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1-0   mís'; 

bl bdkbZ dk v/;;u djus ds i'pkr~ vki bl ;ksX; gks ldsaxs fd% 

 dk;kZy; izcU/k dh ifjHkk"kk dk vFkZ Li"V dj ldsaA 

 dk;kZy; izcU/k ds rRo Li"V dj ldsaA 

 dk;kZy; izcU/kdh; dk;Z Li"V dj ldsaA  

 dk;kZy; LFky dk egRo Li"V dj ldsaA 

 dk;kZy; vfHkU;kl Li"V dj ldsaA 

 dk;kZy; vfHkU;kl ds y{k.k Li"V dj ldasA 

 dk;kZy; vfHkU;kl ds mís'; Li"V dj ldsaA 

 ,d vPNs vfHkU;kl dk egRo Li"V dj ldsaA 

 dk;kZy; vfHkU;kl esa ubZ çfofr;k¡ dks Li"V dj ldsaA 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               2 

 dk;kZy; okrkoj.k ,oa egRo dks Li"V dj ldsaA 

 dk;kZy; okrkoj.k ds eq[; rRo Li"V dj ldsaA 

 izdk'k dk egRo Li"V dj ldsaA 

 cks/k ,oa Loij[k iz'uksa dk mÙkj ns ldsaA 

1-1   izLrkouk 

^izca/k* 'kCn dk vFkZ gS] ^ekxZn'kZu djuk rFkk vius fu;a=k.k o v/khurk esa j[kuk*A 'Manage' 'kCn dh mRifr 

Ýkalhlh Hkk"kk ds 'kCn 'Manage' ls gqbZ gS ftldk vFkZ gS ,d ?kksMs+ dk fu;a=.k djukA okLro esa ?kksMs+ dks fu;a=.k esa j[kus 

ds fy, ;g ns[kuk vko';d gS fd og lgh jkLrs ij pysA ?kksMs+ dh xfr dks fu;af=r djuk vko';d gS] ;fn bldh xfr 

rst gksxh rks og Fkd dj pwj gks tk,xk vkSj ;fn mldh xfr /kheh iM+ tk,xh rks og nkSM+ eas ihNs jg tk,xkA blh izdkj 

dk;kZy; dk v{ke rFkk vdq'ky izca/k laLFkk dh izxfr esa ck/kd fl) gks ldrk gS rFkk ;fn dk;kZy; dh rst xfr ij /;ku 

u fn;k tk, rks xyfr;ka vkSj gkfu gksus dk Mj jgrk gSA 

 blls igys fd ge dk;kZy; izca/k dk v/;;u djsa] ge ;g tkuuk pkgsaxs fd izca/k] vFkkZr~ eSustesaV dk D;k vFkZ gSA 

izca/k dk vFkZ gS nwljs O;fDr;ksa ds iz;klksa dks fdlh m¡s';ksa dks izkIr djus ds fy, fu;ksftr] lefUor] vfHkizsfjr o fu;af=kr 

djus dk dk;ZA izca/k dk mís'; gksrk gS fd fdlh laLFkk ds deZpkfj;ksa ds iz;klksa dk bl izdkj ls mi;ksx djuk fd bl 

mís'; dks dq'kyrkiwoZd izkIr fd;k tk lds ftlds fy, laLFkk cuk;h x;h gSA mnkj.kr% ,d vLirky dk mís'; ejhtksa dk 

lgh izdkj ls bykt djuk gksrk gSA vLirky dq'ky izca/k ls vfHkizk; gksxk fd ogka dk;Z djus okys MkWDVjksa] ulksZ o vU; 

deZpkfj;ksa ds iz;klksa dks bl izdkj ls fu;ksftr] laxfBr] funsZf'kr o fu;af=kr djuk fd ejhtksa dk bykt dq'kyre :i ls 

fd;k tk ldsA 

1-2   dk;kZy;&izcU/k dh ifjHkk"kk 

dk;kZy; izc/k dk vFkZ gS% á fu/kkZfjr mís'; dks izkIr djus ds fy, dk;kZy; dk laxBu djuk rFkk lokZf/kd 

mi;qDr ;a=ksa o izlk/kuksa ,oa Js"Bre laHko dk;Z&iz.kkfy;ksa dk iz;ksx djds rFkk lokZf/kd mi;qDr okrkoj.k dh O;oLFkk 

djds deZpkfj;ksa dk vf/kdre lnqi;ksx djukA_ [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 

gSjh ,y- okW;yh ds 'kCnksa eas dk;kZy; izca/k dh ifjHkk"kk bl izdkj gS] á;g deZpkfj;ksa ds dk;Z djus ds <axksa] e'khuksa o 

lkexzh ds ,sls iz;ksx o fu;a=.k ls gS ftls mPpre laHko DokfyVh ds ifj.kke] de&ls&de iz;klksa] de&ls&de O;;ksa esa 

rFkk de&ls&de le; eas bl izdkj izkIr fd, tk ldsa tks izca/kdksa dks Lohdk;Z gksaA_  

1-3   dk;kZy; izcU/k ds rRo 
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mi;qZDr ifjHkk"kk ls Li"V gS fd dk;kZy;&izca/k laLFkk dh bl izdkj ls O;oLFkk djus ls gS fd dk;kZy; dk mís'; 

deZpkfj;ksa o e'khuksa ds vf/kdre lnqi;ksx ls izkIr fd;k tk,A dk;kZy; esa lq[kn okrkoj.k dh O;oLFkk dh tk, rFkk dk;Z 

ds fy, loZJs"B <axksa dks viuk;k tk,A 

dk;kZy; izca/k ds vko';d rRoksa rFkk fo'ks"krkvksa dk o.kZu bl izdkj fd;k tk jgk gS % 

1- mís'; dks ifjHkkf"kr djuk (Defining Purpose) - dk;kZy; dk izca/k pykus ds fy, ;g ifjHkkf"kr djuk vko';d 

gS fd dk;kZy; fdl mís'; ds fy, LFkkfir fd;k x;k gSA dk;kZy; izca/kd }kjk izkIr fd, tkus okys mís';ksa dk 

fu/kkZj.k djuk gksrk gSA dk;kZy; ds deZpkfj;ksa] lk/kuksa rFkk dk;Zfof/k;ksa dk iz;ksx laLFkk dh mís'; iwfrZ ds fy, 

fd;k tkuk pkfg,A dk;kZy; ds mís'; dk fu/kkZj.k bldh xfrfof/k;ksa dks fn'kk iznku djuk gSA 

2- deZpkfj;ksa dk Js"Bre iz;ksx (Best Use of Personnel) - dk;kZy; izca/kdksa ds ikl dq'ky izf'kf{kr rFkk l{ke 

deZpkfj;ksa dk ,d ny gksuk pkfg,A dq'ky dk;Z&izca/k ds fy, ;g vko';d gS fd deZpkfj;ksa ds lgh pquko rFkk 

izf'k{k.k dh O;oLFkk gksA deZpkfj;ksa dks vfHkizsfjr djus ds fy, mudh mUufr ds mfpr jkLrs gksus pkfg,A dk;kZy; 

dk dk;Z bl izdkj ls ckaVk tkuk pkfg, fd u rks dksbZ deZpkjh [kkyh cSBs vkSj u ghs dksbZ vf/kd dke ls nck jgsA 

3- lgh ;a=kksa rFkk midj.kksa dk iz;ksx (Use of Appropriate Machines and Equipment) - vktdy ds dk;kZy;ksa 

esa fofHkUu izdkj dh e'khuksa rFkk ;a=k iz;ksx fd, tkrs gSaA dk;kZy; izca/kd dks lgh og Js"B e'khuksa o midj.kksa dh 

O;oLFkk djuh pkfg,A mls ekywe djuk pkfg, fd cktkj esa dkSu&lh e'khusa o midj.k miyC/k gSa rFkk vko';drkvksa 

ds fy, dkSu&ls ;a=k o midj.k mi;qDr gSaA midj.kksa esa Qkbysa] [kqys iUus dh ftYnsa] QuhZpj rFkk dEI;wVj o 

x.kuk djus dh e'khusa bR;kfn 'kkfey gSaA 

4- dk;Z djus dh fof/k fu/kkZfjr djuk (Laying Down Methods of Work) - izR;sd dk;kZy; dk dk;Z djus dk<ax 

;k jhfr ìFkd gksrh gS tks O;kikj ds vkdkj rFkk izd`fr ij fuHkZj djrh gSA dk;kZy; izca/kd dks og dk;Z&i)fr 

viukuh pkfg, tks mlds mís'; ds fy, Js"Bre gksA mnkgj.kr% etnwjh lkjf.k;ka rS;kj djus dh fof/k vFkok fcy 

rS;kj djus dh fof/k D;k gksxh] bldk fu.kZ; dk;kZy;&izca/kd djsxkA mfpr dk;Zfof/k ds viukus ls Je rFkk Åijh 

[kpksZa esa cpr gksrh gS rFkk laLFkk dks dq'kykiwoZd pykus esa lgk;rk feyrh gSA 

5- mi;qDr okrkoj.k iznku djuk (Providing Suitable Environment) - DydksaZñ ds dk;Z ds fy, vf/kd ekufld 

Je dh vko';drk gksrh gS rFkk ;g 'kkjhfjd Je dh rqyuk esa vf/kd Fkdk nsus okyk gksrk gSA DydkZsñ ds dk;Z ds 

fy, ,dkxzrk rFkk ekufld 'kkafr dh vko';drk gksrh gSA ftlds fy, LoLFk okrkoj.k dk gksuk vfr vko';d gSA 

dk;kZy; Bhd ls ltk gqvk gksuk pkfg,A ogka ij de ls de 'kksj] vPNk izdk'k rFkk lq[kn rkieku gksuk pkfg,A 

dk;kZy; izca/kd dk drZO; gS fd og dk;kZy; esa lqgkouk] vkjkensg rFkk LoPN okrkoj.k cuk, j[ksaA 

6- dk;kZy; lsok ,d lgk;d lsok gS] laLFkk dk eq[; dk;Z ugha (Office Work is Service Function not main 

Task) - var esa ;g Hkh /;ku esa j[kuk gksxk fd dk;kZy; dh LFkkiuk laLFkk ds eq[; mís'; dks izkIr djus ds fy, 

dh tkrh gSA bldk vFkZ ;g gqvk gS fd dk;kZy; vU; egRoiw.kZ foHkkxksa] tSls&mRiknu foHkkx] foØ; foHkkx bR;kfn 

dh lgk;rk gh djrk gSA dk;kZy; dk mís'; bu eq[; foHkkxksa dks n¶rjh lsok iznku djuk gSA 
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1-4   dk;kZy; izca/kdh; dk;Z 

izca/k ds ikap vk/kkjHkwr dk;Z gSa & ;kstuk] laxBu] deZpkfj;ksa dh O;oLFkk] funsZ'ku rFkk fu;a=.kA ;s dk;Z lHkh izdkj 

ds izca/k ds laca/k esa leku :i ls ykxw gksrs gSaA dk;kZy; izca/k O;kikj izca/k dk gh ,d vax gSA izca/k ds bu ikapksa dk;ksZa dk 

o.kZu fuEu izdkj ls fd;k x;k gS& 

1-  ;kstuk (Planning) & ;kstuk dk vFkZ gS&dk;Z djus dk ekxZ fu/kkZfjr djukA dk;kZy; izca/k esa ;kstuk ds bl 

vk/kkjHkwr dk;Z ds laca/k esa ;g fuf'pr djuk gksrk gS fd fofHkUu fodYiksa esa ls fu/kkZfjr mís'; dh izkfIr ds fy, 

dkSu&lk fodYi pquk tk,A ;kstuk dk mís'; ;g fu/kkZfjr djus ls gS fd dkSu&lk dk;Z dc] fdlds }kjk dgka 

rd rFkk fdl izdkj fd;k tk,xkA ;kstuk dk vFkZ gS & Hkfo"; dh dYiuk djukA VSDuksyksth esa ifjofrZr gksrs 

jgus rFkk uohure fodklksa ds dkj.k fu;kstu çfØ;k tfVy gksrh tk jgh gSA dk;kZy; izca/kd dks u dsoy cnyrs 

gq, okrkoj.k ds vuqlkj viuh uhfr;ka cnyuh gksrh gSa cfYd bls nwjn'khZ Hkh gksuk iM+rk gS rFkk vuqeku yxkuk 

iM+rk gS fd Hkfo"; esa D;k gksus okyk gSA og Hkfo"; esa mRiUu gksus okyh leL;kvksa dk iwokZuqeku yxkrk gS rFkk 

mudk lkeuk djus ds mik; lksprk gSA 

dk;kZy; ds fo"k; eas ifj;kstuk vYidkyhu o nh?kZdkyhu nksuksa izdkj dh gks ldrh gSA vYidkyhu ;kstuk,a 

dk;kZy; deZpkfj;ksa ds rRdkfyd izf'k{k.k] dk;Ziz.kkfy;ksa] dk;kZy; QkeksZa o lEizs"k.k ek/;eksa ds fodkl ds laca/k esa 

gks ldrh gSaA nh?kZdkyhu ;kstuk,a dk;kZy; esa Hkwfe LFky foU;kl] dk;kZy; e'khuksa ds iz;ksx] Hkfo"; esa dkfeZd 'kfDr 

dk vuqeku yxkus rFkk deZpkfj;ksa ds izf'k{k.k o fodkl dh uhfr;ksa ds laca/k eas gksrh gSaA 

2-  laxBu (Community)& laxBu dk vFkZ gS dk;Z dks dk;ZdrkZvksa ds fofHkUu nyksa esa ckaV nsuk rFkk muds chp leUo; 

cuk, j[kuk vkSj lkFk&lkFk dke djus ds fy, LoLFk okrkoj.k j[kukA dk;kZy; izca/kd dk;Z dks fu;fer :i ls] 

fofHkUu dk;ZdrkZvksa esa ckaVdj dk;kZy; ds mís'; dks izkIr djrk gSA dk;kZy; izca/kd izR;sd dk;Z ds fy, deZpkfj;ksa 

dk p;u djrk gS] dk;Z djokus ds fy, vf/kdkj dk izfrfu/kku djrk gS rFkk deZpkfj;ksa dks vius&vius dke dh 

larks"ktud iwfrZ djus ds fy, mUkjnk;h Bgjkrk gSA dq'ky izca/k ls gh dk;kZy; dh lQyrk esa ;ksxnku izkIr gksrk 

gSA 

3-  deZpkfj;ksa dh O;oLFkk (Staffing)& deZpkfj;ksa dh O;oLFkk vFkkZr~ ^LVkfQax* dk vFkZ ;g fu/kkZfjr djus ls gS fd 

fdrus deZpkfj;ksa dh vko';drk gksxhA blesa mEehnokjksa dk p;u] inksa ds fy, fu;qfDr] ikfjJfed dk fu/kkZj.k 

rFkk deZpkfj;ksa dk izf'k{k.k 'kkfey gSA dk;kZy; izca/kd ls ;g vk'kk dh tkrh gS fd og vius deZpkfj;ksa dks bl 

izdkj ls izf'kf{kr djsxk fd os vius dk;Z dks d'kqyrkizoZd <ax ls dj ldsaxsA 

4-  funsZ'ku (Directing)& funsZ'ku dk vFkZ gS deZpkfj;ksa dk ekxZn'kZu rFkk usrR̀o djukA dk;kZy; izca/kd dks pkfg, 

fd og vius deZpkfj;ksa eas ,slh Hkkouk tkxr̀ djs fd os laLFkk dh :f<+;ksa] mís'; rFkk uhfr;ksa esa :fp ysA dk;kZy; 

izca/kd dks deZpkfj;ksa dks ;g crykuk gksrk gS fd mudks D;k djuk gSA dk;Z dh iwfrZ ds fy, mudk izksRlkgu djrs 
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gq, ekxZn'kZu djuk gksrk gS rkfd lkSais x, dke dks os yxu rFkk fo'okl ls dj ldsaA deZpkfj;ksa dks vfHkizsfjr 

djus ds fy, dk;kZy; izca/kd dks ekuo O;ogkj ds euksfoKku dk vPNk Kku gksuk pkfg,A 

5-  fu;a=.k (Controlling)& fu;a=k.k dk vFkZ ;g lqfuf'pr djus ls gS fd laxBu dh izxfr fu/kkZfjr fn'kk esa fu;ksftr 

xfr ls gks jgh gS fd ughaA fu;a=k.k ds fy, lcls igys izkIr fd, tkus okys mís'; dks fu/kkZfjr djuk gksrk gSA 

blds i'pkr~ nwljk dne ;g gksrk gS fd gks pqds dke dks ukiuk ;k ij[kuk] vFkkZr~ ;g ns[kuk fd D;k izxfr 

fu/kkZfjr <ax ls gqbZ gS fd ugha vkSj ;fn ugha rks rhljk dne gksrk gS fd lq/kkjkRed dne mBkuk] tgk¡ vFkkZr~ xyr 

rjhds ls dke gqvk gS] mls Bhd djukA lkjka'k esa fu;a=k.k ls vfHkizk; laLFkk ij vadq'k cuk, j[kus ls gSaA 

dk;kZy; izca/kd dk vf/kdrj le; dk;kZy; xfrfof/k;ksa ds fu;a=k.k os leLr laLFkk dh izxfr dh ns[k&js[k eas 

xqtjrk gSA dk;kZy; gh og LFkku gS tgka fofHkUu foHkkxksa esa gks jgs dk;ksñ dh izxfr dh lwpuk izkIr djds mudk 

fo'ys"k.k fd;k tkrk gSA dk;kZy; leLr foHkkxksa dks mudh izxfr ds laca/k eas mi;ksxh lwpuk,a nsdj mudk ekxZ&n'kZu 

djrk gS rFkk mUgsa cryk ldrk gS fd lgh fn'kk eas vxzlj gSa fd ughaA dk;kZy; esa fu;a=k.k ds eq[; fo"k; gS% Mkd 

