aierd § @< iRy Uer grar 2, e
HHATRIT & A H GUR BT 2|

5. SATET WG (Higher Prestige)— U 3D qAT BRIGI ThRI—FqRRA ANTH] & W Teb YHTIYO!
BT Slerd! 8, T BH &1 9Rg Jedl © |

M BT YANT (Use of Colours) — HTATET &1 Bl AT IIRI R Eebl T, YISAId THTe TAT S THbT, Q1

@ forg & 9gd SR B | T T ¥ SAGT YHRT ToR AT 8 F4ifdh IO S9! B0l &7 I 8T 2|

TR TN TR% TN [ H UHRT HH A © | A ST & B, Blel, B, QaR, Bd a0 I3 s

BT [T odhl BT AMRY, TN SATGT—H—ATGT THTI HH T O 31 Fd | TH A [T BT S0 b §H YD
SATET 96T Fad 8 3IR 37U+ gite &I 1 3% I Fohd ¢ |

g Bl BCHT (Removal of Dust)— H¥T 1 oi¥, TJq, ORI, Bal, RasfHal qem oFaRred R gd T8 o ol
ARG | S FH—U—HH 50 URILIT HH UHI T & | el 39 Ada! gfafes A o1 =Ry arfes fHafad
w9 H YHIY 3 A | dra—dr # o 1 3FR WRE 8 O € a5 3% d8dl <A1 a1y |

AT o9 @ AR dT drOEe (Ventilation and Temperature) - BATAT ATATaRYT BT T HE*_CN;UT 3T © Sfera
ATIA @ 84T BT AENTHA | BrITerd § i wu | el gd1 A @12y | I8 T 999 § o1d BRI & JioT
# qul w9 H TIT BT JETETHAA B | T & I AR T B W TAT T B AN 7 O HHAiRAl B RRed,
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DATAT G- CCOM-01
U TS ASHH BIAT 8 | SHS AT AT BT g 3 FIH 2 qAT ITS WRF W RT R ISl ¢ |

R=] D AT SITGT 31 AT T 841 W HHARAT & fo 1 &1 & | I g1 T AR B 4 droll
ZAT BT BRI | U BIAT & Sl AT ST aIdeaRe] @& 94 & folt 980 Tl 2 | HRerd | gar &
AF—SH & foy 1 aepl &1 g1 b Sirar g—

1. WHpiId FaQRNT AT FWad (Natural Ventilation)— HTH0d SAGRT Bl UG $R & oIy T &=aTo],
Rasfealr qom IeMESH, W8 S TR 89 a1V | 399 Il gdT 37X Ud9 il 3R a1 gdT 9rex
SRAfT | BA1 & U9 ARFSE ST a9 | WIpid aT BT o AfRie 81T |

2, fastell & U (Electric Fans)— 3TSThd 84T UTC HRA BT Uh BT qAT Xl A fastell & o 2 |
Y U BT Bl IRI TP Bbd & o0 YINT BT Ot & | 5Tl & U ¥ B PR & B §, o9—Bd &
U, AR & WY TAT 9 B U AN | IR [dASTell & U I qIHE HF 81 8l | I BRTol drd |
A g a7 aRd 2

3. %™ 4 (Exhaust Fans)— aRT U9, IR 84T &1 916% B+ & g WA fHd O € | SHD BRI
Resfaral o SRarsil § drell gaT 3 37Tl ¢ |

4. IOC TER ;Desert Cooler)— I8 BRI P ST PR HI UH AW AT JATAYYT S & | I8 T Pl BUEI

Al FRAT & qAT ST T A IO IRAT © | SHD! I BT @ W 980 DA AT & | Solc ol Bl

GRIGT W S T8 XPH H HRIGRE dAT IATGHh] 9gd 96 ol o, Ty 3 ¥ 98 dverid g
BT 8 |

5.  QAg&fed I (Air Conditioners)— ardrdford a1 i TIOAM TT EAGRT &1 UH TWIEaYUl e+ 2 |
S I D BE H AR” TH W IR, GET AT g WX BT BT FA™ B ST ©§ | BRI Db qrg qAgT A4

BT I TR W TN AT S FhdT & | T HHaAR] SF I A5GH BA & SD! HIISTHAT gl o |
g I8 UR™ ¥ 3 d% I IR & oy 8 Iuarfl g g 2 | IR I8 9gd @dicll 9 & |
6. HR B BleX (Room Heater)— BIex &1 SMITIHAT Tl & fadAl # TSl g1 A EleX SATGNAR HFRI BT TH
P B oI JanT # @Y S §
T9A (Temperature) - HHART G W, T G SITET TH § 3R 9 81 SATGT FdT # D! UHR HH B Ahd 2 |

SAfeTY 3SR BT ATIHT ATIRYT ATYHM BT A1f2Y | U IS drge= ArIRoraan 50 f&ft 9 65 &3 w1 aa grar
2| HRI DI ST B AT TH B & AEAT | A9 =07 7 orr 1 Favd |

T (Humidity)— 1 &7 31f © ag 9 a1 @ faemmearn | afe arg # ifde 9+ 81 a1 S8H T 989y gl 2
T B TEYF P A9 BT TH I @ T Yb BaAT SUSI | Afd TH & PR HHARI TOT 3GFT BRI © A
Je G- ol H UREAMT B ol 2 | Ife Bar 98 Yb 8 Al ol H Siaid 81 oIl © | brterd § el T4l
(Relative Humidity) 40 ¥ 60 UfIRI & &< 81 =1(2q | fAg]d SUSROIT §RT 1 BClg 9 d¢ls off Wil & |
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JNaR® HAsae (Interior Decoration) - MAR® ASTEAC & 1) 8— TWR & 3EX I AOIGS, WM, We, B,

TR, AS—AMM, ARl @ Folde ST | TSGR H HM &1 dlel HHATRAT & ARAES IR TR &) Follae

BT IST BT FAIAL T YA TSl € |
3MIR® FSge HHATRIT & ARTSH BT Aad T~ a9 W 8; S8 3MeId BTH B Bl IROT ey

g | FoRI Ia! 3R 3T BRI & BRIGAAT H i Bl & | $HD BRI I8 ATGIAT TR AT 3BT YA

Jodl © | AIU—8—1Y AR 3R IR, BIH B P 58T 3N &9dT & 7Y °gfass gr-g faeme Ygar g 5ae

BR[ ATIRD ASIMAC HHATRAT DI BRIGIT Bl (I7ag & gaIfdd BT 2 | 3fIyd, Ig sl &l ol © fob

qifd g9 ST & oI BRI & BARI H JAMBYD AT DT YANT fHAT SN, TAT MhYD Fode—aqFIH TANT

@I Y | J&T 21, IR, Al T W HeT AHYD &7 A Folly oI |

¥R AT T W =17 (Control on Noise and Dust)- IR &7 31f — a8 AU AETST ST S & TAT g

Bl fh THR & HHART AT BT THEAT I ol BR b | AR B BRI BHATRIAT BT AHRIG TAqT IRIRE IR

Bl & T diffie el IR |l gUHId USdl & | Braed & b & oY USridl &1 Aaegdhdl Bl & a2l ¥R

S 98 SAfeH I STAT © | SRl BT Hel & b AR & HROT SG0T Afdd HH BIT 8, Iddad IadT o, ADT

UgT Bl © SR faMIT @7 dMIRAT BT ST BIAT & | SHaTRAl BT R Sl 1 I8 A Idb] BRIGLISA B &

S ©, I U BIH A AJURT I8 o & | A SHIR & DI DI BIAAYdD PR D oY g8l WM YT B

T B, IE T ARG § 19 R © BRUT 9 S AIdl BT AT T BT S a1 39 BH B B A8l SuTg

fog SIg |

¥R q YHR HT BT 8—

1. MRS TR (Internal Noise)— MIRF WR TSIl H, RGN & Gl qAT I8 B ¥, CAlBIA Bl Tl
IO ¥, HHATRAT §RT IATAT B F, AT & Tl |, BRI DI RIFAHE A, TR BT g™ & fofg
Hfeat aoe genfe | S BT 2 |

JTARS TR BT FAg=ror (Control of Internal Noise)— 3T<IR® IR B AH d v (9 U fHd < Ao

3

() 9 7N qAT IHRT RS RO AR IO BT &, S© & BRI A R (BT o R H @1 S
IM2Y | I IT AP SN | of ST G9d 9 8 AT R IA B dlel SUPRV $ Al S5 AT 9
@ I o < ARy |

(i)  HHATRAT H T AT | aTdTed BRI BT IR fHAT ST =AY |

(i) T AW W BleiA AT g & B [Guar ey qof SRarell W gaarerd gR—gd (Hydraulicdoor
Closers) oTaT @RT |

(iv) <RI R RIS gl T 1Ry | A TIgel 3MmarsT &l ARG oid] & | S)arel R S IRa 4 3{ars] &l
RId 2 |
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(v) AR B g & U wfear & W\ R g @@ (Light Indicators) YRINT &R @124 |
2, /& AR (External Noise)s ST& ¥R SIOIR P 3(TATSN, HICKHS! T 3 e+l & 3MH—o & BRI
I~ BT 2 | I8 2R Sxamll, Rasfeal gRT drafea d gder o_am ¢ |
FI=0— 91 AR | 919 BT JIRA gl A B B S ARy | AT Braterd fhdT o W\ R g9 ST
MY | A SARGT &1 ST ARTAT R arell ATl B o= § B IR Ug-adT 2| 988 AR B A B
foIU TrER SRATSIl &I FaRT &I ST A1feV | HRI § HIC hUs & URQ i+ I 983y 3Marst 3+ H Sl @ |
gl (Dust) - §B Wl WR S SREMF! scTe & FHY B &, e & 98 31f¥% go—MAel shgl 8 Sl 8 | afe
T I & MU BRTS, USHT dl HUN & HREM 8, Al aideRyl ¥ 8§99 gd BT I&dl 8, s
HROT HHATRAT BT TGN BT I & FHAT 3 | AT BRI B HAI, A9l qAT BIsall 3ANS W goa— Al S
2, A1 BRI HAT AT T & R SRigHar § & el B 1 gl BT b o forg Sferd eraver @ S+
ey | If ¥9a & a1 examl 9 Resfhdl R ga-—Eed oy S Ay der gfvd gar 9e) oM & forg
q—fTHT UGl (Exhaust Fans) &1 ST fbar S A1 | 980 31¥e g A HHARG] BT @RI WRG 8
ST € | I8 9gd AaeId ¥ fF gHG g8 ) @1 Fafa wu 9 | fhar Sy, [eeeEl a9 el & 99t )
AL | & TR qn T § el R By IR SIS, S Y |
ABIS (Cleanliness) - HHATNIT & TR AR TWR H FIAAT aFI I e F TRR B THIs IR A g
Tl 3T IMATIH B | IRA O < H, T&T Bl et ISl &, I& AT 3R Y 31frs we=aget &1 oIy 2 |

ABTs 3R Teodl HHATRIAT & WRT TR IJTHT YA STed] 2 | I8 I NP B T S8 I BTH R & oIy

URT PRl © | ARl H AL DI U BT 9d UT BT & TAT TR H b S a1el v 1 fhet 3§ gur

AR | I8 HHAMRAT B AFURART B IR BN HH BT 8, TAT HIATT D AT HAAT DI A TG 2 |

safere gfafes Afear-, wef s A% H=e ARV | Pleld, W s, 9 BRI § WA 81 & I

SIRFAT (Drycleaning) Faffd ®©u & 8F1 a1few | df—aM1 sifed @& &R H T - fihee onfe

TarsAl &1 Frafd fosda o @12y | uEl 9o RGBSR A & | qofdar | &1 & TRed g3

BRI, JTHTRAT BT ART AT AbTeIdy FTh HRAT, BaR e b ARFT BT 3N a1 AT A%rs o e

2 | 1 wewdr @ 9 &) SR | B anfeu—

(1)  YrBcE (Spittoons) - BT H SHTE—SRTE W UIHEM g9 O™, difd AT %3 IR q7 SaRl W) 7
o[ | 39D oY Teh 3MESX SN fhar T bl 2 |

(2) < @ THA (Waste Disposal) - JHR BTG DI hebd & oIy & B SIHRAT BT W1 Iugaad |1 o
I fhar ST =iy |

3) 9™ &I 9 (Drinking Water) - Sfd I TR U+ SUael &) & o1y Sfad wder M1 a1y | rer &
A1 BT G BTl YRT gEe g9 ATy |
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Yre™ (Toilets) - drEfer H =Rl e & g ff SE—s g R < ARY | 96T 916
IET ST AMMRY | HUST AT UIR ufh T A9 scnfe W a8l wR a =12y |

(5) D<M (Canteen) - TAPH BRI ST&l- W HTH! Afdd BRI HRA &, S oIy deld & ga=eqr A1 erfa
AMMILAS B | el W HHAIRAT BT A1, Ghls al WHT sTfe Sfad &% W SUdel a’ o |

6) RM @ B (Rest Rooms) - FHATRAT B foIT 3R & HFR g WY 9 SRN! & | ST8T R SIRMGIH
AT, HRIAT- ganfe Sucrer & |

(7)  <ureT ¥s T 89T (No Overcrowding) - {1 W1 drafery # Sarer Wis =€ &M =1fRy, wiife s«
HHARAT & WRT qAT HIAHAT § RTae oMl ® | 399 AMRIG UHTIAT |1 F8] Y&+ Uldl, qeIT HHaR]
MO # T T |

8) =T (Clock) - TH—I—HH Udh TSl &R BRI H B A1RY, ST SIdb Fard! 2 |

e & U (Safety Arrangements) - IR AR HIRATAT H Hhaesl d o § SATAT GRIAT A5GH B

g | Safely wIe & IS e $T Udy fHar SIdr 8, W] |8 gHeaN dried § W Bk 2| @ Y-l BI

ggeAY € 9N, &l a1 5l oy fie 9 'Y W dle ol e, RFe forg <arg &1 gy e o 2|

R {B TSI GUSAN- SRI— IWR B AT ¥ R THT1 s 577 g SRUdTel @l aedandl 8kl © | geesll

A TG Bl BN, 3IRM T 81, HHAIRAT BT AT qAT T BT A I Bl § | Salely gRe & Ifaa yaei

BT BT H Al BT SN ®, §9 AR8 P H A= SR |, SHARAT BT gESAT & RO Al T B

I Y&l 2 | gHeARl § 9 § — BRI H HHAIRIl Bl WIe—HTs, Te—he dT YRIH SUBRUN BT TIRT T

FfeYol BRI A= |

geeAT @t @ (Accident Prevention) . SeHeT @1 6™ &7 & oy dRIfed yagd &1 98 & © b

I8 1 AT T- RAPR GECAIN- HH—H—HH PR Fhdl o—

1. ) e e ST BT AT FE ST | FAMT ALY FoA 6] &2 H IGT AR | Arer—g1—wrer Aifedl
W B P WER & fog ufedl-a= |

2. faorell @1 fbfe saafe o faQivs gRT IR—aR FARIeror rarm =fey |

3. <o /YN qen I SfEd 7 W oS SiY a A wu | S9! S-7 @l W |

4 | 7 ST fSTell | Terdl 8, Ahlg BRd AHY I = Rad 9 9 dRD A% BRAT 18U |

5. TN W% Bl WM & JRIT I H DT RIT ANGM 8, $91 9 dR H YR <471 =12y |

6. FHRIAT, ST AR BIgd T BT IAARI & (BN TS 81 811 =13V | HRIJT BT I A 841 a1 |

7. R GOl drell 9%] DI LIMYdd IARAT a1 |

8. WSSl G DI GRSl BT Gl el IGAT AMRY TAT dhR BRI I SIBRAT DI T W R I, Il

Pls Afdd ST THT 7 OV |
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BT gd=eT CCOM-01
9. $d e (Shelves) TR g @ forg ST AT I &1 UANT HRAT|

10. <l @ IR e W I 9 o @)

1. &R H IRET 9% 7497 8 |

12, AifAT T WM § GRT YSTY BT A1RY |

13.  Igd, S TR SIIGT Uh W WX ghel = 8, difed AR &1 9 = 87|

14. ol & df @1 gfd et R @ @iy |

15,  wfs, sIG B A1 RIS 1 I &_ & oIy GANT 81 - =1feq 3R U9 &l o1 9 gl 21 Bied
=Ry |

16.  UIRIMA® IUER & JAUW AT § TR 8 @MY |

Sed GReT (Office Security) - BT BT G4 B 8 G Reprs TAT YA BT 4fIs & Fed B T AHTTHR

G | Aty I uuEl BT dr Rare a7 gfe &1 Sfud GRS WM W v@en @ty | org W Rers ar TR

HE=aqul faRIY SIEHRT BT e & {97 TR | a18R 7 of Y | R R A1 GRe & IUF U BRI & gan

HIITTT T T BId © | O91 § dT a1 shsdl H, Pis W d1ee AfK, JINIfHe SRR Y M=m & fa=T,

ST § TE M Fehell | 391 30 Il (Bags) MG T W B ST IRM TS & | IR [ 1 U=l & Reprs

® AN T B U, 39 oY ¥ YReT @] ARy | FO Hg=aqul ol DIl aedlde] SRI—IRR Wi, [$deR,

ST B IS, W@ TRl g, A U3, 9@ g, e & BRTeld 9T NS T @ BTG S,

d&% e®d (Lockers) # 3@+ ARy, A1fd [RIEMT W& | q1a] SIS Sli— BRI @ Bigd, T9—d8R sl

e AfeTA o Uga W =R B | B Ry Afdddl ®1, e e § 3 srrard W gL S Bl g

BN & oy RTR1ER S8R A12T |

AT (Secrecy) - BRI & FB WA RBIS B & g SR WLH A W W ST & | 3¢ 89 IS

S Ped 21 39 Wal & Gl M | ASH B BB HAM ISHT TSl 2| gAfely, 39 |a [ ardi BT &g

R Y, T GRET B o v Y&y g ARy | SMHAR, IR A g Iw vl Sl §—

(i) o< R (Financial Position)— & Y wzerm o fag Rerfa <iftw @rdl & e991 9 U8l d1&R oM
A T YT & FhaT 7 | oFR iy Refd sregl 781 & ok I8 |1 ¥ Ugel & aFll &l uar = Sl
2, O S WA @) UfTST &F 8 SRR | $9d BRI 89 K0T T8l of Fdhd a2l AR & JoI W &H &l
SIRAT | 01 & RUIGTAT HFIAl IR GaTd STeldl 3R 310+ U & Hfad fafer 9 ugel & ART &)+ o |

(i) <TUSY ® N SR (Tender Quotations)— IR TIER & ¥ I fh HHT 1 ART &, 3R TV & GoA
A U B UdT I S &, A1 BT Bl STA DI Sl BT ) WIHT US|

(iii) FTT B FAT (Cost Information)— TR T HHATRAT BT ANTT &1 FAAT BT T <ol A A6
B JeTHd Rf 7 8 SRl 2 |

SNIEUS Y favafdernerd 19




BRI U= CCOM-01
(iv)  THIY @) 9o (Declaration of Dividend)— WRIRYT a1 MfST & U8l 3FR HFII & TS &I ©IYOT

® AT Il ST & Al S99 B & PR BT dIolR oI BH 8 Sl 2, S DR B & a9 AR
@1 gyon W 59 9@ 6 daraes Aved o Wi @ T8 B, T I S @Ry |

(v) gfd@ Rl (Personnel Policy)— FHATRAT &1 UG, SKIARYT §ATQ BT Ugel &1 YT &l Tl
FRY | T8 AT ST TSATd, ATAd=al T SAR JAAISd IRV A AR |

112 R

BT T DT S BIdT © [P [hal AT b HHATRTT b YTl Bl 59 YHR T IUIRT HRAT fb 99
I DI AT Yad U fhar S o 59 forg wRem a9R— T & | 39 ol Yawr & Sl &l Ui 9r1 4
gier T g ¢ (1) AT, (2) e, (3) BHATRAT B raRe, (4) fAdeE qer (5) |
HRNAI—ITARIT NI BT & TGS AN AT fINTT | Hoenal, drRfl, Fei1 Jon Iuaxel & 59
UBR @ FAGH ¥ 7 & e qHEaT &1 |qdiftd 1 9 ST f6a1 5 96 & dA—d—$9 Sire for aor
BRI W HIAAYAD BAT ST b | AP T H GRITAI—AMINE § HGo 3 YAl BT [Abr gl § o —
= faTSTes, AIeYeR JfHe AT THIUR BeeR, Wdhidd 99 arell SR |

BT IATERTT BT AFGYT FdeR R W ATAY0 Y9G ISl & | 3R BRI HI arraRol 8T &, d
BT 37U 3T B ST BT | AIF——1I, IIH DI IRM AR G PR, BRI Bl I Bl ST & | 5
7 sIfe & 89 dTell geeHmsl & R Al &H 8 I & |

113 IIgTdell

s+ (Management)— AT G2 HRAT AT U+ =T 9 ef=ar # @ T |

SHRITAI—SIAITT (Office Layout)— I &1 Mawaaddl FEiRd & den Sua fagd STIRT & dad 2 |
JNaR® |oEae (Interior Decoration)— TUAR @ 3TGX &I AGIAS, M, R, B, HATER, ATOI—AMH, SaRl B
|olee, s |

114 99 U39 U4 I99d IR

(B) T9 SHIS BT UG B UTAN 3T IO S B IgAM :
arsy 6 9 Bl # 9 -9 9 2 T pH-hIF I INT:
() U we T A T, ARG HRAT TAT U AT T AT H @ |
(i)  PRATAI—AMIRT ST fIMTT & I qAT AfIqAT BT UG HEATT 2 |
(i)  IMYFE T H AT # BIS yRady 8l gar 2|
(iv)  ddEReT BT AFGYE FIER W W Fgaqol J91d gsdl 2 |

(v) TIR® Aolae HHARAT & ARTSH BT Fad IR IEdl 2 |
@ PISd ¥ A W vl A F S s & yANT §RT Whell M By WRT|
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BT gd=eT CCOM-01
(1)

Udh RG] BT SE.................. BT F&I UHR A gollol BT BIal & | (Sfaes], 7o)
L R 22 BR5 L A Ua=] &1 B TP T ¢ | (FHaRI / TAR)
(i) < fed T BRI B H TV E, ST W et =faq | (R, gfaem)
(iv) @R & B W Rars 8 8§ K. CIH ¥ I T Sl © | (FER/SRR)
(G0 T 21 # SITeT YR AEqE B 7 | (FTaied / haed)
IR () (1) "B, (i) &I, (iii) Terd, (iv) Fa,  (v) Tod |
@) (i) =S, (ii) @R, (i) GREM, (iv) SRR, (v) brafery |
1.15 HURY Y4

BIATTT YT A IMUBT T IUTT 27 BT T P DAl bl faddT DITY |

2 DI AT H RIT T 87 IFb e d Ieeg day |

3. U 3 ST & HEd BT qui BN |

4. HTATAI—ATATIRYT AT B &2 b R Hed 27 AFdII FdeR & HAIdS-dh el TR S J9Tdl bl guie
BIRTY |

5. BRI dIAMERYT & <l Bl 918 | BRITAT & BRI—BLAAA D GIEHIV I J HRIBRI dTdTaRoT Dl
HE< &I o BHIFTY |

6. PRI—&HAT BT e § @ §J BrAad § eI AR A1 DI RIS HE Bl fdder DI |

e — 37 U A 39 IHIE BT 9ol 9I-f T H SudT A fAerll | geT SR fores &1 Ut & | dfd
A IR fAeafdened o1 9 9ol | A dad W & oy © |

B WM JED

> RN : FHRT Ya=, Yedifcd ufeeren gue feiieges (Un) for. 7,/22, 3rar) W1, RanTs, =3

faeel—110002

>  WEN, . @, SRl Ya, At YHeH, R

> I, 99 U4 Afole - driferd yaw, fieell favafdernery faw Mifsa, fdeeli—110007

>  Office Organization And Management — S.P. Arora

»  Office Methods — M.L. Basn

»  Office Automation —-G.L. Tarry

»  Office Management and Control —G.P. Terry

»  Office Management — P.K. Ghosh

SHls 2 BRI TR

FPIS DI OURET

SNIEUS Y favafdernerd 21



DRI U CCOM-01
20 AW
21 UG
22  AEANS UF BT WWHY UG e
23 Ud 3 YF & 0T, A Aqd] fIRIvany
24 = UyoR @ ©=
1. g8dre & 93
2, SICRRE
3. IR BT FRKIHRT
4, ad 1A
5. Rrpraa, <9, TS FHT IF
6. ¥eld dFT @ fora@m a1 Rl o3
7. SIHER Bl R o5
8. A / Thla AT Yh DRI b UF
9. RUF 3fefdT T —ux
10. 9% R UF-aER
11, 91 O 9 UF-TaER
25 AR
26  TTEAl
27 9 U U9 I IR
28 WWRE U
20 T

T 3T YA @ N ] UgA B b |
ATTATRIG U5 BT X®d Ud aral g7 b |
faf =1 R & 9= BT forg 9 |

21

YAT-T

31 fth 3T &1 ATURI S Th—galk 9 ol @l R O axd 8, U9-a8R & "edq 9 8 Th—gay
@ AHD H A B TAT AU IIAR DI g H FH BId © | AUR &I AHeIdl 980 Y AUNRD YA W &
¥R AT © | U 3reeT MRS U5 981 2 ST U I Bl UTd HR H Fhel Bl & | AUIRS I DI A<6T

SNIEUS Y favafdernerd
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DA Ja=e] CCOM-01
g b U s9H @o YOI BT BT AP & Oi- WA, Uebdl, Wlarar, Yoidl, weesd], geeldr, R,

JTIRNTdT, SIS |

IqT U FaeaEd BIAT &, I A df BT & UReg arbelfade Jel | a8 Aifed W &xar & SR famifza | =
BH B =T & FET 3§ G8Re BT 8 | UF-deR R AR o WUl Wad B SMHR—Rre R &Rl 2|
ARG JF—AdeR AR ORI B AT & | TP d18x S arell U ATDH] BH 6T Ui 2| I8 9wy
gfaffy 2|

22 ARG T & W99 U4 ofdl

1. ¥¥®H
Uy& UfrsE &1 9™
(FaarT dda)
AR e LI A
L1 |
T HHD ..ooroeeeee. [ L

TR 1 3 S
RS A,
B.  TATR RATHIT (B) oo oo oot eeee s teeeee e esee e see et sese e seseseesrese s
() oo eee e e e er e oo eeeeeseeeeeenee e
7 JATEATHD AT
8. P—URTSTE &
TR e
LA
eI 5 (< R
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BT U] CCOM-01

23 UdH I UF o TUI, AT 3fefaT faRivarg

U3 @TATRS GIHAT & (oY o S €, 31 S YHTaeiel] iR AIeed 8IMT1 & a1 | IReg UF & IATqehd
ol BT Treal @t W H gRWIRT AT orawTa T A1 Bfod smawd 7| ot Wi # araiRe uS & snawad
&0 BT Eight Characteristics of Commerical Correspondence 3faT Eight C's Commercial Correspondence @1

Hm TS R RN H ST AuiRe tH B 8 A D AM W YBR Fhd & | A 3MahD wervr fAferad -

1. FAYUIT (Completeness)- U3 URId gfte I Yo BT =13V | S &R 9 &l Soolkd 81 @18y Sl U3 |
TR aeR & oy sawae 81| 3rgul o Wfasy # Mawd UF-—TagR Bl o <d & UiadT ¥ MR
T8 N B 6 o3 Uey & gER B ot 9l |
18 IRIY M9 ARG 77 forg 37 8, Wifewy 781 | 31d: =Rl W 9197 &1 81d) 7 8 A7 | Aem—wamen
ol el ged fspue Jfdd Hm afdaa o e el s1fis gMTaeredt B 2|
Heg ¥, U U AR FHH H A, e @ik Hua, Wi, g, gul, IR a7 favy dfdey & mER W)
=1 ORTuThT H favad BIFT 18T iR JATHWT Uy & AR BT a1y |

2. Jfer<Tar (Conciseness)- SfET<Tal T5—JdeR BT ARER T T | FETHid ARIRR o forr 8, ssansrIsid
U S g df S 3UeTt U@ IR ofd 37T fofdd A18d | UBT TI1- 9% &I S fhae ol gt

IMRY? I=BIA HEl-R® I RTd | 98 S TP Ugd Fa | U3 ] iy & [99d § JgI Selied Fa
IUGH 2| U H Bl AT 3Faead 92 61 oo A fHAT SR, SHY UF & IFaed wU 9 AW B
BT 9 &A1 &, IR &M I8 el FE B D B H USHR UF & AP a2l Pl Ieoid 7 B SR

IT UF U< T 8 O |

3. WRAAT TG F9 AT (Comprehensiveness)- U3 R AN § forar <1 @nfay dife umad S|d A1

DI TET PR D | SAALID wU A IRI-WRBHA &l & RN B U7 DI Hfod &l a1 ared | T
9 8 & 03 &7 919 T DI UTUS AEIGT Bl ARHN BT A oF1 U oI | Ig I Fgwagul & b o=
ST R A & [ 98 3FIhY® 3R YHIGe o+ offl | FReldl 3R A1l H Iy sy iR g 8l
g Sl Saew fd M SU—<ra | FEl M J9Ta AT 2 | 37 UF B AT TR AR GaT IR |

4, ggodl ( Concreteness)- U3 I ¥ g3 B MY | Gl Il dlel Afdecd UTd: 3RABe & o SN
g, o UF—oiET H yMIaeIell iR ggo A &I uR=y 81| UF # UIud B U w9 ¥ YT HRA
DI AT Bl B, 3N WQd Sl el BT JIRT DI [T Uedh & AN Ucd W= J9aqul = sifdhd
&l |
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BT U] CCOM-01

5.