O;oLFkk] dk;kZy; midj.kksa dk iz;ksx o j[k&j[kko] VsyhQksu lsok,a] ys[ku lkexzh dk iz;ksx o iwfrZ dkfeZd izca/k] 

dk;kZy; ykxr dh ns[k&js[k rFkk dke dk caVokjkA 

1-5   dk;kZy;&LFky dk egRo 

dk;kZy;&izca/k dk izeq[k mís'; de&ls&de ykxr ij dk;kZy; dh dk;Z{kerk dks vf/kd ls vf/kd c<+kuk gSA ;g 

y{; rHkh iznku fd;k tk ldrk gS tcfd dk;kZy; esa dke djus okys DydksZa vkSj muds }kjk dke esa yk;s tkus okys ;U=kksa] 

midj.kksa vkSj lkt&lTtk dk mi;qDr pquko fd;k tk,] mudh O;oLFkk dh tk,] vf/kdre mi;ksx fd;k tk,A tgk¡ rd 

DydksZas dh lsokvksa ds vf/kdre mi;ksx dk iz'u gS] ;g rHkh laca/k gks ikrk gS tcfd dke djus dh n'kk,a vkSj vkl&ikl 

dk okrkoj.k LokLF;izn] LoLFk ,oa mi;qDr gksA /;ku jgs dk;kZy;&dk;Z dk vf/kdka'k Hkkx efLr"d dk;Z gksrk gS( uhjl] 

;U=kpkfyr] tYnh Fkdk nsus okyk rFkk nksgjkus okyh izd`fr dk gksrk gS] ftlds fy, dk;kZy; esa 'kkafr ,oa ekufld ,dkxzrk 

t:jh gksrh gSA ;gh ugha] fnu dk vf/kdk'ak Hkkx fyfid dks dk;kZy; esa dk;ksZa dks djus gsrq fcrkuk iM+rk gSA vr,o tc 

rd mls i;kZIr LFkku ugha feysxk] og dk;Z dks dq'kyrkiwoZd ugha dj ik;sxk] ;g deZpkfj;ksa rFkk ckgjh i{k] nksuksa ds fy, 

cgqr t:jh gSA 

dk;kZy;&LFky dks fu/kkZfjr djus okys rUo fuEufyf[kr gSaæ 

1-  LFkku dk vkdkj (Size of Accommodation)& dk;kZy;&fcfYMax dk vkdkj i;kZIr gksuk pkfg,] ftlls dk;kZy; 

ds dk;Z dks lqxerkiwoZd pyk;k tk lds vkSj Hkfo"; eas Hkh ge c<+k ldsaA fcfYMax dk vkdkj] ,d dk;kZy; ls nwljs 

dk;kZy; rd vyx&vyx gksrk gSA ftl Hkou esa dk;kZy; cuk;k tkuk gS] mleas i;kZIr txg gksuh pfkg, ftlls 

izR;sd foHkkx o [k.M dks i;kZIr LFkku fey ldsA ;fn Hkfo"; esa O;olk; dks c<+kuk iM+s rks blds fy, i;kZIr 

xqtkab'k gksuh pkfg,A 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               6 

2-  dk;kZy;&LFky dh cukoV (Shape of Office Accommodation)& fcfYMax dh cukoV lqUnj o vkd"kZd gksuh 

pkfg,A bldk vkdkj fdlh Hkh izdkj dk gks ldrk gS] tSls&vk;rkdkj] oxZ ds :i esa] yEck] ladqfpr ;k ,y 

vkdkj dk (L Shaped)A 

yEcs rFkk ladqfpr vkdkj dh rqyuk esa oxkñdkj rFkk vk;rkdkj txg vPNh jgrh gS] D;ksafd blls txg dk vPNk 

lnqi;ksx gks ldrk gS vkSj dk;kZy; ds O;fDr;ksa dks dksbZ leL;k ugha gksrh gSaA 

3-  izk¥frd izdk'k vkSj ok;q (Natural Lighting and Ventilation)& dk;kZy; dk Hkou ,slk gksuk pkfg, ftlls  
çk—frd izdk'k o rkth gok vkrh gksA ;fn fcfaYMax dh f[kM+fd;k­ [kqys vkdk'k dh vksj [kqyrh gksa] rks izdk'k o 

gok dh T;knk lqfo/kk,a jgrh gSaA blls O;fDr;ksa dh dk;Z{kerk ij dkQh izHkko iM+rk gSA dk;kZy;&Hkou esa i;kZIr 

njokts] f[kM+fd;k­ rFkk gok vkus dk LFkku gksuk pkfg,] rkfd [kqyh gok vk ldsA ijUrq okrkuqdwfyr ;U= bR;kfn 

ls rks dk;kZy;&LFky dh ykxr gh c<+rh gS blfy, çk—frd izdk'k rFkk gok dk izokg gksuk pkfg,A 

4-  dk;kZy; dk vfHk;kUl rFkk vU; lqfo/kk,a (Layout and Facilities)& dk;kZy; ds dk;Z esa dq'kyrk ykus ds fy, 

gesa mu lqfo/kkvksa dks Hkh ns[kuk gS ftudk izca/k (Arrangement) lqpk: :i ls t:jh gSA blfy,] dk;kZy;&Hkou 

dk vkUrfjd :i ls fu;kstu bl izdkj gksuk pkfg, rkfd laxBu dh vko';drkvksa dh iwfrZ gks ldsA vkSj izR;sd 

foHkkx dks dksbZ Hkh dfBukbZ u gksA blfy, dejs fdrus gksaxs] mudk D;k vkdkj rFkk fMtkbu gksxk] lhf<+;k­ dgk­ 

ij gksxh] bu lc phtksa dk dk;kZy; ds O;fDr;ksa dh dk;Z{kerk ij dkQh izHkko iM+rk gS vkSj gjsd lacaf/kr foHkkx 

,d gh ry (Floor) ij gksuk pkfg,A 

5-  LVkQ rFkk xzkgdksa dh lqfo/kk,­ (Staff and Customer Conveniences)& dk;kZy;&LFky dk pquko djrs le; 

gesa LVkQ rFkk xzkgdksa dh lqfo/kkvksa dk Hkh i;kZIr /;ku j[kuk pkfg,A dqN foHkkx tSls&foO; foHkkx ,sls LFkku ij 

LFkkfir gksuk pkfg,a tgka ij xzkgd vklkuh ls vk&tk ldsaA dk;kZy; fcfYMax esa dSaVhu] Lokxr d{k] VsyhQksu] 

fy¶V] 'kkSpky; rFkk ikuh dh i;kZIr O;oLFkk gksuh pkfg,A 

6-  LFkku dh ykxr (Cost of Accommodation)& lcls T;knk egUoiw.kZ rUo LFkku dh ykxr gS] tks dk;kZy;&LFky 

dks izHkkfor djrk gSA dk;kZy;] O;kolkf;d laLFkk dk ,d lsok foHkkx gSA vr% bldh fcfYMax dh ykxr ;k fdjk;k 

cgqr vf/kd ugha gksuk pkfg,A ;fn fcfYMax fdjk;s ij yh tkrh gS rks mlesa vko';drkuqlkj ifjorZu djkus dh 

ykxr Hkh T;knk ugha gksuh pkfg,A fcfYMax dh T;knk ykxr dqy dk;kZy; dh ykxr dks c<+k nsxh vkSj bl izdkj 

O;kolkf;d laLFkk ds ykHkizn lapkyu esa ck/kd cu tk;sxhA 

7-  vU; rUo (Miscellaneous Factors)& mu lc rUoksa ds vykok dqN ,sls rUo gSa] tks dk;kZy;&LFky dks izHkkfor 

djrs gSa] tSls&fcfYMax dk lkQ&lqFkjk gksuk] vkl&ikl xUnxh u gksuk] LVkQ dh lqj{kk] fjdkMZ rFkk ;U=] 

fcfYMax&LFkku esa yksp] laLFkk dh vko';drkuqlkj ;U=ksa esa rFkk Hkou esa ifjorZu fd;k tk ldsA 

1-6   dk;kZy;&vfHkU;kl 
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tc dk;kZy;&LFky dk fu.kZ; gks pqdk gks rks t:jh gks tkrk gS fd dk;kZy; ds vfHkU;kl dk fu;kstu fd;k tk,A 

vyx&vyx foHkkx esa ;U=k rFkk O;fDr;ksa dk izca/k bl izdkj fd;k tk,] rkfd miyC/k LFkku dk lnqi;ksx fd;k tk ldsA 

;gh dk;kZy;&vfHkU;kl dgykrk gSA 

 dk;kZy;&vfHkU;kl ls vfHkizk; dk;kZy; ds izR;sd vuqHkkx rFkk foHkkx eas deZpkfj;ksa] lkexzh] e'khuksa rFkk midj.kkas 

ds bl izdkj ds la;kstu ls gS fd fo|eku Hkwfe{ks=k dk loksZfpr <ax ls mi;ksx fd;k tk ldsA vfHkfoU;kl ds lEcU/k eas 

;g fu/kkZfjr djuk gksrk gS fd ¼1½ izR;sd deZpkjh ds fy, rFkk mldh e'khuksa] midj.kksa rFkk QuhZpj bR;kfn ds fy, fdrus 

LFkku dh vko';drk gksxhA ¼2½ blds i'pkr~ QuhZpj] e'khuksa rFkk midj.kksa dks bl izdkj eas j[kk tk, fd de&ls&de 

txg f?kjs rFkk dk;Z Hkh dq'kyrkiwoZd fd;k tk ldsA ¼3½ dke djus ds okrkoj.k dks vuqdwy cuk, j[kuk] dk;kZy;&vfHkU;kl 

dk eq[; mís'; gS & dk;kZy;&dk;Z esa lq/kkj djds deZpkfj;ksa dh de&ls&de [kpZ esa] dk;Zdq'kyrk eas lq/kkj djukA 

tktZ vkj- VSjh ds 'kCnksa esa] Þdk;kZy;&vfHkU;kl LFkku dh vko';drk fu/kkZfjr djus rFkk mlds foLrr̀ mi;ksx dks dgrs 

gSaA ftlls mfpr O;; eas dk;kZy;&dk;Z djus ds fy, ftu&ftu lk/kuksa dh t:jr gks] mudh O;kogkfjd O;oLFkk dh tk 

ldsA" [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 

fyfVyQhYM ,oa jk'ksy ds vuqlkj Þmi;qDr Hkwfe{ks= esa vko';drk lkt&lkeku dh O;oLFkk djuk gh dk;kZy;&vfHkU;kl 

gksrk gSA" [Office Layout may be defined as the arrangement of equipment within available floor space.] 

-Little field and Rachel 

fgDl ,oa Iysl ds vuqlkj] Þdk;kZy;&vfHk;Urk dk lEcU/k miyC/k LFkku esa dke djus okys dsUnzksa dh O;oLFkk fd;s tkus 

ls gksrk gS] rkfd lEiw.kZ lkt&lTtk] lkexzh] fof/k;k­ rFkk deZpkjhx.k vf/kdre dq'kyrk ls dke djs ldsaA" [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 

dk;kZy;&vfHkU;kl ds y{k.k 

bu ifjHkk"kkvksa dk v?;;u djus ij dk;kZy;&vfHkU;kl ds fuEu rRoksa dk irk pyrk gS% 

¼1½ dk;kZy;&vfHkU;kl }kjk ;g ekywe fd;k tkrk gS fd fdl izdkj miyC/k Hkw&LFkku dk mi;ksx fd;k tk,A 

¼2½ dk;kZy;&vfHkU;kl ;kstuk gsrq dk;kZy; dh vko';drk,a fu/kkZfjr dh tkrh gSA 

¼3½ dk;kZy;&vfHkU;kl dk mís'; miyC/k lk/kuksa dk vf/kdre ykHk mBkuk gksrk gSA 

¼4½ dk;kZy;&vfHkU;kl cukrs le; orZeku ds lkFk&lkFk Hkkoh foLrkj dh laHkoukvksa dk Hkh /;ku j[kk tkrk gSA 

 bl izdkj dk;kZy;&vfHkU;kl esa izR;sd foHkkx esa QuhZpj] e'khu&;U= vkSj deZpkfj;ksa ds cSBus dh O;oLFkk bl 

izdkj dh tk,] rkfd os viuk dke iwjh dq'kyrk ls dj ldsa] mudh fdz;k,a lefUor dh tk ldsaA blfy,] dk;kZy;&izaca/kd 
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dk ;g eq[; dk;Z gS fd miyC/k LFkku ij fdl izdkj oSKkfud <ax ls izca/k djs] rkfd lk/kuksa dk rFkk LFkku dk lgh 

mi;ksx gks ldsA 

1-7   dk;kZy;&vfHkU;kl ds m­ s'; 

dk;kZy;&izca/kd dks pkfg, fd og dk;kZy;&vfHkU;kl dh ;kstuk cukrs le; dqN fuf'pr rFkk lqifjHkkf"kr mís';ksa 

dks /;ku esa j[ks rkfd y{;ksa dks vklkuh ls izkIr fd;k tk ldsA dk;kZy;&vfHkU;kl dh ;kstuk cukrs le; fuEufyf[kr 

mís'; /;ku esa j[kus pkfg,& 

1- izkIr Hkwfe dk lokZf/kd mi;ksx (Optimum Utilisation of Floor space)& miyC/k Hkwfe dk vf/kdre mi;ksx fd;k 

tk,] rkfd dksbZ dksbZ Hkh fgLlk O;FkZ u iM+k jgsA Hkwfe dke esa u ykus dk vFkZ gS fdlh&u&fdlh izdkj dh gkfuA 

2- dk;Z dk LorU=k izokg (Smooth-Flow of Work)& dk;kZy;&vfHkU;kl ,slk gks] ftlls dk;Z&izokg esa fdlh izdkj 

dh ck/kk u vk,A ;g rHkh laHko gS tcfd izR;sd deZpkjh dks cSBus ds fy, i;kZIr LFkku fn;k tk,] QuhZpj vkSj 

lkt&lTtk dks bl izdkj O;ofLFkr fd;k tk,( fd og dke djrs le; mUgsa de&ls&de le; esa rFkk U;wure 

'kkjhfjd d"V ls izkIr gks ldsA 

3- i;Zos{k.k dh lqfo/kk (Effective Supervision)& izR;sd foHkkx ds deZpkfj;ksa ds cSBus dh O;oLFkk bl izdkj dh 

tk,] rkfd muds dk;Z dk i;Zos{k.k vklkuh ls dke&ls&de i;Zos{kdksa }kjk fd;k tk ldsA blfy,] [kqys dk;kZy; 

ds vkSfpR; ij fopkj fd;k tk,A 

4- deZpkfj;ksa dh lUrqf"V (Worker's Satisfaction)& dk;kZy;&vfHkU;kl ,slk gks] ftlls deZpkfj;ksa dks lUrqf"V fey 

ldsA LFkku bruk gks] ftlls mudh vko';drk,­ Bhd <ax ls iwjh gks ldsaA 

5- xzkgdksa dh lsok,a (Customer Service)& dk;kZy;&vfHkU;kl ,slk gks] ftlls xzkgdksa ij vPNk izHkko iMs+] ftruh 

Hkh HkkSfrd lqfo/kk,­ gSa mudk Hkh bl izdkj ls izca/k gks rkfd ckgjh i{k dk;kZy; dh lsokvksa ls lUrq"V gks ldsaA 

blls laLFkk dh lk[k ij vPNk izHkko iM+rk gSA 

6- yksp'khyrk (Flexibility)& dk;kZy;&vfHkU;kl yphyk gks] vFkkZr~ og u dsoy orZeku vko';drkvksa dks iwjk djus 

okyk gks] oju~ mleas Hkkoh vko';drkvksa dk Hkh /;ku j[kk tk,] rkfd O;olk; dh Hkkoh foLrkj lEcU/kh vko';drkvksa 

dh iwfrZ gks ldsA 

7- xqIrrk vkSj lqj{kk (Secrecy & Safety)& tks O;fDr xqIr dk;Z djus esa yxs gSa] mUgsa iwjh lqj{kk feyuh pkfg,A 

lkFk&gh&lkFk] ,slk dk;Z] ftlds fy, 'kksjxqy dh vko';drk u gks] mls 'kkfUrfiz; LFkku ij 'kq: djuk pkfg,A 

lkFk&gh&lkFk O;olk; x`g ds nLrkost dh Hkh iwjh lqj{kk j[kuh pkfg,] D;ksafd ;s Hkh dksbZ de ewY;oku lEifUk ugha 

gksrhA 

8- vkUrfjd lEizs"k.k (Inter-Communication)& dk;kZy;&vfHkU;kl ,slk gks] ftlls 'kh?kzrkiwoZd vkilh lEizs"k.k 

fd;k tk ldsA 
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9- e'khuksa rFkk midj.kksa dk Js"B iz;ksx (Efficient Utilisation of Machines)& dk;kZy; dk mfpr vfHkU;kl dk;kZy; 

dh e'khuksa rFkk midj.kksa dk lgh mi;ksx djus eas enn djrk gSA Hkwfe&{ks= dk foHkktu djrs le; /;ku j[kk 

tk,] fd lHkh foHkkxksa dks mudh vko';drkuqlkj LFkku fey tk,æ tgk­ os lkt&lkeku j[k ldsa vU;Fkk lEHko 

gS fd ,d foHkkx esa dkQh HkhM+&HkkM+ gks tk;sxh vkSj nwljs foHkkx eas LFkku] e'khusa] QuhZpj bR;kfn csdkj iM+s jgsaxsA 

dk;kZy;&vfHkU;kl ds fl)kar 

dk;kZy;&vfHkU;kl ds mís';ksa dks izkIr djus dh n'kk eas dk;kZy;&izca/kd iz;Ru'khy jgrs gSaA blfy, mUgas pkfg,] fd og 

mu mís';ksa dks /;ku eas j[krs gq, mi;qDr vfHkU;kl ;kstuk cuk,a] tks fuEu fl)karksa ij vk/kkfjr gksa& 

1- fufoZjksèk dk;Zizokg dh O;oLFkk (Ensuring Smooth Flow of Work)& fofHkUu foHkkxksa ds LFkkuh;dj.k ds lEcU/k 

esa fu.kZ; ysus ls igys dk;kZy; dh dk;Z&iz.kkfy;ksa rFkk ifjikfV;ksa dk iw.kZ v/;;u fd;k tkuk pkfg,A fofHkUu 

foHkkxksa dk fLFkfrdj.k bl izdkj fd;k tkuk pkfg, fd i=ksa rFkk dkxtksa dks ckj&ckj vkxs&ihNs u tkuk iM+sA 

nwljs 'kCnksa eas] dk;Z dk izokg fcuk #dkoV ds gksuk pkfg,A DydksZa rFkk midj.kksa dk fLFkfrdj.k bl izdkj ls fd;k 

tkuk pkfg, fd dk;Ziz.kkfy;ksa ds ikyu esa lqfo/kk jgs] ftlls dk;Z dks dq'kyrkiwoZd <ax ls pyk;k tk ldsA 

2- varfoZHkkxh; lEcU/k (Inter-Departmental Arrangement)& fofHkUu dk;ksZa rFkk foHkkxksa dk LFkku fu/kkZfjr djrs 

le; dk;kZy;&izca/kd dks ;g Hkh ns[kuk pkfg, fd os foHkkx ;k dk;Z ftudk ,d&nwljs ds lkFk ckj&ckj dke 

iM+rk gS] ,d txg bdV~Bs fd;k tk,aA blls muds chp lg;ksx] leUo; rFkk lw>&cw> dks c<+kok feysxk vkSj 

vkilh fopkj&fofue; esa de [kpZ gksxkA vusd dsUnzh; lsok iznku djus okys foHkkxksa ¼LVs'kujh foHkkx½ o lktks&lkeku 

¼cgq&izfrfyfi e'khusa½ vkfn dks Hkh ogk­ LFkku fn;k tkuk pkfg,] tgk­ mudk T;knk&ls&T;knk utnhd gh mi;ksx 

fd;k tk ldsA 

3- LFkku dk vf/kdre mi;ksx (Maximum Space Utilisation)& LFkku dh fo'ks"k :i ls] cM+s&cM+s 'kgjksa esa] cgqr gh 

T;knk dher gksrh gSA blfy, miyC/k LFkku dk lgh&lgh mi;ksx fd;k tkuk pkfg,A izR;sd deZpkjh ds LokLF; 

rFkk dk;Z{kerk dks ns[krs gq,] mfpr LFkku fn;k tkuk pkfg,A 

4- QuhZpj rFkk vU; lktks&lkeku dh O;oLFkk (Placement of Furniture and Equipment)& dk;kZy;&vfHkU;kl 

,slk gks] ftlls izR;sd deZpkjh dks cSBus] rFkk vax&izR;ax fgykus&Mqykus] vius dejs ds lHkh Hkkxksa esa vklkuh ls 

vkus&tkus rFkk mlds }kjk iz;qDr fd;s tkus okys lkt&lTtk j[kus ds fy, i;kZIr LFkku fn;k tk,A 

5- izHkko'kkyh i;Zos{k.k dh O;oLFkk (Arrangement for Effective Supervision)& ,d vPNh vfHkU;kl ;kstuk og gS 

fd ftlesa fujh{k.k djus dh ykxr de&ls&de gksA vfHkU;kl bl izdkj ls fd;k tkuk pkfg, fd fujh{kd ;g 

ns[k lds fd DydZ bR;kfn dk;kZy; esa Bhd dke dj jgs gSa ;k ughaA ,d cM+s dejs esa cgqr lkjs deZpkfj;ksa dks 

bdV~Bk fcBk nsus ls fujh{k.k djus esa lqfo/kk jgrh gSA 

6- deZpkfj;ksa dk eukscy (Employees Morale)& dk;kZy;&vfHkU;kl ,slk gksuk pkfg,] rkfd deZpkfj;ksa dks dk;Z ls 

lUrqf"V feys vkSj mudk eukscy Åapk gksA dqN lewg ftudk turk ls lEidZ gksrk gS] tSls &Lokxr d{k bR;kfn 
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dks izos'k&}kj ds ikl gh LFkkfir djuk pkfg,A ftu deZpkfj;ksa ds fy, dk;Z ij dsfUnzr djuk cgqr t:jh gS] 

mudks vyx ls dejk fn;k tkuk pkfg,A lkFk&gh&lkFk 'kkSpky; rFkk izrh{kk&d{k bR;kfn dk vfHkU;kl ,slk gksuk 

pkfg,] tgka ij gj O;fDr vklkuh ls vk&tk ldsA 

7- izdk'k rFkk ok;q dh O;oLFkk (Good Lighting and Ventilation Arrangement)& vfHkU;kl ;kstuk esa mi;qDr 

izdk'k dh O;oLFkk dh tkuh pkfg,A izk¥frd izdk'k ¥f=ke izdk'k ls Js"B jgrk gSA QuhZpj] midj.k bR;kfn bl 

izdkj ls j[ks tkus pkfg, fd LoPN ok;q ds izos'k rFkk nwf"kr gok ds fudkl esa ck/kk mRiUu u gksA ok;q ds lEcU/k 

eas vktdy vf/kdrj cM+s&cM+s laLFkku vc okrkuqdwyu djus okys midj.kksa dk miHkksx djrs gSaA 

8- yksp gksuk (Flexibility)& dk;kZy;&vfHkU;kl dh ;kstuk cukrs le; dqN foHkkxksa&foO; foHkkx bR;kfn ds Hkkoh 

fodkl  dh rjQ Hkh /;ku j[kk tk,] rkfd vklkuh ls ifjorZu fd;k tk ldsA 

9- larqyu (Balance)& dk;kZy;&vfHkU;kl ,slk gksuk pkfg,] ftlls izR;sd foHkkx esa larqyu gksA blls izR;sd foHkkx 

dk nkf;Ro cu tkrk gS og xzkgdksa dh rFkk turk dh utjksa eas viuh laLFkk dh lk[k cuk, j[ksA 

dk;kZy; dh vfHkU;kl ;kstuk cukus ds fy, mBk;s tkus okys dne (Steps in Office Layout) 

dk;kZy;&vfHkU;kl ds laca/k esa mfpr fu;kstu rFkk oSKkfud i)fr dh vko';drk iM+rh gS] rkfd vf/kdrj dk;Z{kerk izkIr 

gks ldsA bldh izfO;k fuEufyf[kr gS& 

1- nkf;Ro  fu/kkZfjr djuk (Fixing Responsibility)& lk/kkj.kr;k] dk;kZy;&izca/kd dk;kZy;&vfHkU;kl dh ;kstuk 

cukrk gSA ijUrq cM+s laxBu esa dk;kZy;&vfHkU;kl dh ;kstuk cukus ds fy, ,d lfefr cukbZ tkrh gSA bl lfefr 

esa eq[; izca/kd dks ps;jeSu (Chairman) ds :i eas] rFkk foHkkxh; v/;{kksa dks blds lkFk rFkk dk;kZy;&izca/kd dks 

,d lfpo ds :i esa fu;qDr fd;k tkrk gSA dqN laxBuksa esa ;g dke fu;ksftr foHkkx }kjk f;dk tkrk gSA ijUrq 

,tsUlh (Agency) fdlh Hkh izdkj dh D;ksa u gksa] vf/kdkj iw.kZ :i ls Li"V gksus pkfg,aA 

2- laxBu dh ;kstuk cukuk (Plan of the Organisation)& tks O;fDr dk;kZy;&vfHkU;kl dh ;kstuk cuk,] mls 

laxBu ds fu;kstu ls Hkh ifjfpr gksuk pkfg,A bl dk;Z dks 'kq: djus ls igys mls dk;Z dh izfO;k dks ljy cukuk 

pkfg,A 

3- fofHkUu vf/kdkfj;ksa ls ijke'kZ (Discussion and Advice from Different Executives)& vfHkU;kl dh ;kstuk cukus 

okys izca/kd dks gj foHkkxk/;{k ls ijke'kZ djds] foHkkx dh LFkku laca/kh rFkk dk;Z ds leqfpr izokg dh O;oLFkk 

djuh pkfg,A foHkkxk/;{k ds lq>ko rFkk fVIi.kh dks Hkh izkIr dj ysuk pkfg,A blfy, okLrfod LFkku fdl O;fDr 

ds fy, t:jh gS] bldk vuqeku yxk;k tk ldrk gSA 

4- LFkku lEcU/kh t:jrksa dk vuqeku yxkuk (Estimating Space Requirments)& izR;sd foHkkx dh LFkku lEcU/kh 

vko';drk dk fu/kkZj.k djds geas iwjs laxBu ds fy,] LFkku dk fu/kkZj.k djuk gSA okLrfod LFkku dk ge iw.kZ :i 

ls fu;kstu dj ldsa ;k ughaA ijUrq fuEu ckrksa dk blds fy, /;ku j[kuk t:jh gS& 

 1- deZpkjh dh in&fLFkfrA izca/kdksa dks T;knk LFkku dh vko';drk gS &DydksZa dh rqyuk esaA 

 2- deZpkjh }kjk iz;ksx dh tkus okyh e'khu] ;U= bR;kfnA 
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 3- QuhZpj dk vkdkj rFkk yEckbZ] pkSM+kbZ bR;kfnA 

 4- dke djus ds LFkku ds vkl&ikl [kqyk LFkku] rkfd deZpkjh ,d LFkku ls nwljs LFkku ij vk&tk ldsaA 

 5- mPp izca/kdksa dh LFkku lEcU/kh uhfr;kaA 

 6- iwjk LFkku] ftruk miyC/k gS] ml lEcU/kh #dkoVsaA 

5- js[kkfp= rS;kj djuk (Preparing Blue Print)& dk;kZy;&vfHkU;kl ;kstuk cukus okyk O;fDr] lcls igys miyC/k 

Hkwfe /kjkry] ftlesa dk;kZy; cuk;k tkuk gS mldk ,d ,slk js[kkfp= cukrk gS ftlesa gkWy] fofHkUu dejs] njokts] 

f[kM+dh] jks'kunku vkfn fn[kk, tkrs gSa rFkk j[ks okys QuhZpj ds fo"k; esa Hkh vko';d ladsr fn;s tkrs gSaA cgqeaftys 

Hkouksa ds js[kkfp= esa fctyh vkSj VsyhQksu dh fQfVaXl] fyV rFkk lhf<+;k­ vkfn Hkh Li"V :i ls fn[kkbZ tk;sa] rkfd 

Hkou dh lkekU; cukoV dk irk yx ldsA 

6- vfHkU;kl dk uewuk rS;kj djuk (Preparing Model of Layout)& izR;sd foHkkx dks fdrus LFkku dh vko';drk 

gksxh] rFkk mls dkSu&lh txg nh tk;sxh] blds fn[kkus ds fy, fcfYMax ds js[kkfp= ij vfHkU;kl ;kstuk dk ,d 

uewuk rS;kj fd;k tk;sxkA js[kkfp= esa izR;sd eafty dk uD'kk] njokts rFkk tkus dk jkLrk bR;kfn Li"V :i ls 

fn[kkus pkfg,aA bl uewus ds vk/kkj ij vfHkU;kl ;kstuk dk izkjfEHkd izk:i rS;kj fd;k tk;sxkA 

7- vfUre vfHkU;kl cukuk (Making Final Layout)& uewus] js[kkfp= bR;kfn dk mPpLrjh; izca/kdksa ds lkFk 

fopkj&foe'kZ fd;k tkrk gSA mlds ckn ml ij fu'kku yxk fn;s tkrs gSaA rS;kj fd;k x;k vfHkU;kl izR;sd foHkkx 

ls pSd fd;k tkrk gS fd okLro eas Bhd izdkj ls rS;kj fd;k x;k gS ;k ugha lEcfU/kr vf/kdkfj;ksa dk fu.kZ; ysdj 

bl vfHkU;kl dks mPp&Lrjh; izca/kdksa ds ikl eatwjh ds fy, Hkst fn;k tkrk gSA 

1-8   ,d vPNs vfHkU;kl dk egUo 

,d vPNk dk;kZy;&vfHkU;kl t:jh gS D;ksafd blds fuEu ykHk gSa& 

1- dk;Z&{kerk (Efficiency)& ,d vPNk dk;kZy;&vfHkU;kl dk;Z&{kerk dks c<+rk gS D;ksafd ;g izi=kksa ds izokg ij 

fuHkZj jgrk gSA blfy, dk;Z dk fufoZjksèk izokg gksrk gS] D;ksafd izi=kksa dks ,d O;fDr ls nwljs O;fDr rd vklkuh 

ls de le; eas igqapk;k tk ldrk gSA 

2- ferO;; (Economical)& ,d vPNh izdkj ls fu;ksftr vfHkU;kl ls dk;kZy;&LFkku dk lgh mi;ksx gksrk gS] 

ftlls dk;kZy; ds [kpksZa eas deh vkrh gSA 

3- de fofu;ksx (Less Investment)& ,d vPNs vfHkU;kl ls e'khuksa rFkk ;U=ksa dk lgh iz;ksx gksrk gS ftlds dkj.k] 

buesa T;knk fofu;ksx dh vko';drk ugha jgrhA 

4- izHkko'kkyh i;Zos{k.k (Effective Supervision)& blls i;Zos{k.k rFkk fu;U=.k esa lqfo/kk gksrh gSA i;Zos{k.k ij yxus 

okys le; rFkk ykxr esa Hkh deh vkrh gSA 
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5- 'kh?kz lEizs"k.k (Faster Communication)& vPNs vfHkU;kl ls vkUrfjd lEizs"k.k 'kh?kz laHko gksrk gS] D;ksafd lHkh 

fO;k,­ ,d Oe ls c­/kh gksrh gSaA vPNs lEizs"k.k ls vyx&vyx foHkkxksa esa lg;ksx rFkk leUo; Hkh vklku gks tkrk 

gSA 

6- deZpkjh eukscy (Employee Morale)& blls dk;kZy; ds deZpkfj;ksa dk dke fcuk fdlh #dkoV ds pyrk jgrk 

gS] blls muds eukscy rFkk vfHkizsj.k esa lq/kkj gksrk gSA 

7- lk[k (Goodwill)& ,d vPNk dk;kZy;&vfHkU;kl] vkxqUrdksa ds Åij vPNk izHkko Mkyrk gSA blds dkj.k QeZ dh 

lk[k c<+rh gSA 

1-9   dk;kZy; vfHkU;kl esa ubZ izo`fUk;k- 

vk/kqfud ;qx esa dk;kZy;&vfHkU;kl esa dqN ubZ izo`fUk;ksa dk fodkl gqvk gS] ftuesa ls dqN fuEu izdkj ls gSa& 
1- py foHkktd (Moving Partition)& ;g ,d izdkj dh b/kj&m/kj gksus okyh IykboqM] IykfLVd rFkk 'kh'ks dh 

nhokjsa gksrh gSaA bUgsa Q'kZ esa iDdh rjg tksM+k ugha tkrk( t:jr iM+us ij b/kj&m/kj f[kldkdj u;s dsfcu bR;kfn 

cuk, tk ldrs gSaA py&foHkktd Nr lkr QqV Å¡pkbZ ds Hkh gkssrs gSa rFkk rhu QqV Å¡pkbZ ds HkhA 

2- ekSM~;wyj ;wfuV ;k izekih; QuhZpj (Modular Units)& ;g ,d izdkj dh est gksrh gS ftlesa fy[kus&i<+us ds fy, 