AT (Clarity)- T3 &1 99T [ SO 3! A2y A1 &) Wi ARG (Self-explanatory) ¥ fosir
UF & IR B WS & oY AR G UFMER BT AR o1 U Al I8 U5—FdeR & o (NGl &
A 8r | W g9 & foy snawad B 6 U3 o o ARl § W @ ok S gfoRea wu H
TKd IR | 39 G W ATS ACRBIeS B I AdEAT 7 Yl @Meg-
TH B TS BIUSHI ga-l W UG ThRf B @1y 6 fdva &1 qe—u—qe wfdd W 39 3rger |
HHS, T S UeT Bl IR AH D MY U DI SIART UG Bl ATIZhDh TS |”
AR, 3= e1erar AT (Courtesy)- U= foiRaa ardf 2, o 391 gurdwa Rre vd gwifia g =12y |
e BT 31T HET W IS S ol 39 UHR 9 HEl [P U alel & gad Bl HH—A—bH gW | TRATH]
JoieT q 99 ] weal # #weR arft @1 e awear 2-
Joril HIS 9 4, GE—SUaid Ig 3K |
TENHROT UE HAT 8, TS & g9 HOR | |
TP 3 TRR S A H,
fhaRa @I ATUE § ARl 991 9,
Uer 8% 7 galor, B! A H ||
g IO 98 R WK & © & AMIBT ATed dbed GF § G TS U SISl =l 31T & | Udh
e IR ¥ T IHDI Fheldl BT &I A AT M7 a1 S8 Ol SR 31 98 3Mvas foly Ag<w
T B |
“fHe) & o gU SN T 31Wd AT B <T fh gH SN B of I8 8, R VAT o O gH S §P ©
R B
HETRRIAT (Consideration)- 3728 U3 4 9 01 & FATIL (&P [UrhNI g BT 2 | UF BT 3 UIodh
DI A AR T UG BRAT BT MY | << AP o JadrRl o [ 8, IS99 Y Av—g—afm™
FHARA W T H 30 Wi B T 9 BF RN I UTed Bl VAT IGHd BFT A1RY O U5 W@ IHD
o SmTfead R & foru armam 2|
¥TeodT Gd Y& (Correctness)- Y& UF BT UIH &0 & | < 3R g T # foRd §U §¥aR & 6o ¥
A1 A9 DI o B ST 2 R A forRad o= &1 a1 sl 81 a1 | D U= H Sl A1 9o 3R Helw
R SR 9 g &R 9 8 | SAMSR] a9 & Ugell IfFaridr 2| fear 9uiF gRT 81 |AdhdT § U
UTEd & B H AU B 8 O TR I8 HI6 DI Blel @ AAM Uh IR & Id G| R w0 |

YTEdh Bl TR BT I Fad I8 W ATHENT B D (oY I BT R AT MaeTH 7 |

el Ygar A Mg g A1 € b o d wea—{a=amd @1 FAT (Spelling Mistakes) TAT RTHRYT FFIET

argfedt 1 & |
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BRI U+ CCOM-01
v fa=Im @1 FfC UF—o@d Bl HIIC H I Al @ IR HH—HH AT IHDT ARG g91a 8 bl

3IRIHT T&T & | 9T~ U UF—olgdh 1 foRkdT-"89 3Ue WA &l ¥RYR Y&l xR & IR FA[Casl I8 sy

1 AT B9 U FEANT Bl WYX SUETT DR & | U BT Y91d a1 [ gaTl b av—a R UTed IR
q B3 T 3R BB GHREA & dre &1 ReIfel Fel el |

24 S 9yoR & 1=

eIl FaH (Business) 3IR dT0Sd (Commerce) ddh11d! gite F & f=Tid 3 © | R U 999 &
yfcrarer fawg &1 gfared &R & ol 3% FARG WaR fBar S Jadr € | a1fvsd 9wd: iR AR &I 98
3R ARG g9 aTell Ufshamell & THT 8 | FHIBRU & ®U | He df aiored = UR, AURE fharg (Commerce
= Trade + Aids to Trade) 3R gafelv ey seEr qiticds u=l &1 4R 4 Te ar gg AURe 93
|fafer fy I 8 3R SN d@, 911, A odie, Fgfaa dem 9 onfe & |y U adniie uF g |
/MR HI—fasha & fafe=1 Jfasl &1 sfgen &1 79 2| U U9fdaT ou+ oY 3 gl 21T © iR Jude 4
URST BlhR (%, ¥, aMael, RIPId @1 qid I Joikd 8¢ Y YA dd [Gwgd Bl © | STaandd 3l |
=1 g3 afffora fa o B-
(1) gsdre & UF (Letters of Enquiry)
(i1) g & 9= (Letters of Quotation)
(iii)  3M<e & U= (Letters of Order)
(iv)  Wpfd & U (Letters of Acceptance)
(v) PR U= (Cancellation Letters)

(vi) =¥ UF (Letters regarding Trade Reference)

(vii) T gt Ud ga+T 93 (Remittance of Proforma Invoice and Advice Letters)
(viii) HTel Uit &1 SERL @ 9 (Letters Acknowledging the receipt of Goods)

(ix) Rremd, <9 R FAEo G9=T 93 (Letters reagading Complaints, Claims and their Adjustments)
(x) LURIE ==l 93 (Dunning Letters)

(xi) el 9 A1 URYA (Circular Lettersg

(xii) Tor=Al =l U3 (Letters regarding Agency)

(xiii) % FF=T 9F (Letters regarding Bank)

(xiv) M1 @== 3 (Letters regarding Insurance)

(xv) fafder g1 (Miscellaneous Letters)

319 g9 fafr=T UaR & Al & SR S |

24.1. Judw = 9 (Letters of Enquiry)
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DT Ta CCOM-01
g G ufcregel @1 g © | ufoRuel § Ahd B $ U I8 avds € b At 9l SiE yudre

IRD P fHAT TY| O ATAR F I AT AR B AERRIST &, I & {IA Hl AR BT Y101
2 | I AR AdbdT | fHAT TAT B Thl AR B G MMILIHAT & | 37 ATl 3 B A qd T
BHA—4IF B ST =AY qIfdh 3reed] fh 3R AR ' & JAER R Al BRIl S 9 | 98] DI [,
HE, 3 3R ARG Wi Bl S ®1 5281 A foRd Y 9 YBdre & U9 $Hedd o |
1. o9 97y 3 SMeRI 9T $RA1 81 U3 H I a9 BT W AR fawgd fJarvr fear s =anfey |
2. UBA® & UF H 9] & [Igd fdaR0T <1 drel Al UF (Catalogue) @1 HNT R A2 |
3. WO—al (Price List) TT @R ot +ff AT =2y |
4. AT SYR WIIGAT © IT Ahe, 39FT Gbd U U5 H HR AT a1y |
5. I 9% 59 UBR P 2 FTIH AT WS ST F=9G 81, A7 AT F97 1 =112 |
6. AT MU B & T H PIg (AR G AT JAGT =S &, AT IHDT Iooid DI |
7. UF for@s # aoHe Ud 9id qRT B A Bl Febd bR o A8y S0 ARG WAl & eEyE H§
gfder &l 2|

8. faom Iewa &1 gfdf & fory faey UaR &1 e <=1 =iy |
UBdI8 & U3 ARG Tl o] MIRRIAT & | 37d: = fa¥Y Addbdl 9 forger Ay | $9aT UR™ 3R
FAYA AR yHTaqel BT @12Y | §91 Al § IS/ Hed (Stark Value) Ff2d BT &1 39 93 # A Rimh
g AT | Ugel IRRms # 39 uRRfaat &1 avie axar anfRe R+ goars &= 71 ® &R | €1 A1
@ T, eIl 3R ARG e HoT= DI Y11 81| TR IR H §9 1 BT ARG 841 A1
b Il ot Ighet g8 IR AT TIGIR B AT & Y g3 A1 e &1 AT BT MM AT SIRAT | R
RIS H g=ydTe o1 a1y |

JaTERYT - A Ul e, faeell 1 3R | W1 g SN, 3IFRT &1 Aa1 H§ U U foay R S99 IR

TR & BB Uffted YS! & Jea—Jdl iR AR ot Foi a1 uref=r &1 |

e ufeamera
(T fasham vd TebTere)

2428 IR 3
RUTY : 2212621 TRITTS
faeel—110006
uFid a9, /60,/20.. /40 T&7® : SIS 15, 20....
| TEr g feul
150 GRTT qOIR
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BT U] CCOM-01

MR (STR U0

fawg: “gods”
HETey,
IR U & R UBRE & HI B AYA ARG TG HRb 84 [2ad & yd—~ar sl | $udr g
3O U U GBI B JI—FAl Ud ARG e Aol difs g4 2y eer Uid o 9 |
AT,

Hafss
ESREEIRSICICIERE]
RISl FAR THT
1591, /A, S—
IETERVT - Tl a1 HUSR, SRR &I AR H FRIT I Fad, TREE S ygdre Gl Th g3 iy |
Tl a8 ISR
(L, S &R Yer g & IR)

RHIY : 27182430 11 FIOTR AIAR™
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S TF O FHET B R I WiE—3ell & YART dRd gV Udh 9T faRad |

IR- U H qEUd JBdIe & SR 4 UAER & 9H RIeER &R Al o e | @ 997 ux foar T
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Ife A1t @1 (9] fhdl dp Ay & Aregd | A 81 A1 99 9 & AW Bl WK Hobal o1 A1y |
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ST ARBRI, fa5Tel ypR Wus fgeda gRamn vy fagda uRye, or. <d TR e |

fafaar T (Tender Notice)

ERIERGT §RT Jevdw ARl Siig 7. Vv 895 Hfedl 20...(cFeRIER) & fdmhd &g S b 7—5-20... Bl 4 Tol

Grell S arell ofl, 31d 25—5—20...P1 4 qol $28P ShaR| dI ISURAT H el S |

RIRT faavor gd [fdar ol gxieRe<d @ driad 9 [fder ged 10 3. Yaar ke Qe 20—5—20... 6 U<

fbe S wad ¢ | (AT Yoo AITER A1 g wu H forar g, Siv fbdl «f uRRefq # arfte =81 faar Sirgem |
fAear g wfean
P BRI

ERARGEREIECIRGCRll
ORI feeell Neld o IR Arsfdbel WUs & 3 & [y Higvg— crex M by Sird & | faavor qen Suer
B, AUSH IefeTd HITed, facell ¥ %, 120.00 Fda IMMAT B, 155.00 HSTHY VRS §RT 12 §9 dd fadAid
5—7—20.. A% UTCl fd T Wahd & | VSR BT fATH 15—7—200.. BT 3 I dF AvSe ATy Aefierds & Hrafer
H YW Y CUSY g1 H STel Sff Hahdl & oIl ST [ 3 g9l & a8 @lel SR |
STHMEA 5000/ — 3T &=RIRT 1250 / —

Ifa wfean
CARIGRRSICEaR

3.10 I GuR

RISTH & G&UT IT 3 WRBRI Gh1erHl 3R Al & e § Hi—a 3ls FfC 8 SRl & o
HelaRay 98 AT 3T AR YE 8 WKl & | T AHNI BT I8 UUH i & b 98 ol uld 8l 34
FC B IR | g A GIR e UHRME & AT AT GHRE & a8 H41 Al 81 Fabell © | o7 o703 a1 o+ 4
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AT TR 8 © Al I H G fHar IR a1 I9 Hee (Erratum) H8d & 3R AR AN FIHR0T H

I GURT ST 1 3 F[fe—FGeR (Corrigendum) Hed & |

311 WHMN U

gemae Aifcr & ko, RuiRa Aifoal & deres don Saiferd 8 <8 fadl & Jedidhd | dwid
=1 TP RT IRER FHER IR A2l &7 MAM-—Ua™ &Rd © | GRGNI ARTHINRTT & 7ed It arell vl forlkaa
QA Bl el Bl € ARBN] U5—AdeR Hed & | 39 PR ARGRI T d UF & Sl AT WHN D1 &
& AAGRT gRT T DI fold W 8 | IRBRI S FaTeld H WRGNI U3 &I 3a-1 Af¥d Agw & &b 34 T3l

DI T & YRR BT G BHal el 2 |

WHR U3 & G ¥ fFrefalad ad Seekadia g-

1, RGN U5 RGN ARHTRAT & #e7 forg o € |

2. WEHRN T RGN HR & o for oima €

3. RGN TAl B AT QU1 ®Y H AUAIRS Bl 2 | 39H Al Red a7 ardl BT Ieoid A8l 8T |

4. RN T R TREN ST fedhe (Service Stamp) ST ST & R URA WRHR A’ (On India Govt.
Service or O.1.G.S.) ferar < g1

5. RGN TAT & - BT RPBIE @ ST 2, HRATAT | 31 dTell |Tdh Bl ATTA (Incoming or Receipt)
TAT ST dTell |Td ®I A9 €& (Outgoing or despatch) HEd & |

RPN YA B &7 (Essentials Official Letters)

B T 5 ARPR & IRR & 390 & T Fe<aqul 3 | A I8 3MaeId AR IR 2 b AR 15

e, Yg Aferd, gul, Ovd, whdg, Sceagel qor wHrayel g | e § WReR) w3l & sravad e A 8-

1. UTeY @ AR (According to Proforma)- IRIHIT AT TRGRT U oiwd 4 3iuaiRe dor fafas1d e
g | ot 9a foraq & foy ve fAfdad ureu RuiRa fear T 21 o) e = 99 FuiRa ey &
FIAR & forg &+ =fTey |

2. TS AT (Simple Language)- Vel TT MHYdH WINT TRGRT U5 &I Y 0T 2| UF H HfH el &7

RINT ST81 HRAT ARy R d HoRawyd U UTddd] $I U5 BT MR 9 & o7 Ieqdly BT FERT ol
US| UF RS W9 H foRd S =i RO ugH arell SRR |HST Heh | WReAdT HI AU I8 ol
UF P SAIDHYD qAT TAGe a1 AT SY | AT BT (YT Yo {429 AThyoT BIaT & |

3. <fera gd |eedr (Breavity and Clarity)- 47 SR&RI U3 STl 06 AR 8 IGra wY | ford ST =
R AN ARBINAT & UM FHI TE B & (ol TSI BT | 37 U IATR! a7 ferg=r =nfyd foraen
3w 81, fbwg VAT 9 81 b Wlaraiar @ aoig 9 UF SR AR IAY0T Bl MY |
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YEAT (Cleanliness)”- 1 TRBRI UF g AR A% g SIRi | 397 95 H PHlc—Bic T8l M MY | I3

AH—ATH fod S AT | IR U5 WRGRT Aol & 3R W) 8 € 3R S99 dle—dle deg &I o7+
<t 2| o U H IR B JgdT B A |

5. IRTUTH (Paragraphs)- SRR U3 &1 AW & FJAR 3Fd WRRMGI § favriord far Ser =nfzy, w®
WHR TF & FAK RMUTH Yh—gaN § FHIT 89 Mfed | U U3 § 98l d& 9=d 8, U ol a5
R U BT AR |

6. AT (Politeness)- IRBRI T3 BT foRgd THI FHAT BT 91 g9 QAT 911V | U= =12 fhedl S Mfadry
DI AR I AU JT BRI B dTel HHAR! DI foldl AT 81, WR IHD! AT FId TAT 79 Bl 1Y |
HOR—A—HOR TAER &I 1 Fuar & foram =nf2y |

7. 379 T[T (Other Features)- 9% MR WRHRT w5l  yvraeiieldr, Soar den wiferdar g Ay |
1 A1 ST a1l BT FERT Ib” UF @l foldl SIHT =12y diifs TRBNT U3l H $[5 &1 ed & udl o
ST 8 3R SHBT UG TTefd &I § |

RGN 9F BT 94T (Proforma of Official Letter)
RGN YA BT reel wrey FfiRad 8 adhar g-

fIRT BT M.
UNdH
...................... Y ® ARBRY BT ATH)
........................ ([<)
......................... (BT BT T
Ut arerar gfarssT # a1 Har H
................... (Tl JABRI BT US)
.................... (Tem)
PHD .o 5321 A fQATD
AT
NECICE|
TS DT TITT ATHUT SITAT TS BT G FIT .o oo e oo

SNIEUS Y favafdernerd 7



BT U] CCOM-01

(GRS I )
L L=
RS N
THUT FAMUD B & oo
o553 R
TEER oo

312 fasgf ar 99 A

RIS U3 Pl IR B Pl J& ¥ ARPR gRI qHIed hIwll I SaT DI T PRI Bl © |
foeg 9 U3 # USRI SRR a1 goraRiel! Bl § id |afdd 91 UF Ug, WR I UF & bl 9 [AiRkie
ART @l €1 g BId & Hifd Y 3 ST b 8] Ugd UK | A WRBR ARG o AR He<aqol qrdi ol
AT DI DHacl Tolc § YHIRIT $HRe U+ IRENIT F Jad T8l 8l Sl dv So FHAMIR—UF, UfATehrai qeim
Sed Infe # ) TR Rl B | FHER—UF T ufaEtsil # uewiRa A 8 gt dEendt 2
Herg #H, AT IR RS 7 dHaet T8 3R © & AR 5197 3 Y1l 8l 2 iR fa=aftd um—af3mami
¥ arger 3= |l gfte I qFl ¥ Plg AERYI 3R T8l ¢ |
et forad w#a yra: FefeaRad e dorm areen=ar s § el @fg-

1. SH®T U N (Title) BT 1Ry ST v &I g9riar & |
2 Y fagfadl g o e & oafay 9 & SHER—UF Td uaRil & SWIed & A SR

B I B U 9ol S = |
3. fogftq o em o ffYr 9 970 W w9 9 forg 89 =12y |
4. ¥ve & 918 J A9y &1 Wlara goid g1 =gy foraeT 9 gfg & anT W Aell—w il a9 9 |
5. ST @1 91T 31 g 9 Bl WRel  TAT AHRI BIMT A1y fod Uis Afdd IHH 37T 81 A |

JETERVT- IR UG WRBR & b Hal RN §RT ol AT WRIET3T & MR WR HB Afdadl DI [STerreiren

& Uq W e @ fou WeR o) forr M €| 59 ey | st o1 T ORI |

3TN UGRT R

HHID 369 / .11 TGS, 10 HRAR!, 20......
Tdg ERT AGATIRY & o fAsfid & fF WReR gRT i HaT ART gRT o T olemsil @ik S9d SRM
gY TR & MR WX F=feiRaa ifdaal &1 Rramier 1 WeR &R foram 1 &, |-l = Raa @i,
- HATTAR S [gad fbar SR |
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1. 1 X1 U1l el 2. 2l T T 3MMgoll 3. 2N Xfd HAR 99 4. E IS I

qIbS 5. £ UHAR AT 6. 2 2™ AR faary 7. A1 }fd=e Rig TR
SIEI
NEEEINERE]
SEARSILE)

313 fagmoA
Bl AT YT AT IT WRBR 3O A3 I TaR—YAR & oy fal U9 g ar gaem efa
IR T I8 HrdepHl, MYfadl sterar Adee E & SdreAl & AuE JAR gq 99T &7 s A o 8

Fifh TISTI ARIOT BT WA AIH BIAT & QAT T UTwUl & 3uel Sodmie ygadn -
fasmue &1 ffoiRaa wu # aifiga fhar S dadr e-

(i)  frgfe fasmo
(i) = fasToA
(iii)  9¥fipa fa=mad
(iv) wfere fasma=
v) e fasmoE
(vi) el fasmoA
(vii) URex fasimod
(viii) TOR fa=maq

DR faemo a3 Figfaa, IM=I UaR, diera, 9wl UeR, Q1aR, U9e afe | @i Red © | sl
IR & AU g U@ TR Femed (D.AV.P.) ERT T Wi WR W Gadl AT SHEsH AT Alb—a D
e a1 fa9rT gR1 FRfa e S 8 | e SushA (Undertakings) @ 1 fASToe smqa O3 & AR
&1 faefe fed md € |

314 fIsTU9 & WUH B UBR

=TI & 3 Aed¥ &, S94 4 §o Ffaiad 3-
@) v fEmE @n) 9@ s (8) S feme
)  TARoA fasimaH [®) wu fg fasmua (&) fafay fasma=-
() s )  <efaeH (i) Ry
(v) Ared (v) Ehd (vi) U
(vii) @eanrT(vii) YGRABIY (ix) Plesx
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BT gd=eT CCOM-01
(x) S (xi) Bvsfad (xi) O~

Siae & Ud & H [Ahrue &l faey Hewd © | 98 AA Al & fory €1 g, JAfUg Siad & ucie &3
H o ITRN € | IS AT YD Hrl | A1 Ao o1 ORI 78 2| <% 31 RIS UG A1 W,
TRER BT YR §RT SdT & o7 @1 78 SRIERAT IUAS BT, T Jrorell & JIR-YAR & fofy fasimo
BT AT TS |

fasmae &7 ARl & A1 I A1 fTT 91 feRTer §RT 89S (Covering Letter) T AT SITaT & | o
THTRIT B o1 afdy & el fasme <=0 qorr i sporam arl sravass fAder ff for 8 2
oA fasmEl § sy & AT Sraarie R @) AN & 3wy 9 '] WId vd e qer Seed g
g | IS Wl & fISmusl a1 9T o Swre @ Rba—gfg & St A TReIRG ) SRl © |
SIRE-

e fead & g ud W
FHR THT TGRSR & ARSI BT AT Bl &
qAT S9! HaT H Faq g
AR & @Rd fa®mra # eyt wganT sufda §-
SIRSIRI G RIS, 38,074,
wfa SRl
A AU, BIFYR fdbrT UIEbRoT gIRT U=ATRe
SEE
JTETIHT B

USITd HEDR] SAR BT IATGH 3R g o1 & [Aave & foy a9 oeR vd [S7elaR faave Fgad &=+ § | e
R & g ATURT 30—04—20...F Ugel UF—FTER I |
EICRSIRES]

4 U9 e Bl few Ty hewH fo.

& BIR ¢S Yol

35U UFBR Blcll-l, STarex TR, gferr 4. 1, SR

AT 83T B UTelich el B gaer gt
TRIT BT AR BT TATH TG AheRIa Hided
1. ISTH I UTellcdhiad, STRBIY 40 30
2. ISTHIT UTelicdhdh, §RIEE (3THTS) 40 30
3. ISTH I UTellcdhiad, derdre (UeiRTTe) . 30
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4. XISy UTeilcHhive, SR (Tedrd) 40
5. RISTDII UTellC i, QBRI 40
6. ST UTeficdh e, MR (THTe) 40

AT Td AsheRId Ufdew uregsy dacl Afedll & ol 8, W=y Aftar il & gaiw A=m o
IUST T BN B ST H YO PRI Bl Y2l & 1 Hap |

ATHT T Ashe Rl dfdeg & foru el o gexdifede Wi 2=l dorm el fawal & drer sl
BT a8 |

BTHAT Ureashd H yaer AT st 1 fa=e e 1o 9§ qr Slafdsm Avai & A1y siswhe uRiel
Ao BT Sifard © |

WIS B MY AHAT-31ATAT P13y f3H1® 30 S, 20...HT HHA—H—PHH 14 qY TAT AH—F—31Teh 22 q¥
B TR | STfIa—Ta Sofa @ nanfdal & waer 3g MuiRa oy ¥ 3 9§ @t ge us™ @
SITQAT |

JRIAT -3 Gfad S & fory 18 Ufierd oIe, SHoia @ spanfil & forg 2 ufrera den fUos o
& Tl @ forg 15 Uferd wd Igd=ar W™ A9 ANeG & gA 9o gl & forg 5 gfiwa e
gefera &1 A e & faenfial den el vd gdi emblet ¥ oy gY IRV & forg o v gRfad
2| g Sl AR RIer gRT 39 MR &7 JH0T U5 WRd BT 8T | 9aai &3l & e
it & forg @t uaer emar 35—1 /3 wfrerd AT aRféa 2|

M- U9 2 (iR arde u3 FwfHd UeHRER & SRied 9 Siel IR 3namefl uder =mEdr 8, 9 .

5/— THS Hed SH BB AT S §RT T B HEH B %. 10,/ — BT T 3T qAT 10%23 4.

). BT W gdr forgr foTdreT 9 IR IR S16 gRT Ha & folv 5 $u &7 fedhe dor IWies Sid
ERT HTAM 2g %. 21 BU AT IIAM URSH &RI D AER UR (ABIHT Ao AER] 8117 |

Sufeere, ufafde fRrm, Su.

(MR ST & UBTII)

3.15 g

WRBR BT I il b & (% a8 MU gIRT Ufcraried &I AT fhamil $I o THI—FH7T TR SIar Bl

IfFard ®U ¥ T | 39 SIRAIRIE B ARGR 370 fha—dedl & A fAgos & Argd 9 9= &l & | U
USIAT=STh Q¥ H WRBR BT I§ ITRaMIE AR A TR 81 S1ar & il Idd affe S=ar gRT &1 g4 Sfrd

=l
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TRER U4 gRT By U wraf & fasmus & foru aranfesd oa (7oe) Ui &xal & | 39 afia

w0 UBHIRG IS U7 | T BT I N, WRGRI JRSERAT @ Fgfad, sraarer wiftd, fsprae, g,
geTafd, favmT aRadH, semTaRer den R Al # Fend o gEar s & S § | IS o § gailid
I8 LA B SN BasiufUesiuaeg bedkil o | §9 UbR MG S9N & BRI DI Ydhe HR dlell d
IRl € Sl IS H GBI Bl © |
JNEGAAT AT A= g 39T & |ferg gRT FEifAa &1 Sl & 9fR 39 R S fa9mT &1 9, STy
BT HH G, W, &, W v 9 o B B |
SfeRgET fored I7g e <@ A1y fh g7 fdl UaeR & oiuenRe wreal &1 WATT T8 giar dor a8 e
T goY H forar S © | SIi@e T & SRl IR R T & 9 & gxer 8 o |
IETERV- AT BT Yob IR UK -
£ IAYBTI ST, ST & HANAI H IU—PATI FeNeTdh o, UG PR et a1 i T g |
ToIC # UBIRIA B & ol SIERLAAT &1 Y AT dIR SIS |

IRA WRPHR & 0o TF B ART (1) STINT (3) 3 TR

T AT
IRA ARBR
g fdeel—110001
HHIDb 6357— | faid 15—6—20....., Ty (el
o far Srar © & ol M UBbTeT Sgsll, Sl o/ Td 307 SR H IU—hriad Fded & WU H BRI IR
T o, 39 BT & IfEflerds Mg dR QU T €| 2N AT AU TAT UGHR 20 ST Dl TS0 B |

IR
AT (|Ff2ra)
war 4
U HoR
RSEIRRCCINE
ool
316 =N

Y D AT PIA H BB U IR JAT HewqY0l &0 3 & ofd [JaR 3R AR & HIgd & [ofg
HHY BT YHET BHRAT BISH 81 ST © | ST {6 89 S © b IRBR & 09T U5 Yo e [ & a1g yeptieid
B §, 3T 94 A He<d &l ARl UHIRA Bl 8, W=y Jla Pls A2y He<aqul ger afed & Wil @
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RrgdT uabreE a1 foft faere @ M1 emavgs 21, a1 331 Sevd & foly Udh AR Toie (Extra-Ordinary

Gazette) THIRIT fHaT ST Fahel B |

C'ﬂ'f%\a'l'\‘ﬁ:ﬂ Tor Ny § =N (Difference between Notification — Proclamation)- I H@?f«l—rﬂ BT U fa9y
®T 2| 37 Tl H BB FAFAG & B W 398 =feRad R 8-

SR DI IER

ST

Yo

—_

. JTIeIhdT (Necessity)

N

. Uh12 (Publication)

w

. &Y (Proforma)

4. TXIER (Signature)

5. FRTHE B RY (Issuing Officer)
frafAadr (Regularity)

IS

7. Hg<wd (Importance)

AL PR & FHERI BRI
AR 1 AT STl T Ugdr &
forg oAt @t ol 2
LR HTERT Toie H eI
CaRcII
SIRRIZT T UFY 31T ARIROT BrlT

YO TRBR TAT [ Sflaq Y
INATIRYT T8l &1 BT hed
et I B |

HIYOTT BT ThTI- AR Tolc H
o ST 2|

Yo BT YRy 3UeTha  faRkre

21 SHPT 9IS GEROT gl AR
Bl B |

R AT faurT & afaa
P TR 81 © |

B T @1 IPeR
Baa fauria afa @1 2|
e Faffa w9 | g
Bl Wife 9 I B oSfiad @
GTIROT "gem3l & ufafews 2 |

fREe Fafa wu 9 9me
geARIN BT =0 B+ aTell YR
BM & dav[e A i B gite
A Agayol ¢ |

BIdT 2 | SAD! el TN g8 B 7 |

U R IS & SRIER 8
=

;Yo bl AT BRI BT BN
DI IAST-UTE BT B |

YT BT ThTer Srfafid gdr @
T I§ S AHY URIRT BT B

Sd PIg AETIYUT geAl "fed Bl

|

gy Afd "Eagul geHRl &
T S arell gErRl B gy W
A A Bl g | [de
HEIYUl el % |

SETERVT- BUMAS QY ¥ TAGEA b BRY HAMSG Hehe S 81 T & | I8 & Iouurel 3 RUIE & aR
IBf U W JRA AR, fhar i 8| $9a oIy |ieon &7 /AT R Sifei |

HHID 52 / P-77

TRT WRPR
T8 A
s faeoll, fediad 10 3¥ie, 20.....