LFky] Qkby j[kus ds fy, [kkus o lkeku j[kus ds fy, njktsZ gksrh gSaA bu MSDlksa dks ,d&nwljs ls vyx djus ds 

fy, 4 ls 6 QqV Å¡ph NksVh&NksVh ydM+h dh nhokjsa Hkh gks ldrh gSaA bu ekSM~;wyj bdkb;ksa ls LFkku f?kjus eas deh 

vkrh gS] deZpkfj;ksa dks dk;Z djus eas lqfo/kk jgrh gS rFkk FkksM+h cgqr i`Fkdrk rFkk futh LFkku dk vkHkkl Hkh gksrk 

gSA vk/kqfud dk;kZy;ksa esa ;s ;wfuV T;knk yksdfiz; gksrh tk jgh gSaA 

3- çk—frd n`'; okyk dk;kZy; (landscaped Office)& ;g ,slk dk;kZy; gS ftlesa estsa ,d&nwljs ds fofHkUu dks.kksa 

ij O;ofLFkr gksrh gSaA vko';drkuqlkj estsa vFkok csap dk;kZy; ds fofHkUu LFkkuksa ij yxkbZ tkrh gSaA fofHkUu 

vkdkjksa ds [kqys estksa ds pkjksa vksj NksM+s tkrs gSaA 

isM+&ikS/kksa ds xeyksa ds }kjk Q'kZ dks foHkkftr fd;k tkrk gSA estsa ,d lh/kh js[kk eas ugha yxkbZ tkrhaA ,slk dk;kZy; 

yqHkkouk rFkk [kq'kuqek yxrk gSA blls txg dh cpr Hkh gksrh gSA 

1-10   dk;kZy; okrkoj.k ,oa egUo 

dk;kZy; okrkoj.k mleas dke dj jgs deZpkfj;ksa dh euksn'kk vkSj mudh dk;Z{kerk dks izHkkfor fd;s fcuk ugha 

jgrkA dk;kZy;&dk;Z eq[;r% ekufld] ;U=pkfyr] uhjl] nksgjk;s tkus okyh iz¥fr okyk rFkk Fkdk nsus okyk gksrk gS ;gh 

ugha] mlesa dke djus okys deZpkfj;ksa dks fnu dk vf/kdka'k Hkkx 8 ls 10 ?kaVs] ;gha fcrkus iM+rs gSaA pwafd efLr"d vkSj 

'kjhj] nksuksa eas fudV lEcU/k gksrk gS vkSj dgkor Hkh gS fd LoLFk 'kjhj esa LoLFk efLr"d fuokl djrk gSA blfy, ,d 

vkSlr dk;kZy; deZpkjh ml le; rd viuh dk;Zdq'kyrk dk loZJs"B vkSj vf/kdre izn'kZu ugha dj ldrk tc rd fd 

dk;kZy; okrkoj.k rFkk dke djus dh n'kk,a mlds efLr"d vkSj 'kjhj dks LoLFk vkSj lfO; j[kus okyh u gksaA vLoLFk 

okrkoj.k dk mlds 'kjhj ij vuko';d cks> iM+rk gSA Fkdku mRiUu gksrh gS ftlls mlds efLr"d esa izfO;k gksus yxrh 
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gSA QyLo:i mlds dke djus dh {kerk rFkk bPNk (Capacity and will to Work) dk ºzkl gksrk gS ftlls dk;kZy; dh 

dk;Zdq'kyrk ij izHkko iM+rk gSA blfy, dk;kZy; izca/kd dks vPNk dke djus dh n'kkvksa dk izca/k djuk pkfg,A 

 okrkoj.k dk ekuoh; O;ogkj ij Hkh egUoiw.kZ izHkko iM+rk gSA vxj dk;Z dk okrkoj.k vPNk gS] rks dk;Z vius vki 

gh vPNk gksxkA Bhd izdkj ls rS;kj fd;k x;k dk;Z dk okrkoj.k deZpkfj;ksa dks dke ds izfr lqj{kk iznku djrk gS] 

lkFk&gh&lkFk] LVkQ dks vkjke vkSj [kq'kh nsdj] dk;Z dh dq'kyrk dks c<+krk gSA blls e'khu bR;kfn ls gksus okyh nq?kZVukvksa 

ds volj Hkh de gks tkrs gSaA 

1-11  dk;kZy; okrkoj.k ds eq[; rUo 

1- izdk'k (Lighting) 

2- gok nsus okyk lk/ku (Ventilation etc.) 

3- vkUrfjd ltkoV (Interior Decoration) 

4- 'kksjxqy rFkk /kwy ij fu;a=.k (Control on Noise and Dust) 

5- lQkbZ (Cleanliness) 

6- lqj{kk (Safety and Security) 

7- xqIrrk (Secrecy) 

dk;kZy; izdk'k (Office Lighting) - izdk'k dk;kZy; okrkoj.k dk ,d cgqr gh egUoiw.kZ rUo gSA nrj eas lkjk dke ^ns[kus* 

ls lEcfU/kr gksrk gSA vkSj ;g rc rd vPNh izdkj ls ugha fd;k tk ldrk] tc rd ogka izdk'k ¼jks'kuh½ dh vPNh O;oLFkk 

u gksA de izdk'k vk­[kksa ij tksj Mkyrk gS ftlds QyLo:i vk­[kksa esa nnZ gksrk gS rFkk vU; chekfj;k­ QSy tkrh gSaa ;gh 

ugha deZpkjh vius dke dks rsth ls fcuk fdlh xyrh ds rFkk LokHkkfod dq'kyrk ds lkFk ugha dj ikrs gSaA ijUrq Bhd 

izdk'k gksus ij vk­[kksa dks vPNk yxrk gS rFkk blls ekufld Fkdku Hkh de gksrh gSA blls xyrh ds volj de gks tkrs 

gSa vkSj dke vfr'kh?kz gksrk gSA blfy,] vPNh izdk'k O;oLFkk dk;kZy; esa gj LFkku ij gksuh vko';d gSA blds fy, dksbZ 

,d vkn'kZ fl)kar ugha gSA 

izdk'k ds lzksr (Sources of Light) - izdk'k ds nks lzksr gSa& 

(i) lwjt dk izdk'k ;k çk—frd izdk'k] rFkk (ii) fctyh dk izdk'kA 

(i) çk—frd izdk'k (Natural Lighting)& çk—frd izdk'k] izdk'k ds lzksrksa esa lcls vPNk rFkk lLrk lk/ku gS vkSj 

deZpkfj;ksa ds LokLF; vkSj dk;Z{kerk ds fy, Hkh vPNk gSA c'krsñ fd ;g dkQh ek=kk eas fey ldsA blfy, bldk vf/kdre 

mi;ksx djuk pkfg,A blds fy, nrj dh nhokjksa esa cM+h&cM+h f[kM+fd;ka] dkQh la[;k esa izdk'k&>jks[ks (Skylights)] nhokjksa 

ij gYds jax rFkk Nr ij pednkj jax dh O;oLFkk dh tkrh gSA 

 ;fn n¶+rj çk—frd izdk'k dk gh iz;ksx djuk pkgrk gS rks n¶+rj eas estsa f[kM+fd;ksa dh vksj eq¡g djds yxh gksuh 

pkfg,] vkSj tks O;fDr vka[kksa dks Fkdkus okyk dke djrs gSa mudh dqflZ;ks¡­ f[kM+fd;kas ds ut+nhd yxkbZ tkuh pkfg,A fdUrq 

;fn jks'kuh cgqr pednkj gS] ftlesa pkSa/k gksus dh vk'kadk gS rks f[kM+fd;ksa esa xgjs jax ds eksVs ijns Mkys tk ldrs gSaA ;k 
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buesa f>yfey 'kh'ks ds ijns yxk, tk ldrs gSaA bl izdkj ds 'kh'ks ds njokts izdk'k dh fdj.k dks viuh vksj vkdf"kZr 

djds nrj dh Nr dh vksj QSad nssrs gSa] vkSj ogk­ ls izdk'k lkjs [kpksZa esa QSy tkrk gSA 

(ii) fctyh dk izdk'k (Electric Lighting)& ;fn dk;kZy; dh bekjr bl izdkj cuh gks fd mlesa fnu dk izdk'k 

dkQh ek=kk esa ugha vk,] rks dk;kZy; izca/kd dks ;g izdk'k fctyh dh O;oLFkk djkds miyC/k djkuk gksrk gSA fctyh ds 

izdk'k dk lcls cM+k ykHk ;g gS fd lnSo vko;drkuqlkj de&T;knk fd;k tk ldrk gSA ;g izdk'k lHkh deZpkfj;ksa dks 

mudh vko';drk ds vuqlkj cjkcj ek=k eas fu;fer :i ls fn;k tk ldrk gSA ysfdu bldh gkfu;ka Hkh gSaA ;g n¶+rj ds 

[kpksZa dks c<+k nsrk gS rFkk fctyh ds [krjksa dks tUe nsrk gSA 

izdk'k dk egUo (Importance of Lighting) - izdk'k dh vPNh ek=k] deZpkfj;ksa dh dk;Z{kerk ds fglkc ls mi;ksxh gS] 

tks fuEu izdkj ls gS& 

1- T;knk mRiknu (Higher Output)& ,d Js"B izdk'k&O;oLFkk dk;kZy; ds dk;Z dh xfr rFkk ek=k c<+kus esa cgqr 

lgk;d gksrh gSA 

2- vPNh fdLe (Better Quality)& mfpr izdk'k ls xyfr;k­ de gksrh gSa vkSj fyfid&dk;Z Hkh vfr'kh?kz gksrk gS 

D;ksafd deZpkjh viuk /;ku dke ij yxk ldrs gSaA 

3- de Fkdku (Less Fatigue)& lqn`<+ izdk'k&O;oLFkk ls vk­[kksa ij detksj iM+rk gS ftlds dkj.k de chekfj;k­ 

gksrh gSa] vkSj ekufld Fkdku Hkh de gksrh gSA 

4- mPp eukscy (High Morale)& izdk'k dk mfpr izca/k gksus ls dk;kZy; esa lq[kn okrkoj.k iSnk gksrk gS] ftlls 

deZpkfj;ksa ds eukscy esa lq/kkj gksrk gSA 

5- T;knk lk[k (Higher Prestige)& ,d vkdf"kZr rFkk dk;Zdq'ky izdk'k&O;oLFkk vkxUrqdksa ds mij ,d izHkkoiw.kZ 

Nki Mkyrh gS] ftlls QeZ dh lk[k c<+rh gSA 

jaxksa dk iz;ksx (Use of Colours) & dk;kZy; dh Nrksa rFkk nhokjksa ij gYdk jax] izk¥frd izdk'k rFkk ¥f=ke izdk'k] nksuksa 

ds fy, gh cgqr mi;ksxh gSA gYds jaxksa ls T;knk izdk'k utj vkrk gS D;kasfd mlls mudh fdj.kksa dk vkHkkl gksrk gSA 

ijUrq nwljh rjQ xgjs jaxksa ls izdk'k de vkrk gSA blfy, dk;kZy; ds Q'kZ] dkyhu] QuhZpj] nhokjsa] Nrsa rFkk ;U= bR;kfn 

dk jax gYdk gksuk pkfg,] rkfd T;knk&ls&T;knk izdk'k de [kpsZ ij vk ldsaA ,d vPNs jax dk feJ.k djds ge izdk'k 

T;knk c<+k ldrs gSa vkSj viuh n`f"V dks Hkh Bhd j[k ldrs gSA 

/kwy dks gVkuk (Removal of Dust)& dHkh Hkh ySEi] V~;wc] nhokjksa] Nrksa] f[kM+fd;ksa rFkk ySEi'ksM~l ij /kwy ugha teus nsuh 

pkfg,A blls de&ls&de 50 izfr'kr de izdk'k vkrk gSA blfy, bu lcdks izfrfnu lkQ djuk pkfg, rkfd fu;fer 

:i ls izdk'k vk ldsA chp&chp esa ySEi Hkh vxj [kjkc gks tkrs gSa rks mUgsa cny nsuk pkfg,A 

gok nsus ds lk/ku rFkk rkieku (Ventilation and Temperature) - dk;kZy; okrkoj.k dk ,d egUoiw.kZ vax gS mfpr 

rkieku o gok dk vkokxeuA dk;kZy; esa fu;fer :i ls rkth gok vkuh pkfg,A ;g rHkh lEHko gS tc dk;kZy; ds izkax.k 

eas iw.kZ :i eas gok dk vkokxeu gksA gok ds mfpr lk/ku u gksus ls gok nwf"kr gks tkrh gS ftlls deZpkfj;ksa dks fljnnZ] 
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Fkdku bR;kfn eglwl gksrk gSA blds lkFk&lkFk O;fDr dks uhan vkus yxrh gS rFkk mlds LokLF; ij cqjk vlj iM+rk gSA 

ijUrq mlds lkFk&lkFk T;knk BaMh ;k xeZ gok Hkh deZpkfj;ksa ds fy, Bhd ugha gSA mfpr gok dk vkokxeu gksus ls rkth 

gok dk dejksa esa izos'k gksrk gS tksfd dk;kZy; dk okrkoj.k lq[kn cukus ds fy, cgqr t:jh gSA dk;kZy; esa gok ds 

vkus&tkus ds fy, fuEu rjhdksa dk iz;ksx fd;k tkrk g& 

1- çk—frd goknkjh ;k laokru (Natural Ventilation)& çk—frd goknkjh dks izkIr djus ds fy, i;kZIr njokts] 

f[kM+fd;ka rFkk jks'kunku] lgh txg ij gksus pkfg,A buls rkth gok vUnj izos'k djsxh vkSj cklh gok ckgj 

tk;sxhA Nrksa ds ikl jks'kunku bR;kfn cukus ls çk—frd gok dk izos'k vfr'kh?kz gksxkA 

2- fctyh ds ia[kas (Electric Fans)& vktdy gok izkIr djus dk ,d yksdfiz; rFkk lLrk lk/ku fctyh ds ia[kas gSaA 

;s ia[kas gok dks pkjksa rjQ QSadus ds fy, iz;ksx fd;s tkrs gSaA fctyh ds ia[ksa Hkh dbZ izdkj ds gksrs gSa] tSls&Nr ds 

ia[kas] nhokj ds ia[ks rFkk est ds ia[ks bR;kfnA ijUrq fctyh ds ia[ks ls rkieku de ugha gksrkA ;s dkxt+h dk;Z ea s 

Hkh ck/kk iSnk djrs gSaA 

3- fudkl ia[ksa (Exhaust Fans)& fudkl ia[ks] cklh gok dks ckgj QSadus ds fy, iz;ksx fd;s tkrs gSaA blds dkj.k 

f[kM+fd;ksa rFkk njoktksa ls rkth gok vUnj vkrh gSA 

4- MStVZ dwyj (Desert Cooler)& ;g dk;kZy; dks BaMk djus dk ,d lLrk rFkk izHkkoiw.kZ <ax gSA ;g gok dks B.Mk 

Hkh djrk gS rFkk mlesa ueh Hkh mRiUu djrk gSA bldks pykus dk [kpZ Hkh cgqr de vkrk gSA MStVZ dwyj dks 

[kjhnus esa yxkbZ xbZ jde ls dk;Zdq'kyrk rFkk mRikndrk cgqr c<+ tkrh gS] ftlls vUr esa og ykHknk;d fl) 

gksrk gSA 

5- okrkuqdwfyr ;U= (Air Conditioners)& okrkuqdwfyr ;U= Hkh rkieku rFkk goknkjh dk ,d izHkkoiw.kZ lk/ku gSA 

bu ;U=kksa ds dke esa yk;s tkus ls xUnh] lw[kh rFkk /kwy Hkjh gok dk izos'k #d tkrk gSA dejksa ds rki rFkk ueh 

dks mfpr Lrj ij cuk, j[kk tk ldrk gSA ftlls deZpkjh de Fkdku eglwl djrs gSa mudh dk;Z{kerk c<+rh gSA 

fdUrq ;g izkjEHk ls vUr rd cM+s O;olk;ksa ds fy, gh mi;ksxh fl) gqvk gSA ijUrq ;g cgqr [kphZyk lk/ku gSA 

6- dejs ds ghVj (Room Heater)& ghVj dh vko';drk lnhZ ds fnuksa esa iM+rh gSA ;s ghVj T;knkrj dejksa dks xeZ 

djus ds fy, iz;ksx eas yk, tkrs gSaA 

rkieku (Temperature) - deZpkjh dHkh Hkh] u rks T;knk xehZ eas vkSj u gh T;knk lnhZ eas vPNh izdkj dke dj ldrs gSaA 

blfy, vUnj dk rkieku lk/kkj.k rkieku gksuk pkfg,A ,d Js"B rkieku lk/kkj.kr;k 50 fMxzh ls 65 fMxzh Qk- rd gksrk 

gSA dejksa dks BaMk djus rFkk xeZ djus ds lk/kuksa ls rkieku fu;U=.k eas yk;k tk ldrk gSA 

ueh (Humidity)& ueh dk vFkZ gS ok;q esa ikuh dh fo|ekurkA ;fn ok;q eas vf/kd ueh gks rks mlesa xehZ eglwl gksrh gSA 

,d gh rkeiu dh ue gok xeZ yxrh gSa rFkk 'kq"d gok B.MhA vf/kd ueh ds dkj.k deZpkjh cSpsuh vuqHko djrs gSa rFkk 

mUgsa lk­l ysus eas ijs'kkuh gksus yxrh gSA ;fn gok cgqr 'kq"d gks rks Ropk esa tyu gksus yxrh gSA dk;kZy; esa lkis{k ueh 

(Relative Humidity) 40 ls 60 izfr'kr ds chp gksuh pkfg,A fo|qr midj.kksa }kjk ueh ?kVkbZ o c<+kbZ tk ldrh gSA 
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vkarfjd ltkoV (Interior Decoration) - vkarfjd ltkoV dk vFkZ gS& n¶+rj ds vUnj dh ltkoV] jax] ijns] Q'kZ] 

QuhZpj] lktks&lkeku] nhokjksa dh ltkoV bR;kfnA n¶+rj esa dke djus okys deZpkfj;ksa ds efLr"d ij nrj dh ltkoV 

dk cM+k xgjk eukSoSKkfud izHkko iM+rk gSA 

vkUrfjd ltkoV deZpkfj;ksa ds efLr"d dks lnSo izlUufpr cuk;s j[krh gS( mUgs vf/kd dke djus dh izsj.kk nsrh 

gSA ftlls mudh vkSj vUrr% dk;kZy; dh dk;Zdq'kyrk eas o`f) gksrh gSA blds dkj.k ckgjh O;fDr;ksa ij Hkh vPNk izHkko 

iM+rk gSA lkFk&gh&lkFk efLr"d vkSj 'kjhj] dke djus dh bPNk vkSj {kerk ds e/; ?kfu"B lEcU/k fo|eku jgrk gS ftlds 

dkj.k vkUrfjd ltkoV deZpkfj;ksa dh dk;Zdq'kyrk dks fu'p; gh izHkkfor djrh gSA vr,o] ;g t:jh gks tkrk gS fd 

okafNr izHkko Mkyus ds fy, dk;kZy; ds dejksa esa vkd"kZd jaxksa dk iz;ksx fd;k tk,] rFkk vkd"kZd ltkoV&lkexzh iz;ksx 

dh tk,A ;gh ugha] cjkenksa] lhf<+;ksa rFkk Lokxr d{k vkd"kZd <ax ls ltk, tk;saA 

'kksj rFkk /kwy ij fu;U=k.k (Control on Noise and Dust)- 'kksj dk vFkZ gS& og vfiz; vkokt tks bruh rh{.k rFkk dVq 

gks fd n¶+rj ds deZpkjh viuk dke ,dkxzrk ls ugha dj ldsaA 'kksj ds dkj.k deZpkfj;ksa dks ekufld rFkk 'kkjhfjd ijs'kkuh 

gksrh gS rFkk rkaf=d rUrqvksa ij Hkh nq"izHkko iM+rk gSA dk;kZy; ds dk;Z ds fy, ,dkxzrk dh vko';drk gksrh gS rFkk 'kksj 

blesa cgqr vf/kd ck/kk Mkyrk gSA MkDVjksa dk dguk gS fd 'kksj ds dkj.k Jo.k 'kfDr de gksrh gS] jDrpki c<+rk gS] Fkdku 

iSnk gksrh gS vkSj foHkkx dh chekfj;ksa dk tUe gksrk gSA deZpkfj;ksa dk LokLF; Bhd u jgus ls mudh dk;Zdq'kyrk de gks 

tkrh gS] os vius dke ls vuqifLFkr jgus yxrs gSaA vr% n¶+rj ds dke dks dq'kyrkiwoZd djus ds fy, ogka 'kfUr iSnk djuk 

t:jh gS] ;g rHkh lEHko gS tc 'kksj ds dkj.kksa o mlds lzksrksa dk fo'ys"k.k fd;k tk;s rFkk bls de djus ds lgh mik; 

fd, tk,aA 

'kksj nks izdkj dk gksrk gS& 

1-  vkUrfjd 'kksj (Internal Noise)& vkUrfjd 'kksj inpkiksa ls] njoktkas ds [kqyus rFkk cUn gksus ls] VsyhQksu dh ?kaVh 

ctus ls] deZpkfj;ksa }kjk okrkZyki djus ls] e'khuksa ds pyus ls] dqflZ;ksa dks f[kldkus ls] pijklh dks cqykus ds fy, 

?kafV;ka ctkus bR;kfn ls mRiUu gksrk gSA 

vkUrfjd 'kksj dk fu;U=.k (Control of Internal Noise)& vkUrfjd 'kksj dks jksdus ds fy, fuEu mik; fd;s tk ldrs 

gSa& 

(i) os e'khusa rFkk midj.k ftuds dkj.k 'kksj mRiUu gksrk gS] mUgsa eq[; dk;kZy; ls nwj fdlh vU; dejs esa j[kk tkuk 

pkfg,A ;fn mUgas i`Fkd dejs eas ys tkuk laHko u gks rks 'kksj mRiUu djus okys midj.kksa ds uhps :bZ vFkok jcM+ 

ds x¡s yxk nsus pkfg,A 

(ii) deZpkfj;ksa ls /kheh vkokt eas okrkZyki djus dk vuqjks/k fd;k tkuk pkfg,A 

(iii) eq[; ekxksñ ij dkyhu vFkok jcM+ ds Q'kZ fcNokus pkfg, rFkk njoktksa ij nzopkfyr }kj&jks/kd (Hydraulicdoor 

Closers) yxokus pkfg,A 

(iv) nhokjksa ij /ofujks/kd Vkbysa yxkuh pkfg,A ;s Vkbysa vkokt dks lks[k ysrh gSA njokts ij Vaxs ijns Hkh vkokt dks 

jksdrs gSaA 
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(v) pijklh dks cqykus ds fy, ?kafV;ks ds LFkku ij izdk'k lwpd (Light Indicators) iz;ksx djus pkfg,A 

2-  cká  'kksj (External Noise)æ cká 'kksj cktkj dh vkoktksa] eksVjxkM+h o vU; okguksa ds vkus&tkus ds dkj.k 

mRiUu gksrk gSA ;g 'kksj njoktksa] f[kM+fd;ksa }kjk dk;kZy; eas izos'k djrk gSA 

fu;U=.k& cká 'kksj ls cpko dh O;oLFkk igys ls gh dh tkuh pkfg,A vFkkZr~ dk;kZy; fdlh 'kkUr LFkku ij cuk;k tkuk 

pkfg,A Å¡ph&Å¡ph bekjrksa dh mijh eaftyksa ij fupyh eaftyksa dh rqyuk ess de 'kksj igq­prk gSA ckgjh 'kksj dks jksdus ds 

fy, nksgjs njoktksa dh O;oLFkk dh tkuh pkfg,A dejksa eas eksVs diM+s ds ijns Vkaxus ls ckgjh vkoktsa vkus ls #drh gSaA 

/kwy (Dust) - dqN LFkkuksa ij tks dkj[kkuksa bR;kfn ds lehi gksrs gSa] 'kh?kz gh cgqr vf/kd /kwy&feêh bdëh gks tkrh gSA ;fn 

fdlh LFkku ds vklikl dkxt] iVlu rFkk dikl ds dkj[kkus gksa] rks okrkoj.k esa gj le; /kwy Nk;h jgrh gS] ftlds 

dkj.k deZpkfj;ksa dks 'okl dk jksx gks ldrk gSA ;fn dk;kZy; dh dqlhZ] estksa rFkk Qkbyksa bR;kfn ij /kwy& feêh teh 

jgsa] rks dk;Z djuk vfiz; yxrk gS ftlls dk;Z{kerk esa deh vkrh gSA /kwy dks jksdus ds fy, mfpr O;oLFkk dh tkuh 

pkfg,A ;fn laHko gks rks njoktksa o f[kM+fd;ksa ij /kwy&jks/kd yxk, tkus pkfg, rFkk nwf"kr gok ckgj tkus ds fy, 

ok;q&fudkl ia[kksa (Exhaust Fans) dk iz;ksx fd;k tkuk pkfg,A cgqr vf/kd /kwy ls deZpkfj;ksa dk LokLF; [kjkc gks 

tkrk gSA ;g cgqr vko';d gS fd bd‰h gqbZ feêh dks fu;fer :i ls lkQ fd;k tk,] jks'kunkuksa rFkk fctyh ds 'ksMksa ij 

feˆh lkQ dh tk;s rFkk fnu eass Q'kZ ij dbZ ckj >kMw yxkbZ tk,A 

lQkbZ (Cleanliness) - deZpkfj;ksa ds LokLF; vkSj n¶+rj esa dq'kyrk nksuksa dh n`f"V ls n¶+rj dh lQkbZ vkSj bleas iw.kZ 

LoPNrk vR;Ur vko';d gSA Hkkjr tSls ns'k eas] tgka dkQh /kwy mM+rh gS] ;g leL;k vkSj Hkh vf/kd egUoiw.kZ gks tkrh gSA 

lQkbZ vkSj LoPNrk deZpkfj;ksa ds LokLF; ij vPNk izHkko Mkyrh gSA ;g mUgsa vf/kd #fp o mRlkg ls dke djus ds fy, 

izsfjr djrh gSA uovkxaqrdksa esa laLFkk dh iz'kalk dk Hkko iSnk djrh gS rFkk nrj eas fd;s tkus okys dke dh fdLe esa lq/kkj 

ykrh gSA ;g deZpkfj;ksa dh vuqifLFkfr dh nj dks de djrh gS] rFkk dk;kZy; dh lkekU; dq'kyrk dks Hkh c<+krh gSA 

blfy, izfrfnu lhf<+;k­] Q'kZ bR;kfn lkQ djus pkfg,A dkyhu] ijns bR;kfn] tks dk;kZy; esa iz;ksx gksrs gSa mudh 

MªkbDyhfuax (Drycleaning) fu;fer :i ls gksuh pkfg,A dHkh&dHkh dk;kZy; ds dejksa eas rFkk vkl&ikl fQYV vkfn 

nokbZ;ksa dk fu;fer fNM+dko djuk pkfg,A ia[kksa rFkk ,;jdaMh'kuj vkfn dks Hkh iw.kZr;k lkQ djk ds ejEer bR;kfn 

djkuk] vyekfj;ksa dk lkjk lkeku fudkydj lkQ djuk] QuhZpj vkfn dh ejEer djuk vkfn ckrsa Hkh lQkbZ eas 'kkfey 

gSA fuEu LoPNrk dh ckrsa gj dk;kZy; esa gksuh pkfg,a& 

¼1½ ihdnku (Spittoons) - dk;kZy; esa txg&txg ij ihdnku cuk, tk;sa] rkfd yksx Q'kZ ij rFkk nhokjksa ij u 

 FkwdsaA blds fy, ,d vkMZj tkjh fd;k tk ldrk gSA 

¼2½ jíh dh Vksdjh (Waste Disposal) - csdkj dkxtksa dks QSadus ds fy, jíh dh Vksdfj;ksa dk Hkh mi;qDr la[;k esa 

 cUnkscLr fd;k tkuk pkfg,A 
¼3½ ihus dk ikuh (Drinking Water) - mfpr LFkkuksa ij ikuh miyC/k djkus ds fy, mfpr izca/k gksuk pkfg,A lkFk gh 

 lkFk gkFk /kksus dk Hkh iwjk izca/k gksuk pkfg,aA 
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¼4½ 'kkSpky; (Toilets) - dk;kZy; esa 'kkSpky;ksa bR;kfn dh lqfo/kk,a Hkh txg&txg ij nsuh pkfg,A mudks lkQ 

 j[kk tkuk pkfg,A diM+k ;k isij usifdu rFkk lkcqu bR;kfn Hkh ogka ij j[kus pkfg,A 

¼5½ dSUVhu (Canteen) - izR;sd dk;kZy; tgk­ ij dkQh O;fDr dk;Z djrs gSa] muds fy, dSUVhu dh O;oLFkk Hkh vfr 

 vko';d gSA tgka ij deZpkfj;ksa dks pk;] idkSM+s rFkk [kkuk bR;kfn mfpr nj ij miyC/k djk;s tk;saA 

¼6½ vkjke ds dejs (Rest Rooms) - deZpkfj;ksa ds fy, vkjke ds dejs bR;kfn Hkh cukus t:jh gSA tgka ij vkjkenk;d 

 lksQk] dqflZ;k­ bR;kfn miyC/k gksaA 

¼7½ T;knk HkhM+ u gksuk (No Overcrowding) - fdlh Hkh dk;kZy; esa T;knk HkhM+ ugha gksuh pkfg,] D;ksafd blls 

 deZpkfj;ksa ds LokLF; rFkk dk;Z{kerk esa fxjkoV vkrh gSA blls ekaufld ,dkxzrk Hkh ugha jgus ikrh] rFkk deZpkjh 

 vkil esa xIis yxkrs gSaA 

¼8½ ?kM+h (Clock) - de&ls&de ,d ?kM+h gj dk;kZy; esa gksuh pkfg,] tks Bhd pyrh jgsA 

lqj{kk ds izca/k (Safety Arrangements) - lk/kkj.kr;k O;fDr dk;kZy; eas QSDVjh dh rqyuk esa T;knk lqjf{kr eglwl djrs 

gSaA blfy, 'kk;n gh dksbZ lqj{kk dk izca/k fd;k tkrk gks] ijUrq dqN nq?kZVuk,a dk;kZy; esa Hkh gksrh gSaA dqN ,slh NksVh 

nq?kZVuk,a gSa] tSls] CysM ;k fdlh vU; pht ls gkFk ij pksV yxuk bR;kfn] ftuds fy, nokbZ dk izca/k djuk t:jh gSA 

ijUrq dqN cM+h nq?kZVuk,­ tSls& mij dh eafty ls fxj tkuk bR;kfn buds fy, vLirky dh vko';drk gksrh gSaA nq?kZVukvksa 

ls le; dh gkfu] vkjke u gksuk] deZpkfj;ksa dk eukscy rFkk lEifUk dh Hkh gkfu gksrh gSA blfy, lqj{kk ds mfpr izca/kksa 

dk dk;kZy; eas Hkh gksuk t:jh gS] bl rjg dk;kZy; esa fofHkUu dkj.kksa ls] deZpkfj;ksa dks nq?kZVuk ds dkj.k pksV yxus dk 

Hk; jgrk gSA nq?kZVukvksa eas eq[; gSa & dk;kZy; esa deZpkfj;ksa dh HkhM+&HkkM+] VwVs&QwVs rFkk iqjkus midj.kksa dk iz;ksx rFkk 

=kqfViw.kZ dk;kZy; vfHkU;klA 

nq?kZVuk dh jksdFkke (Accident Prevention) - nq?kZVuk dh jksdFkke djus ds fy, dk;kZy; izca/kd dk ;g dUkZO; gS fd 

og fuEu lko/kkfu;k­ cjrdj nq?kZVuk,­ de&ls&de dj ldrk gS& 

1- lHkh Q'kZ rFkk lhf<+;ksa dk jkLrk lgh <ax ls cukuk pkfg, rFkk vPNh n'kk eas j[kuk pkfg,A lkFk&gh&lkFk lhf<+;ksa 

ij gkFk ds lgkjs ds fy, ifê;k¡­cukukA 

2- fctyh dh fQfVax bR;kfn dk fo'ks"kK }kjk ckj&ckj fujh{k.k djokuk pkfg,A 

3- nrjh e'khusa rFkk ;U= mfpr <ax ls yxkbZ tk, rFkk fu;fer :i ls mldh tk­p dh tk,A 

4- lHkh e'khusa tks fctyh ls pyrh gSa] lQkbZ djrs le; mUgsa eq[; fLop ls cUn djds lkQ djuk pkfg,A 

5- nrjh LVkWQ dks e'khuksa ds lqjf{kr j[kus esa mudk D;k ;ksxnku gS] bu lcds ckjs esa izf'k{k.k nsuk pkfg,A 

6- dqflZ;k¡] MsLd vkSj Qkby j[kus dh vyekjh ds fdukjs rst ugha gksus pkfg,A dqflZ;ksa dk mfpr larqyu gksuk pkfg,A 

7- Hkkjh otu okyh oLrq dks /;kuiwoZd mrkjuk pkfg,A 

8- Qkby j[kus dh njktksa dks [kqyk ugha j[kuk pkfg, rFkk csdkj dkxt dh Vksdfj;ksa dks mfpr LFkku ij j[ksa] rkfd 

dksbZ O;fDr muls Vdjk u tk,A 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               19 