TBUTA UG & IoguTed | U AT & MMUR W I A8ed 39 68 W) ugd 2 & qodqd & RO
IS Uee § Fae—d Hdhe S B AT & AR Fael Pl G 999 & foTv g8t ey o ifard
B T 2| S9felt Mg Ut HEed T ga8f Igufa I 'ifyd $Rd gU YT 2
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e ufer

W3R, 997

afrg

317 IRyl

ARA™ G - - 99 g4 91 T4 QU B Bl ANHR Fdol-h Faed & MR W)

A s |HT AT fAg |41 &1 AT 2| B ®WR R H9 a7 U ®WR R 99 99R) 59 IffaR &1

TN 3R Fadll 8 | fog RO A1 w9 srerar faum wosa &) AifT 721 81 3@ Bt &R {5 faeiy srfaer

BT BT A7 aeaes BT 8 A1 \iae™ 1 Ig—wR W IAEUfd T7 I(9—KR R 4T B R\ 999 qn

HeMeT B BT A9y B R weH far 2|

AR GAe™ &1 gRT 123 (1) & SIFAR feIRY (Ordinance) MSURT AT I5FUTA gRT FATIRT Tap faery afreer

g S fel 999 AT a1 g e @ gafdd e @ forg aifva frar srar 2 o' it et fosar Srar @

9 GE iR AT BT AAMTA (Session) el &7 8T |

AT BT fAYATE (Characteristics of an Ordinance)

1. TSy AT &1 SR (Right of issuing ordinance)- 3EATCI AT &7 JHR Had T gq Eal
g BIS 3T o a1 ARSI ey i 78 ) dwan |

2, TG (Time)- AR dael adl AT fvar ST \dbar 8 o9 G 1ar faum |aWr &1 S 9 3@l
B | S99 AT B Told HA AT SIRT el fhar ST |ebar | e fedr oy uRRerfa § o feifaa
BT T Aepell € STd GG b1 I8 favard 81 b rearcer 97 99y I {3 giffd o) &l raegdhdn
g |

3. 9qTq (Effects)- STEATGe EINUT & AT JRd THTIRITell BT @ 37d: HIEROTAT 1T 6T dRE ol "iud fdhar
Sar & 6 fresy fafer uvet 89 & e 99 foharefier /M1 <1 9@ |

4, TWIER (Signature)- QY R IS & AfaRed Frfyd {1 & |fga & gwaeR i 84 2|

5. UHTe (Publication)- ST BT UBT ARIRYT (Extra Ordinary Gazette) H 2IdT 8| I8 Hg<ayol &
& srareer i & aren e 59 a8 AT ATy & At of AT B |

6. G (Duration)- & IR EINT AR Had 6 A dd 99 BT 2| 6 AN & FAT ¥ gd Ife
A /e ar g9aT gfte 7 ax o1 Wd & AT 81 o 2|

IEIERVT- ERAVT & ISTUTd DI AR AT B T Reqor wwermeli § SEukyg o Rl W Ad AT 6

T AR BT |

R
SNIEUS Y favafdernerd 78




BT gd=eT CCOM-01
fafsy a=rerg fafSr favmT

PHHIH : 290 /5 oI © T8 8, 20...
ST IR |1 &1 966 TTel 81 I8 8 iR I ol fneqor Fwermell § e @ R R Adh o & oy
A T BT TR A T DI MTLIHAT &, A AAHH B GgRT 123 (1) AR Y T ATBR & MR W
RISIUTd Heled &l e sreareer FRifAd &va gy ifd ug=iar &-

1. JEITQY BT ATH- BT FY A0 A1, 20....

2 TTg- T8 JMETQY g UMl BT |

3. HeHTa-

() U B BIs WY ety HRen, BTAT URYG B RRATIAT BT IS AT < |

(i) I sHH gd fdt e § wrEr URYE &1 o) I 8 A 98 IR-BE (Illegal) AFT SRR |

(i) P13 | BAURYE I Bl T HIAT 8, Sl [P QY & ST Y &, I BHEAT a9 & {707
9T ofdT & T 6 A8 & Foll AT 500 BU SAMT AT Q1 Gvs AT 3 ST |Fohd 2 |

(iv) @IS W A S BT B GRYG T4 & oIy UIHIRT dxal & O S 3 a4 &I &g IT 1,000 Y AT

a1 S B gve A S A € |
IR
ST
griel GAR T
afg
RO, AUSHTG
318 UXME

T 98 RGN U © Rorad [l Agayel 9w a1 arg—fdare drel fdvg R EReGR gRT U1 9d
UHTRIT fHdT ST & | I8 U WRGRI-UF BT & ol Wi |fd & gWeRl 9 SHErRRY & o oF &
1T roe # yaI¥a fhar SiaT 2 | s9al ganT fAefaRaa avomett & forw fhar St 2|
1, AT et Heayol AMal R ARGRI oy @1 ddeife gwen & oy |
2 STia | a1 SiE T @ g @1 e |
3. 9 UBR B AMRT IT RN & Agwaqul Uiaedl &I AHlem & gRemE &1 =9mon &1 & foly |
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1. W@ (Introduction)- $U® 3iid fawg W FwfRa 4T e 21 sof Fewyol 9= 9 Yokl &1

Seelg fhar STTaT 8 srerar @ret (Investigation) Tl RUIE &7 Seerd fhar SITar 2|
2, 3aelIdd (Observation)- 98 fA¥g & IMURYA a<d AfMAfd BT € |
3. Ud (Resolution)- 39 3V d AIE—{AdTe IR UHTeT ST ST © TAT 37T H IRBR 31T 31w i
&l B
4. LT (Order)- SH& <A ARBNI 3N BIAT © oD ATAR UG DI SRS -1 ST & |
ISRV~ IR ARPHR -1 3] 8l ¥ I8 vy oy & & =g IRPR & T HHAIRAl Bl A1 S arelr

HETs W<l S91d qol dad ¥ e & Sgm | 39 999 @1 o B @ folg WRaR &7 RIwRe axe & oy
AT &7 oA T T 7 | AR TR & U AHAT SIoTQ |

IRA IRER
& AT
(o)
PHHID : 99 /765 g faeell, faTi® 10 S, 20.....
ARA WREHR 7 3] BT § g v o & {6 i IR & G HHaTRAl & e arell #8918 <l S
o da= # e fear Sewm| §9 e $) Sie—usdaid & folf AReR Bl RBIRT &R+ & U v |ffd &
T forar Tar 2| AT @ remer SN < UdTer HERT BN |
afafar &1 -3 7 8-
1. HHATRAT & I H SIS 1 A B FHRT & duT-ie AR O usqall &1 Jedid |

2 SN FHEIMT 3T FARITSAT BT e |
e & 2 % war @ ufa =1 cafaqar e woit sie-
1, ST M BT WERT afffa & sreme
51 HTel }TS, AETS
2 g AR g4 . ISEICINECIE N
3. M/ s 3R Afea, fa w=amery
4, s foqer o= dger 0 HIRH MR, A S, el
T8 MM AT 7 B P SR & G & fol §9 UK &1 Ui o9 | Jeh1iRid @1 W |
3=t |
ECINECICEINE]
|fa
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319 IJE—TNHN I

IEG—IRBRI UF 98 UF & Ol U TRDRI IMEBRT §RI T RGN DRI B AR dR W foraT
ST & | ARG I8 O M vt & e § g fhr o €1 ag um goidar ReNT U g1 § 8K
SIhT TINT Hdd ARG AR & IRER fAarR—fafag & forw & &) 9ad 2 | fadl Im= afdd gRT IReR
BT I WRHR GRT [l AH @fdd DT ford AT U5 Ag—ARDRI 81 81T | 39 3 BT JANT T fbar vl
2 o9 el [T &1 3R TSN AMABRT BT & TR MHEYd BRAT 8 |

A IRGR AR & 99 98 & {6 13 @ urdadi &7 ug forar 91 &, M Fa) iR ug 9 dawfd
o {5l o1 Fotd A1 AGR gRT Wil S & | ST fAaRvr Jf¥eRT T HIl <) 18 ugadl & | aold aefl
IFERY & d= A= FRT & HROT UF F IR JRVHIRAT & U A oic UgAdT 2 fF SHST g qen
STARAT TS B gl Bl 2| M 99 el 99 R F=yd AfAaER & & R b iNa dT 8 af U
Uil @ A ¥ o e wHEifed U S € | 399 I8 9 [iRed & & o WRer) S¥eR] gR1 gr @il
qAqT ug SR |
IE— RGN U foRgd F7F & < A 97
1, JE—TRGR TFT BT TN IRGRT ARBIRAT gRT 1 fvar 51 HawarT 2 |
2. SHHT YANT a1 frar ST anfRe w9 s wecaget qer e 8y
3. O RPN BRI BT &I R MBI Bl 81 d I TF AN H oY I & |
4, g 9 & forg | big SNu=Rel T8 axail Uscll afos $7H Afdrd =il o1 wifcr SraRedr e

g
5, 9 A § YA B WF R e—ARbRT U5 ] fordl el 2 |
6.  JE—WRPHN UF AMBHR fA9RT & BY g oiex U W ford 9 2|
7. 9 UF & GHEEE H CARIRd & e WR U i (\FH) &1 9T fhar Ser 2
8.  UA @ o H Iif 3R UH UM dTell ABRI B M, U R T forar S 7 |
9. U JNMEBRI ALHAR TF TR 3 FKIER B & d16—U8 Soold ol Hxdl |
10.  S9H WACH & WM W 3AMUDG A9 (Yours Sincerely) &7 UINT BIdT B |

TJETERV- U TR B IR I Yiord 31eflerd Bl U Ag—avdRI U [y Rrd TR 3 @3 & 3T

TR GRET Rl & e & |
G- vF T | C7 faAd T=avy 16, 20... MERAR
O forar e,

Y- P FERAYR 1AM oY GRET |
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g3l I8 AN ¥ U dR UK g3l 8 o9d gRT I8 fafed gan € fb SR ueel & J&uHal #eied JeRAgR 4

U% Ul T IGUIST B Off R8 €, $9& AR g8 I 3= W] R AT o) < |

JURIG ATAT 10 {5 I A1 2 | TR RN BT xgd gU gz &1 qof FRefm gaver o1 fofelr u=imd
R STRETRIE 2 |

31d: PUAT Jfderd M fH T TRATId HRIHH & JTAR GRET FdRT B B G D |

SRIGT AT & T H eI FHI—F7T W ol <d Y |

RSAR Y

gfersT H,

il YD faam
gferd arefiereh
HERAR (ST W)

320 @

AT ARDI T BT 1 T T | Gag AfdTd wY H < A 8, R U FARR-IA 1 f 9%
FIAHRY & oY YHIRIT HREAT ST 2 | HHI—BHT URed & ®U H QAR Ud eIl qor drdoii-e I a1
T I TR STEl ST @ gfie IRerdr ¥ us A, I e fuer € ot §

TR @ 3D g § AAT-

(@) WReN Ul & Rad 89 & Faw,
@  ifo e e,

(
(
(
(

(

4

BIGIGI ISR CRILY

fal

)
) ATl R R,
)

o

TSI IUHHI DI dShT DI FA,

&)

el

) SN & HRI—FRR gaA,

@ e ARl & JRRIRAT B FHT AR GaA,
(@) SRS dridrel fby S Tl Fa |

TR CollhIa & SuqTamel & foru
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TR b faeell gRT fAfaRad Solibid & BRIV, Slibed dIcl Tl € Bl & fdod 3. 1—4—20.... Bl

eI .
27200001 | 27239999-27280000 ¥ 27319999
27360001 | 27399999-27440000 ¥ 27489999

27530001 ¥ 27579999-27650000 | 27689999
5 SuiadRll 9 I8 f[da a1 @15 e 9o Il it T g = fby 8 dF 9 oud fdd #8FTR cellnA

e 81 a1 Fuar fid @ a0 B ofdR Sad dRE T I 1 R < |

CollBI IUAIHRTT HUIT & < b AT SABI 9 & I 9 B9 & BROT BT ST Al SeAThI
JeaH & foly SFd! fddt @1 AR & 3T U AT & fhRR & g=RIRT &1 W 9 S)A1 B8R0 S 1A
SHRATT H T ST 39T Celi®I| g 9 ST Sl |FaTT |

HER SollpIA e
feeen
TIIRT A THIT

(@7) srfEmEfe SriaE! favad T

£ xR {8 g 2 SerRH
HIgeell GHTY, AR IS

TMESTeIgR (SR U<

20—6—20..% 3T fFR=GR G 78l o W@ §, 3R TH USHR MU Hfeld ¥ ARG wU § AJuRd /1 &
< € |

IH Gl & YBRE & [ § 718 @ 3reR (U R W o =T 3MUd A § ThoRbl R ol
U] AATY FH DR a1 6 |

TR
BEIGICIR]
e ufdreror Hverm
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DT Ta CCOM-01
RAETEIYR
(CENSICIIRSREAIN )
(%) g
A Tt Rig
faegga faavor Suare
PagR (TR U<)
3TTUh! FHTAR—T Qe AR IITel D Hegd 3 Jfrd b SIren & fob et fagd faavor Suevs—vagR
& BT S99 9. 1585 fA.fa. SUgve (@) | N1.uw. fa7id 8.6.20.. @ ERT BRI HRR AT AT & | MUS! fraer
fag g & &% 3Mmu o= Fa ATl wre fAgld Aoy wve (fawg d) avell # Sruel ANTa LI U WX |
JMIBT g W AT BRI & b IS §RT BRI A DR el o T & 58 s Fard W R
T T | URYE 3f<ell &1 Ured $RAT JAUST WA B TRERI BRI | I8 @US 3MUd BRI 84 Bl [ 4
aae fhdl Al oold & forw for=raR el 8rT, wfdsd # a7y S 1 U—gagR Hx 4 39 Fd <Al I Pl BN |
3R, HETAN]
arferemrdT i
fagld faavor wvs
BTG
(3R Il & UBTIRI)

BTy, eyt i
=i @vg, wifafa. aferagr
NG CEl

AfIdYR H ARBIT & WIell $AI DI A & SIRAN | g8 Afdd Al Aol g |l =T 9 ar fed
N HRI—feaq Aem o1 396 | 99 uTa: 11.00 991 | A 4.00 o P A9 fod WM R <@ F6d ¢ | 918

H PIs yIIded H= 9 8N |

1. dR®IA & Elell $H 1600 3GQ (F=ToM)
2, TRPIA & @il §H 850 3IGQ (R dAferdyR)
3. TRBIA & @lell g 250 35T (TERFT R B1S9)

1. el dIe™ drel Afdd &I drell de™ ¥ Yd 1000 %. e GFRIRN & ®U H STH BT BRI SAifdh diell
AT BF & R 918 Iddd dlell diel drel $I BIgHR dlfUd HR AT ST |
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RTE afdd & Fad I=aad diell 81T I Gl GFRIRT BT 25+ Tcblel OFT HRAT BT T e JABRI
gIRT diell ¥igpd fhy S & SURTT dlell a1 dTel BT U3 Uit & 7 & & HiaR e fby v 25 gfrerd
FRIRT ASTHIT BT H SHT PR &) AT |

3. e BRI BT Ig MR Frferd s8R fb 9 fbedl 1 drell srerar w1 &1 991 HRUT gy R
TR AHT § |

4 Hrem & 78 ARl SR ford el | 9o gl |

5. T @ SWIad A # ge—d¢ 8 9ol ¢ |

6. S @ R dic BT Udh o) 9 & FFa) ST 86|

fEreTT Srfar=T
Ui @vs, Aarfafa.

AfeTTIR

321 9RIY

= IR T g A=meral | Al &1 AERRET U=3=R & 8l 8 | RGN YA $HI 97T gof
w9 9 AuaRe B g1 398 Afdad Red a1 91dl &1 Soold 7181 81T | WRGN U3 W IRGN S[dh fehe
ST S & 3R 87 931 W IR WRHR wared’ forar Srar 2|

IE—IPN! U3 98 UF B Sl U WWHN AUHRI §R T TWHN ATHRI B Afdad dR W forar
ST g1 S UE BT WA T4 A ST 8 99 R v B eIk WK AHRT BT S R ATHEIA
AT B | TGN UF 31H MU 1 B FIfh A I ST A AT B 8 | 399 B 8 9 A0 I
SIES

322 IgIgell

JAGAAT (Notification)- TRBR ERT B T fhIRIT B FaAT FHI—FHI W ST BT o+ & g Ia—5 A
YHIRT BT 2 | I8 LRI &1 ARGAAT Bl o |

QY (Ordinance)- YR AU § -0 9 9 9T SHH FGOEH R & folU 1ea<Qer &1 YT
ERIRSIS I

Ffe FIR (Corrigendum)- T IS10= a1 0F H FaAT IR g8 ¢ afe S # Aeed = fvar o afes
M FIHROT H IH FYRT Y AT 9 FAIfC GuIR (Corrigendum) Had 2 |

325 Y Y9 UG ISP SN

(@) 39 3PS DI UG D AN 3T AU S DI U8 A-
a1y b 9 BoFl § 9 DIF—aF F I © 97T HIFI—dhIF I T B-
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(@)

() Fgfed, eI, Jawme, Ue—aNT Sl Fadn SR Masl & AIH | Aol Sl & |
() URUF I8 TF T I UH B S IR AT o) g & oIy oM AfHRAT B forar e 2
(i) e dfie R feurh foar yda B @Ry

(Gv) fasfta ar 999 e o9E § uelRE gkl g

(v) fosmos @ armll & A e A T a1 Aeemers gRT 'S Wl ST ©

Hod ¥ Y T Ukl § 9 SR IR @ TIRT §RT Glell I Bl W1 |

() BT MY TT—TTBR BT TT ..o TS 87 (M / HicH)
(i)  IRUF BT TERT TG BT ST & TG FATT e gl (Fe<ayel / He<dqul )
(i) e W AMARIT ST BT.ooeo Fed 2| (fewor / ured)
(iv)  TUSR GRT BT BRA T TRAT BT T oo e St €1 (T /#E)
O IR CE LR AR 1L B2 A A BIAT © | (Faiam / afen)

(@) () e, (ii) Fal, (iii) 3, (iv) A, (v) I |
(@) (i), (i) Jg<age 4, (i) fwor, (iv) |, (v) FarH |

3.24 HHURY Y3

1. U [T & HHR Ffdadl Bl g8 Gord BRd Y UP BRI AT TAR DI b widsr # g A
AR a1 forfies wrafed w9a § a8 & |

2 HRA WRBR & &1 AAMST BT AR W HAMST S FHI AT DI G B g Yeb URTH IR DIy
s 9 BRTad fRdl ud 3! fgwiite w5 # SRy favg 1o |

3. ORI HEBRI SAN BT IAGA 3l B8 fdoRer & foly 93 eeR vd Riear f[Idve Fgaa a7 2|
3mgd R I Yge AR 30—4—2011 I Usel U JABR B |

Alc — 37 U ¥ §H SHE B WA-WId FHASH H UD! AGE fHerfl | 3AdT SR forEd &1 T @
Afpd A SR fAzafdenerd o1 7 4ol | A $ad AUS A & foy € |

B WM JED

> RN : ST Ya=, Yedifcd ufeeren gue feeiieges (Un) for. 7,/22, 3rar) W1, RAnTs, =3

faeel—110002

> WM, U4 ®. : BRI Ya, A1t YR, SRR

> I, 99 U Afcie - braferd Yavy, ool fazafdenery 2= Mifsam, faeei—110007

>  Office Organization And Management — S.P. Arora

»  Office Methods — M.L. Basn
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DATAT G- CCOM-01
»  Office Automation —G.L. Tarry

»  Office Management and Control —G.P. Terry

»  Office Management — P.K. Ghosh

SHS 4 BT AT Td TN

SHIS DI BWET

40 3

41 URATEAT

42  SURYfY IRVRER
43 I ISR
44  TFA-YEITT IR

45 g AHS T8l

46  <QfP gD

47  bs 98

48  yfaftedi o SR
49 AR

410  YIETdell

411 919 Y3 UG I9b SN

412  HAUWRY URA

40 S
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DRI U CCOM-01

o IURYM TR BT 31ef T HR D |
o  TF-UIfT IRRER BT T R TS |
o TF-UETT IREX P WK R IS |
* Y Vb TEl DI WL B AD |
o IfTEH THIH B WE R S |
o PS TB Bl WL R AD |
o  YfICH &1 IR BT WL B T |
4.1 EASSIERIE
| FIERT Ufd 9 I8 ST Aed © [P = 99 dY fhddl dM—2l gg, a9 & 3 H Fgadd H

fhael USl &1 88 B, S [hd—Thd FadR Bl fhaa—fda= SUAT o1 § SR ey fara—fda Suam of
2| 39 IATRI BT UK R & oY g Maeyd & b 98 a¥ & SRM fbU TY yAd ATaARID ofd—ad BT goi
vd FRHER R R |

TS AAAIS ofF—ad BT U Ud MR oRdl &)F 9 Ja9r)l I8 M |ahdT § f6 S99 av &
SRM fhar A1 wa fan, fear ey fHan, SS9 @o fhaT <™ g7 U9 S &7 Jg amM—gF g8 | 398
JfARed IH U ATUR BT 3D RAMT & IR H AFBRT U 8 Fhdll &, o9 b 99 @ 7 § IFDb! Yol
T & AR I8 fha—Tpa grafrdl § onfl g8 2, S ($u—fbw gl 3 fhaa—{har suan o € sk o
feemT—fhamT SuaT <1 & | I eI, dfcd ST PR A W Y oW JFHR UG [Asbiax & FgiRor 4 9 qegs
B & AT IMATIHAT TS WR <M § YA & w9 7 77 B 2 |

TSI @ I H ARG @i BT Ag<d [ad—vfifes ggdr & S 8T 2| 314 I oRd qardl Bl I8 ol
A U e € S AT @ AR 99T 27 39 9 S TG 3 ¥ § 98 S § a7 o1fdre 87 Ife 9 anTd @l
$4 far ST Foar § d {69 YR | &9 67 Si? IAed drtd @ JER R A7 & f[Aha e F1 8 1
ARY? 39 UHR oRAih- H U< 3 GARI & IR R JI9™ & @H 3Hd Aewdqol Mug of dahd 5| 3
T ™G T O T YD BRI & folY Sfieid Td INTER BT YN S[Ydd P |

42 SuRRerfa IoRex

Bl N @R, R e st @ foy SuRefa IR e Ry #ewa @ar 2| fal f SHar) @
TR UR 3N, FHT 3 O, SURIFY IRRER A 3ffepr Srar 2 |

Ife BIS HHART D BT TSI HIAT & A SAD gRT oI TAT JaHT AR & fov BIfd RS 8T
AHdl 2 | ifh $E IAEA R IR U9l & | Ife fhdl ¥ & d9 9 A1 R AT & q@d Al ©
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CAR ISR R ER] CCOM-01
SAD oIy HHATRAT R 9T TR B BT YRT HAT BRI 3TFAT HFT AT < a1fgd A1 of Favdll 2 | SuRAfa

IR §R MY U HHART TR AT W 3 Bl 3MSd ST Fdhd & | S HHAR 9T TR MY, I R I
3T P! AT W B Ahd @ |

FB Ml A BRI & el & REE W a9 BT YA [HA1 ST 8 | g8f R SURIRT ISR BT 37T
He<d © | T TR, WA, TS AU ATTLIHRAT & ATAR YR IR BT A H & | e
H B A Tl Aol B (S T B W AaT Sl SFAR B $RA dlel 8) U+ IR e ot
BRET 39 YR I g1 2 |
#9.H | Qe | FHARI | ER BT | B A | 3 B | O $ | A - | Aogd | D
Ealoii LGl T | B EA | dIve | afaRaed
CARECIN
Sl

IuRerf IREX & a™-
o FHHANI fhaw WHY TF Hraferd H TEAT B |
o  HHAN A fha ra@mTer Ugvr A |
o  FHHARI 7 fhal dERI BT eI <l |
o  FHHAN & FHAI W AN H HH DI BT ™ UTed BT |
o U faT # fBdw HHARY 3@dHrRT BT IR T |
e IAY W AT IR FHI W WM dTed fha- HHanT & |
o fhaw ¥ HHARI 2 S BHIAT oX 9 3174 2 |
43 AT SR
STdh Pl IASRER HAT (Registering or Diarying the Mail)- G& RIS FwAT H 3 dTel U3 &1 Rbrs
G & oy 39 fdaror U u=—uifi IRTER (Inward Letter Register) & 3R Hetd H foRg &1 aver W1 &
2| 39 IR H A arel UF & qR ¥ 7 fdaRor forg 1 2-
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UF—Y1&T DI HH G,
fafer, o fas o= ure gar,
UF WSl Tl &I A F U,
ST B YHA—0F DA FST AT g,
fava—agl v & fAvg—amift &1 Seorg fhar 4T ©,
fmT—ag o e 39 Sugaa dRiaE! & forg Ao T,
IR B! [AfY—<19 39 = &1 IR faar 14,
BN & AT FHIER |
J—9Tf&T IST*EX (Inward Letter Register)

wF g | fafr o | 9o gl S P | vy (e famT SR & | Af¥eNY &
s | &w1am g LA #) R o= farfer TRIER
T ol LG1 ST T
1. 2007 AT UUS il SIS fdsha faumT | 09—3—2007
HRAY 4 ., A
TS, faeel!
2. TR 4 o LE| qIoTdh %y faumT | 12—3—2007
BHTANEA
SEREES]l
3. BRI 5 | XToIe 9, RE| EEd RIdbe fa9NT | 14—3—2007
M8,
feeet
4. WA 5 | XM RiE AL | g uRe Rrprad | faspa faumT | 14—3—2007
RAANTAY
SSIEIRCIR

TF-UTftg I™TReR g9 & fAeferRad o g-

1.