9- Å¡ps lsYQ (Shelves) ij p<+us ds fy, thuk ;k lh<+h dk iz;ksx djukA 

10- VsyhQksu dh rkj Q'kZ ij fc[kjh u iM+h gksA 

11- dejksa esa Hkkxuk l[r euk gksA 

12- lhf<+;ksa rFkk cjkenksa esa iwjk izdk'k gksuk pkfg,A 

13- Qkby] MsLd ij T;knk ,d LFkku ij bdëh u gksa] rkfd fxjus dk Hk; u gksA 

14- fctyh ds ia[kksa dks lqjf{kr LFkkuksa ij j[kuk pkfg,A 

15- CysM] bR;kfn dHkh Hkh iSafly dks rst djus ds fy, iz;ksx ugha djus pkfg, vkSj fiu dks dHkh Hkh [kqys ugha NksM+us 

pkfg,A 

16- izkFkfed mipkj dh lqfo/kk,a dk;kZy; esa t:j gksuh pkfg,A 

dk;kZy; lqj{kk (Office Security) - dk;kZy; dk eq[; dk;Z gS lHkh fjdkMZ rFkk izi=kksa dks Hkfo"; ds lanHkZ ds fy, laHkkydj 

j[kukA blfy, lHkh izi=ksa dks rFkk fjdkMZ ;U= bR;kfn dks mfpr lqjf{kr LFkku ij j[kuk pkfg,A dksbZ Hkh fjdkMZ ;k isij 

egUoiw.kZ fo'ks"k vf/kdkjh dh vkKk ds fcuk nrj ls ckgj u ys tk,A ijUrq fQj Hkh lqj{kk ds mik; ,d dk;kZy; ds nwljs 

dk;kZy; ls vyx gksrs gSaA lsuk eas rFkk lsok bdkb;ksa esa] dksbZ Hkh ckgjh O;fDr] iz'kklfud vf/kdkjh dh vkKk ds fcuk] 

dk;kZy; esa ugha vk ldrkA muds vius FkSys (Bags) bR;kfn xsV ij gh tek djkus iM+rs gSaA ijUrq fQj Hkh izi=ksa dh fjdkMZ 

dh pksjh u gksus ik;s] blds fy, iwjh lqj{kk j[kuh pkfg,A dqN egUoiw.kZ rFkk dherh nLrkost tSls&'ks;j lVhZfQdsV] fMcsapj] 

tek dh jlhnsa] LokfeRo lEcU/kh nLrkost] fofue; i=k] pSd cqd] vuqcU/k ds dkxt+kr rFkk jftLV¦s'ku ds dkxt+kr bR;kfn] 

cSad ykdlZ (Lockers) esa j[kus pkfg,] rkfd lqjf{kr jgsaA ckdh dkxt+kr tSls& dk;kZy; dh Qkbysa] i=k&O;ogkj bR;kfn 

ckgjh O;fDr;ksa dh igqap ls ckgj gksaA dqN fo'ks"k O;fDr;kas dks] ftuds fu;U=k.k esa ;s dkxt+kr j[ks x;s gksa] mUgha dks budh 

gkfu ds fy, ftEesnkj Bgjkuk pkfg,A 

xqIrrk (Secrecy) - dk;kZy; ds dqN ,sls fjdkMZ gksrs gSa ftUgs twfu;j LVkQ ls xqIr j[kk tkrk gSA bUgas ge O;kolkf;d 

Hksn dgrs gSaA bu Hksnksa ds [kqy tkus ls laxBu dks dkQh uqdlku mBkuk iM+rk gSA blfy,] bu lc xqIr ckrksa dk /;ku 

j[krs gq,] rFkk lqj{kk ds fy, i;kZIr izca/k gksus pkfg,A vkerkSj] ij fuEu lwpuk xqIr j[kh tkrh gSa& 

(i) foÙkh; fLFkfr (Financial Position)& fdlh Hkh laLFkk dh foUkh; fLFkfr vafre [kkrksa ds cuus ls igys ckgj tkus 

ls [krjk iSnk gks ldrk gSA vxj foÙkh; fLFkfr vPNh ugha gS vkSj ;g lky ls igys gh yksxksa dks irk py tkrh 

gS] rks blls laxBu dh izfr"Bk de gks tk;sxhA blds dkj.k ge _.k ugha ys ldrs rFkk 'ks;j ds ewY; Hkh de gks 

tk;saxsA dEiuh ds _.knkrk dEiuh ij ncko Mkysasxs vkSj vius isls dh fuf'pr frfFk ls igys gh ekax djus yxsaxsA 

(ii) Vs.Mj ds jsV bR;kfn (Tender Quotations)& vxj Vs.Mj ds jsV tks fd dEiuh us ekaxs gSa] vxj Vs.Mj ds [kqyus 

ls igys gh irk py tkrs gSa] rks dEiuh dks viuh dherh vuqcU/kksa dks Hkh [kksuk iM+sxkA 

(iii) ykxr dh lwpuk (Cost Information)& izfr;ksfx;ksa rFkk deZpkfj;ksa dks ykxr dh lwpuk dk irk pyus ls laxBu 

dh rqyukRed fLFkfr de gks tkrh gSA 
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(iv) ykHkka'k dh ?kks"k.kk (Declaration of Dividend)& lk/kkj.k okf"kZd ehfVax ls igys vxj dEiuh ds ykHkka'k dh ?kks"k.kk 

dk irk py tkrk gS rks blls dEiuh ds 'ks;j dk cktkj ewY; de gks tkrk gS] blh izdkj dEiuh ds cksul 'ks;j 

dh ?kks"k.kk Hkh tc rd fd lapkyd e.My dh ehfVax [kRe ugha gksrh] xqIr j[kh tkuh pkfg,A 

(v) fu;qfDr uhfr;ka (Personnel Policy)& deZpkfj;ksa dh inksUufr] gLrkarj.k bR;kfn dk igys gh irk ugha yxuk 

pkfg,A ugha rks blls gM+rky] rkykcUnh rFkk nwljs vokafNr ifj.kke lkeus vk;saxsA 

1-12   lkjka'k 

dk;kZy; izcU/k dk mís'; gksrk gS fd fdlh laLFkk ds deZpkfj;ksa ds iz;klksa dk bl izdkj ls mi;ksx djuk fd ml 

mís'; dks dq'kyrk iwoZd izkIr fd;k tk lds ftlds fy, laLFkk cuk;h x;h gSA blds fy, izcU/k ds dk;ksZa dks ikap Hkkxksa esa 

ckaVk x;k gS % ¼1½ ;kstuk] ¼2½ laxBu] ¼3½ deZpkfj;ksa dh O;oLFkk] ¼4½ funsZ'ku rFkk ¼5½ fu;a=.kA 

dk;kkZy;&vfHkU;kl ls vfHkizk; dk;kZy; ds izR;sd vuqHkkx rFkk foHkkx esa deZpkfj;ksa] lkexzh] e'khuksa rFkk midj.kksa ds bl 

izdkj ds la;kstu ls gS fd fo|eku Hkwfeea=k dk loksZfpr <ax ls mi;ksx fd;k tk lds fd de&ls&de txg f?kjs rFkk 

dk;Z Hkh dq'kyrkiwoZd fd;k tk ldsA vk/kqfud ;qx esa dk;kZy;&vfHkU;kl esa dqN ubZ izo`fr;ksa dk fodkl gqvk gS tSls & 

py foHkktd] ekSM~;wyj ;wfuV ;k izekih; QuhZpj] izkd`frd n`'; okyk dk;kZy;A 

dk;kZy; okrkoj.k dk ekuoh; O;ogkj ij Hkh egRoiw.kZ izHkko iM+rk gSA vxj dk;kZy; dk okrkoj.k vPNk gS] rks 

dk;Z vius vki gh vPNk gksxkA lkFk&gh&lkFk] LVkQ dks vkjke vkSj [kq'kh nsdj] dk;Z dh dq'kyrk dks c<+krk gSA blls 

e'khu bR;kfn ls gksus okyh nq?kZVukvksa ds volj Hkh de gks tkrs gSaA 

1-13   'kCnkoyh 

izcU/k (Management)&  ekxZ n'kZu djuk rFkk vius fu;a=.k o v/khurk esa j[kukA 

dk;kZy;&vfHkU;kl (Office Layout)& LFkku dh vko';drk fu/kkZfjr djus rFkk mlds foLr`r mi;ksx dks dgrs gSaA 

vkarfjd ltkoV (Interior Decoration)& n¶+rj ds vUnj dh ltkoV] jax] ijns] Q'kZ] QuhZpj] lktks&lkeku] nhokjksa dh 

ltkoV] bR;kfnA 

1-14  cksèk iz'u ,oa muds mÙkj 

(d) bl bdkbZ dks i<+us ds i'pkr~ vki vius Kku dks igpkus % 

 crkb, fd fuEu dFkuksa esa ls dkSu&dkSu ls lR; gSa rFkk dkSu&dkSu ls vlR;% 

 (i) ^izcU/k* 'kCn dk vFkZ gS] ^ekxZn'kZu djuk rFkk vius fu;a=.k o v/khurk esa j[kuk*A 

 (ii) dk;kZy;&vfHkU;kl vyx&vyx foHkkx esa ;U= rFkk O;fDr;ksa dk izcU/k dgykrk gSA 

 (iii) vk/kqfud ;qx esa dk;kZy;&vfHkU;kl esa dksbZ ifjorZu ugha gqvk gSA 

 (iv) okrkoj.k dk ekuoh; O;ogkj ij Hkh egUoiw.kZ izHkko iM+rk gSA 

 (v) vkUrfjd ltkoV deZpkfj;ksa ds efLr"d dks lnSo ijs'kku j[krh gSA 

([k) dks"Bd eas fn;s x;s 'kCnksa esa ls mfpr 'kCn ds iz;ksx }kjk [kkyh LFkkuksa dks HkjksA 
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 (i) ,d vLirky dk mís';-------------------dk lgh izdkj ls bykt djuk gksrk gSA ¼MkWDVjksa] ejhtksa½ 

 (ii) dk;kZy; izca/k-----------------------------------------------------izcU/k dk gh ,d vax gSA ¼deZpkjh@O;kikj½ 

 (iii) tks O;fDr xqIr dk;Z djus esa yxs gSa] mUgsa iwjh----------------------feyuh pkfg,A ¼lqj{kk] lqfo/kk,a½ 

 (iv) dk;kZy; ds dqN ,sls fjdkMZ gksrs gSa ftUgsa------------LVkQ ls xqIr j[kk tkrk gSA ¼lhfu;j@twfu;j½ 

 (v) O;fDr------------------------------------------------------esa T;knk lqjf{kr eglwl djrs gSaA ¼dk;kZy;@QSDVjh½ 

mÙkj ¼d½ (i) lgh] (ii) lgh] (iii) xyr] (iv) lgh]  (v) xyrA 

 ¼[k½ (i) ejhtksa] (ii) O;kikj] (iii) lqj{kk] (iv) twfu;j] (v) dk;kZy;A 

1-15   Loij[k iz'u 

1- dk;kZy; izca/k ls vkidk D;k vfHkizk; gS\ dk;kZy; izcU/k ds dk;ksZa dk foospu dhft,A 

2- dk;kZy; vfHkU;kl ls D;k rkRi;Z gS\ mlds y{k.k ,oa mís'; crk,aA 
3- ,d vPNs vfHkU;kl ds egRo dk o.kZu djsaA 

4- dk;kZy;&okrkoj.k D;k gksrs gSa\ budk D;k egRo gS\ ekuoh; O;ogkj ds euksoSKkfud i{k ij buds izHkkoksa dk o.kZu 

dhft,A 

5- dk;kZy; okrkoj.k ds rRoksa dks crkb;sA dk;kZy; ds dk;Z&dq'kyrk ds n`f"Vdks.k ls vPNs dk;Zdkjh okrkoj.k dh 

egÙkk dk o.kZu dhft,A 

6- dk;Z&{kerk dks n`f"V esa j[krs gq;s dk;kZy; esa jks'kuh vkSj gok dh O;oLFkk ds egRo dk foospu dhft,A 

uksV %& bu iz'uksa ls bl bdkbZ dks Hkyh Hkk­fr le>us esa vkidks enn feysxhA budk mÙkj fy[kus dk iz;kl djsaA ysfdu 

;s mÙkj fo'ofo|ky; dks u HkstsaA ;s dsoy vH;kl ds fy, gSaA 

dqN mi;ksxh iqLrdsa 

 vkj-lh-HkkfV;k % dk;kZy; izcU/k] ,VykafVd ifCy'klZ ,.M fMLVªhO;wVlZ ¼izk-½ fy- 7@22] vUlkjh jksM] nfj;kxat] ubZ 

fnYyh&110002 

 lgk;] ,l- ds- % dk;kZy; izcU/k] lkfgR; izdk'ku] vkxjk 

 xqIrk] caly ,oa efyd % dk;kZy; izcU/k] fnYyh fo'ofo|ky; fgUnh ehfM;e] fnYyh&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 

bdkbZ 2   dk;kZy;h i=kpkj 

bdkbZ dh :ijs[kk 
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2-0 mís'; 

2-1 izLrkouk 

2-2 O;kolkf;d i= dk Lo:i ,oa <k¡pk 

2-3 ,d vPNs i= ds xq.k] y{k.k vFkok fo'ks"krk,¡ 

2-4 fofHkUu izdkj ds i= 

 1- iwNrkN ds i= 

 2- vkns'k i= 

 3- vkns'k dk fujLrhdj.k 

 4- lUnHkZ i= 

 5- f'kdk;r] nkos] lek;kstu lEcUèkh i= 

 6- jsyos dEiuh dks fy[kk x;k f'kdk;rh i= 

 7- Mkd?kj dks f'kdk;rh i= 

 8- Hkqxrku@rdkns vFkok ,d=khdj.k ds i= 

 9- ifji= vFkok x'rh&i= 

 10- cSad lEcUèkh i=&O;ogkj 

 11- chek dEiuh ls i=&O;ogkj 

2-5 lkjak'k 

2-6 'kCnkoyh 

2-7 cksèk iz'u ,oa muds mÙkj 

2-8 Loij[k iz'u 

2-0   mís'; 

bl bdkbZ dk vè;;u djus ds i'pkr~ vki bl ;ksX; gks ldsaxs fd­ 

 ,d vPNs i=ksa ds xq.kksa dh igpku dj ldsaA 

 O;kolkf;d i= dk Lo:i ,oa <k¡pk cuk ldsaA 

 fofHkUu izdkj ds i=ksa dks fy[k ldsaA 

2-1   izLRkkouk 

nks O;fä vFkok nks O;kikjh tks ,d&nwljs ls yEch nwjh ij fuokl djrs gSa] i=&O;ogkj ds ekè;e ls gh ,d&nwljs 

ds lEidZ esa vkrs gSa rFkk vius O;olk; dks c<+kus esa leFkZ gksrs gSaA O;kikj dh lQyrk cgqr dqN O;kikfjd i=ksa ij gh 

fuHkZj djrh gSA ,d vPNk O;kikfjd i= ogh gS tks vius mís'; dks izkIr djus eas lQy gksrk gSA O;kikfjd i= dks vPNk 
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cukus ds fy, blesa dqN xq.kksa dk gksuk vko';d gS tSls­ Li"Vrk] ,drk] laf{kIrrk] iw.kZrk] LoPNrk] ;FkkFkZrk] f'k"Vrk] 

izHkko'khyrk] bR;kfnA 

;g ,d lUns'kokgd gksrk gS] ;g ekSu rks gksrk gS ijUrq okd'kfDrghu ughaA ;g eksfgr Hkh djrk gS vkSj foeksfgr HkhA ;g 

QeZ dh [;kfr ds fuekZ.k esa lgk;d gksrk gSA i=&O;ogkj ij lEiw.kZ O;olk; :ih Hkou dh vkèkkj&f'kyk fuHkZj djrh gSA 

O;kikfjd i=&O;ogkj vkèkqfud okf.kT; dh vkRek gSA izR;sd ckgj tkus okyk i= vkidh QeZ dk izfrfufèk gSA ;g foØ; 

izfrfufèk gSA 

2-2   O;kolkf;d i= dk Lo:i ,oa <k¡pk 

1- 'kh"kZd 

izs"kd izfr"Bku dk uke 

¼O;olk; ladsr½ 

rkj --------------------           Qksu ---------------------------------------- 

irk ---------------------------------------- 

---------------------------------------- 

---------------------------------------- 

i= Øekad --------------------         fnukad ---------------------------------------- 

3- izsf"krh dk uke rFkk irk 

 -------------------------------------------------------------------------------- 

 -------------------------------------------------------------------------------- 

4- vfHkoknu ;qDr lEcksèku 

 5-  fo"k; ------------------------------------------------------------ 

    lanHkZ ------------------------------------------------------------ 

 6-  fo"k; lkexzh ¼d½ ----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

 ------------------------------------------------------------------------------------------------------------------------------------------------ 

      ¼[k½ -------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------- 

 7- vfHkoknukRed lekfIr 

8- Ñrs&izfr"Bku dk uke 

gLrk{kj -------------------- 

in -------------------- 

 9- vuqyXud ---------------------------------------- 
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 10- iqu'p ---------------------------------------- 

   gLrk{kj -------------------- 

2-3   ,d vPNs i= ds xq.k] y{k.k vFkok fo'ks"krk,a 

i= O;kikfjd lqxerk ds fy, fy[ks tkrs gSa] vr% mUgsa izHkko'kkyh vkSj lksís'; gksuk gh pkfg;sA ijUrq i= ds vko';d 

xq.kksa dks 'kCnksa dh lhek esa ifjHkkf"kr djuk vlEHko ugha rks dfBu vo'; gSA vk¡Xy Hkk"kk esa O;kikfjd i=ksa ds vko';d 

y{k.kksa dks Eight Characteristics of Commerical Correspondence vFkok Eight C's Commercial Correspondence dh 

laKk nh xbZ gSA fgUnh esa mUgsa O;kikfjd i=ksa ds 8 l ds uke ls iqdkj ldrs gSaA ;s vko';d y{k.k fuEufyf[kr gSa­ 

1-  lEiw.kZrk (Completeness)­ i= izR;sd n`f"V ls iw.kZ gksuk pkfg,A blesa gj ckr dk mYys[k gksuk pkfg, tks i= ls 

lEcfUèkr O;ogkj ds fy, vko';d gksA viw.kZ i= Hkfo"; esa vuko';d i=&O;ogkj dks tUe nsrs gSa iw.kZr;k ls vk'k; 

;g Hkh gS fd i= izk:i ds vuqlkj gh fy[kk tk;sA 

;kn jf[k;s vki O;kikfjd i= fy[k jgs gSa] lkfgR; ughaA vr% fopkjksa ij Hkk"kk dks gkoh er gksus nhft,A lhèkk&lkèkk 

lPpk ljy ân; fu"diV O;fDr Ñf=ke O;fDrRo dh vis{kk dgha vfèkd izHkko'kkyh gksrk gSA 

la{ksi esa] i= i<+us vkSj le>us esa vklku] f'k"V vkSj la;r] laf{kIr] 'kq)] iw.kZ] ljy rFkk fo"k; oSfoè; ds vkèkkj ij 

fofHkUu iSjkxzkQksa eas foHkDr gksuk pkfg, vkSj ;FkklaHko izk:i ds vuqlkj gksuk pkfg,A 

2-  laf{kIrrk (Conciseness)­ laf{kIrrk i=&O;ogkj dk vifjgk;Z xq.k gSA egkdfo 'kSDlfi;j us fy[kk gS] "Brevity 

is the soul of the bit" ,d ckj tc vczkge fyadu lkgc ls iwNk x;k­ euq"; dh Vk¡xsa fdruh yEch gksuh 

pkfg,\ mUgksaus dgk­flQZ mruh ftrus ls og tehu rd igq¡p ldsA i= dh yEckbZ ds fo"k; esa ;gh nyhy loZFkk 

mi;qDr gSA i= esa fdlh Hkh vuko';d rF; dk mYys[k u fd;k tk;s] blls i= ds vuko';d :i ls yEcs gksus 

dk Hk; jgrk gS] ijUrq è;ku jgs dgha laf{kIr djus ds Qsj esa iM+dj i= ds vko';d rF;ksa dk mYys[k u NwV tk;s 

;k i= vLi"V u gks tk;sA 

3-  ljyrk ,oa le>us ;ksX; (Comprehensiveness)­ i= ljy Hkk"kk esa fy[kk tkuk pkfg, rkfd izkid mlds Hkko  

dks xzg.k dj ldsA vuko';d :i ls Hkkjh&Hkjde 'kCnksa dk iz;ksx djds i= dks dfBu ugha cukuk pkfg;sA ,slk 

u gks fd i= dk Hkko le>us dks izkid egksn; dks 'kCndks"k dk vkJ; ysuk iM+ tk;sA ;g Hkh egÙoiw.kZ gS fd i= 

bruk ljy u gks fd og vukd"kZd vkSj izHkkoghu yxus yxsA ljyrk vkSj lknxh esa fo'ks"k vkd"kZd vkSj tknw gksrk 

gS tks tcjnLrh fd;s x;s Vhi&Vki ls dgha vfèkd izHkko j[krk gSA vr% i= dh Hkk"kk ljy vkSj lqxzká jf[k;sA 

4-  lqn<̀+rk ( Concreteness)­ i= Lo;a esa lqn<̀+ gksuk pkfg,A <qyeqy uhfr okys O;fDrRo izk;% vlQy gh ns[ks tkrs 

gSa] vr% i=&ys[ku esa izHkko'kkyh vkSj lqn<̀+ O;fDrRo dk ifjp; gksA i= esa izkid dks izR;{k :i ls izHkkfor djus 

dh {kerk gksrh gS] vr% lnSo mUgha 'kCnksa dk iz;ksx dhft;s ftudk ikBd ds ekul iVy ij izHkkoiw.kZ fp= vafdr 

gksA 
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5-  Li"Vrk (Clarity)­ i= dh Hkk"kk vR;Ur Li"V gksuh pkfg, lkFk gh Lo;a O;k[;kRed (Self-explanatory) Hkh fdlh 

i= ds vk'k; dks le>us ds fy, ;fn iqu% i=kpkj dk vkljk ysuk iM+s rks ;g i=&O;ogkj ds ewy fl)kUrksa ds 

foijhr gksxkA Li"V gksus ds fy, vko';d gS fd i= ys[kd vius fopkjksa esa Li"V gks vkSj mUgsa lqfyf[kr :i esa 

izLrqr dj nsA bl lEcUèk esa ykMZ pSLVjQhYM dh ;g psrkouh u Hkwyuh pfkg,­ 

ßi=  dh izR;sd df.Mdk bruh Li"V ,oa ,dkFkhZ gksuh pkfg;s fd fo'o dk ew<+&ls&ew<+ O;fDr Hkh bls vU;Fkk u 

le>s] u mls i{k dk vk'k; le>us ds fy, i= dks nksckjk i<+us dh vko';drk iM+sAÞ 

6-  lqHkkf"kr] fou; vFkok uezrk (Courtesy)­ i= fyf[kr okrkZ gS] vr% bls ;FkklaHko f'k"V ,oa lqHkkf"kr gksuk pkfg,A 

;fn dHkh vfiz; dguk Hkh iM+ tk;s rks bl izdkj ls dgks fd i<+us okys ds ân; dks de&ls&de pqHksA xksLokeh 

rqylhnkl us cMs+ lqUnj 'kCnkas esa eèkqj ok.kh dk egÙo le>k;k gS­ 

 rqylh ehBs opu ls] lq[k&mitr pgaq vksjA 

 o'khdj.k ;g ea=k gS] rt ns opu dBksj AA 

,d vU; 'kk;j ds 'kCnksa esa] 

 fQrjr dks ukilUn gS l[rh c;ku esa] 

 iSnk gqbZ u blfy;s] gM~Mh tqcku esa AA 

e`nq opu og pqEcdh; 'kfDr j[krs gSa fd vkidk xzkgd dPps èkkxksa esa caèkdj vkids ikl nkSM+k pyk vkrk gSA ,d 

egku~ O;olk;h ls tc mldh lQyrk dk jgL; ekywe fd;k x;k rks mlus tks mÙkj fn;k og vkids fy, egÙo 

j[krk gSA 

ßfdlh ls ysrs gq, mls ;g vuqHko er gksus nks fd rqe mlls dqN ys jgs gks] oju~ ,slk yxs tSls rqe mls dqN ns 

jgs gksAÞ 

7-  lnk'k;rk (Consideration)­ vPNs i= esa bl xq.k dk lekos'k vfèkd xq.kdkjh fl) gksrk gSA i= dk vk'k; ikBd 

dks ykHk vkSj lUrqf"V iznku djuk gksuk pkfg,A lUrq"V xzkgd gh O;olk;h dh fufèk gS] muls vki ykHk&gh&ykHk 

dek;saxs ij i= esa vius LokFkZ dks Li"V u gksus nhft;s mYVs ikBd dks ,slk vuqHko gksuk pkfg, tSls i= Lo;a mlds 

fy, ykHkkfUor djus ds fy, vk;k gSA 

8-  LoPNrk ,oa 'kq)rk (Correctness)­ 'kq)rk i= dk izFke y{k.k gSA xans vkSj Hkís <ax esa fy[ks gq, bZ'oj ds lans'k ls 

Hkh euq"; dks ?k̀.kk gksus yxrh gS fQj ekuo fyf[kr i= dk rks dguk gh D;kA vkids i= eas tks Hkh o.kZu vksj lys[k 

fn;s tk;sa os 'kq) vkSj lR; gksaA bZekunkjh O;olk; dh igyh vfuok;Zrk gSA feF;k o.kZu }kjk gks ldrk gS ,dkèk 

xzkgd ds Q¡lkus esa vki lQy gks tk;sa ij og dkB dh gk¡Mh ds leku ,d ckj gh py ldsxkA LFkk;h :i ls 

xzkgd :ih Hkzej dks vius O;olk; iq"i ij vkd£"kr djus ds fy, lR; dk ijkx furkUr vko';d gSA 

;gk¡ 'kq)rk ls vk'k; ;g Hkh gS fd i= esa 'kCn&foU;kl dh =kqfV;k (Spelling Mistakes) rFkk O;kdj.k lEcUèkh 

v'kqf);k¡ u jgsaA 
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'kCn foU;kl dh =kqfV i=&ys[kd dks >a>V esa Mky ldrh gS vkSj dHkh&dHkh rks mldk foijhr izHkko gksus dh 

vk'kadk jgrh gSA tSls­ ,d i=&ys[kd us fy[kk­^ge vkids lg;ksx dh Hkjiwj vis{kk djrs gSaa* ij =kqfVo'k ;g Vkbi 

gks x;k ^ge vkids lg;ksx dh Hkjiwj mis{kk djrs gSa*A i= dk izHkko bruk foijhr gqvk fd cus&cuk;s xzkgd O;kikjh 

ls :B x;s vkSj dkQh {kek;kpuk ds ckn gh fLFkfr laHky ldhA 

2-4   fofHkUu izdkj ds i= 

;|fi O;olk; (Business) vkSj okf.kT; (Commerce) rduhdh n`f"V ls nks fHkUukFkZd 'kCn gSaA ij izLrqr fo"k; ds 

izfrik| fo"k; dk izfriknu djus ds fy, bUgsa lekukFkZd Lohdkj fd;k tk ldrk gSA okf.kT; oLrqr% vkSj O;kikj dks lgt 

vkSj lEHko cukus okyh izfØ;kvksa dk lexz gSaA lehdj.k ds :i esa dgsa rks okf.kT; ¾ O;kikj + O;kikfjd fØ;k,a (Commerce 

= Trade + Aids to Trade) vkSj blfy, O;kolkf;d vFkok okf.kfT;d i=ksa dh ifjfèk esa ,d rks 'kq) O;kikfjd i= 

lfEefyr fd, tkrs gSa vkSj nwljs cSad] chek] ;krk;kr ys[kkadu] fu;qfDr rFkk lk[k vkfn ds lUnHkZ i= O;kolkf;d i= gSaA 

O;kikj Ø;&foØ; ds fofHkUu izlafonksa dh J̀a[kyk dk uke gSA izR;sd izlafonk vius vki esa iw.kZ gksrk gS vkSj iwNrkN ls 

izkjEHk gksdj fu[kZ] lUnHkZ] vkns'k] f'kdk;r dh iw£r ls xqtjrs gq, ewY; Hkqxrku rd foLr`r gksrk gSA O;kolkf;d i=ksa esa 

fuEu i= lfEefyr fd;s tkrs gSa­ 

(i) iwNrkN ds i= (Letters of Enquiry) 

(ii) fu[kZ ds i= (Letters of Quotation) 

(iii) vkns'k ds i= (Letters of Order) 

(iv) LohÑfr ds i= (Letters of Acceptance) 

(v) fujlu i= (Cancellation Letters) 

(vi) lUnHkZ i= (Letters regarding Trade Reference) 

(vii) lwpuk chtd ,oa lwpuk i= (Remittance of Proforma Invoice and Advice Letters) 

(viii) eky izkfIr dh lwpuk ds i= (Letters Acknowledging the receipt of Goods) 

(ix) f'kdk;r] nkos vkSj lek;kstu lEcUèkh i= (Letters reagading Complaints, Claims and their Adjustments) 

(x) Hkqxrku lEcUèkh i= (Dunning Letters) 

(xi) x'rh i= ;k ifji= (Circular Letters) 

(xii) ,tsUlh lEcUèkh i= (Letters regarding Agency) 

(xiii) cSad lEcUèkh i= (Letters regarding Bank) 

(xiv) chek lEcUèkh i= (Letters regarding Insurance) 

(xv) fofoèk i= (Miscellaneous Letters) 

vc ge fofHkUu izdkj ds i=ksa ds mnkgj.k nsaxsA 

2-4-1-  iwNrkN lEcUèkh i= (Letters of Enquiry) 
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vkèkqfud ;qx izfrLièkkZ dk ;qx gSA izfrLièkkZ esa lQy gksus ds fy, ;g vko';d gS fd eky lHkh txg iwNrkN 

djds Ø; fd;k tk,A tSls O;kikj esa dq'ky foØsrk O;kikj dh vkèkkjf'kyk gSa] oSls gh dq'ky Øsrk O;kikj dk izk.k 

gSA dq'kyrk vkSj lrZdrk ls fd;k x;k Ø; lQy O;kikj dh iwoZ vko';drk gSA vr% eky Ø; djus ls iwoZ iwjh 

Nku&chu dh tkuh pkfg, rkfd ^vPNh fdLe vkSj lLrk nke* ds vkèkkj ij eky [kjhnk tk ldsA ßoLrq dh fdLe] 

ek=kk] ewY; vkSj O;kikfjd 'krks± dks tkuus dh bPNk ls fy[ks x, i= iwNrkN ds i= dgykrs gSaA 

1- ftl lEcUèk esa tkudkjh izkIr djuh gks i= esa ml oLrq dk Li"V vkSj foLrr̀ fooj.k fn;k tkuk pkfg,A 

2- iwNrkN ds i= eas oLrq ds foLr`r fooj.k nsus okys lwph i= (Catalogue) dh ekax djuh pkfg,A 

3- ewY;&lwph (Price List) rFkk O;kikfjd 'krs± Hkh ek¡xuh pkfg;sA 

4- eky mèkkj [kjhnuk gS ;k udn] bldk ladsr Hkh i= esa dj nsuk pkfg,A 

5- ;fn oLrq bl izdkj dh gS ftlesa uewuk Hkstk tkuk lEHko gks] rks uewuk eaxk ysuk pkfg,A 

6- ;fn vki Ø; ds lEcUèk esa dksbZ fo'ks"k NwV ;k lqfoèkk pkgrs gSa] rks mldk mYys[k dhft,A 

7- i= fy[kus esa orZeku ,oa Hkkoh ekax dh ek=k dk ladsr dj nsuk pkfg, blls O;kikfjd 'krks± ds fu'p;u esa 

lqfoèkk jgrh gSA 

8- fo'ks"k mís'; dh iwfrZ ds fy, fo'ks"k izdkj dh lwpuk nsuh pkfg,A 

iwNrkN ds i= O;kikfjd lEcUèkksa dh vkèkkjf'kyk gSA vr% bUgsa fo'ks"k lrdZrk ls fy[kuk pkfg,A bldk izkjEHk vkSj 

lekiu fo'ks"k izHkkoiw.kZ gksuk pkfg,A bu i=ksa esa tqM+ko ewY; (Stark Value) fufgr gksrk gSA bl i= esa rhu iSjkxzkQ 

gksus pkfg,aA igys iSjkxzkQ esa mu ifjfLFkfr;ksa dk o.kZu djuk pkfg, ftuesa iwNrkN djuh iM+h gS vkSj lkFk gh eky 

ds uewus] ewY;&lwph vkSj O;kikfjd 'krs± Hkstus dh izkFkZuk gksA nwljs iSjkxzkQ esa bl ckr dk vk'oklu gksuk pkfg, 

fd ;fn 'krs± vuqdwy gqbZ vkSj eky cktkj dh ekax ds vuq:i gqvk rks 'kh?kz gh eky dk vkns'k fn;k tk;sxkA rhljs 

iSjkxzkQ esa èkU;okn nsuk pkfg,A 

mnkgj.k ­ fodkl ifCyds'kUl] fnYyh dh vksj ls jes'k cqd fMiks] vkxjk dh lsok eas ,d i= fyf[k, ftlesa muls mÙkj 

izns'k ds dqN izfrf"Br izdk'kuksa dh ewY;&lwph vkSj O;kikfjd 'krs± Hkstus dh izkFkZuk gksA 

fodkl ifCyds'kUl 

¼iqLrd foØsrk ,oa izdk'ku½ 

       2428 valkjh jksM 

nwjHkk"k % 2212621            nfj;kxat 

             fnYyh&110006 

i=kad % fo-i-@60@20----@40 fnukad % tqykbZ 15] 20----- 

loZJh jes'k cqd fMiks 

150 iqjkuk cktkj 
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vkxjk ¼mÙkj izns'k½ 

fo"k;% ßiwNrkNÞ 

egksn;] 

mÙkj izns'k ds dqN izdk'kukas ds Ø; gsrq vkils O;kikfjd lEcUèk djds gesa fu'p; gh izlUurk gksxhA Ñi;k 'kh?kzkfr'kh?kz 

vius ikl miyCèk iqLrdksa dh ewY;&lwph ,oa O;kikfjd 'krs± Hkstsa rkfd ge 'kh?kz vkns'k izsf"kr dj ldsaA 

lèkU;okn] 

Hkofu"B 

Ñrs fodkl ifCyds'kUl 

jkts'k dqekj 'kekZ 

jk-d-'k-@p-jk-             izcUèkd 

mnkgj.k ­ yoyh oL=k Hk.Mkj] bUnkSj dh vksj ls lfpu oL=k lnu] xkft;kckn dks iwNrkN lEcUèkh ,d i= fyf[k,A 

yoyh oL= Hk.Mkj 

¼lwrh] Åuh vkSj js'keh oL=ksa ds O;kikjh½ 

 nwjHkk"k % 27182430         11 cktkj lhrkjke 

            bUnkSj ¼eè; izns'k½ 

i=kad % y-o-Hk-@99@20----@153      fnukad % tqykbZ 21] 20----- 

lfpu oL= lnu 

4@428 cM+k cktkj 

xkft;kckn ¼mÙkj izns'k½ 

fo"k; % iwNrkN 

fiz; egksn;] 

ge vkids cMs+ ÑrK gksaxs ;fn vki ykSVrh Mkd ls vius ikl ls miyCèk u;s eky ds uewus] ewY;&lwph ,oa O;kikfjd 'krs± 