I g3 R A 39 WoRer § 9 yeRr @) ufafte weAr siftard 2 ord: dls U SER—SER T8l 8l
JobdT, 1Y & IR Sgdy gfafed 3y U= &l IR 9 ST S Fahdl © |

YY1t BT YA0- ga-u1fd I/rex ¥ & 75 yfafte 39 919 &1 YdpT yaoT € fob SfoaRad g3 ura
T |

IgITE 0 B Reg—amfl &1 g9- I S Big U7 W ST § AT SER—I[ER AT AT § Al Y§Ed
TF-UIE IR | UfAfte & q@ar SHD! [AwI—AHdl BT AFAM T AP © SR AeIH HRIare]
IR FHA B |

T faver T &1 Rars- 59 IRRER 31 I@ax Ig A1 Acd 8l oal @ 6 /e ux {6y fa9mT | sion
TAT B 3R S I 7 99 UF R R A 3 7
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5. A B ATHA- SRS AR §0 IR A I8 Al IR Whdl © & fbd w3l & SR g 711 &

IR b7 & 2T |
AT TS—dS! ARG FeY TF-—fid e 81 g9 | 39 QI 7 BRUT - (1) 99
TUART | AT D ST A<l 2 fb 37 Adh! IReR H ol dRd I 8T B g9ia] a8l & IR Fefod
fRT # 3 o3 99 W T8 UgT U §, (2) 39 SRR H I8 uArtt iR #7ET Rig BT © | I8 Jruanht
safert ¥ aifs 999 e wRemell # 7 A1 f @& U o vy BT § f ag fad fm
TUAR H 3T IR T BT THBRT U B 3R T &1 3Hd] STexd 8l 2, Rifh Ud fIURT # 79=1—31a+1
STH BT T AR IH HRIAE! B IuGS JdeT Bl 8 | I8 A 4 & i 39 fore iR qof <&
H ®s HHAIRAT BT JUAT T 916 HRAT JsdTl ¢ |
ST% BicAT g dfeT (Sorting and Distributing of Mail)- T3l &7 oRg TIR & SM WR I8 [ & ITAR Bic
forar St ® srafq d—ar U= fhd 9T # SITeT | U AT @ oy Ud 31 T ¢ 991 ol ol § iR S9
fITT H Aol S arel 95 91 f99RT &1 € 4 STt QU Ok © | 9 a9y |l § 58l M=—fe 3
D FET 91 Bl ©, SIH Bled & oy 3@d @Hl dTell ¥R, 9 @HER IR (Pigeon Hole Almirah)
HBd B, THA B ST 2 | 39 IR H - faur & oI 3reiT—areriT W fFrad &) AT oird 2 |
uH BT T & SR Bic o R Gdftd T # 9 e iar 2| IS99 araaniie et # Al &l
A=—F=T T # 99 9 Use 5% dald BIsd QT H 9 9T Sl & | R wisd AT g)e U @
A I UF ¥ GAOT wisdt A M 7 | Al f9RT & B ARBRT D1 Hfd uF D! BIged b A1 U B
feam S a1 98 99 W TET Y BRAE $R AHAT © | YA W Had BIigd JRd SUAel BRI & oIy U
BIee & fIeaed HHARI B W TR FGold A AT bl Ugel el forn Sir 8 | o 81 93— Hwan) urea
A BT WD AR I W A 3(dHd IR T IUYdd RPBIS TR I7v AT 9T & AR BiT
ST & 3R Y U Brgel 9T # ugen AU O € | 98l &1 JAUPRI 8 U & A IqY HeRd BIgel bR
SN ST SUGe AU H fsar <ar 81 afe @18 o U W3S faWET srerar efdal @ wdferd g1 d 99 A
TR UH—Td AR g4l (Routing Slip) & <1 Il 8 | AR—9=1’ I8 YaRid &=l g f& = fovr & 98 =
g 8 | 9T SIFT 2 | {E SRRl § UE 9 IfE [ | Hedy @ arel uEl $ gfei 9491 off ST 2
I U= A1 g famT § 9ot faar SIram € e ufodt Hefea 9T st @fddal & U A4Sl <1 Sl € |
TS BT ST BT (The Follow-up Section)- U< U5 &7 qRd IR QAT ST A1f@Y | 599 BRITerd iR |ven
@ G BT IR= Aerar 2| rd: UG T & 1egel & <1 § o a8 <@ & R ff vz ot ura gv
g TIPS &1 SR < 31 SY a1 399 R 2N &1 Iugad BRIAmEl 9 <1 oY | U3l O SUgad wRiae! 8l o
@ 9% 92 9D UF UK H QU MY IR B AR BIsd T # 9o a9 o @ity | afk uEl & SR oA #
IT BIgdd AR § 99 & Geel § I ATURATS] &1 ol & dr ST HHIRI Dl 59 v § Idd BT oTos] ¢ |
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BRI U= CCOM-01
44  TF-URIUT IforReR
JF—Ueor IVRER H UfAfE (Entry in Letter Despatch Register)- T3 &1 IR 81 WM TR S U=V

TR H fora & oy Heftrd aie &l < faar I 2 | I8 doid 39 JOReX | U3 &l hH |, fafYy, urayesai
&7 M G UdT, 9 BT Av, fIwIs &1 9g, Y S arel Sdhel &7 Jed, e o <aT & | ST Ugel qamrm Sff

P B, TIZY FoAd U DI AW AT TISY BRd FHI ITH ¥ AT el BIS od 8 | U3 YA Fold Tl Bl
I Rex # gfafte oxad 99 9 R I8 Y Gver Y forg 2T B
T5—JeT0T IOReR (Despatch Register)

HH GET forfer ey AT 9 fawg e &1 | S fehe | fAaRor
IS Il g
ST A T
TdT
1. 10—3—2007 | CA/M90/Bill-90 | GfHd RE T | Ioes 16.00
TehT B Yuaq | fdad @1
. gaar
2, 10—3—2007 | Sales/S20/Invoice | THer  @w | W1~ @7 | VRS 16.00
TS §e9, | dI57dh
ENIE]
3. 12—3—2007 | Sale/R/67 W UUS | I gAl | g URE | 5.00
|, geHT
4. 12-3-2007 | pup/BYI wTET 311@? TEROT 16.00
PEANEE S IR
TENETG

I 39 IR B Y@ A BRI J8H DI I8 S H Al Vel & fb d—a1 o3, 34, fba
T W 9T AT, A Toidhel del—d] AANIS FeI3i § 39 78] T Al © | 9@ AR I8 IR
TS BT SIS WU W e fORga Rers 1 afk arex 9o 9 aren uF e e |@wern # € Wor @
dqr 9 UF—ared YKId (Peon Book) H FGTHR BRI & [l HHARI & §RT W JYa HRMT I FhT & |

UF—aTEd JIh H UF o B [IfY, IHa] HaW Gl UF UTddhd! $l M, UF BT AV, gF—d18d HI M, T
BT GYail BT FHI TAT U UTKIhd| $ SWIER S o Se—3TeT W a9 B & | TF—UT<Iehdl, oI & 39 U3
BT UK HRAT &, | T H AU LR BR ol & AR JYail & F9 A IH H U5-UTa R B 97 o
T B | UF—aed YIH & UH AT A a2

TIRRA Y HAd U5—aTgsh J&id (Peon Book)
Y G farfer oo g&a1 | gaddl d1 | v UF—dEd | gyadl &I | uaedl &
M g Ul HT T |1 BRIER
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BT U] CCOM-01
1.

10—3—2007 | CA/B25INV- | 3fa@ey Uifer | @d &1 | fasg sl | 2. PM.
8635/01 IMEERT, e
faeett
2. 10—3—2007 | CAL/20 TR s frorg o | 4 P-M.
VAC/6380/01 | arery ¢ | diorp
faeett

U3 ®I 98 &I 3R folBs # I@AT (Folding the Letter and Putting it into the Envelope)- U3 &I
TA-UYh GIiD H foRgHR SH AU fABTH & MR H T8 2a8bg [HAT Sl & 3R T & A Fol= [hrh
H IGHR 95 PR QAT A1 2| IF B T8 U3 & B & AMHR 3R fIHTe & MeR IR ¥R Sl | AreRorda

I8 UIH fHIT ST AR & U5 & HH—H—hH d8 I8 oY 9T IS a8 Al oIl Gax 8l | urears qeil o
Al BT FaX d8 99 B 7M1 (Folding Machines) T YANT fhar e 2| J 7l Ui ©€T 20,000 TSI Bl
TE &9T FHhal & | T3 BT T8 991 90 B9 U & A1 o= BrTall (Enclosures) dT W ATI—81—TT AISHT
RY | fFHaR facey o=, uRu= divtes, anfe S dael AIgdR AT AR AT O €, S YR & B & o
SAB! T8 Il B | 3§ T @ W AT ALY |

A B T8 T S R S8 9 ol SUYA [ThI® 3 STl Sl © | I fThIh 68 MBR & dIbR, 4,
B AT g3 B FHd ¢ | @Wﬁqﬁiﬁ?ﬂﬁwwﬁw(TransparentPaper)ﬁlW?EFIT%\'I ENl
fBTl BT UReEl fores (Window Envelopes) ®ed & | U fowiol § U5l &I 39 USHR AlGHR @I 91T & b
UH $ W IR AR fol@r TAT UreIshd] BT Udl $9 YRG! BITSl 9 Al 3 §¢ | 9 folhh &1 A a1 o™
I8 © fb TISU Fold DI YTl BT Ul Usel U3 WR 3R R fTHBI% IR GaRT S[gY 81 BT Usdl | B [oThrdl
H pueT o Bidr 21 3 forerd Niftd gat &1 9o & oy fhu S & Al Bl frerhl # Sleld 9eg 59
I BT T IS SRR 2 [ 3HH UF S AT Hel 3 W41 BT 1 39 QY 911, Jfhd ot o & MfaRaa
gferrt a1 Urdddt afdd & URT | 3MY UF AT 3R B ST B A @1 WY | U B forem # @ @ forg
faery #efiH, 572 fores @ o= wa= arell A (Inserting Machine) &8 &, UJad &1 ST Fabell ¢ |
AT BT fohI% H 7@ <9 B 918 32 9 B D FART A (A & | U fAwrel § ugel ¥ & e ol g
2| TV FAD U T g W D e ol BT Bl Ml dRd d€ HRal Al 2| HH-F 5H HTH DI
&R © forg N Sugaa wfEl &7 v fhar ot 2
S% fe®He AT (Fixing Postage Stamps)- T3 &1 foI®Thi § 98 R <4 & 91 S= &I Jd a1 ¥ dic faar
ST 8-(1) RAF U5 S 9F9—ad8dh YD H derhx Al & (¥l HHAR] & AIH | UT<idhdi & 9 Aol ST

g, TAT (2) I UF O SHWEH & gRT 1R Wol o1 2| Ugel 9 & U3l R Pl SId fCHe &1 ST SirdT |
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CAR ISR R ER] CCOM-01
el 9% TR I @ uA BT Ued B, 5% W See™ & Rl @ AR @S Suadt H dier off dadl g,

S—3iddeiE U=, A ud, IRRes uF, Ifd 77, §h-uRe, |ie URT, Afe | YA & I8 FATHI0 aold Bl
I8 AREd o ¥ ¥ee <1 € & 59 139 R fas weg &1 fede o =nfee | fowrel R fewe o w1
STh B b & ARTRFT I BB & gor BT W1 &9 H @1 ARV | SThE & Rl & AR 3D aord
@& ot R sfaRed 1@ fode v ued €| fordrel &R 981 &) 9 fede o o &7 § a1 =18, I8 <w
& foy Hafdd aa® BT SIHER A SIH B &= DI TAFTH Gl HMDHL (0 U9 G- A1 |

I PRI §RT Aol TV U3 &) W] ggd TSIl 78] & a1 Sl ehe fThrpl iR 811 ¥ & f[Fuey o
qhd B | fh dei—ae] e ARl § ual R fChe o & fou feae ofed w9 edeues Sdiusdg
&1 YA fHar Srer 21 B fedhe 3w 72 fowd & $W 16 e &1 U sHFid 81U <ol & iR AT &
ARG ®led &1 M 1 ool 8| 799 H o U olldR &l gaaR s SUugd Jod @ fedhe ol P
forTh W BTl ST S A&l § | 39 AT BT TAN IR & [ G B S[HEH & U S1d el B AR
BT YA YA HRAT TSl 2 | HF BT YA Dbl 9 M Tb & [EHEl BT b dH_ & oy fbar S Adban
2 D 9I€ YT UH  3MU ®db WK © | FB Fraterdl # Rwe fouem @ forg e #efi| &1 gt faar
ST 2| 39 HeE H Sugad fede S iy o 8, o2 9% e fow R RuesT < 21
qﬁiﬁwﬁm(PostingtheLetters)-WﬁWWW?ﬁ@WBﬁW?WWW
yde f&Har SIar 21 9 U5 S 9F—a8d J&id (Peon Book) ¥ @R Wl W 8, Wafdd Ud—argd &l dicd &
forv ¢ fou oia €1 g8 aafdd 39 99l Y 396 Urdediel & U AfRTd wU F ShY IS9P SRR BT ofidT © |
I UF, Sl SEHEH gRT ol 9 dTel 81 8, &I 991 ¥ qic foly Sk §-9eReT U3, Si-3iaceid ud, URears,
AR U3, §6 URe Nfe dorr I u3 o9- IRes 13 a1 iffd v | ugd ot & = afg seaiasi @ a1
Mecad ole} died H S1d QU S & | Aracdl I8 HeII<iR ole) 91 H A S Mdbla & 99 & AJAR
T far ST 2 1 o/ o Si-RfoRes A1 dfd o A1 Ui Y SeE | 9ol S § Jife gad! A
o Tedl B | Al BT H BB ST DI Ao H X B SR § A Y YTd TIE R N Hl FEIH B gR]
IO & Ty Ugaman oI e 2 |

45 oY Adbg I

IS AGA H 3P Blc—BIc AT IR Ued & ol S[h—dR I, TINI, 9 BT [, ol &l
fB_T, St ST ANfe | I =¥ IR IR—9R B Y8d © | A 39 I AT B A Al b W BN AR
A AHE T8l § TP ol I Al IHied W 59 S $T 9ga dIsT 81 ST iR Ads Fel W1 9gd 9R) &
ST | S99 999 @ foly, U e 3TelT HHarl &l FIgfdd &1 il & fORF oY JabfSAT (Petty Cashier) &ad
2| 39 BIC—BIC FAT BT YA B (O b 200 %, F HH & F) AR $HT oAl Uh AT d8l H A Bl
WWWW%WH@W@(PettyCaShBOOk)Eb??f%*l

SNIEUS Y favafdernerd %




HTATAT e CCOM-01
g JAde 981 DI UK IT UMM UG (Imprest System of Petty Cash Book)- S Ugfd H, ofg AHBISY BT TdH

fAfR¥aa eafdy & urRw # v fAf¥ad fdr (S f6 2,000 %) o ¢ fau oa €1 g9 Il &1 3wrera afdr (Imprest

Amount) 8T AT 2 | Y JABFSAT $H RN H F BIC—BIC Al BT YA BT 80T © AR 39 Tl Bl oY

Adre g8 # forgar war 21 FREd o@af & o/ ¥, SN 5 e 78 918, g Asfean vue Jafey @ urd

SR R s Tal DI Sird PRIAT 8 IR i 39 S99 @ fhy 8 Ia U UeH IHhisaT S §:

AT 2| 39 UBR el FEM Bl UM A BT oy Ay & U fUsell 9=l g5 IR0 T2 Y& JAdbiSy A U

T3 I Aoy fhr SaAT &1 I 8 Sl & fd= S99 Ui fUsel 989 &1 g fafdr &1 off | o {6 1 eie

DI Y ABST BT 2,000 T. AT | 3t A8 H IHH 1,600 3. I {HyY Al g AHSAT Y JBIST DI oY AhS

FE BT SiFE BT BR 1,600 %, Y: UGl HR 1| SO 1 78 DI SAD U fUoel g §Y 400 . AT 1,600 9.

fA®R 2,000 5. B TG | Y AHS 81 DI §9 YTl DI TUI YoTell (Imprest System) SAT Bad & difh

3WET (Imprest) &1 31ef & fooet AR¥aa aafdd &1 a1 vud <Ar |

WWWW@‘?%W‘IW@WE@W (essentials) BT =faT-

1. g BT DI I8G g by T |1 BIC—BIC Tl &I IRT Wis @ MY | 7 |41 -GS Bl
fAfEaR HH § @ =1RY &R 39 W TR Slel o Aty o9 {6 @ by U suai &1 g9 urd
BRI FAI U ABSAT 0] A A S B D |

2. 5 =t @1 TI] Ut A8l B S Fahddl I YATTS (Vouchers) TY BT ®I W a1 o+ 1Y |
IH 7 TEIUIDT BT ST BRI ¥ W BRI A1 1Y |

3. g BT §RT fby S dTel 3ol AT (Single payment) @1 3fferdbad 1T MgiRa 8T =12y | 59
RIRT ¥ 31 & YA Dbadt eI ABISY §RT &1 fby I =12y |

4. Y ABRY R T BT TS AR W W by A & Ao e anfu |

5. g ABISY Bl wat | N awrg # e arell, fH f ¥ w1 urd we @1 ¥R e g ARy |

6. AU B RN MYIRT PR FHY I8 & A & A8y | I8 R A8 & BIe—BIC Tl & [y

I 8l ARy |

RIS YUIell @& @™ (Advantages of the Imprest System)

1. T4 TR =T (Control over Misappropriation)- &ifd 31E &1 7T IR 987 B9 Bl © 3 oY
RIBRET 3frar WIh & [Hdl 3 TR Bl 5H TG BT BT oAleTd ol sid |

2. &g =@ W =T (Control over Petty Expenses)- &g & 310\ <1 7T T d& & WffT 8 ©
Hifh Y ABIeAT IHS U U Y Abg A AH I IR &l Tl FhdT |
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ao‘rqi?l?: SER3) CCOM-01

IE) ﬁ'ﬁ%ﬁ' gRI fArg==or (Control Exercised by Main Cashier)- U&mq @I’cb‘%?ﬂ oy ?ﬁb‘%tf B FHI—T
R G Ao &1 978 R R R IF [/GdT 7 o Al Big {hsleradl & T8 8 A 9% $d 81 Il
g

g ADHISY §RT Ahs b TOUART & HH ATER (Lesser Chances of Misuse of Cash by Petty Cashier)-
fosdl 1 I, U e qAT WAl B IMIQT AT THIUIHT (Vouchers) &1 Sirg 31RH I (Imprest
Amount) & IRTER BFT MY | WA SiFd Aigfe 81 ¥ oY ABHISY §RT D€ D GOUANT & JdAR HH 8
S € |

g AT & Y IS (Advantageous to Petty Cashier)- 3TIGRI YUl oY iy & fog 1 amme
2 i I9 B T3 RN BT FAE KT B BT SHBT qT1ed BT 1 31 1T | 31fers 781 81 AhalT |

TE I, R RIfP JIH AHISY R IAD RAE—{hAE &1 Siig FHI—FH7T W Bl I8l © o b
AIATRS AT ARYD 37 98 I Wl Bl RA—{HdE a7 & {7y JRarR 81 81 o1 Ugel HH1 by S

qd B |

oy Abe 981 @ ™ (Advantages of Petty Cash Book)

1.

T JBISY B T 3R 3 P §9d (Saving of Time and Efforts of Chief Cashier)- og J&fear w1ifdh

A1 g AT BT I BRA 3R IADT oRAT BRI BT BRI PR ol © A T JABISY BT 98 AT T

AR FF 99 STAT 8 | U ABIST BT Bacl 7 AT b SIS BT & oIl BT BidT & 3R g8 W ddel Uh
IR TP HAelA & I H |

2, GTee! 999 H GfAwr (Easiness in Posting)- TEE ¥ ddd UAd @A & SIS I &1 WA DI ST
2| 3 WAEel H WIF & ST g9d 8 A 2 IR @ il e GiaereHsd 8 o ¢ |

3. Db T8l 991 H T (Easiness in Preparing the Cash Book)- U&% Idd™d # BIC-BIC Al &I
AT 984 31 Bl § AR wifd A g APbs F81 § 8 forg AU W § o g Abs a8 W AfeD
qIgl T2 gedr 3R SHBT SIS HRAT AT & ST 2 |

4, B @Al W A= (Control on Petty Expenses)- U&= ?ﬁ'CF%EIT THI—IHY WX 7Y ?ﬁ?b_\%’ ERECIRSIE]
HRAT BT 2 MR I S $IE @al sgfad oFrar € a1 S9 WR Adh o8 off Adhall 2 |

5. HUC B HH GG (Less chances of fraud)- og JIH$IT ISHB §RT Y T Ud @ I AIG UTad
FRAT 2 R @1 SR R 3@ 8 | T AhfdT oY AHISY DI S A v FFI 377 A1 &l
R SR Bl & | S0 HUS P G- HH & a2 |

6. e faf¥r (Simple Method)- &g e T81 & 99 & oy BT faRiy 5191 @1 sraarasar =781 &l |

46 <P gD

SNIEUS Y favafdernerd %



BT U+ CCOM-01
IS AR BT MMHR BICT & Al T dF—adl Bl ddd U JKid AT SFel H 81 o o Fabal ©

S URf™® ufdfte &1 g=dd’ (Book of Original Entry) 1 &8l ST & | U= 14 AGANT HI AHR 9¢ Sl ©
AR TF—<Hl B FEA B! AWH B SR & df A oF—aA1 Bl Dadl Udb oia § 91 foreer awa T8 8|
AT T Bl {B RN Tl aHIUE saAaeHg | [iTd ax forar Siar g 1 37 faRiy Sl @ <N e s
(Day Books) 31erdT fa9y Se%d arefl g% (Special Purpose Books) 31erdT eI W (Subsidiary Books) 3fefdT
URM™EH Yfdfte @1 geda (Books of Original Entry) T &8l ST & | U$ Held YId Ud il UPId & T4l
-l BT ojdl B & fo Bl 2| SRRV & folg, |1 e oF—<Al &1 ol Udh Jedd H, |1 SUR FHai
BT AN U g J&ID H, § IUR fIhdl BT i@l U ] g H 3R S YR (I U ol o—aAl
T oiRdl Al gUIh—grd Jeddl H fhar S FahdT 8 | 3fd: Hedd Y S9 JIdl ®I $Hed & forTH amadiiie
S-Sl BT HAULH ol fBar S1ar 2 &R R 39 918 39 JRIdI & UR R WdEsl (Ledger) # @il
(posting) @I S 8 | FIHRI H UYad B dlell UHE HeRdh Jodd [iofiead &-

1. JAbs T8I (Cash Book)- I8 TR Tl Tdha WKl AR FAH YAl BT @l IR & oI TANT B

S © | Wi SR et SRt @l 3T oF—aHl &1 okar W 39 gRae H fhar S 7

2. %a 981 (Purchase Book)- S 981 # SR HY &7 ol a1 ST 2|

3. fasa 981 (Sales Book)- 9 981 § SR fdshg &1 oiam fovar Srar ® |

4. g dIYE! §81 (Purchase Return Book)- IT dT&J Uil 981 TAGIdG &Tol dd 3ddlg- Ugel Y by MY
AT DI Ife GIfog oY feaT SY ol SHBT of@l o 981 § fhar ofrdr 2 |

5. fdspa 9T 921 (Sales Return Book) IT 3<IR® amal ¥a! (Return Inward Book)- gal fama oo
T AT IS ATEDhT | AT M Y AT ST ol 39 98 # fhay S1ar 7 |

6. g faus s (Bill Receivable Book)- 39 d8! # fafi=1 uegieRl & U fdby v ‘wra—fau=y, gfosm o=,
giveal oanfe &1 o faar AT 81 39 fust & Jias <y & Ui 897 8 2|

7. <3-faux s (Bills Payable Book)- 39 98! # faf=1 uetRl &1 fau gv <a—fquall, ufsm o=, gisal
S BT oRem fBar Sirar & | AR = 39 fAu=Al &1 Irde R 8l & |

8. AT {39 (Journal Proper)- 59 @MUIR® TF—<A1 T SWRIG Aedd di2di § 81 fol@l S Fhd
€, S g9 981 ¥ forar e g |

9 UdR IS o—ai B del Sividl H o & 9o IWIad 8 Wedd digdi | forg & 9@ & g

TEh STl B IoIT 8 THdl g1 forg S 2|

R I3 arell Hee I & A SwRMET e & Su—faveE & A

(Advantages of Special Purpose Subsidiary Books or Advantages of Sub-Division of Journal)
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BT gd=eT CCOM-01
U STHel Bl 90 3D GE-S df2dl Bl JANT &= 9 A=fafRad o9 g8 8-

1.

H BT TG & AR fITS (Division of Work according to ability)- & SHdl & 9 TR 2118
HERS 9l B9 ¥ dEied @ Gl & faf afadal #§ S araar & gaR fifrd fasar s e
g | fafr= aafdaal g = afel & va | agied &Rl axd 381 9 & o1 2 )1 81 ST 2
Hrderar H gfE (Increase in Efficiency)- YR HHAR! BT SR Tdh o G81 Bl BRI BT 8T &
fTId D! B B Bl FICIA §6 Sl & | I8 $F F9I H 8, 3ed AR b PRI PR Fobell ¢ |
TAdT # GAET (Easiness in Posting)- Tk & UHR & ob—ad Ugdl A & Bl to 981 # yaia
B © A WIAEe! ¥ Wkl B H GAuT &l 2 | IRV b o Al SR Hy Fife Hy 98 J ford
BId € 3 WIaEel H $y F€1 BT G il Yeb & aR § HY W § @l QAT S g |

Siftg H gfaur (Easiness in Checking)- TofUc SOU9 SHadHg & 1 A TR JU6—JJd o Gl
@1 @Il § AeId Bl © |

$UC ¥ §Ad (Protection from Fraud)-3f< & & G&d AU STel &1 3@ ST 8 A1 3ABT sdrat 1

U B Afdd eI, foR {6 U HRAT A BT © | R 3 diedl 81 O & BRI ARl & @

BT B bs HEAIRAT H dc Sdr & fTad! aog ¥ ®Ue T ool B TG Bd 81 Siidl & o
AM=IR® Sifa B YoTrell 1 S T F AR BT ST Fehel 2 |

T & @9 W Yof fdaRoT (Full information at one place)- 8IS YKl & TN H UH & UPR &
AFA—aAl B Ol fJaRor U & I R UK 81 Sl ® ol Ade Uifkddl, Fehe YIarE, ddae N,
SUR %3, SUR fIga afe | A o vaai & forg ufdfes & fofa oF & Jeres 8t €1 dad &
STel @ A I A0 UT el 81 Gl ol dd o STl § @ T3 G4 UfAfedl &7 3o T—aTelT aifievul
= fobar Sy |

AYYl (Flexible)- I8 3Mawad 81 ® & IS AR T4 3713 Il I IR AUAT MIeIHd] & AR
HH AT TS AT /I Fhal © |

STRETRT MRFa BT (Fixation of Responsibility)- U@ GHARI &I dly [I9Y §81 AT &1 IR 8 iR
IFH FC BF W I U7 HY W IR FERMAT S Fhl & |

4.7

NECH

31ef Td 98w (Meatning and Importance)- 39 d81 § WA -Tdha UGl qAT Aeba YA BT i@ b

SITdT 2 | U a9 | s I JHERIT dFd—adl &l Gl sa+! 3iftie 8l @ b 3= oiidl # forgdr &)

JFAEIRG AR JFGATSTD BT © | 3T Th& oi—al Pl oGl B & 7Y b YIdh i bl AT 3l

1aeIH B ST 2| 39 YD Bl Gl I IR I S bl & b fbdl fl 97 Sqa Ui e e
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DATAT G- CCOM-01
g §% A9 g | 98 Ufafed @1 Adbs UIfid (Cash receipts)] JdHe Y1 (Cash payments) IR AP feF & o H

R Y (Closing cash balance) @1 FaAT UG Bl © | 37T: Adbg I8l BB AlBIUT &P © AR FH FaART

H g% Il € 9% d §9 8 AT BIC |

b TEI- TP T8 TAT T §81 (Cash Book-A Subsidiary Book and a Principal Book)

IHe I8l g9 H QI el (Dual Purpose) @1 Gid Bidl 8 Fifds U O I8 Hed dal (URM™6 gfafte &1

%) & 3R SR I8 U 981 | I8 HERId 981 (IR 981 SHfert § Fiifd o9 Adhs 981 918 ol 2 a

s I THERIT oF—<AT &I S | ogl F8l fhar oar & sfed Jdbs doar §6 9 gwfyg a9l o= —<AT &l

Haued gl T8l H oikdl fBa1 ST § | §AN I8 YU 98 S¥elY § Hifd I8 WIEe] B W BRI bRl © | U

ST 2 Hifh Adve 981 Adhs T BT W BRI Bl & | Abe g8l I IR EdEel H el A Adbs Tl

(Cash Account) T §& @Il (Bank Account) &l 99T SITdl | SAfeY Jdhe d81 FEd 98! a2l Y+ 981 i

2 (Cash Book is a Subsidiary Book as well as Principal Book) |

ABHS T8 (P SFel & ®U § Wiaree! 8 (Cash Book is a Journalised Ledger)

Fg IR T8 U S BT © & Ade F8 Sel § AT WIdEel 2 | I8 Uh od sy § Rifh gaH o-—aHl

DI FAYLH Hel Yol & AR TR @ Sl & iR I8l ¥ 599! Wdeel § Fied @rdl 3§ @l & Sl 2 |

s 981 U Waes! W & Hifs I8 b @I (Cash A/c) BT R Hl BT | 99 Th Adbs 98] 418 S

g O WIAEe! § 31T | AP W@Idl Fal g9T ST | 37d: Jbs 8] Udh Si-dl T § 3R @raes! ) g | safere

39 O @ ®U H WIAeel B8l Sl Ghdl ¢ |

Adbs F8 P Tl 9 FAMGN (Similarities of Cash Book with Journal)

1. S B TRE B b 8! H AT ol Yolal &l FEdl 9 oF—adl & Fayed forar Sirdr 7 |

2. SHd & ARE & DS del H W o —<HAl BT S 8 B HA 9 IR fAfaR forar ST 21

3. SHel BT ORE B bs g8l A o9 —<A1 & WaEel § TR @l § @dE ((fds W Bl Brean)
P A B

4, SHA B TRE B b g8 H @WidEel =T . (Ledger Folio) &1 @M 8IaT |

Abs 8 P AAEel | FAFAN (Similarities of Cash Book with Ledger)

1. B T8 BT YT WAEe! & WG F Heldl 8| I8 o 999 el § fawrford 8l 8 @R <1 Uell o Udh
FAM @ B 2| 9t e (Wit vet) <fde uer Biar iR S/l v (AT uet) SfSe uet B 2|

2 IS F81 Ade @I BT Al BRI AT 2 T 99 Ade del 9918 Il & df @raes! § Adbs @dr e
GIAT ST & | 3fd: b g8] Waee] $T U 3ar 91 § |

3. Uh QIAEel & Qi BT a8 &1 Abs g8l § 41 'To' 3R 'By' W&l &I YANT fhar Sirar 2 |

4. UHh HTAEel © QA H a8 8 SABT Y (balance) bTar ST 2 |
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BT U] CCOM-01

AHs T& 1 & AT (Advantages of Maintaining a Cash Book)

1. e T T oal Wl 2 AR Grares! 41 &1 5 (P Adhs del a3 oIl § df GdEel § el A J6s
QAT 8 91T ST | 3 S e o —<Al Bl ot # forae &R fhr S9! @rares! d @dr
%A B <IexId (Duplication) H gad Bl B |

2. Hifd JAde T8 I & U EAEE] H JAdhe @Il el a9 TSl § Ad: JAEsl BT ABR g
Hferp &l 9 U |

3. P B H APS Td % Ml UBR B oId—adl BT oikdl fHA1 S Favdll & |

4. U YIS B WA A JAGART I8 S AHAT © ($ (Bl A 999 99 U e e g §6 oW 2

5. s d81 Ufafad 1 Jdbe WK (Cash Receipts) Jds YT (Cash payments) 3R I f&F & 3 #
e Td §& 99 (Closing cash and bank balance) &1 T UG Dl 2l

6. e g8 gRT YT b ¥ IR<Add APhS (Actual or Physical Cash) & aRTER 8T @1RY | IR<(dd
Ads BT APbS 981 & 99 A [IAT wu F A (Verification) &R H Abs & TEH B TG HH 8
ST 2 |

JAws T8 B TBR (Types of Cash Book)

s 981 FEfRad IR UBR &) 8 Ahdl 2-

1, U @ arell Adbe da! (Single Column Cash Book or One Column Cash Book)

2, 3 @M arell Adhe ge1 forad ferRad @™ 81 Idd € (Double Column Cash Book having):-

(1) AP IR Herdl @ (Cash and Discount Columns); or

(i) 9P IR FERN WM BT Th RgIIGS TATSSHI Id

(iii) P AR §% WH (Cash and Bank Columns)
3. TIF @ drefl s g8 (Triple Columns Cash Book)
4. g &S d81 (Petty Cash Book)
IS AR SURIGd H ¥ hH AT 1, 2, AT 3 R fordl 73 b a2l # | BIg Uh Jdbs dal YART SRl
2| 39 I UHS d8] B8 © | 374 A DIl Abs &1 YA B S I8 YD qqdd Bl UPpia 3R DI
JMALIHATST TR R BT | G Abs 981 & ARG, TR IR U g b de! Al & & orad ag
T BT o BT AT 8| W oY Adbe 8l dad SR & 9 S 7 |

48 yfafed &1 SIHeR
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Bl A1 @reaTe die B Faued 1 gxael d foar Sar 8 S99 §Ria! & URME ufafe o geds”

(Books of Orignal Entry) ®&d & | SRAa AT oM T VAl & U © foread ufdfes & avil sl
A—cAl BT [ HAAR Qe |l gorell & FREd FOHl & ER okar fhar Sar § | BIC adqardl | Sfal
-l @GN FHH Bl © g8l Ao H o SRAT SId @Al § W] do—d¢ AaArl H oF—ael &1 6¥en
AP B B BRUT YOI dFA—adl BT @ SRAS H BRAT Biod &1 761 dlod JGAUTSTId W1 8 ST 2 | A
Bl TF—<d & WG D ATAR SRAA Pl 3Tl —AT J&idl H dic foram Sir g | Iowmra &1 59 gl H
o fam ST & S8 URMIS ok @) W (Books of Original Entry) IT {8™I& el (Subsidiary books)
HEd & ol F=feIRad B-

1. e g8l (Cash book)

2. g g8l (Purchase Book)

3. fadsra 921 (Sales Book)

4. %Y Il 981 (Purchase Return Book)

5, fasrg aroRAT 981 (Sales Return Book)

6. ey fdaT 921 (Bills Receivable Book)

7. <7 fda1 981 (Bills Payable Book)

8. q&g JISHE™ET (Journal Proper)

% URMS UfAfte @1 qeda sy HEd 8 Hifd IS AEAIS oF—ad BT FaUed ol gl aedl 9 b
ST 8 | IS QORI & foY SWRIad T J&0a @1 MaeTd el 8 dfcd g8 U+ AR Bl aIhdT B
FTAR SWRIFT H A B W d2dl g FHdl ¢ |

ST (Journal)

RIS URPE oRd B JRIP & oTaH TR Aad1RE d—adl $I e Ugel for@r ST 2 |

THS. BIeR & AR, ST Yeb ATGANID W eE 2 OraH ol wU A Aaaried FaeRi &l ol fha
ST € 3R S IR rdggRi B Hifed ®U # do7 fafyr & %9 & Ud IE R URgd a2 |7

BIcX & IFAR, USTHM AT < e wreiffes ufdftcdl @1 98 g&id & 5798 RO 981 I1 dedl 981 4
AR oF—<At &1 forar simar € | vlafiedl o1 forma 7w 5= Sfde aun ofse & wu # afiga fear S 2
i 918 D! @rar 981 (Ledger) § Wel Wl (Posting) = H gfaem 81"

31: ST T oF—<Al BT f[AfarR Rers uwgd axar 8 o Ids oF—ad | sfde g afse fay v @l
@ M AR AR fordl 81l | St H folay ¥ Yd ATuR) 9K ofFd—adl &l U dedl g8l H forg ofdr g o
TR GRAGT AT IS g HEd 8 | Hedl Gal BT WA BT Soe) 81 8 IR ATad1d ob—ad a1 31fdd g
2 f& S o @ FHEAT & 7| 915§ 39 Fed! 981 B MR R oo # ulafiedt @ S €
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Ao &1 fIR9arg (Feature of Journal)

() O Th WA g & R dF—ad 81§ AduyH forar wrar 21 sfifery 39 uRfve ufafie Y gede
(Book of Original Entry) @& SITaT 2 |

(i) A dad RIS Ufafe & g&e & 21 39 e H Wl oF—adl dI doaedard derand (Ledger)
ARG B a7 Srar § S oal &1 U@ gead (Principal Book) ¥ |

(i) S gfafes &1 e Rare & 1iq ufdfes @ oF—<Al &1 oRAd § ST fad oaie ax fdar Siran
g

(iv) e H oF—<Al T fafsr & @A (Chronological order) & AR forar Sram 2|

(v) IE UAD oH—a DI I UgAM dI91¢ Gl © AR T & Ufdfic § 9 oF—ad &I gul &R T 8l
S 7 |

(vi) A ¥ U o & M| USgeil 1T Sfde dem wfeT w1 qRAute™ &1 QIERT ol YUIell & AR
TR fhar ST 2 |

(vii) A H UAP ufafe & A SHD! e o) Il @ R iaRor (Narration) 8T ST & |

(viii) TP & ufafte § @ A e o<l &7 W1 olEr fhar S wdhar ® o |1 9 e @ waifad B
gl | O ufafte &1 fAfsa ufafe (Compound Entry) @81 ST 2 |

SHiel @ ®T (Functions of a Journal)

() 9 <Al BT AR orar @ |

(i) SIS ofEl YUllell & IR U ol—a+ bl Sfdc TAT HISC gl # faTelyor &1 |

(iii) ~@TAEE! ¥ WA (Posting) & ol SR WA HRAT |

(iv) ISP oF-< BT Uh B RIF R Yo7 UF Wi Rare [@HR IH - DI AT Iga 1Y G |

A & T (Advantages of a Journal)

T ST BT AT MATIR el & AR F—anl &I A @raree! (Ledger) § W ogidA fhar S d&dr g, R

A Sa &1 TR fhar & orar @ s A aror -

() P T H dF—<Al BT I B B R ol @D B QI ST 2 M@ B A -F & e
B ¥ GE O @ FRGET 980 &1 $H I8 Ol 2 |

(i) e S H dF—aA BT AR B9 F o S 8 3fa: SMavaddl Ueq W fhfl oF—<9 &I Fiofr
BT SIRAT 21T 2 |

(i) e ¥ ISP < & S T wfee vell # fazervor g Srar & s g9a @raEer § @dH 9)d
EESICIRS
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(iv) S ¥ Ue gfafte o7 Hferd TRl (Narration) 3T g1 BT 8 31d: S9! WAEsl § @aHl &1

TGO & BT ST Fhcl |
(v)  Toue (Trial Balance) & = e &1 = 9 Ml @I & @Il &I AfHT B FRAET UM o=l 2 |
(vi) HIfE S H IO AF—<d BT U o WIF W o (BT S1ar 2 i Udd oFi—ad & Wil w5y |
31T YgdT 9+ & § |

(vii) TP IR S H o€l 8l S & U¥En] 9] WaEe! H TaHl JAugaR ae d 9 S S Gl © |
ASTHTEA BT YTvy (Format of Journal)

Journal

Date

Particulars

Ledger Folio

Amount
Dr. Rs.

Amount
Cr. Rs.

(1)

@

(3)

)

(5)

SRIFT IRT H @HI R TR hddl Ig T8I & ol TTel MY € b SRAA D (IR B 91T & |

IR H 39 ISR TRR Tl STl I & |

1. fafr (Date)- ISR @ Ul WM H oF—<d @ fafd fordl Sl 81 99 99 8IR #eT dad UH &
IR forgd €, 919 T & Ig 98a1 9 WG | oF—a1 Bl [RRT & %9 & JJAR 8 forg=r a1y |

2. ﬁlﬂ'\’UT(Particulars)-Wéﬁ—éﬂﬁﬁ@ﬁmﬂﬁlﬁ%ﬁﬁ%lﬁﬁﬁwaﬁiﬁ@ﬁﬁwgﬁw?ﬁ
GId BT Biee B o | 59 Wd & sfe fFar Sirdr & SS9 gl oisd # foRgey S9d AMd dig+ &
31 H Debit (Dr.) forad g a1 59 WA BT HISE AT & S <1 &I A H for@adx 399 44 'To'
T BT TANT fhar Sar 81 To forae & qd @ S8 @lell Blg &1 oinll & a4 6 a8 sfde | e
feard < | @@ SHe ufaftedt § Dr. e To forRgs @7 W |HI Bl S Y& 8)

TEIBROT AT IRAT ( Narration)- TJ$ Ffafte & 0 died # SO ufafie &1 WioRor forar mar 2

T 717 uar @ear 2 6 ol @ra o ®F ST sirar sfse fhar w2 wdiaRr 9gd ol o AHsH

AFY 3R i Tl H 81 =AMy |

3. GA—d8] I I8 G ( Ledger Folio or L.F.)- Jom7a # Rt 1 gfaficdl @1 il € arg # <9
AqPHT Gd (Posting) @TEe! (Ledger) H @1 Sl 8 | Wra€s! & fod o1 R foefl @ # @™ @
ST 8 9 U & 6T BT okl 1 L.F. & @ H forg &z mar 21 Saexy & fog afe &9 w99
@ W H WA BRd B Sl fdb WIAEGEl & 40 9. U~ UR &1 AT & ol 84 Sf-ic] § Machinery A/lc &
AEE LEF. & @ H 40 fog < | U8 91 foee & by oM ©-
I A9 I UAT Fera Yedl § o e @ Ao ufafteat o @die wrared § 8 gal § o)

fhar 81 g8 2 Fife 59 vfafedl & 9™ LE. & @M & o= +. 781 forar gam grm S+l
G 8l gs Brl |
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1. gfe gq vfawy # fedl ufafte & wdl <g=T =g a1 ufafe & 9= ford) =1 +. & 9= 9

GIAEel & I T+ IR IFD! Gl oF Fahd & |
. It A R &1 dede T8 fear € o I8 S &A1 gsdl & b SR @1 |9 ufaftedl @
Graree] § Sih—3Tdh WAl gg AT 7181 | S WA (L.F.) & @ S Ferdl & o1 Tl Sire =18l
DI ST Hapdl |
4. ¢RI e (Amount Dr.)- 9 @M # Sfde f&HT U @ & Y64 ford Sl 2 |
5. €RIRT BfSE (Amount Cr.)- 39 @M # BfSe f6y MU @ @t 36+ fordl omeft 2
1. T @Ml BT BicAl- AR g9 F9I Ugel I8 AT 8lal 8 b Udd ob—ad | S &I @Td yarrad
BT € 98 DI F E7 BT IdT RGN ORAA & I & IR S F T @I BT e fmar SmeEm
IR TR BT wfse fHar S|
2. fqaiTa @ral (Personal Accounts) @ AT 'Account' IT A/c g fora=m sifard =&t 2|
3. U Ufafle & 91 fAaRvl & @ H U s Wi o @1y [ ufaftedl gere—ygere & i |
4. RIFT & G BT Sils T 3R S IR of $HT- 941 yfaftedl & a1g o=RIfd & sfde dor sfse @™
&1 Sire fdemdd Tb Ag d BT AMRY | $96T Sl dRMER &1 N Rifd e uldfte § sfde &1 13
3 BfSe b SRR & BT 2 | Ub U~ D SIS Dl 3l =1 W of ST STl 8 | S9P folv U g~
R 3T ¥ fdaRor & @™ H W o MY (Carried Forward or C/F) s fol@ T © oI 3FTel U1 & I
T M Y (Brought Forward or B/F) e foraa €

49 AR

TP ARG G H yfdfed dbsl U9 U B 2 IR Adb<! of a8 9ol ofid & | U3 & A=gq 9 &
PIS GRAT TTEDT 9, AT & [Asparell I RGN [TUFT searfe & FRIYI HRal & | S U= el # 31 & S 9=l
& Rare @ & oy 39 AR va u—wiftq oRer & 3rer deg # for od € &R S U5 vy 9 d1eR
ST E 99w BT REE 3@ @ fow UE g-derr IRReR & ey dem # ford od €| wReg oS &
IS RS FLATT I IORSH BT YA BH BRAT 8 | SABT Bl & (b s AHI % BT & | 3T &
ISR T H 57 IR & DS 78<d 81 & | IfQ IER AT A arell U5 fondl i v # € 491 @
ql 9 UF—ared JIH (Peon Book) H TGIdR BRI & fh¥ll BHANT & §RT W Y HREAT S FHhll & |

UF—ATEd QXIS H UF BT fIaR0T el T—3TelT @l gRT fa@mar S 2 |
S B9 QMUR &R & dl AMUR H A BIc—BIc &Y Ufifed & USd & | §9 BIC—BIC I &I YA Ifa
RIGREAT gRT fHAT IR A1 a9—a¢ &I Sl % MUR BT 3 9e[ © Abiedl gRT fhar Sin gR&d 8 IR |
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STy AW F9 & oIy U1 U@ o1l dHa) @) (g @ ol 2 59 oy Aafean wed § &R 9@ o

T 31T 981 # B BT B A9 fear oirar ¥ 5 oy s 987 dEd 2 |

OR ddha 9 IYR YETAT BT 9 & | Ry TR dha YETdl b SRAd H forgr drl Hfed drf 3iR
IrgfaeTSTed Ml | 39 BRI & oIy U 37T Jde 981 @1 AfT 3Maedd & s Iaar)l I8 9+ dahdT 2 &
SAD U {1 e 9 b AV 7 |

410 IIGTdl

ASTHRET (Journal) — IISTHTHAT URMPIS oG @I TS & [OTEH THK ATAEIIS o—a $I Fa9 Ugal ol
ST € |

Adbg T8 (Cash Book)- S 981 # T b WIRGAT TAT Ahg A &1 o fHar Srar 2 |

g AHE F81 (Petty Cash Book)- BIC—BIC Al & folu T 3felT 981 # oijdl & & BRI &I g Adbe d8l
FEJ ©

%S B (Cash Discount)- ¥ WITAM U - & foy MUY el IH9 H A B B < <d 2 | 39 Ths BT
HEd ¢ |

411 9 Y UG S SN

(@) 5T SPIS B UG- D UL 3T U4 S BT U5 ¢
a1y & 9 FoFl § ¥ PF—oF 9 9 € T BHI—hF I I ¢
() 9y AEATRIS ofFH—a B IUT oRdl ST & o1y fdh I9 a9 ol dM—81H g8, i ol
3D 2 |
(i)  SETTET UH e e § R g wU W readriiie SagRl Bl o T fahar S 2|
(i) 9 9 DI IH IT §b U UG B § SR I W S A §& § o o1 <d € a1 S 9B
e & e | forg < £
(iv) 9 U& ¥d W & R FaM=R Y@ G Sl € a1 SS9 % BT &b HEl ol & |
(v) I Tae U B & oI TR fel IBH § W Y BT © <d 8| 39 dhe BT HEd ¢ |
@ oISe A Ry T IRl § 9 SFHA I @ TN §RT R B A/

() ot SREAT B AT & S 8 MAINTT B & fory SuRerd &M @f2v |
@1rfSr® 3 3Mfd® / HH—0—HH)

() 98F # R Y IM a1 FRT B fAROT BT BRIBGT o =
(Privge / reige)

(1) FIT TB WIT TR oo 1ot AT 21 (35% /5.00%)

(iv) ML TWITAT BT oo @ fog BT 81 (TR /31 3meH))
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e BT fdd T U1 <xdidst & FT9dT SUART o IR H fHar ST 2|

SINESRVALIR)

SR - (B) (1) 9, (i) I, (iil) 39, (iv) g, (v) I |

@) () FI—T—H, (ii) SRIGAL, (i) 3.5%, (iv) SR, (v) RIS |

Me- 9 9 A 39 $hls DI ol A I8 H TPT Heg el | 36T SR ol &7 Ty & | aifd 3
IR faeafdemera & 7 991 | A Dot MU A b v T |

412 YUY Y

1.

IURYfT IR R T fewofy fore |

2 TF—YeToT IRER fhd FHadd 82 SHABI U AT 914 |

3. s 981 W f[AWR gda 9o o

4. TIPS T8 R TP Ao ol ford |

5P I TKId

> RAANAT : SR Yaw, Yediicd Ul gve fS&iieged (Un) fol. 7,/22, AR WS, SRATTS, 98
faeeli—110002

>  WEN, T @, Sl Ya, At YHIeH, IR

> I, 99 Ud Afole - driterd yaw, fieell favafdernery fa Mifsam, fdeeli—110007

>  Office Organization And Management — S.P. Arora

»  Office Methods — M.L. Basn

»  Office Automation —~G.L. Tarry

»  Office Management and Control —G.P. Terry

»  Office Management — P.K. Ghosh
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SHIE 5 990

SPIs DI OURET

50

5.1

52

53

54

55

56

5.7

58

59

5.10

S0

TRATGAT

3ref 3R Sew
I3PI B PR

dI3% HATed & R SR WM SRy
I8F B Ay

98% & foy Afya & R
HRTeT

NEAER]|

I U3 U4 3D IR
TIRE U

5.0

LD

9 IHIS BT IIYT B & U MU 39 T & Fbl o -

3% BT ef IR IeeT WK IR Tb

dBDI B YR WE IR Th

d8% Fared & R QiR BRI o e ) 9@
93d B HRMAY We IR D

Jo% & foly |fd & 31 We IR 9D

EASSIEKI

IR AT T HRARN H 3Dl (Meetings) BT TS Uh AT 910 & | UMADT 1 Fafad do,
$o faRre ITREIRE & T oA & foly a918 T8 Il &1 98, sifcrefig gemll S arell doa o
AR &R =g ARl & N H, S 99 998 9 URRA M | Uygd Moy fom Srar &, A Sded A
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DATAT G- CCOM-01
HHAl B qIDG M 8@ Siel vy gRYg U+ e &1 fRae—faare siernRal | oxar 2 iR 3l ag @

DI 3 dod AT oAl H golls ST & | Sl S¥a Afd &1 96 I Ugd, d6% & QR dofl 98 &
qIe = HEaqul YHdT Bl © |

52  37ef 3R ST

FRed w/ell R AR &7, Mo o a1 gea oo & fol¢ &I A7 31t ATl Bl Yhd BT 43
HEA & |
ABAIND, Tl iR Jaa ave] § 98¢ HfA & Agwagel fRdl § 9 ueh 2| el & Ao o U
HAR BT S5 AEIH USH Rl & | I§ ST—A G800 iR [aRT dor s & e fafma &1 sraeR
e a1 & | I8 f9OR & A g1 w6 dFer) o &1 gl S 9 GRId B BT 8H AR UM Bl © |
oo ffoRad Sewl & fog gers i |ad! € |

1, TG Bl YT B BT TS AT R FHRTR BT FHATLT BT,

2 AR & URT A 919, BRI AT I<IGRE UG BRI,

3. FHE P Y qAT A BT qAT AR G Y& BT,
4, AT, 3rval 3R =Rl &1 faffmy ok gema o1 & forg o ufawrfdl &1 sfawR o, anfe, &iiR
5. ARG BT BT fohartad &=, 1o &= a1 gsma o7

53 d3®BI B UPR

HIe—dR W J6% T YbR B el 8-
(1) ST91 a1 oIS 9@ (2) ol 9o
1. ATdSII® 9% (Public Meeting)
ATdSIE 98% (Public Meeting) a8 S8 2 RNH AT ©U | OFdl & e 1A € IR RradT Sewd
EB BRI AT [l [IeRd g a1 g8 SFed & 9Hdl BT YR &A1 & | I 98 J¥l Rl & oy

Gl Y&l & 3R SADT ARG ATl RAFl O~ Ui T AGi~1d FHT 9a- sl 9 BT © | SHD! AW
LA FHER—UAT AT GRSRT 3MfE gIRT |NIsl | & &1 SRl 8 | Uid: Moliad d6d, ARRS WA J9RIE,
A 9 I $9 UHR Pl 43S © |
2. ol 95® (Private Meeting)

fash 98% (Private Meeting) ool fafaal ar aafdaal @ dvemet gRr 391 Afff™l @ &rd a1 9 @
IN ¥ faR—fawel & forg gerrs <l 2 |
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Pl I T & Iad AT & AW B 59 UPR Pl dob H SURT 8 Iohd = | 9 afad forg ar ar

AT b & A1 iS85 98T H I T AUPR UK 8, 39 YSR Bl 96% § 9T of Fhd © | HHl, AehRI
AR, dotd TR e B 48 $9 TR Bl 4o & | (ol dodl I M=liad JeR A gF: a¥fipd fhar S
AHA | oi-
(@) 3T 3fET FERI do; AR
@) P 95 |
(®) AT 96& (General Meeting)

T TR BT 3 9% (General Meeting) 98 4% © Il S0 HeI & T Hal & oy Fefl & 7 |
9 93F H AR & W BT B FHIEA HIT ST 2, o ™ fby 9 8, a1 Ruie ugl oIl &, fusd
BRIGATA BT THET B S B, WISy B IRt df giiRd fhar oar ®, iR sl & Al (@,
IuTede, A4, JbieAT 3M1fS) &7 a¥ & folw gAra foar e 2|
AT 98 Bl WA Y Y BRI & YR AT d8% ol Bl AT & AER R AH, ORI A7 Srurdaret=
Jo& @ WU H aq fBar S Wahar 7 | A 98d EfaRad geR @l gkt 8-
1, afafy do®
2 IU—AfAfT 98 |
afafa a1 ST 98% (Committee or Sub-committee Meeting)

9 do@ § dad IHfd I a1 STHAfT & 9 ;Committee or Sub-committee Meeting) & 91T o Hdhd &
qe |l @ e Al Fawell o 3899 Tt 86l 2|

(@) B 96 (Company Meeting)

A BT T IR DIl ) AT sreRerell # = geR & J8@ w3 el & A AR W HHE &)
d3dI (Company Meetings) &1 74 UBR | TFidpd fhar &1 doHdn 2-

1. Rl AT ST B o (Shareholders' or Members' Meetings)

Bl & RIS @Al I RERAT AT AT DI BUAl & Al R fIaR—{a7e a1 IR Ficwa dsa
IR I BRIGA & FRIFT §RT 396 BT &g MU o & oy e 3 =y |

6 AfRad W At @ ¥ R fofa daot sfernRat gRT fbar o dadr § o simnRaEt @ 5@
IR IR gAls Ol 2 | 3 998 IR UHR 1 8 Al 2-

1. TAYT® 6@ (Statutory Meeting)- IE JTRITRAT @1 98 9@ & Sl ATUR YR B & dblal 91g A
Yot REH dTell SRl gIRT SRR & 3l e 8 U 2 |
2. q1f§% MY 98&% (Annual General Meeting)- I8 ) HHAT gRT ¥ # U IR Bh 2| T IEYH

RAI—{hdE W =R T o/ HeT &+, drl GIftd &, Feerd #ed &1 gA1g a1, ol Wied Bl
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FYfdT B qAT I AUIRS oF—<d, A By 2 I, B @ ol Bl 2| HFAT Bl FI dodbl |
IRIYD 3N ISH Fa Afdd Ageayol A+ ST 2 |

IR 3MH 96 (Extra-ordinary General Meeting)- d1fid ¥ §8& 3R HIUHEG 96F @ cTdl
DT B G 3MTH d5b JFERYT H 965 Hedlkil & | ST BY BT DI HIAT a1 MaeID BIdl & b
ITHT GRAUdd FTel A 3mH o5& dd IR 9 fHar 51 ¥a a1 A 98F gag Il 2 |

I §8% (Departmental Meeting)- STaf &H¥=1 & i Yol feh & fafa= auif # 91 Sy @&t o9 +f
HT frd) a9y o & sfel 9 Geg R | dis gRadT T =mgdl & o ieenRan & faf= quf
@ 98F TS I 2 |

vl iR S9@! fafa= afRfl 1 So (Meeting of Directors and their Sub-Committees)

Tfh B Th P AT 7, SAGY I8 W S T8 Y ol | Al o fatfaa gfaffar s

B & R s @ g=or e gey wifdadr ARkd Bkl 1 fFeve ded v W @ Hifd e #Ra g,

g1y fACeThl &I 96 UT: 81 BIdl X&dl & | §9 dodi 8 dF-l & BT I grfyd J\ai & Ao forar Srar
21 Y 95 T YBR P 8 Al 2-

1.

fqer® dead @1 98@% (Director's Meeting)- FQ¥/@ Wed @ do@ I Agw@yol 8F & ARI—ATT

HH 3R Halfddh qRER B dTell 98 & | 39 81 § HH- ¥ FHad a9l Agayqel Al 3R Sl
Nfear R feR—fawet geor ok fear Srar 21

2, Feerel o ARl @1 98% (Committees of Director's Meeting)- IR &R @ 9wl & IR #
fraR—famst &R ol o & forg eI dr R 3 98& gaTs il & |

3. FUIQTARI P 98@ (Financiers' Meetings)— HFI-1 & FAIUT AT JAGFA], G: HIGH qAT THIBOT B
HHY OIS & Rl BT YT PR dTel AMAl W Fofg o & forg I doa Bl 2 |

54 93% U & 199 3R AT Hrifafd

JRAd d3F Sad UBR A AN AR fAffadq e 8F1 @12y | 98% & A 3R Hdled & foly

ST FT A # fH f yeR @) sifafiadt S S @ FrdarfEEl @1 oy FRT <<l 2|

g dod T I TSR A AN Hel Sl AdHdl & od GaT U B & JHRT a1 Afdadl &l

3T UEBRT gRT 98& &I FIAT SRl &1 Sl § | U dod a4l [Aftaq 1feq &2 S Fadl 8 Sid 9% dl
AT DR B foTy ST AfIT Al 81 o aafdadl @ uferd Mo (Quorum) IURLIT & ST SHH AR ferd
B TAT Al S & U © |

I U 31dY dob & forv faefaRaa o emfera 2-

(@

ST W (Proper Authority)
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DT Uee CCOM-01
I S8 & oIy erH Irfvard snavgsddr U8 & f& a8 Sfod wiieRy (Proper Authority) §RT MAIRTA &1+

TMRY | HHH DI A I8P AT B & foly I Ul I8 faerai o uykug 2|
(i) 9% DI AT (Notice of a Meeting)

JAfELET (Notice) 938 I ARH AT & AT FaT UKl B+ dlel KT Bl 966 b o7 T Bl TIR
PR BT JAER AT AMQ | 98F DI 99 3@+ & foly Ifd Wil g1 IFId iftRgaer SRy &, maifora fban
ST =Y | I3 &1 AERLAAT # AT B8 dTell 9% & UHR (a1 MM dod, Mfe) &1 fdavor gar 2|
I WE wU 9 d8d & ¥, fad iR e fear orar © | | gR1 dod # dfFferd 8 & uF Uld
KT BT 966 A BHIB! Ugel Grord [HAT SIAT & | (AT /D dacl H Jarhal 9 fAfRTe M R yeRia faar Srar
2) | WTeId Hl H SIfARgET @1 SMavad Al qars Sl & | S ARRLA & A1 ufdaedi, fdaron anfe
@I Il B0 A1RU AT MATIHATTAR WA 68 H UIReY ¥ IR Bl 31 b | Jal SAERIET 6 M2
B AR |
(i) YT (Quorum)

Torgfd (Quorum) AT B HFA—A—HH H&T & I §6& ARG B & forw IuRerd M a1y srriq
TE AfFT BN FA—I—HH Gl & T2 98¢ & URW & 997 IR 956 & SR SURYd g1 91ty | I8 Hvel
BT & d3D B G F T FREN # 4 SR 2| Al 3 FuiRa Togfd @ w9 g | At
faal @ 98 H fHar T FT @y A ST B
(iv) 3&Y& (Chairman)

Jg dod @ oIy 39 HAgw@yul Mavadmal § f I8 3Ifa dfa ¥ affaa swger (Chairman) §RT AT
BT ARV | e 98 AfIT BIaT © R 4% @ sederar a7+ IR drRia2dl & Fared & fofd g1 Sl 2 |
I8 5% @ FdTeH AR =T & oy uE Aifer) g 2
(v) PR (Agenda)

JoF # R By M a1l Bt & fAaRor &7 HrRieH HRIGE (Agenda) € | BRIGH &1 v o7 w9 #
fear Bar 2 S P9 A 99 W AR f6ar S § | A @ SfUd HH H 96 & Il Bl FaRed e A R
IR B oy FRG i g 2 | 9 Al B 95 @ JIRRIEAT & AT HRIGA BT Ao Il el @
foTy RFORTTa 91 2 |

AfYT gRT el & WA A I8 BRGA TIR &) A ¥ | Ag-E—ar O dri-Ae ) sl 5@
# faaR fHar T 2, 99 R @ T8 FrdarRal & o erigE § Sfad e far Siar 2| U 99 (Routine) AS
SII—UfIAET (Report) 3R oRd 3MfE & foly WP Ui =1, MMM, Ugel Ud &I 9l & a1 fJarews 7s a9
| 59 ®H H PRIGA 9 A< <l O § S BH H B 96d @ BRI Halfeld 8 A2y 9T dad dod DI
FEAfT ¥ 1 HH 9 B Fhl © |
(iv)  3&uet Eﬁlﬂﬁ?ﬁ (Chairman's Agenda)
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3feTeT 1 BRI (Chairman's Agenda) H A HRIGAT B AT H A FAAT Il © AT feTeT Dl
feqofl & forg SrTa &1 I &R WTell S8 Biel Ol € | AfIRed FaeT el & 9 §I1d faavor gaH
FAl & T 968 & IR STawIal 8l & |

A B a3 o B UARSE R IR HRIGA &1 SR A9 A T 2-

55 9% & HrAAR
ogfd (Quorum)
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DATAT G- CCOM-01
Bl 1 950 & URW B ¥ Ul el DI g <@ o1 Ay o Far FeiRa ot SuRerd & | SuRera

e & IuRATT dfTdT (Attendance Register) H U9 EWER &R o A1V, I8 Id! SURART BT YA
AT & | U G | ouRerd 9ewil & M dear & e oruRerfa & forg emm il 2
PRI TAT 3 HB<dYUl SIS YT (Agenda and other Important Documents)

Afag 1 I8 <@ AR 5 U0 & U BRI & U 81| SrigE 98 9ardt € 5 9 w9 d
5 P9 3§ B BT ST § | I oeuer 81 2 A1 AR & Bl o SURT ARy &l el sl g1 Sff
HHAT B | el A+ D ol¢ T Ugel IFHT 74 Uh Haw g§RT YT BT AMMRY TAT SR gIRT A fhan
ST AMRY; fede] HT A A aia § Aqud gRT W fHar S daar 2|

fUoell So& T HRIGA (Minutes of the Last Meeting)

Pl 90 B R IR o371 ¥ Ugel fUsell 96& & ARy R =R 8F1 A1ty | wi—a+T 39 9fa Jer
() maTt H UG B | Wfdh Ife WSl DI U B BRIgd Bl YRl IRI AR A g 8 Al e U HRIgd
&1 TS foram AT ©, 39 wU H & AHA BT AT AN T © | IS FaW HeAd © (o [JaRT el 2 99 BRI
THR R foram SIar 8 aor sremel gRAa®T &1 ufd R xR o) s fog <ar 2|
fdaR—fawe (Debate and Discussion)

Tg HRIGAT B WAl AT IR BRI YRS BT ¢ | 3eTeT Tl A Pl Ugdl & AR Fai YRS &xdl & |
TeRl gRT 3 geld AU S 21 391 Gl IR Uh—Udb bR [ddR BIdl © | ARl & qHel R MY G Bl
ol g9 ¥ Ugel 3e WRI W ORAT Usdl & | Ui g falad # far e 21 3R 96 8F | usel |afifd
& U WS AT AT 2| a1 39 Sl # aftfod w) forar oo | s gEna <F aTel Jfdd (uRdrad) s
IHHT AR B dTel (9D /T AIGH) B A1 BT Ioold Bl & | TR eaTaetl § g9 WR<d (Motion)
el ST 2 |

I TR BT UGl 2 3R IR 39 W [aR—I7e o’ & | 9D Fa ™ DI 9 R hddl U IR
JIef BT ABBR 3T ST & | JNfU YA &1 IR a9l Febal @ ddifh gl & QR I+ dlel Jel Pl IR
o @ foy SS9 e R Urd B 1 TEl & SRIE 99 Al DI IEge B 8GRI dxAT alfey iR S o H
AT A8l HRAT ARy |

sremet Al gRT ol o & forg wee der wRaa |ffa # URga wRar €1 U Y 8 A9dar 8 6 srw
PIg FER Al DI FHAG PRA ATed] & IR I8 UG g Fhdl & & 3@ U UKqd by 99 | afs FfAfy
FEAd © Al Ada PRI ST § IS 3RAe9d & Al @@ ORI @] S Fahdl & | 916 H | gwaEa W oAd Sl
2| YR S 9T 8 SaT § A 98 Adbeq 3rifq ol a9 Smar § &k 59 et 7 (wrer #) 39 wiRa favam Smar
2 S WU H B 99 BRIgd H forg faam ST © | eTael S UdR el ARy |
URITd—G3MES (Amendment of Motion)
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CAR ISR R ER] CCOM-01
IeMe BT 31 8 gRadd BT | IS BIg W WA bl Aec1dell H§ URad d18dl & df 98 Uh Ju

YT YA PR Fhdl & b [ arcdfds v & | el 4 gRadd &R fQar Se a1 | oo siear ded
foreprer feam Qa1 o gER T N aRRe § Siis Ay 9| Ife sraede 8 o 3e HaeE uRd by S
AHA & | ol UG W AT 31 A U8 AT B TS [ W AdeM &A1 91ty | I8 9oy aifd
e Hele Uik 8 ST & O Hof Ud1d W A& BRIAT 3Maedd & Wil 8 | Al AMe SRaigd 81 Wil @
T ol U BT AT & oY URd a1 S 7

HA<IT (Voting)

Ife |ffa wewdl o1 9gad fodl Udia IR WeAd 81 Sl § 1 YR1d 9IRd 81 STl € | I8 9gad fdbar
BT ARY g9®T Aol Hired & fFdl & 81ar 21 d-a Udg |d §Hfa 9 TiRa 81 Sfar © i ad
AR 9D UeT # A dedd © A1 FAfRe wiRa & Srar 21 iR @1 aef 2 fF 50 9 ik 7 fan
IR FH WER 7 AIGM H 9T 7 form |

AU AT Ad B ARG N BT U 3 A BT & (o dIel IHR (dIel UraR) ded ©, et
AN d9 a1 S \ahdT &, o9 Bl AMel & Ul iR fauer § RaR §@ | Ad 8 | Sea— e |
D UG & oIy eraerm g B |

U AT 7 g1 SereR A fog Sd € st 9 oteuet wEdl ® b S IRaTd @ ue | 2 9 afdd e
BT SV | 59 I8 Pedl & fb S fquel # € a1 a8l Ui U= Sl & | H—P¥) Faa wR forfad ad &1
ART @ S 2 | foaRad Adem # Wit arg afad arT of Fad €, 9 dad I S 98 H IuRerd 8 § | I’
98 oIy AAa™ & FAY SR WM @1 U8l ¥ & =N BT aId © | 991 dodl H A4l ol A & forg
Tores fgad fhy o | 2|
fafder At (Other Items)

PR H GAldg |41 AIRTe 7l R =@ 8F & q1e [l oy wid & f=id fafder ArTel SoTg S
|ohd © | MY U AHe fadrerye 81 8 @12y | afe U fdarerds AMe 8 a9 Ferd fau o =nfev aiiR
Tl o & fory faRTe A7e & wu d WG o) 37 o A1fey wifs SuRerd Wl Fawil o1 3o bR uwgd
IR fTT B BT SaER AT ST AR |

3Tl 95 @ fafdr eiffd &< orTell wig 2| afk doa MuiRa ordvral W= Fafid wu | |7 8l &
Al I8 Bad ARG RS & | IS 9% & T4 PR AW FHI H FAK T8l 8 AT 938F H T0YEd &
foy Swar # e SuRerd 81 8 a1 fearR—faqel i &) faar war 2 a1 e dsa d8d &l Wffg &R
Ahcl © 3R FERT [ @1 g9 §o& el Adhall © | AU UK IR (AR 7 WR g DI AAd HRAT Al
g 2| afe doa MuiRa fafy = w1 78 8t ik S oFTell 98& % e faar o7ar @ a1 I8 9@ @
IR HRAT HEART 2 |

$RIg (Minutes)
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DT Ta CCOM-01
HRIGT Bl dod ¥ fhy T ol & A AfwiRe ifiera & wu § g fasar S waar 2 | sRigd

BT I I3 H by 7Y Brif, IuRT HERIT IR Y & A F UIRd Fhedl AR TP BT AHLT BRI Bl
e, et SR Srp—3re folRad fderor GRigd @ & | |Gfd uie 986 ¥ dRiga &I feuoll wu 4 forgdr ©
3R g1 H PHRIgT gRAST (Minute Book) # faftrad forg <am 2|

d8® & HRIGT H Dhadl IMaLId [JaR0T 81 MR | 966 B F9Y, Al 3R = Tor il 98 H IuRera
E 9 M (a1 Al 9gd 91 oM 8% © A1 W, fordl o =fiey | /e w8 Sfd ¥five & sraia fordl
S ARy arfs S8 ¥fEaT | gel Soff 9, SR faar—famst & forw |awel ar w3 ' w5y ¥ fAfdw
o 51 & | TeR 7 fBy 7v germai & At Jerd # forg v ol |ftd dew H# STy Y Rl & aRie
SHRITT ¥ |faferd fHar ST =1feT | 39 ISR ¥ f[AaR SrRiga &1 fJvgeaw] 99d €, 1 g9 s 941 ardl &
Seeld BIAT & e R R o foy omd 8| sriga # ol &1 981 ok Sugad ol # foram Siam 7|
37T d3% H oy 7Y He<aqul vl SreiT—aielT |Hy 3 forld I & | 3fd: goud Hadl @ foly s° S
CESINES

@B HrIgAl # SR BT B R HRATE! BT W™ Wi siar 2 o 99 afaqal & 79 fo o €
S §9 910 W |edd ¥ &b fo U R HrRiars! B |

UP BRI 1 dacl FE diod 59 TR W Al 8FT =1ty R {6 986 H guRerd dewl gRT
31firery (fAaRoT) Yo ®U | FH ST 9 iR B8 9 1€ W) Il T W) IR fofar S 9@ | 39 9
@ forg U8 amawdd T8l BT @1ey & {6l o wrigd a1 fhdl o/ o6& &I ST US|
gferdes (Memorandum)

J3% BT ARG BRIGT I B NUAIRS B Fhdl © IR IAH 31T [JaR0T 81 Habdl © 3fAic qaIal b
oo M ¥ BT S 2 |

56 do% & fog WA & B

AT BT 3O AT B 6% BT Thel a1 B oy HHA—H—HH A qADT 9T Bl © | Ja9 Igdl
5% W Jd WRIe HERIH $ WU H 98 [daR0 & qIged AR e Alfa Al Mol S fb ardfde do@ |
foTg ST €, ST & QAT & | 466 & QM IAD] YHST AT HAolaH AR He did ol ekl & | 966 &
qe I MA@ H YD Hold[ DI Wi gydre Faw JofT, WYy <F 819 drel 99 Bl & folg TR oA Ao
H U FETIAl AT IR |ied & wU H S agad ARl (Follow up Material) SIY-rIgd TR BRAT
3R HoHT AfFAfeId & | o 98 | Iwfd Aftd & daall & A Wi | aTeRoT fhar S adar 8-
() d°@ ¥ UBd B B,
(i) 9% & IRM R fHY IH a1 FeiA, 3R
(i) d8® B qE D B |
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d6% ¥ Ul AfId & P (Duties of a Secretary Before a Meeting)

1.

10.

TS B IMABRT F WY B I8 (o o &R & do@ maifsra & S 91fey, 8@ @ Tar uRe
B Ol 8 | dargaR O, |99 iR e A ARFd {6y 91 § | 98& &1 WM |6 & $Iied, Blcd
T SIS FIRTR 8 FohdT 2| fIRT & M S—gled a7 |a1dulie 99FTR & AW H Afiad &1
|IH ygdl 39 REd &H-A1 81 2 IR d9 ga-T BT AT ASdaR<Isd BRIg Ol & |

AT TR BT A TSl MUBRI F WAL BRDb SR DI AfH wU AT I & | SRIGA § DHaed
75 B 8 afed 9 wal &1 A W FMuiRd & fear S1ar © | 9fa srgel o dRigE! TR aR &1 f
IR T |

g gRT G 3aeTd BRTS UF, BIgd, [AdRYT, Yo e IR g o9 a1fey g Iy ded & foru
Bsd § fafdre &rre, u= § o=l a1 fdeiy oime S 9ahdl 2 | d—w dod § |aftaferd 89 are aafddat
BT Ufaesl A1 fAaRor A1 Hehedi B URT 9ol ST 2 | Fied 9 dddl SO FaweIl BT & UG HHI—bHT
IE WA AMBRT DI AR | AT 69 Bl 3R ¥ FY Ufdda IR IRl 2| STV & oy, At
A BT AP M 9% & A § ARG BT FGed BT gfdda IR BAT ISdl © | HHI—HH dfa
3T foed) fafdre =afad a7 faurT | @I Mawae ufided AT fAaRoT Urd AT 8T © | S99 foIU S 3dh
IR IaT fIITT 31T AfdT Bl SRS < IS T |

SV fUwell do@ @ GRIARA & A1 HrEig UfTeT S IR @ gLl |

IS AT I & A | UISHIRAT & QL & ST S MU M | AT Wolil eIl 2 |

I A DHacl o Aol AT MG IH I8 S B A1 Yard A1 =12y b faRiy wu 9 fbae aafda
M AT AT H HEadl BRI W A8 S §ob AR ASUBR FawRll Bl ST F |

IS MaeTd B Al I d8d | ARl 8F & oy U=TdRI &I W I BT 8611 3R FHER U3 H
TR YHRHE & foy U™l TaR &1 R | Jdolid A1 HRIGRT d8dh & [eTq VAT HRAT ATaeTH
SR

I dod # SuRed e @ oy g falte afeadl S 6 o W ar HiferfieR a1 o= ad @
M3 faram ST et ¥ |

S AeR IURYA FE] B Ahd olfdh Al TR A f[daR W Adhd & S I8 IMaeIdh [qaR0T AT Yot
BT YT B D ¢ |

I H S 98 & fory oferd mavad AR B Hdhfeld &A1 ARy | 39 fr=iferRad vy wffera
=3

(@) o, 5 fores & forg STt SR smgforfy gikaer,

(@)  HRRTE DI AfRed iR,
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BT U] CCOM-01

(@  fUsell d8% &1 HRiT;

(@)  SuRerd gF # el Al W YIS & IreT I Al UAMRR & 04l I BITe, 03 3R
BIg;

() SuRea ufStaT a1 BT

@)  aeH, @I e anf @l faard |

9% ¥ AU & $Hd (Duties of a Secretary in a Meeting)

1.

2.

3.

4.

10.

11.

12.

I Sleal AT AMRY, doT IfectRad sawad | awjy TIR & =112y |

AT a7 & forg fIem Adhdl &) e $RAT 3R I T |fed &1 & Rl B

I Iz AT YHARed w1 € b 989 &1 Javer |al 2 fdr T8l |

e @ foru SuRefa dfster (@fe ®18 8) IR B =@1fey oiRk afta & 98 <@+ anfey & aewif +
3 IuRIT gt FR & T | 98 YH 8M & F9g I8 Al <@ F ot € ererar 781 wfea & wEi A
AfEfer & |

JeheT ® HE W Aled JURANT W& aTel Fel Bl AR AT (@S DIg ©) TAT 98P DI A
UGl ¥ |

Ig fUoell 98 & BRI B Uedl & a1 T ARl Bl Fealkd W Iqd] Y P+ & oIy feger ol
AT 2| 3ree Iad HTITT B gfic IRD I W EIER HR <l 2|

IT Aol Bl A HITOI-UF AR Yo (AT iz 2) fAaRd ol € T debldl 9<¥ & ol 3Maead
BRTI—UF Toltd, HTgel 3MfC TIR IR AeheT & qHeT T 2 |

STd 31eTe] 96 BT BIRIAIE] URB] BIdl & ol IePe] b hed UN AId BT AP 8 GBI FerId] & folu

IR &1 3MMaeTF & |

Afga &1 B AYOT BRI & IMMeId &l BT AR forad W& ® s g forg g faofat &
faxor o1 foremm & e uxama wRgd fdar fam J9eie far ol g9 d1—1ef 98 #deM & gRoum
BT fore |

I8 T@ P A =awer § a1 g4l 99 siedreR 1 fer Sy |

IH AT AT 0% & WY H AT MY B, THA B 3R ATGAT Dl ITOET A & gRT AT DI ol H el
&) I ff R B F |

Al dadt FRIETT & oY ol IR el 95 f9aRa fbu g § a1 98 & §9 R I arad $HRAl
A ferg &1 Bt 2 |

9% & 91g Afad & B (Duties of a Secretary After a Meeting)

1.

I el W AFAGH & oY BRIg BT UKRed F9HT Il 2 | AFAGH B8lF IR Fadl dI f[IaRd &+ &
for wrfga &1 s~ w9 | B (Typing) BT Il ARIT BT T Agwaqel FrRf B |
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98% & AR fay Y fatre fFrder ar gemal & d8d $Is Sifd &3 A1 I I & (oY IH §Y a9y
EEIRRICE RS NI

dJ8& # fay g fder ok ol & ure & fog SS9 eraven &= Bl B

AR &1 Ul & F—H1 93% H U BT U bl §9 BIgel H oA il o |

Ife sreder Ml A1 § A1 e B I8 <@ BT & & FTell 98 @ fafdy &1 IH@T Jor e @t
SR # yfafte & < T 2

I BRI (Other Functions)

Afea @& dadl B HUR &1 T3 G gUl A8 2 | 399 IR W B dae |ffera fhy S wad §, oi-

1.

ydegd Bl AR & foly Ude BT, S8 Bl WJF FRIET BRI, Blced H ARV HRAM], A7 gADh
&IRT IR BT ST |

D I I B Il TIR BRAT, IR T &R BIgel HRAT, STQ |

IS AN & e BT YA BRA1, M1 Bl BT BT I A1, ATqANIS TR H AT I
v & g == 3

IHD I ARl BT BT @Sl G |

qeITg, UMb 3N B SNUARS T folkgT |

STTaTE Tfe BT YdY HRAT SIS |

H/O A H Fed A G DI AAIDHAT Bl & dA I Ied Al §RT [BY O g | A S

IR I 99 PR 2-

1.

Uetih B UHE RPN © AT YANT H 377 drell Foof Al ol G w9 ¥ 9qd BT |

2 ATl # qurel, AR R GheY oIS BT Y&§e HRT |

3. Uded & forg wTarell Ud gl &l URed ST |

4, UG Havdll, Fwal, GAl, I Fadh ceid GRADT e &1 Feradl 9 A= fawdi &1 &IRT 9y &1 |
5. faft=1 e HFarRAl & B B @9 BT AR I R & Fae HT |

6. Sl T derm o= |frEl o AR R g91g IS |

7. HHAIRIT R AR & e & AR bl Fgurayul g1y T |

8. Udedh Pl AfdTAl 3R TN Al o~ Braed I (A8 d §I31 & g1 3ffa § Fellg a1 |

57 WRI¥

37 UTedl ShTs 3MUd 21 § 2| 99 Shls | ARG & dadl bl i Wi § Jiffexor fear T 2-

(1)
(i)

doh I U & BN

o @ IR R by S drel Beied, 3R
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DT Uee CCOM-01
(i) d8® B 9€ B HuA

IS e # 96 BFT M 91 | 9 UBR & vl o @ forg So@ e @t oIl 7 | 8@
DI FIRIT IRAT IS AR B 8l ¢ | 93d ARG B § AeAferd T4 Uell &I Ffad I SIEdRT 8-
AMRY | 95H FMAMNTT BT &A@l Aied BT U 3T Fg<dqul Hrd AU JeMHSG & foly i FHa—dRoft
I & | HE<aYul ATl | A< A< & AWl W 9 B & oY We BT F9 IR I a1 s
2| 3M® qENI Afdd e | e ared € | afd & gere 9 At afadqat @ e g9 arell e o a9y
AR G BT B | WHY AR 9 6 JTATdT 9 U He & foly oy aRent o R B 2 |
ARIT T TEH BT 98 HHARI © O Tad 0 ashd & Hrd |idT § SR ST Uaedh bl JHIaeiell 1 |

BRI T PR H FEID Bl ¢ |
JSTHe B UBR DI Yo el § Ya-edh & Weld wU H dredl 31 Fgfad el ¢ |

58  Ylerdeil
HHE (Company)- HFI AfFTAT B T ARAT & S ST AUR AT BRI § 99 e © 3R SIH B9 drel

oM™ AT BTN H SU1 e Rl & | Bl Bl fae §RT &+1¢ 1Y, $i3d Afdd & wu H ST Sl 8, [
3 el & e SR BIaT 2 |

T (Salutation)- T ¥Teq IMMATET & ARG o B & T 0F Y BT © | ISR & folg AR
ARG, AR ARSI, STe |
3fe (Share)- I &) Yoll BIC-BIC fFxal # it ol €1 I R 31 (Share) HEad & 3R g9 BI—BIC
3fell | &1 Yol 3fe Goft (Share Capital) & w9 # ST STl |
T (Share holders)- S91 3R &I I fdd WIS & R 39 UBR T Bl Goil H IRTGH IR ©, I8
fad SfeRmt & wU H ST o 2
fqers / fiqeret @ 9RYg (Director/Director's Council )- HFT T BRI & Yae B AMERT (U 3207 A HH
FIfaqall B g € | SrfRe w9 A gl feeret @ oReg w8 o 2
59 919 U U9 I SR
S SHE DI U d UTAN MY U A DI g9 :
(@) ¥ Fan & Fefefad Fem | € srerdr Ter-

()  TUEd AT B FH—I—HH A& B |

(i) cwe ded @ Job < Heayel Bl ¢ |

(ii) 9% H R By S Al HRAT & [JaR0T BT BRIHA HRITT HEAT 2 |

(iv) 98 98 Sl MUR UR™ B89 I U8l I70~ BIdl 8, e 966 Sl ¢ |
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BT U] CCOM-01

(v) UP 9o oWl fafdaq If3d w8 S Aol € 99 986 @ Al R & forg Sfd afdd i
81 URUTH WHY UF DI YT B dlel ABRT DI U gfte § I Udl =l Sl & fob 0o b IR

q g8
@ oree dRA N Ukt § 9§ SHUd IR D TENT §RT Glell wIEl B R
(i)  URD BRGT T DA oo gfod e AT AT A2y | (ARIRYd® / Hiers)
(i) TP AU B W AR BA H UBA oo do® @ fdavor R R 1 anfv |
(fUeelt /o= arel)
(i) SOF A FHEEAT ARIT B BT BT oo qTE H dfer o "ear g1 (3/4)
€0 URTd DI ISl & | (3rexer / <Afera)
G0 T 1L s N 2 A AT | (aRad= /E)
M (@) ™ F A RT TN AR @& T W @ ¥ @ TS SSB B T Fesy|
W™ & SR P foly I | ™ @
(i) 3 Job 9 & forg el Ercll & 3R el ol e wR Bl € 1. AduT® doH
(ii) DI SH RN B TS B JoF H 3 T T | 2. qIf¥d 3MH do@
(i) <remriar 41 3 905 PR & oo 2T o 2| 5. D Job
(iv) 3 5% wf el & g ¥ ¥ U aR @) ol 2 4. el @1 IRfaal o do®
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quﬁa CCOM-01
71 &1 AT HRA A 3T dTell FARITS] DI IdT Fab

o T WMl B FAG AT T & NG a1 9

o WMl BN WAGAT AT fhR WR <FT 91 Fb
o TN HIM B FAT Y § Il b
o TWRKNI WM & M Td BRI 9T A
o I A wEd § Ia1 IDb
o 3SUCTIC Y FEd € a1 9D
®  SUCHIC BT WANT f H1AT & foly BIar © a1 |9
e TUCHC B WANT ¥ I FHRR) 9T Ib
o  TH-—TWSD B YR IaT b
o TS T AR H ARG IaAIS qadT T |
71 AT AT
3MTST F=—=1 HrITed H, =18 J ATaETIe WMl &1 3T 8l T TGN o $I, U A BT YA

gl O Y&T 8 | 39 3d BRI 2 | FIYAH 37d BT H Folh! Bl NG I II BIH of- Pl YT T rycge]
AT (Cost of Clerks) HIHI § TS © 3R g9 d1q ¥ Jg fA%ad & A1 &1 Hal o Fhd1 b dH Fal iR
HAY R Bl URAT AT 61 | fgdi, e arareRer # g uRaddi, Si- FaErd § AREGR BT SAET B¥e,
IR R & ey &, R SHa digar § uRads e & Ror ke § T3-S Il @ dobrel
Adhed, FUBU-ufehao T e & TfRIa STexd (Data needs) $a+1 SUTGT 98 T © b S A & o1
RT & AT S FahalT | JaAd, TR BME & YATUIGRYT g Aol (Work Standardisation and Simplification)
9 W ¥E SR 41 fer € b SRR B Bl U UBR I AR ST iauT 3R BT & AR BRA b foly
HHT BT RTET—A—IT&T SUANT BT SR | offdh ISad 9= &1 a8 a1ef 721 fob 371 7M1 &l &R W8 3R
R I FADT S I IR GGad AT S Fhall & | 7 AL DI 1 (U YIeT T YT AN & | S -TwR]
7HT DI T BT AN, 378 Il Bl AN, FHI & FHI—FHI W TP AT 97 84 B AN, HHANNA] B
A IATE G B Gl H BAT B AT, SUdd Ydel TAT 3Ucdel dARTdl & SffaiRad ¥ A TwR H &
HRT dTel HHAIRAT B JoIT H Bl MWD Jadrd W1 & Rifs I daet Vs AT AHT YR & BRI BR Fohdll © AR
g Ig prd | & dr I 7 dBR TS REdl &, Se Bl R Tl oIl Ol hdl | 39 fAuRid, dHartRaAT BT
oTST—AT UfRIET0T SR &1 3 B UR T ST Fhell 2 | $H UBR U UBR Bl FHl BT YANT Yo BR ol
® 918 BRI Jdgd SRR H g1 T BRIV H A ¥ URadd T8l & G il AL 98 SRVl

# fohe &1 81 urchl, S HHaTRAT BI, Riary ARSI & 399 fhll UeR o Hfors 72 Bl 2 |
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DT Uee CCOM-01
72 Hg]

ST H WINT 8 drell 7M1 & RO 7 dddl 51 qAT G DI 99d Bkl &, dfed BRI & HURI
Tt § AT BT B & TAT B B SArehar A dgl B | AT B BRUT BRI Sleal AT & ST & Ud foxa
H o geR AT @ TAT BHATRAT B HrRIGFAr W geddl 3| A UH BRI BR Fdhdll § [STADI HHART DHRA]
URIG 8l PR | 9gd 9 PR Il o dlel JAT ARE UPfd & Bl & | IQ 57 bl H wAE A B forn R
Al HHAR) Ihdee | 99 Ahd & | NI STier &1 araraRyy MF<Ad 99 dT & | SIN-Udh STHI—9eT R
el 7 TR FAd] BT B B Al & TAT 39 Feldi Bl Harsil &7 fHdl o e 9 Aegwayol &1 & forg
AR BT ST FehdT & | TSTdhel Faall & Hdhold a2l fAgelyor R g 91 ol & AER R R o o
DI AMTLIHAT 3 9¢ T & &b 977 IUSROT & YANT & G BT Aol d fAelyol &1 wrd fdHar & T80 o
AHdT | HFYSY RN BT FUBYT, Heheld d [Igelyor ga=il doil & 1T HR Fdhd & fdb T B DI B H 10
FHHAIRAT BT IR 37 T Fahd &, FFYex 98 HM {5 BFel § B Faar 2|
fioer o avf § T3 quad Tl BT 3T AN g R 5 B Brat B T W A B S Deu Al
TE BT T Al | TG §g SIS B BRI BT HHAMRAT & I+ d 91 g0 9¢ T © b 3 IS Udadh
ST B AN & v § Arem R fawr 81 7397 8 | SR B AN S R & fory 319 71 &7 ifdra—i—arfdd
TANT T S ST E

73 Wl & gAE D CHARIT

SRR & ol HEHI BT FAd PR A BRI Yaed HT & ddl UR [daR $HRAT a12Q | Fayerd, w7
THRR H S UPR B WM B aR<d H SR &7 g Al ISP SwRd © af 98 A [ GBR Bl Bl

a1V | b1 SR AefarfRad ardi R AR -
(1) & WR fagelor (Work Load Analysis)- 3T S0R # 98 &M Sa-T1 fd® 9¢ a1 8 & Hwaral 4

BT B R IR—R BT 8, STH BT URSH BT Usdl & IR Bl Gal ST Usdl 27 Iarevone,
A BT H Bs SIS B JFAR g AR URITAIAT I gl 81 3R I 218y 79 R H1e §RT
AT ¥ 181 FaTell S o dl 39 driterd H ag—vfiferfaxer /i S Suanfl 2 |

(@) fIgedT < SwRA (Need for Accuracy)- 1§90 BM dI PR & fou Ra fOgEdr (Accuracy) @1
SRR ®, 98 HHAIRAT §RT UG el B S Aball? IaTexvne, QG SRIed § Wo—wal 984
AR F—a 8l TAT SP] dccblel RV ST S8l 81, Si- depi #, ol el a1 e T PR &

fore ot 7T BT TART HRAT SR B

3) @®M @ Ubfd (Nature of Work)- T 98 &M IR—IR fHIT SAT 2, BIHI I ol & qAqT RA
(Monotonous) T &1 27 ITERVME], Teh JuR dTIR 3 =—F= f9RT 3 ure ber—441 o1 ggar 3
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(@)

Sifa—USdlel BRI AT SHD R IHH U &)1 & oIy Ads IRex 729 (Cash Register Machine)
& TR AT SYART &l 2 |

qeURdT B Sexd (Need for Promptness)- T $9 B P HAAAYdD B & (oY a1 Aerar F &
PRAT ST © Ol SHRN HHATRG] & oy g 81?7 ISR, U ds! Aadnded Rl § Sisl Il
AN U A €, S Tl A Wield B b B | &1 [HA1 S FebdlT | 37l 7 SRIATS HRAT
T B

SHG ARTRET FHT BT TIRT BRA AT WRIG & Ugel B AR Il W AT e e S =nfzg-

1.

2.

3.

7ol BT Wied & foTU fhad g9 &) MaeIhdT el 92 T a8 o9 SUdel 87
AT BT Y@ B U fha= = &1 SMasiehdr 2 |
T g B G & forv ufdifera aafaaat & smavgear 2nfY |

4, AN & RE—IGTa TAT Faterd H fha=i arTd A |
5. a1 72 @& TR @ ol favly UeR @7 EH -l (Stationery) @1 JMA¥IdHAT BIRN? ST |
74 98 WAl BT AT Al I & g

Ife AL areig § T8 § U TUR DI bR HESAAT H ghg BRI AT HLH AT g Sl 1Ry |

Ig vl o & 91 f qHRR # Wl @IS S, SERT URH I8 IodT © 4 99 w01 &1 g9 fhd udR fdhar
ST (How to Select Machines) | \AMIAT SWRI M1 &1 gA1d $Rd GHA FAfoIRad a<adl s1eran Regrai &

& g7 A1feu-

1.

ARG 9T SYAFAAT ;Cost and Usefulness)- BRI Yaeh &I Uh AR o I8 <@ oy b 7= @
SN I HHT & A_R—TI—3TaR B, TAT T AR I8 1 & @1 a1y b+l v IuARN A=
Hael ey T AT & WY Rifds D! dRTd 7T 7 | I8 ¥RV g 6 U #&f 794 &1 41, afe
I8 AT H IYANTT TAT AEeID 2 Al WRIa H DT 81 a2y |

SUGERTal TAT IJRHAIIAT (Suitability and Adaptability)- ST 729 I WY 98 7 $Had 9 &M &
oy Ao Sugad B A1ty e forg IHD! WRIET S V81 &, dfcd BrIfeld & ardlarel qor 98l ugad
BRIV & 3 del Wl B A1MeY | A—E—HMT 98 #e9 QAT 81 a1y ST el e IR 34T
UHR & 3 B H 1 o T, oy At fHdl v fO9mT # SHS1 IuAT 9 2 A1 99 gAY a9 H
SN a1 S 9% | SSRE 93 AR dlell <8y AE WNIeHT S9foly SUgad I Rifd 89 W
AMEFI gAT AT <Y fHU S Hebd 8 3R @I df2dl & faavor 7 |

UHRIAT TAT FHATUIGROT (Uniformity and Standardisation)- ST&f d& 81 Ad, I TH & YHR P &I I

3o 7 @RI SI¢ a1 9 U &1 fhed & 8- a1feu | 99 Ps o o-
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CAR ISR R ER] CCOM-01
1. T 9T B Th—T GITA BT ST Fball &, FTId g9l &1 IRTd HH 3T 2 |

2 Hifh Hg T TP IR WAL SR 8§78 Il SHdl W @RSl Sff Gl ¢ |
3. TERRI HEHT BT FATUERY B A BRI Jagd DI A=—= W HHaRAT $1 oD
BIEI—HIAN BT, I g HUH TR BMH PR Iw &, ol Jedicbd DR § AT &l 8 |

4, v H Up & bR & 7 &1 Rerfa & wd=arRal & ufdieror <9 &1 oi O 19 8 T © |

4. B‘f%l?r'\H@TH?JITTfW (Proper Number and Full Utilisation)- T4dY % forg 7l wRIed 9#7g A
&M AT RT3 A AR fawmi @ smavgdanstt @ for wat g | | &, g weiE @l
PHRITHAAT BT WG ITANT BT ST AN | IS BT T 5 S A9 61 STo—d AT U olfhd q_T
S 81 B A 99 fITT &1 WIE & ST @ forg fhell SRR W & faMTT & |1 Sire QT ARy st
I PR @ AR dT B G TR & foy 4 eqar o 72 Ife IS SUae 7, a1 @¥Ig ol A1y |

5, el deI 3Mgfdb (Simple and Modern)- SRR #Y I H AR TAT S@HTA H el BT @M |
Y G FATd AN bl PH—A—HH [hAT ST FohdT 2 | oifb SHAT 3ef Ig el fb 9= Fd=aq
QURT ¥ Jad T8l 8| 7l H I (Obsolescence) @1 &R P aE@d 8T BRI UdgD Bl AU
SNMATIGATSAT & WY <Afchd TAIATH AlSe Bl AL B WRIGAT =My |

6. qRETeT & |l I AN (Cost of Operation and Maintenance)- SUgdd HH 6T I HRd THY
PRI JdG®H BT 39 A DI I, Tl I SHDI @I BT DI ARTd BT AT &1 @1 =iy | afe
BIg A a1 ¥ UHiar € fb sHP! g & forg faviy wu | Agor saaiRal o Fgfad ) 1s
Tl SHBT ANTT BT W &019 H g1 1T | |1 8, Srafed Yeerdh bl I8 A <@=T =1ty b 9 99+
B TR B [T BIg R AT 2 IT 781, TC—He Bl R IAD Yol J 9 F et Fabdd € a1 781 |
I H SW Ig WAl dfev b Srdhra § g9aT orTd |1 §3? e m g g f weim @ o
S SUARM Sia-dTdd & d1ATS FH H 9799 & Sl 9112y |

7. TGRS T 9§—SUdRf ( Profitability and Multiple Use )- SRR H U A1 &1 99— W
T3 fIMTIl # +f S U Fael! = | VT R & 3 79l tob 9 9 g W9 R of oI H
A BT AR, faeIyaar a9 <19 g9aT U 9T # got SuanT 9=1g 981 81 | €, Swa weiEr |
TSI 9gd M BT 0T UST &_ & oY S8l awId 8l, Udgs Pl 9g—SudNl JFI BT YN HRAT1 ARy
RTEY PRIMR & IAR—agd &l Reft ¥ g2 A= &Ml d ugaa fhar o1 9 |
BIs W 7N TRIGd FHY BT YagdH BT 59 0T d Y, SHD! AN, B, BRIEHT ITALIIT

e |91 Il BT Adddl & AT ATATDHT g GRIAV HIAT ANy 3R 3H | WRIGAT 1Y 99 98 39 fawg 4

qUicRIT =g & ST |

75 93N WRIGAT A7 foRR™ W o T
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DATAT G- CCOM-01
TURRI ARIEl B SMIeIHdT 3R $H AMEIHAT DI GoF A & o Sl 729 &1 o &1 91w

ST BT Yaeid bl 59 91 b1 A1 o 1 gsar 2 fb a8 991 9e9iHi &1 SRR & folv @dig & o, A
forell aamaafye wefEl & fafar a1 @R | v R a1 il W) o of | afe 999 |9l & a1 U 39 RIS
1 forar SImar | Afd w8, Ga-ia] $U H el g5 Al Bl U R W o & ugiy W 7| R § W
34 A AN g Al UG B M & | J1 Bl [ R o & Frfeifad a9 8-

(1)  Yoi faf<=anT # 99 (Saving in Capital Investment)- FRIHl BT fHRI TR oIdR BRI YagH 2 @RIa
H T Yol B BT BiSAg W 99 Sl & AR I8 Yol 39 SATRT IedTadh AN H il ST el
2 |

()  emgfe o AET ARNAl @ W (Availability of Modern and Costly Machines)- 39 UG & gRT Gl

UheH T fHET & 3R HEH W] ATGI—HHM Pl TWRIGHR AU HRI—BIE H IR dlg o Fhal & |
R fbd & 791 & suEfod 81 R ey FEidar S 9 78 G o 79El B A7 B Fehdl
g

3) Y MaIEHAT atell I (Temporarily Needed Machines)- Jf< %o & f&l) a9y quat w29
@ BHacl HTH FHI D oY TTHRd 2 AT 39 fHR R U AT D! Sovd bl W IR R <l 7 AR
IH {1 916 H QAT 91 ST 8] BT |

(4)  fa9s @ /a1 BT AT (Benefit of the Service of Experts)- U<l Al &I o’ W o7 & Rerfaq #
UTg: HIITAA BT AT T, FA TAT 9T & oY 7 < arell deael d Fgea faRivsil &1 dar
& A WY fyerar 81 3 AT 7 @ afid <ewre o R €, iR SR 3 Sri—yoTel BT yHrdieRor
qAT I HHARAT BT ARk gfreqor +7 |

(5)  #EN @ SUART H g (Flexibility in the Use of Machines)- il TR guaR] 79 U &R &1 3raxedy
H BT Yaed STd 1! MIeIHdT = 8, AT 5d THRRI HRIVCTA! 9&e ST dl 59 AT DI argd dx
AHdT 8 AR gAd AfSHg arTd & 99 AT 2|

6) SMIPR T YA H @™ (Benefit in Income Tax)- fFR R o)) T ARI—TME &, T ddd AR T
IR B e A HFAl & o™i H A TS ol Fhd §, died Hae1 [y gRReIf™l § g7 72+l W)
BN 9 &3 g Be N U R |l 2|

]y (Disadvantages)

(1) 7 @ fHR™ W) o & 781 @RI (High Cost of Lease)- S 79l f@ W ol Sl € 1 9!
FHA AN A B WG TR SRATA B DI AN A Hal SATeT A 8 Rifds g IR AT 7 oA
Il BT SHD! AN BT BT H G BRal © IR T AR I8 SHADI FIol, 39 R A AR FHDBT
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(2)

SIREH BT HH B b oY 3P T Sid- 941, AT S@—@ &1 T W ST dHa-l | 9qe
HA ¢ |

TRl & BRI HATed BT ARVl (Exposure of Office Operations)- SRl 79l & fH W o9 @
Rafy # s oM, HHATRAT BT TR B d2ar 79N &1 WU B & e H g3 HH-1 &

AT BT SUAR | g1 SATET A—SIHT Bl © b 9 AR 8 I9d AT g 81 S ¢ |

(@)  srfaf¥=ar qor Sifdvaa-iIdT (Uncertainty and Unreliability)- S0l #7309 foRR W) o) A1 39
HIT R a1 Affed R 81 Ol § P PR H If fhy oR |Hsiian i SRy A fhar S A A
g5 G fhdl R a1 o HieAs § wd S a1 73 fRR R o arell &wuel & forg 9gad fdee
FARIT UST &1 Sl © |

@) DO D A9 9 YRS B ga@dT (Jolt to the Credit and Prestige of the Company)- SRl 7301 &I
fP R o9 9 U@ 3R W HHE © YDl I WA BT T 81 Herdl IR T MR A & A
# U1 3rgHd fbar S © 6 e deE @) facig Refa e T8 2

76 STHRR WA & Sy

THA N YA B BT ST I9h YA H S~ B9 dlel oIl bl YT bl 8, 31 Sif ol N1

@ TAN B @AM 8 d T AAHIR I8 3£ ¢ | MY SRSl & FHI I &9 A drel T Bl YR
fe—ufafes ggar 97 @1 21 39 9¢d g WA & e 929y ©-

(1)

(2)

(3)

(@)

IRIR® 59 T 519 & N @ 99d (To Save Physical Labour and Labour Cost)- I3 &1 HgRId] Kl
B B H HHATRAT B T S 99d o] el 8Kl died ARG $TH BT 4l g9d eIl & R®ifd I=1 DI
FErRdr ¥ fhy v B § fq ifde gkt 2

99 B §9d (To Save Time)- I=51 & AIAT A B B H HH FHI oWl © il A €Sl &I
F et § B Tl € oI HHaIRAl & 7 @ g9d 8k § |

Wwfﬁﬁﬂ (To Promote Accuracy)- wmiﬁﬁﬂﬂ?ﬁ#fiﬂmm%ﬁﬁ?ﬁmﬁ
3fEAl @ HH FRIEAT BT B T I, HHATRAT gRT {6y Ri &) Sifa—ugdia &< # +ff 9ere 8
g

kAT § 1 ® foTT (To Reduce Monotony)- AR U AT HTH B H HHATRTT BT BT &1 S
2| B § ARAAT 3 ST € | STbT F9 T8l T | 3 B BT Bl PR H I DI AR 7 © |
SIS, HCH, UM B 3MMfE & BRI AR B H ARAAT AT Sl 2 | 37T S9! [ZHE e B 74

SR EE IV G A B %|
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(6) HRIGIERT H g (Increase in Efficiency)- I3 & WIRT # HHAINAT & M, FAI TAT 59 AN DI
I BRI § TAT ARFAT § HH AT & | IRV HRIGIT ! © |
6) fafdg (Miscellaneous Advantages)-
1. HUAIRAT B BT B Sird—gsdrd |
2 FH B e # e |
3. MYFTaar @ Uclles A ST 2 |
4. faRTIamvor o1 Uieare e = |
5. HHATRAT BT BRI HA H HH ST |
77 <HA 99 @ A g9 gt

o™ (Advantage)

(1)

(2)

(3)

fP®BrRIT (Economy)- THAI HNHAT & S B I TR H 8 Il Add dH B, T ugal Pg
HHARI | BHISAE A PR UK I DHael Ud FH & §RT GTd! dolld HR AT ST & | J&T 81, DHaral
W = 3Fd 7 Ud B @I | B3 Uihay W R ol § Si- Y ISR & gRT U AIQ & el
fIIRUT IR BRAT, ST oA, 33T H 3T Iforey § UfaflRre rAr 3R Jdhs BT fFR=R SiTs BT, Bholkd=ey
TR B AN H HHT AT 2 | TSI I8 A8l © fb 59 9941 &) URMIS ANTd Bl AT Bl 8 | offdh
el § Y HHRAT B oI H 980 A& g Bl § Rifd U AR 3D IATahdl HHANRIT Bl
T W HE TET BN © AR A IR @] FATe 9 Ui NI 1 HH BT B |

'\ﬂﬁﬂT (Convenience)- TN BIoA—F—HSH qAT UH—0—UdIe B BT Ael—Hal ol F e HHATRA]
&1 FAuT BT IQRIT © | ISRV & oy, IS SrRafad d SlwA 8l & df bl | W 99a I1fud &
B foIv prafeld Ydge ol IR—aIR SO Ho SIET1 IS 37 S U= fore=T usim | 398 99y, 519 3R
g AHl BT UTY Al BN B, A1 & BRI JdgdH AT TET M 41 3 IAfId Bl T8l IR
FHIT | Al 3fdAR® Cellh™ aRAT & BRI YGeIdh YT Bl TR d3T—d3T AR BT AR IIHR B
A== ORI & 79 T Aol 8 IR ST FATed d Fahd o |

Eeodl Uq ﬁl‘{l@?ﬂ (Neatness and Accuracy)- el 9 far 9™ a1eT 9RT B aﬁzﬂm SgTeT dfedr,
AIH—JRT TAT FE! BIAT © | I&eRY b (oY, WIA—a8! @ g TUMN HR+ & oIy Wra—agl g IToHT
HHT &1 YN 98 dMeRI g BIaT 81 398 ol deael ACAT saAquUed  Aadadg el skl il
JIFAR T SUAT AT BT Gg1 T S8 el B BT ogaven A1 8l 2|
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(4)

(5)

6)

()

FEAdl (Efficiency)- T0! FAHT & STINT & Hrafed &1 GRiaar § 9fg Bl & Fifd Fduem, SwrR
HT IRT B 9T W, Fal T F AT ol & I FAT 81 ol & | 3 drfer gdae 39 79+l &
PR FRI & AT Tl A= aedd THeHRI R UK BR ofdl & 3R Helawyd Hal [og o
AHA T | T, TUR & 3T HHART IMH AT B I 99 M 8, A AAF o IR I8 & BT
PRI & AR ARFASIT ADBM AHT T8l DR | BoRawyd ITdh] BTN g IATGHA gl © |

A (Goodwill)- FENHT & UART ¥ BRI ! AT H gig Bl © | $9d & BRI © | BRI H HH
B Tl HHARI JATH H 9 I H B B & Fifh 9 HoR URH I -IRG B I 99 9 2 |
T8 T8, 9 U BRI & Ui e ST wad § i ST M T 8 Al B | U Srieral |
S AP KA F fHar Sar 2 | heawey, |1 1019 forg o1d € &R 9l vt I & B |

TR (Speed)- THR H AAHI &1 YANT &_9 A SR B doil A fHIr S Fdhar g1 ersu 7,
g—ufaferfieor wei, <o, fede sfes Wi, ¥t sToi—amm &l &1 a1 eNerar & fuer <t £
FHYER I AN T B H T HHARI DI auf o Adhd 8, Yh 8§ d¥d dM- 9 <d & |
fARIATOT (Control)- SR ANAT & TANT A UH 3R MG &30 § HUS, ISAM! TAT STTATSN &l TR
A 9T S Gohdl & AR A AR AfSh T FE FATIRN DI Teblel IUAT & DRI SRR BRI & Hearel

R AGAR AT @7 ST A dhd %l

HIBEI (Disadvantages)

(1)

@

(3)

9 YRA® @RI (Initial High Cost)- 31&dbier 79l @ YRS ARG &% 16T 81l 8 | I8 oFTd
7o wWRies &1 oFTd 9 Aiffg 81 g8l & dfcd s0¥ 39 o, drRI—yonferdi § fhe &r= dem saad!
A @ Ty fAfr=T SH=nRAl $1 Iugad URIeTor o= B T A1 e /) Sl 8 | 37d: S8 o™l ol
ST =11RY S SAHT T SUART {631 ST G q S99 YT oM 39! ANTd | SaTaT 8l | Iarevomef,
TH BICT ¥ ARG GRAT H, O oF—a7 ddd R 99R ddb AIHd 8, Sefdd 799 o1 Udh
fOholererdl 81T, SUIRT T8 |

Arear (Inflexibility)- 3 daira grcft €, S99 fafdre ywiforg & &l Bl @13 3T i F8) favar
ST AT | HelRawy AfS & &4 81 STl & IT IHD! HRI—YUTTell dad oIl & ar S8 foar 1t fafanr
JPR B W1 & | 9@ AW, AT JE HM HHAIRGT F ST TAT 8 Al 39 HAANRGT BT ATS—AT
ORIETTT TR 3 M IR @ folg TIR fBar S |ahdr 2|

31Ul ;Obsolescence)- aTng%I'CF g # drenfirar fd®dRT (Technological Growth) @ ®RU Udh UHR @
FE & TFe @l Fafy agd BICT 8 TS 7, Ui I Wy & R & Wil § | BoRkawy, $8 9 918
I2 I SYARM Sfiae & TH B 9 Ugel 8 AN U$dl © ol Jg91 Arfad 8iar ¢ |
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@) el &1 faRY (Opposition of Employees)- U 9% SUANT &1 Uh URUIH AT 2-HHATRAT B
Al | PHINT G qUdeg 39 Sfed da) G | hekawy Nelfiie Foy 4a7 81dr & | AT 8, I q9+
HHATRAT & ABTT BT TSTH STD HTRA—A=ATY BT &7 FRAl 8, S& 93 YR & forg ameg H=efl € qem
ITd B H 8 e @ REar & o= << 2|

(6) @M @ &HaT (Capacity)- A FRIG BM DI BT Toll F BAT 8 | HoRawy, IAD! HRISH 980

ST BT € | S BRIl § S8l gaq1 AfdE B el 81, $hT R SYANT TEl fHar S Fahdr | 31d:
S8 oI B ARl # fhmR e IEdm 2 |

6  #NEl &1 $HAT 9 g€ BT (Shutdown Breakdown)- A3+ URE: fastell & Tefcll € SR s fARw=Rar
TP AYAHI TeSh 2| T8 TR, $TH We—dd BN dlell e-We $d Adled Bl I IR TRR D
FRI—HATET H VP d9 au YT HR <l ¢ |

(7) ¥R (Noise)- 7l & UIRT ¥ HTH! IR IO BT & R Hraterag a1 wnfa 71 8kl & |

78 §9d

R TBR Sd §RT U U $I (6 ©IF ¥ GO I &I URd fhar Srdm g, S UdR 3 $ReX &
ERT U3 Ush WM A X WM W 9ol R 2 | 39 §—HcT $8l Ol ¢ | I $—Hel $exic & AN &1 U
WEY 2| 5—Hd @ §RT U T2 B TN & = AR DI U] Aerel H T R H §A @I R FRNT
fhar ST Foar 81 9 @ gRT RO A= A1 9 Bl UG AT BaT & SR A I YRR (Word
Processor) §RT TR &I Sl &, dedgard o 9d IR I8 U5 U AT 8IAT & 981 db 59 CallbIA -icad / bad
Jecad g1 WA fhar SIdT & | 0 A1 6. B R TGN AR 2fdd & drge’ Bhik /a8 )
TR 81 Sl B | ATl B R FHyd @fdd I fiic SR Fadr ¢ | Gwiud Qafdd & srguiRefd 8 R
A% /U3 HRex B S | AT B S 2 | gRiEa afdd & died 8 dFe] RN Udh el o o b
BIS TAT IADB! Tehe H 2 |

399 @ gRI Afd HFSR §RT I HI TRY @ (Bl TR HFIEX a6 UG &= A&l 8, Id I8
2 % M & FYeR Seie A GS B | 3-H UUITell A g B | SHH 9T I BTG aFl B gAd Bl @
qAT T 3T AT BIH & | A 1960 H S—HA DI "HFIYER ATNRT TR Yoletl” (Computer Based Messaging
System-CBMS) @& ATH W SIET ST T| 9 1974 H dveA IFIT gIRT S Electronic Mail ¢SHI® & w7 H

STRTS HRam™T 147 |
$—He Hor 3 faf

- gRT YT /A=Y U &7 & foIU gex-e AaeTd BIdl & | AI—81—A1 3—Hd JHd Iieday
@I IMITIHAT B T |
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BT g8 CCOM-01
Ife oy foedl Aafdd o s—H UNT BT a18d €, a1 FdueM fdsi & "Start” aTel fog WR "Click" &Y | 319 3!

HRIeR H o 99 SRIGAT & gl W fd@rs < | 9 gdl 9 Outlook Express W1 fa@g <om| 34
Outlock 'Click' 3= TR I8 ulq\?f STRITT | $9 Screen WX U 'New Mail' forg fe@mg 297 | 39 'Click’ HIfSTw
Click B3 W 395 'New Messes' ATHd RIS Qgﬁ“ﬁl MY $TH T5q9 & I & WUs H 'Email' Tdr 3ifdbd &=
W 'To' & I Al 9Tl WUS BT © | IS 3T U T DI T & ¥ Al da Hor ared &, ar S
T AfdqdT BT E-mail &7 T IUFIRM () & 37T &R Jgl forg IR | 9P S1db -1 Subject BT TUS 2 |
Bl TR 3T 0 F<¥ & g BT forg iR, Jaoeand ot 3 €1 U 91 @rell oiTe faw i, 39 WTell S8
TR 39 AT F=3 ford | qof H<wr fo@sl @& a1q 'New Messes' Ras®! @ a8 IR HURT DI H R 'Send'
qH® o W 'Click' BINRI | IfE A 'Modem' §RT 'Internet’ ¥ S[g & I AYHT A2l fderd gr=d YN &
ST, 3=IAT JATIHT F<3 'Out-box' AHE WA W AT B I 3R 19 AT 'Internet’ I ST Al I8 T
URT B SIRAT| 39 9re df 2=l # A1 'E-Mail' &R dhd & $dD (oY AT MMS.UA.TH., 3MMslerd, HiY AT,
DY Age, H—<h AT §RT fABRIT AITSIIR AT 3T T Software PI ATTLIHAT Bl &, [TAD! FERIAT A MY
E-Mail & d&d & | BT dlge g AMs—fofd Sex-e R ﬁf:{]ﬁﬁ U B | AMe—foTg Y 31y www.n.l.c..gov.in 3
PIY ATSC Bl AT ww.dac.org. ¥ I "Download' B Iohd & | TP AT I 3T =<l H E-mail a1 4
WW%IWWWWW%%WW(Receiver)E%WE?ﬁ“ﬁ%ﬁﬂ%Wﬂ?ﬁH
(Software) BT 1Y |
A U HRA D A

E-mail YT &RAT I 81 MH 9 RS = | IS I DHIYN # Outlook Express AT Pls E-mail
Software @I I I MY 91 &1 Internet ¥ SV, T Software a: B AMYD! ST AT T DI ST1d BT | Blg

AT AT 16 8 R Computer Secrecy & el @R WR Task-bar H TH—Ud T IAGD UDHI JfId
BT | 3T Outlook Express @I 'Open’ @R 3MU- E-mail I<3 T ¢ FHd & | E-mail §RT I &I I9¥T
B D fIU = YTl & T W E-mail GAeT BFT 3MawIe € | A—EI—d1T < bl FRINT Hd q9Y
Tofd E-mail Address 9 fof@T i1, a=AT E-mail Message 3MY® E-mail Address TR 0¥ 31T | 39 9SS Hed

8T ST 2 |

W 7 & E-mail 99 $I TRIMNT IR & UF JAY[H 9 TR ARIH © | 394 7 Al BT, B,
TITd (FITEY) &7 Tt 77T ® 3R 9 & wr (efdhe) fomre! @) smaegadsdr gkl 8 | Had 3T Fer & gRT 3
e B R §0, favg & el & 2wy § gefyd wafdd o < F8INT &R AHd & | AP T< B

Hpvsd W FHERT AT dd Ugd Sl ©, F<el UTdddl @18 fhal 8 §3 Fl 9 &1

79 3UCIC
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DT Ta CCOM-01
SUCTIC Udh fd Jorerell Ud Tfefiel FRIvo Aedd § | $9 R aMYa favd & faf= ol w

UG HRCH & -Icdd Bl CAlblA ST d el H Ssh Ud WM I §a ©IF ddb Gaarl /F<e
gonR # & Ifder e uga I ¥ | I YRY & 39 9¢d gU I H USE BT Hewd 9gdl off Y& ¥ | 319 By

Al Ifdq T Srerar <=1 I Weilfiia & 9 3rSyd ST W 3r8dT el 38 AT T |
SUCRIT BT URH 1986 ¥ B3N | HRBT & URRE 39T F 370+ Aibsi &l A= faamil 9 ugar & ferg wRar
vsaid R4 diolge Yol (Advance Research Project Agency) & U IliAl 9418 | $9 AT H F=@ll &I
FRINT B & oY ST T DIl Acad & TIRT fHAT AT | 3F AT DI ‘SIS’ & AW a1 71| 1990—91
# dfiagg @ Fta & U9aTq §UewIe & gRT oF 9T & TN & fory @i Ay T | ‘svessie’ sl & o
IG] FUSX HF I Hcdd Bl AT 91T AT 8, fasdr Jfumy Avgemd 9= 9 2 | 989 & 999 FIad
I gUCIAC Dl wfad B = o § W fHar S |adhdr 2-

I g9 RNl & A= At o1 I T gig T dctid BN a1 g4 IRl P SAT T 40 aut H
50 faferas <afdaal d% ugen, Siafd ga- & Afdqal dd uga & fof¢ SIdl. I HFIex = HAL: 13 16 d folg,
STafds gvexie A 4 auf # 50 fAferss aafdaal 9@ uga T 21
SUeHE & & AN feafaRaa §-
1. &Y T AEEH (Server)
2. QY T Ared (Modem)
3. &N Tedd 3T g8q &3 Hedd ;Lan or Wan)
4. JUUE HIR (Satellite Communication)
5. @del dedd (Cable Network)
U P YANT (Uses of Internet)

SUCRIC Y BH Ps dNE B YR JIfoid IR Whd ©, W= 39D Fdied AT 141 e srif & forw g 2-

1. $—9c (E-mail)- I8 SUCHIC &1 AISS ABUT GAGT 2| 39D gRT U Afdd &R | favg & fhef
W P H G UG PR FHAT © | I8 U PITS Ied GIAuT © | S 99 9 I 1 DI 8 Fad sl
2, 9@ folv Ml fdaal s1erfq ARIvurhal 9 ARNURITEl & U Ud & WebsiteYahoo, Hotmail |

2. $—®MY (E-commerce)- SUCI-C ® AIH ¥ S—HAG BT (Al PRIAR AR 9 &l & | 3qb AIH
A Y BIEI-BIT g q8—F—dS! a3l DI TRIG BRRE PR Adhd & | 39 B HISC Ble BT BT AFAR
g

3. $—df® T (E-Banking)- SUeIe 1 Sfdhr &rar # {1 T I &1 AU BT © | b drigemet! § $—dfeT,

N ). dfpwr, SondfebT dom diergol 9fh T &1 YT SRR dedT S 8T 8 |
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10.

11.

fasUe (Advertisement)-IcH= H ATTHATRIG FITS- Ud ULGR FVex-c & ARIH 9 fA509 ax1d & | 39

foy I Jewrse ST AU ¥aT SUde BRI &, B AT US| JGEISe 37U |ise W A= & forg

T I BT B |

T ZOT- SUATHT Bl S99 AR STHGRI UeH R+ & {10 S9HT TIRT {har Sar 81 s9d g
fdT & oIy Maeds davTSe BT Ul SFTT MHTE BT 8 | Yahoo fa%d &1 W9 a1 99 394 & |
&TedIss d9- I8 E-mail & 918 gUee &I G Fa¥ 2ifdd AUy giaar 81 s WWW(World Wide
Web) & T A ST SI1AT & | I8 ARSI BT [ATITFAR Ugd H_A &1 b Rl 2 |

ColMe- S §RT 3Ueke 4 s fded & &l Wl ey W ¥a8 U o 9 R 39 UPR BRI IR
Hdhd & O g8 HFYCR AUS ¥AOT § B | 39U SR AN 91 HASITH HIg Ucg sl Sl o | 394
U HRICY H TN BRI W AP A5 Ud ST FAATRA DI IART I FgEAqdd a1 ST 2 |
QeFIC- S9! WAl § 9§ Bl Selggl-id golfed are W Woll Ol &, Sfal 39 ®ig 4l Al o
HHAT & |

IoTe- ST HeRIAl 9 -cad H§ qalfed ol &I e fare favg & omr w |qgl 4 dfer o
HHAT 2 | T4 Th 99 IR B /g aTel Afdd Gl &1 SMEF—UaH &R Fad o | JoTrie ISl =T
AT 8, i a8 T A 3P H & Hahdl ¢ |

ACHA- USRI B 39 YANT «1 gRAT BT AorIdbal # 95 a1 8 | 39+ SRAfdT a1 & srfaRaw awafra
AT B A §9Ad D §IRT 3T HRIER Whi TR 4T Favd & AR T8 |1 NPT g Favell & |

SUCRAIC B I8 YANT =] WA © | AHRIGAT g1 HHRIT SHDBI TANT AU AT d ARl A
MY FH q9 & oy el & |

710 3UCIC P AN ¥ SIS GHTY

SUCRAT AP ABYUT &, W 39D YN § BB AARIR 8, Sl 71+ ©-

1.

$UCRE R AT &9 9 SFaRal Hifed § | I8 el e I fdd T ugerd] € 9 g gl
Are W BT €, Tafdh g9 ATAT AT B & TR G Dol BT 0T H GoR 8l T 2| 3ny Y
9% forg a4 & ARl &1 YaRT fdhar Srar &, < Sfad =181 2

gUCAC Bl Ha TS FHWT dfhT 2| SHH AUBT URIGS gRIGR 3MMUD 3fbel d BIgell bl GOUANT &l
FHdl B | BROA g & QR UG HPYeR ARyl o T 250 WRARI ATgel dI 87 BR for
o7 |

gUTIC WX 3Fd ASER AR aGRIRA B & HR B 8, S s SIS & (oY BHRS BT 2 |
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ao‘rqi?l?: SER3) CCOM-01

gUEYAIC BT OUANT ITellel Al T I¥elel fhedl & IaW fedt & ®u # fhar oar 8, < 99 &
ooy 39 9 o & forg aoord el 2 |
5. SUCREE R 99 g9 BT TH-1d & T H TGN < O W81 8, S I+ &1 WaxATd 2 |
6. 3UERAT & WA # Bfee FE & O W SO gY T |
7. §UCAC Bl AMBGIUIAT H 9INT ShIC Sleldll &, i $HH J&Id: U AT BT TIRT fHIT SI1am 2 |
TR0 SRIF FARISH | Fued & oy #3H IBIY S 2 & | SN~ 37Tl BrishHl dl b & forg fafr=t <=
B RGN B 997 BT 8 3R FFgex fIms g9 Adp & o Aivedx 991 %2 €| 39 gRT 89 AT dTel]
SHHERT BT fur <d 2|

711 SIF 99Y®

FIIST (Scope)- fHdT Wt MUR® e & foy g7 eavgsd ® & g 9ae # 98 ard ) & & 9
A & AR o & SHD AR TR 91 V8 | I8 BRI ST—AqWD [HIT I AU ST & S AT & aadl &
9 H BRI HRAT ® | T8 FIUNT =T & 31 T A1h BT BRI $Ral & | 396 v 2 b a8 ohd » b den &

D W MM drel Ul Bl WRT b AV H R gRUMY 2 dAT S GRS W HRIT W ORI Y9G TSl 87
SH—T® T BT R 2 {6l ada a1 widl 9T & SR S 84 dTel TR aRomAl & fawg # gdaat
DI FAD PX | S-S [IINT IIe)T S FRAT 2, b Al 98 Al & [I9F § &9 MR Bl FIAT ol & e
TR ST 1 ufafhanell & fava # ydgsdi o giad war 2 |

YRHTYT (Definition)-"STH—a%0d BT § 7 foharg amal € S b ke & N 9 Suaferl & awr § e
T RS AfITAT BT STFGRT Tl & qAT S0 AT ifvia wcll 21 37 fhamil &1 Stea ol & o
TRBT JaTe RIUT HRAT BT 8 Al Yaed, THud Afdaal & STkl 9 AU B S D AT ST Bl
g&erdl B Uffhaneil &1 STH&RT &1 ST 9@ | "Public relations consist of activities aimed at generating awareness

and appreciation of a concern's policies and performance. These activities are designed to maintain a two-way flow
of information so that management can learn of its public's wants and needs and the publics, in turn, can be informed
of managements responses."

Robert. S. Cole

ITERVT: IS FE AT I§ ABATE hell T 8 b T HHl gRT AT A9 # =dl &1 YA &1 38T 8, Sdfd
Jrdfddar VAl A 81 A1 I8 S-S [T9RT &1 BRI BAT1 {6 98 Sl & G Fedls &l YaR $Y a0l 99
3HATE Bl R |

fdc & sREITYe i ufeddd Releg & JAAR- “STHA—HWd FT TAT IHDI SIdl & 41 IRWRS [Ieary
DI WIMUT B g TR G BT SIS fbar 71 Faifsra 9 MR v 8ar g 1
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BT U] CCOM-01

[Public relation practice is the deliberate, planned and sustained effort to establish and maintain mutual understanding

between an organisation and its public.]

39 URYTYT & U9 I 89 9d = [ H—a/e & fFefalad @& g 8-

1. T-N® &Ue T8 Bl oH—awd & TN AR g i T 9 Y 9 8| 98 BIS ST geie
& T S Tl B FE AN o AT W g AT 99T IS FH AL © | S-S B o T8l dfed
S G 991 db Feld dTell Ufshar ¢ |

2. QT TR®T GHIYUT- SH—T7d gRT 6T 30+ v # gaari <ct 2 do1 3o fawa # SRl @ ufafsramsi

DI A YT BT © | T8 Al TAd 7 BN b SH—\F D IR AT & %I, B 9 T4 BT B

Pl B |

3. ST 9§ ACF—UGH- T8 ST A AR A ST | 7 8] {9 AR 99l 4 2| 59 998 H
AT & HHANI, WRER, AHA JRNGHR0T, ARG W, TEd 3 |
TS RO TR JER H iR
S8 ® P e I ol (ARre Fwgl) &1 oo | & fawg § SHery <1 9 Riféd a3 ©
T 1 $I |E T S dd Bfd ST 8| I8 I [wadH, SHER IR 9 981 8l aney |
AT &1 31l FHRIR—UAN, uf3dhTe, <ofifawd, ST, ST gRT 31U+ Il &I YT HRAT & dlfe UT8dh
ATel ERIS | AR | fl 89 3109 IreHl & SRt died § el @l Bfd 78] §91d |

712 S-G9 S B b S

S-S BT B T I B-

1, el & fIvg H eI <1- SH—a7a [T Fl | 78 3@ dTel Afdddl S—3T8ad], IRRETRAf,
RGN AT, SR, TR s BT Fe & v § ] IS ol ¢ |

2. SR AR @ o vy § 1 Aed 8 I8 TEA- SH-9d [N BT GIRT BRI § UEUd] Bl UT
fad &1 6 95 veTeR | & fawg # aar e 2 |

3. Oenr & favg # A ¥ ode YW ST 9 S SR @A H HEdl BRAl- SH-9WS [T &7 U
Teaqul R g8 W 2 5 R afdqal | dven &1 o™ gear Yedr § e ARass # ke & vy #
IR I IR TN G IR I |

TS H HB aY UBel ool H AR ST AMe Gl 7 Apbel fed 9ol & SR g8 do+1 IR b, g4 |ven

D Y D eI IR oI | BB BA I | GO 7 I8 91 hells b ga-1 el © ol 7el, I8 AEE 9 41

B3T el q¥ & | aR<Iiddal I8 off fd I8 qU 255 qa1ferc! &l AT | 9 TTeld %hals & b ¥ dax ST &
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CAR ISR R ER] CCOM-01
U P AT ged ol 3R 39 WA BT JIRA@ & Hdhe H US TAT| S IABAE B fA%g #ex ST Bl U9

fasificat, TR A ed 9 fAsue <9 U | SH—9%d 0T o 39 IR Bl Hdhe W SHRT |

713 g afdal 9 Ia—Sdr Aavds

U ARG AT FRATAIRSG FRAT B 3P UTDHRI [oT5 S Id] Hed & J A g1 IE@9 81 &, GiaeT B oy
ST (Publics) @1 fwferRad Siftrat # @fer < wdar -

1.

G- 39 fARIYaR 9 WHE A € S R & BREM, SR, MM e & uerit g 8 e
AR 310 USIRTT | HHIEAUl e d91) @] ATed] & | 99l ¥ I ¥R, gd, e, g,
FR g A TS TIfad B 2| S USRIl | S WRRI g9 X @ ol 6Re {% Wells &
HTH HRS ATN BT B FTH IR Tl T | SIS, MR, AT drRiwA, Gyl wdag
AR BT AT PR G R |y, RO, ST oNfS FeAardx AT Tl A ST— D
JIR Fahell B |

9 HHARI- 59 A9 H SH—9D BT SeeF ANl & ol § g8 IR0 Sa~ DRAT & b I8 T 372!

AT 2| S-S T Thall, dierat, fawafdererl #§ | & rgqd Bfd g I~ IR Fad! ©

difds a8l & BIET WRAT H Flby] PRAT U< N |

HHANI- Pl T HHAIRAT & 919 9YR T I D ol SH—8F S i Maedd & | HHATRAT Bl
T & 97 # HEl TGN el I8 A1 IS4 STAILard S 8T 3R IF6T FAFd HdT IS | I8
HI AT ERT UHIRE DT T 3T A BUAThR g qIfSAT el FarehR a1 51 [T 2 |

AT G WA BT MqEADHA A- Sl Afdd T FLAY TART AT BT el AT, UFBT BT A, S8 AT
FEd WTel UG aRd 8 S99 A WER AR §9 a9 8Id ¢ | el &1 fAff=1 9arg ue™ &= arail
A W S-S S1d IGAT BIAT © | §9 SO H A AT B B AARHR, JdeAdh d A,
CABI g R WAy MRS UG HR dlel e |

forT SToIR- TRer &r O U HRA B U 3T IR, KA, $™IS ST DI 99 BId B, I1d: IRRI &
AT, b1, TRRT & AIRIUS TRIGARI, SI- 4T HAFT, Jfe, T, RGN B8 & AOHIRAl |
HRT Bl 3728 T 91 @ B 2 |

TARIT §RT SR AT AT QT & fAaRep- 37U+ FAT & AT BT d9 dTel MR, T, ATd g KR
fIendT, FEHRI WUER, el Algeel &I BIC! 81 o, Joid, Bicd, fFafaes g faqeh smaras ga s o
M 2| faaRe! | MR TR 99 @H B 2|

STHIGT T Al D] AT B dTel 3 Afdd- SYHIGT I &Il 2 Wil ATl BT YA HRAT 2, IITERI:
3T BR & WANT & forg e v favgre Hhaed # fivge a7 & forg A @died 8| S9—awae garst
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HIATAT TG CCOM-01
BT FI T, R g 91 ATEDI BT AT DI SAFBRI AT BIAT 2 | HHI—BHT TT8Dhl | 30 Al & Uil

3FARSHT, AT I Bl §R BT Wl - D BT I B AHT ¢ |
8. AN & fIaR & 7a1fad - aTel fda- 39 o # 9 afad md & S 1o Uoder T 31T BRI

W I FFTAT & fIaRT BT YAIId BT B &HdT G4 8 | U Afdaqdl & R 9 28R Sded & A91d

& oIy ade a1 Ferd g 8 9ad & | IRl & g91fad &- arel afda 8-

IO, 3fedTye, fRuefdg, Saex, g6 T[o, IS, STfad Gc, HIgR He & Fdl, TRBN ATHN],
IR AfHR0T & AfABRY, AT T TeAfas Frdwal & IRgdddi, BHgeR, THHR d ofdd, fawdl & favive,
fafe= Trarsfeal, s, IR Ful g Araarfie Axensl & gSiftan safe |

SRIFT AT T9—Fd & BRIHH & oy Agw@yol g 8 & | 37 fdaal | d8i, 4Iall, 901, @Td
TRl ga1fe & Aegq 3 gw nfid fed S dad € |
S-S B AT

ST ¥ W GURT & &1 AR ARIH Al JST—31el 8 Ahd © | HH THAER—UAN ¥ A IR 3
ST BT 2 A1 1 U A gl Isdl © | BT fhT 1 eeR AISl <A1 Usdl & A1 41 Bl 8T SUBK |
Pl @I QU-—TISe & IR IR Ul © Al (5l & G H GARIE BT AN HRAAT Sl & | BT fa
AT BT T_T ST BT & a B el Wt IRraiiar &1 i wRard Sl 8 | &l Gl &l dig gRaawn
TR PRT Ul 2 BT AI90T & S & TAT 1 Big I &1 IAT ISl @ |
THER-YA ¥ F99® (Liaison With Newspapers)

HARR—UAT S-S HI Udh 3fd Aewdqul ATIH & | FHER—YAT g UAeR B Ered 31 sfd &l
IR W Fahd © AT faTTre W Aehd ©, 3T UT IMMaeID o [ el T | Bl FHARR—UAN | g0l Fw=e
IR Y@ AR | Ife g fdd e & fIvg Bz TEER boll J8T 81 df GARR-—UAN 7fe & FHel Al &
JUAT gReahIvT G =1f2Y | UfATehrel &I A= aERl IR G & HREM, JTIRHI—IM e IR AT
HAT AT AT G & A # ymilRa Al SHaR—u=1 # woid 3891 a1y |
U9 fagifid (Press Release)

9 G H B3 IR geAT g SR JU7 9D G FHRR—UFN, SANE & AIH ¥ 59 AR O
A B A1 U A9 IR @1 Sl 21 Y S GEAr FHER—UH H §HER & WU H GHIRIG BRar arsd
2 99 TP BTG W TISY Hral forar Sfrar & qn fAfs SeaR—u=l & driied § I3 a18d! a1 16 & SRy
forsrar faam ST € | Ife FHER—uAT 99 A9 @ 59 GM $1 B & ide |Asd § o J 99 s B
qu T G w9 H UHIRT WX Sd B | U9 B GRAT & G H d2F g Ifds oF BT I8 GXel 9 Aduaferd
e % |
U HHAT (Press Conference)
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U R ¥ {9l Ae<aqul Afdd gRT $lg 91 desl A1 [l Aewayel gl & f[avg d SIFaRl o &

oy faf=1 FemaR—u=, afremsd, <olifdsd, snfe & HareardRil & AT fhar Sar § | U FRTed &
M I 2 3IS T A1 Afdd Ud ) 99T H TAR & By AEEl ¥ A ITgdhd 99 9 I W Iradid w]
REGIRS
IRGR S A1 TS5 (Relations with Government)

WG i, DR 7 HAT RS ARl B AT —ear 9 fhanelt R Agwdqel gHId gedT § |
IS FER & 25 9 3AfH <2 H BIDHT BicA, Y= Pl SAT g1 3R f[ddwar g 6 39 <2l &1 WReRI 7 57
FHufrdli & g8l I T 99 DI ST &, T BIBT DIl T URTT BIeAT & THA—TH DI HIAT 8l HET SR |
Ife AARRY IoFfae 9t @ TGN ARAGIRAT & S T W O @ ORI & AR & [9%g 99 drel
AT BIAT DI ABT S Fhal @ TAT AU AR & oIy ¥ FRAg Jor <o 9 SeT Yodh sl |
qre-g RAId T &1 51 Fhdl € | IS DI gaIad ARl A7 Afdd U Sl & Ui AT U R
3O FERT I AR & forg 9 Gfaemg g o # Rargd o a=ar g aF I8 mfas 781 2 |
TEH q TP (Relations with Customers)

fUBel Ho gul § SUNIGIT HREU AT<lc Pl He<d dgd 961 © | 379l B SYHIG ST wd ©, 98 el

FaTfTS] BT ATl AT WAT B ULl Rl 7 AR I I afear garferd! &1 At fear g @ S99 f9vg sRgaRi #
g 3T HRIH | 3Tl oIl © | 34 SHe—Tg R SYAIGdT GRefl AfAfaai a7 i & A1 Suiadnei & f2di &
ReT Bl B | S fhe SuHIadT T WRIe gU AT & faud H $Is Rbprdd 81 dl Yo UhTUdR g Ufaid R
$HHIEE (Monopolies and Restricted Trade Practices Commission) @ TUR # faodr & fdog Ruc &) Adbar &

T HHRE fashdr & [Ivg SRR IR Fadl © |

st @1 RIfa #, Ircsd! &l Uiedl & | Al H [Iey Fragr _va- &1 Tawddal 3, Argell 9l
SRATET I RMUR TR Ufiddd J9Td TS Tl & | 81 Fhdl © AT U8l Al AT fadar o1 doxl 8 a8 Hedr
TR BT 3R d SUHTARAT DI, VAT ST § YD 7 SIHI HISAT BT W A9 G BT, IR I8 dl W
b S1f~H wU F 7 & YR Bl A AT AP © | IS I8 B AT I ART T8l B Al AT AT BEdr
RATIRT AT WRIE B FAT B |

AT § F9® (Relations with Community)

FAGI—H § IR P T 980 [T 2 | AT AUR & A1 § T (D 81 O FAG H 39
RS AT §RT ST ATl Bl N (AT ST | UTi-ieblel § SR P AS G AMURI 3 4 DI GHTATY
g9aTd 9, QTS TdTd o, 99 & IR 39 B BT I3 N | D AT HRAT W 8IdT AT | Vb ATUTRSD
AT gRT FAIS B & R A BT o7 & SR I8 W1 2 b TR AIRS FRU VAT Rl © | ATl
TS I TR H 9197 & | FAS & I Agwaqul Afdadl g UTedhi ¥ yRF™I W1 &1 Sl 2 Sl 9T F9d
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Tl o1 | Ife Fae W aRd B BRI Hl &l fAfesT, ute a1 g ¥ fhar odr & 91 faemE 9 9 ues

e & URER # Ad & 9T AR ¥ uRfad 81 2 |

714 ORI

TS U YD braierd § A= fhameil &l qRT &’ & oy #eiFl Ud N IUBRN &l 99 U W
YIRT fHam ST © | I | I8 NElfie Hifd & <7 8 | Braferd & d1 Udh a)g I AR a7 =47 foH &1
BIAT © | ST 7T Ud IUSRYN & TANT ¥ GHIA U4 519 & 8 g9 el Bill 3iUg SR BI ARTA | AT
B I B | BIC U4 HeTH AR et draterd | fhfi—a—f5ft yar @) 7=l &1 garT v 2|
BRI Uddh DI AL @ FaH H 3] He<dqul MUig o Usd 8, 99 PI—d i A R1s 14, FeiAT
DI HI AT SY, IS99 fha-l ol o g g, o7fe |

R UHR €% §RT UH UAT & U A A TR IHE &1 UG far Siar 8, S UaR o1 Hex &

ERT AT U I ¥ T WM TR 9ol 91 & | 39 §—Hd S8l 91l § | -9 §e3c & TINT & Uh W@y 2 |
SCIC U NS Jofellell Ud il TN Jredd 8| $9a gRT Ye fIeg & faf= vl w wenfud
HRICH B Acad Pl CABIA ATsd B TSIl H SIeHR b W H T WM ddb G, Fqel &R |
NI UgT S © | STST Dlg 41 K, FHIST AT Q97 T U] & $H A 3T ¥ 3718dT ol I8 1T
g

7.15 Srerdell

$—4d (E-Mail)- Electronic Mail 33T &I gUeIc &I HERIAl W ARINT &R &I U MY I Tl ArdH ¢ |
SF—"® (Public Relations)- ST9 7@ HReAT T SHGT oFdl @ §19 URWRG fAvard & i &A1 g
IR G- BT RIS 9 PR TN 2 |

Pt 7 (Office Machines)- BRI 7T I U S9 SUGRUIT H & S AR el SNibel & AT,
e 3rerar Ruid & foras # Hemar oxd 2 |

716 9Y U9 UG ST SR
(@) 39 SBIE B UgH D YA 3N U ST BT Yg-
a8y & = TeFl 9 9 -9 9 G § 9 - JE-
()  FENE D TN A B B SATEdhdT gl © |
() 7O Jar B B |
(i) -9 Th TR o PR B |
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(@)

Sk

(iv)  SUSIIT P UR9 1940 H Tafl |
(V) SI-TD BT S IRl BT & A% JaTg Xefid ST BT § |
Poe ¥ Y T vl § 9 SR I & TN gRT Wiell @I} b)Y WRY |

L TS 15 B AR 10 115 1 2| (STed / da6W)

0 IS & LA Rt L M 2 C S ARE 7| (Ao / 8)

(i)  ZUCIAC BT ATBITTAT H HTHT oo seenss s STl 8| (SPIAe /Fhlde Ta))

(v) TU T B AR R T B DT Pl GIFRT T T | (G /e
afafa)

(v)  FENEl D WA A BRTAT B TITT oo seeeeeseeee e BT 2 | (gfg /o)

(®) (i) 9, (i) ¥, ;i) I, (iv) 3, (v) FJ |

(@) (i) SITTe®, (i) 9, (iii) ®bEe, (iv) I, (v) 3G |

747 UM URH

1. THR & folq AHT &1 AT BRI AHI BT YaeTd Bl [hei—fcbd FARISI P AHAT HRAT TSl & |

2, SUCRHC BT YA fb1 Il & fore grar 2|

3. ST & ARIH IT AR BIA—BE F B2

4. SE-GRS W 97 IR R

3B IR gwT

> RAANAT : SR Ya, Yediicd Ul gve fSeiieged (Un) fol. 7,/22, AR TS, RIS, 98
faeeli—110002

> WM, U4, ®. : BRI YaE, A1t YR, SRR

> I« 99 UG Afeie - braferd Yavy, ool favafderery 2= Mifeam, faeei—110007

»  Office Organization And Management — S.P. Arora

»  Office Methods — M.L. Basn

»  Office Automation —G.L. Tarry

»  Office Management and Control —G.P. Terry

»  Office Management — P.K. Ghosh
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