Hkst nsaA ge vkidks fo'okl fnykrs gSa] ;fn 'krs± vuqdwy gqb± vkSj eky ds uewus gekjs cktkj dh ek¡x ds vuq:i gq, rks Hkkjh 

eky dk vkns'k nsdj ge eèkqj O;kolkf;d lEcUèkksas dk izkjEHk dj ldsaxsA 

d"V ds fy, èkU;okn lfgr] 

Hkonh; 

Ñrs yoyh oL=k Hk.Mkj 

jken;ky vxzoky 

jk-n-v-@'k-d-             eSustj 

iwNrkN dk mÙkj vFkok fu[kZ Hkstuk (Reply to the Enquiry or Quotation Letters) 
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fu[kZ Hkstuk (Supply of Quotations)­ bPNqd i{kdkj ls i= izkIr gksus ij foØsrk vius lEHkkfor Øsrk dks mldh ftKklk 

dk mÙkj nsrs gq, i= fy[krk gSA bl i= dks iwNrkN i= dk mÙkj vFkok fu[kZ i= Hkh dgrs gSaA iwNrkN dÙkkZ }kjk dh xbZ 

iwNrkN ds vuqlkj fu[kZ i= dh fo"k;&oLrq ifjo£rr gks ldrh gSA 

fu[kZ i= D;ksafd iwNrkN ds i= ds mÙkj esa fy[kk tkrk gS vr% bls fy[krs le; igys rks iwNrkN ds i= dh izkfIr Lohdkj 

djrs gq, èkU;okn nsuk pkfg, vkSj fQj vfr fouez 'kCnksa esa mu lc ckrksa dk mÙkj nsuk pkfg;s ftuds lEcUèk esa tkudkjh 

ek¡xh xbZ gSA mÙkj 'kh?kz gh fn;k tkuk pkfg, vkSj izsf"kr lwpuk lR; gksuh pkfg,A Hkzked] vlR; vkSj vfuf'pr o.kZu O;kikj 

esa mfpr ugha gSA fu[kZ esa ewY;&lwph] eky dh miyCèkrk vkSj O;kikfjd 'krks± dk lekos'k gksrk gSA ;fn eky ,slk gks ftldk 

uewuk Hkstk tkuk lEHko gks] rks uewuk vo'; gh Hkst nsuk pkfg,A 

mnkgj.k­lfpu oL= Hk.Mkj] xkft;kckn dks yoyh oL=k Hk.Mkj] bUnkSj ls iwNrkN dk i= izkIr gqvk gSA i= dk mÙkj 

fyf[k;sA 

lfpu oL= Hk.Mkj 

¼lwrh] Åuh js'keh oL=ksa ds Fkksd O;kikjh½ 

 nwjHkk"k % 21103211         4@428 cM+k cktkj 

   xkft;kckn] ¼mÙkj izns'k½ 

i=kad % l-o-Hk-@31@20---@301        fnukad % tqykbZ 25] 20------ 

yoyh oL=k Hk.Mkj 

11 cktkj lhrkjke 

bUnkSj ¼eè; izns'k½ 

fo"k; % iwNrkN dk mÙkj 

egksn;] 

vkids i= la[;k y- o-Hk-@99@20----@153 fnukad 21 tqykbZ] 20-----dh izkfIr gsrq dksfV'k % èkU;oknA vkids funsZ'kkuqlkj 

eky ds uewus] ewY;&lwph vkSj O;kikfjd 'krs± Hksth tk jgh gSaA Ñi;k izkfIr Lohdkj djsaA ;fn O;kikfjd 'krks± ds lEcUèk esa 

fdlh Li"Vhdj.k dh vko';drk gks fuLladksp fy[ksaA 

gesa fo'okl gS eky vkidks ilUn vk;sxk] ewY; mfpr ,oa O;kikfjd 'krs± #fpdj vkSj vkd"kZd izrhr gksaxh vkSj vki 'kh?kz 

gh Hkkjh eky dk vkns'k nsdj gesa lsok dk volj iznku djsaxsA 

lèkU;okn]             Hkofu"B 

Ñrs lfpu oL= Hk.Mkj 

duyk izlkn frokjh 

lk>hnkj 

layXu % 3 
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d-iz-fr-@jk-'k- 

mnkgj.k­ iwNrkN ds mÙkj eas uke&irs vkSj vfHkoknu ds i'pkr~ ,d O;kikjh us nwljs dks fy[kk­ ßvkius gesa i= fy[kdj 

cgqr lgh txg iwNrkN dh gS] tcfd 'kgj ds vU; O;kikjh ywV jgs gSaA ge cgqr mfpr ewY; vkSj 'krks± ij eky csprs gSaA 

eky udn gh [kjhnsa] ge mèkkj ugha csprsA ;fn udn [kjhnuk gks] rks eky dk vkns'k gesa izsf"kr djsaAÞ 

bl i= dh leh{kk dhft;s vkSj mfpr Hkk"kk&'kSyh dk iz;ksx djrs gq, ,d i= fyf[k;sA 

mÙkj­ iz'u eas o£.kr iwNrkN ds mÙkj esa i=kpkj ds lkekU; f'k"Vkpkj vkSj fu;eksa dks è;ku esa j[ksa fcuk i= fy[kk x;k 

gSA Hkk"kk izHkkoghu] 'kSyh nks"kiw.kZ vkSj fo"k;oLrq vuqfpr gSA i=&ys[ku esa ftl vkSipkfjdrk dh vis{kk gS] og bl i= esa 

ugha gSA fQj dBksj vkSj dVq ls dVq lR; dks ftl ekèkq;Z ds vkoj.k (Sugar coated) dh vko';drk gksrh gS og Hkh bl 

i= esa ugha gSA 

,d mfpr i= bl izdkj gks ldrk gSA uke vkfn dkYifud gSA 

'khry cUèkq 

¼fo|qr l;a= ,oa midj.kksa ds fuekZrk ,oa foØsrk½ 

nwjHkk"k % 95120 & 2865560         ,e-,e- dkWyst ifjlj 

   LVs'ku jksM 

   xkft;kckn ¼mÙkj izns'k½ 

i= la[;k % 'kh-c-@18@20---@7        fnuk¡d % tqykbZ 3] 20----- 

loZJh fcgkjh yky ,.M czknlZ 

ubZ lM+d 

fnYyh&110006 

fo"k; % ^fu[kZ* 

vkids i= la[;k fo- yk- 6@20----@15 fnuk¡d 25 twu] 20-----dh izkfIr gsrq ge vkids vkHkkjh gSa vkSj vius O;kolkf;d 

laLFkku esa vkids }kjk izn£'kr #fp gsrq èkU;okn nsrs gSaA vkidh #fpiw.kZ ftKklk gekjk lkSHkkX; gSA 

vkids }kjk iwNs x, eky ds uewus vkSj mudh ewY;&lwph ge vyx ls ,d jftLVMZ iklZy }kjk izsf"kr dj jgs gSaA Ñi;k 

izkfIr Lohdkj djsaA 

gesa fo'okl gS fd eky vkids cktkj ds vuq:i vkSj O;kikfjd 'krs±s vuqdwy fl) gkasxh vkSj vki gesa 'kh?kz gh eky dk vkns'k 

izsf"kr dj lsok dk volj iznku djsaxsA 

;gk¡ ;g o.kZu djuk vlaxr u gksxk fd gekjh uhfr dsoy udn foØ; (Terms Cash) dh gS ij ge ;g vk'oklu nsrs gSa 

fd gekjs ewY; bl 'kgj ds vU; foØsrkvksa ls dgha de vkSj mfpr gSaA 

vkids vkns'k dh izrh{kk esa] 

Hkofu"B 
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Ñrs 'khry cUèkq 

vt; dqekj feÙky  

eSustj 

v-dq-eh-@fo-l- 

iz'u­ iqLrd foØsrk dks i= fy[kdj uohure izdk'kuksa dh lwph eaxkb;sA 

mÙkj­ 

xk¡èkh cqd fMiks 

 ch&4@64@lsDVj&8 

 jksfg.kh  

 fnYyh&110085 

 1 tuojh] 20---- 

loZJh nhik ,.M dEiuh 

4093] ubZ lM+d] pkoM+h cktkj 

fnYyh&110006 

fiz; egksn;] 

vkidh iqLrdksa dh ekax fnu&izfrfnu c<+ jgh gS rFkk vkidh lHkh iqLrdsa fo|k£Fk;ksa esa yksdfiz; jgh gSaA Ñi;k gesa ykSVrh 

Mkd ls vius uohure izdk'kuksa dk lwph&i= fHktokus dk d"V djsa] rkfd lkjh iqLrdksa ds fy, ,d lkFk vkns'k izsf"kr 

fd;k tk ldsA 

lèkU;oknA 

Hkonh; 

jes'k xkaèkh 

izksizkbVj 

xkaèkh cqd fMiks 

mi;qZDr i= ds fy;s mÙkj fyf[k;sA 

mÙkj­ 

nwjHkk"k % 2917062          nhik ,.M dEiuh 

 4093 ubZ lM+d 

 fnYyh&11006 

lanHkZ la- % nh-,-d- 6@20----@85 7 tuojh] 20---- 

ch&4@64 jksfg.kh 
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fnYyh&110085 

fiz; egksn;] 

vkids 1 tuojh] 20-----ds i= ds fy;s èkU;oknA vkids vkns'kkuqlkj ge vius uohure izdk'kuksa dk lwph&i= vkidh lsok 

esa fHktok jgs gSaA 

vkidks ;g tkudj izlUurk gksxh fd geus izdk'kdksa dks vkSj vfèkd izksRlkfgr djus ds fy;s lHkh QqVdj foØsrkvksa dks  

foØ; ij 5» vfrfjDr NwV nsus dk QSlyk fd;k gSA lkFk gh udn Hkqxrku djus ij 7-5» dh NwV nh tk;sxhA ge fo'okl 

djrs gSa fd vkidk cgqewY; vkns'k gesa tYnh gh izkIr gksxkA 

lèkU;oknA  

Hkonh; 

jktho jLrksxh 

izksizkbVj 

layXu % uohu izdk'kuksa dh lwph           nhik ,.M dEiuh 

mnkgj.k­ lsusVªh os;j ds mRiknu ls mlds mRiknd dh ewY; lwph rFkk O;kikfjd 'krks± dh lwph eaxkus ds fy, i= dk 

izk:i rS;kj dhft;sA 

mÙkj­ 

izdk'k ikbi fQfVax fMiks 

¼uy] ikbi fQfVax ds foØsrk½ 

nwjHkk"k % 7165514           ch&4@64] jksfg.kh 

             fnYyh&110085 

iz=kkad %  iz- ik- fQ- fM-@6@200---@7        fnukad-------15 uoEcj] 20--- 

loZJh jkts'ojh esVy oDlZ 

504 th-Vh- jksM 

djuky 132114 ¼gfj;k.kk½ 

fo"k;% iwNrkN 

egksn;] 

2 fnlEcj] 20----ds uoHkkjr VkbEl esa izdkf'kr vkids foKkiu ls Kkr gqvk gS fd vki fofHkUu mRiknksas ds ikbi V~;wc cspus 

ds lkFk&lkFk fofHkUu izdkj ds lsusVªh os;j dk mRiknu djrs gSaA 

Ñi;k vki ykSVrh Mkd ls vkids ikl miyCèk VkVk o ftUny ds 10 QqV yEcs ikbi rFkk vius mRikndksa dh 200 xzke 

okyh ihry dh VksVh;ksa ds ewY; rFkk O;kikfjd 'krs± Hkst nsaA 

;fn vkidh 'krs± gekjs vuqdwy gqbZ rks ge i;kZIr ek=kk esa eky dk vkns'k Hkst ldsaxsA 
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lèkU;oknA 

Hkonh; 

vuqjkx 

izksizkbVj  

izdk'k ikbi fQfVax 

mi;qZDr i= dk mÙkj fyf[k;sA 

mÙkj­ 

jkts'ojh esVy oDlZ 

¼ftUny@VkVk vkfn ikbiksa ds Fkksd foØsrk rFkk lsusVªh os;j ds fuekZrk½ 

nwjHkk"k %  27272291           504] th-Vh- jksM 

i=kad % jk- es- o-@7@200-----@15         djuky ¼gfj;k.kk½ 

             17 uoEcj] 200------ 

loZJh izdk'k ikbi fQfVax  

ch&4@64] jksfg.kh 

fnYyh&110085 

egksn;] 

vkids i= iz- ik- fQ- fM-@6@200----@---fnukad 15 uoEcj] 200----- dh izkfIr gsrq èkU;oknA vkidh lq#fpiw.kZ ftKklk dk 

lekèkku djuk ge viuk dÙkZO; le>rs gSaA 

gekjs ikl vkids }kjk iwNs x, ikbi rFkk VkasVh foØ; gsrq miyCèk gSa ftudh njsa rFkk O;kogkfjd 'krs± lkFk esa layXu dj 

jgs gSaA 

gesa fo'okl gS fd gekjh 'krs± vkidks #fpdj yxsaxh vkSj vki 'kh?kz gh Hkkjh ek=kk esa eky dk vkns'k nsdj lsok dk volj 

iznku djsaxsA 

vkids vkns'k dh izrh{kk esaA 

Hkonh; 

jkts'ojh 

izksizkbVj 

layXu % 2 izi= jkts'ojh esVy oDlZ 

2-4-2-  vkns'k i= (Order Letters) 
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;fn Øsrk dks mDr ewY;] eky dh fdLe vkSj O;kikfjd 'krs± ilan vk tkrh gSa rks og eky Ø; dk vkns'k ns nsrk gSA oSls 

fdlh vU; tkudkjh dks izkIr djus ds fy, ;Fkk vko';drk pkgs ftrus Hkh i= fy[ks tk ldrs gSa] ijUrq vko';d 

i=&O;ogkj esa le; u"V djuk vPNh ijEijk ughaA 

Øsrk }kjk eky dh fdLe dk Li"V fooj.k ¼tks mls lwph i= esa izkIr gks x;k gksxk½ nsrs gq, vkns'k izsf"kr djuk pkfg,A 

vkns'k i= esa eky dh fdLe] ek=kk vkSj vU; fooj.k Li"V :i ls mfYyf[kr gksus pkfg;saA 

vkns'k i= fy[krs le; è;ku j[kus ;ksX; ckrsa­ 

vkns'k i= O;kikj dk ,d vfr egÙoiw.kZ nLrkost gS vr% mlds ys[ku esa fuEu ckrksa dk è;ku j[kuk vko';d gS­ 

¼1½ ftu oLrqvksa dks eaxkus ds fy, vkns'k nsuk gks( mu oLrqvksa dk foLr`r o.kZu djuk vko';d gSA oLrq dk vkdkj] 

izdkj] la[;k bR;kfn ckrksa dks Li"V :i ls fy[k nsuk pkfg,A izR;sd oLrq Øeokj vyx&vyx fy[kh tkuh pkfg,A 

oLrq fooj.k iqfLrdk esa ;fn oLrqvksa dk Øekad gks] rks ml Øekad dks Hkh fy[k nsuk pkfg,A 

¼2½ ewY;&lwph esa fyf[kr ml oLrq ds ewY; dks Hkh Li"Vr% fy[k nsuk pkfg,A 

¼3½ oLrq,a udn [kjhnh tk;asxh ;k mèkkj bldk Hkh Li"V mYys[k vkns'k nsrs le; dj nsuk pkfg,A ;fn vkns'k ds lkFk 

dksbZ vfxze jkf'k Hksth tk jgh gks] rks bldk Hkh Li"V mYys[k dj nsuk pkfg,A 

¼4½ oLrq dh lqiqnZxh ds LFkku o le; dk Hkh Li"V mYys[k i= esa dj nsuk pkfg,A lqiqnZxh ds le; dh lhek vo'; 

fy[kh tkuh pkfg,A 

¼5½ oLrq fdlh ekè;e ls Hksth tk;sxh] bldk Hkh Li"V mYys[k vko';d gSA eky Vªsu] ekyxkM+h] Vªd ;k Mkd }kjk ftl 

ekè;e ls eaxkuk gks] bldk mYys[k djuk vko';d gSA jsyHkkM+k dkSu pqdk;sxk bldk Hkh mYys[k gksuk pkfg,A 

¼6½ oLrq dh iSfdax] chek vkfn ds lacaèk eas Hkh Li"V mYys[k fd;k tkuk vko';d gSA ;fn dksbZ fo'ks"k iSfdax djkuk gks] 

eky ekxZ dh {kfr ls lqjf{kr j[kus dk chek djkuk gks] rks bldk Li"V mYys[k gksuk pkfg,A 

¼7½ ;fn vkns'k fdlh foKkiu ds vkèkkj ij fn;k tk jgk gks rks vkns'k i= esa mldk lanHkZ nsuk pkfg,A 

¼8½ ;fn vkns'k dqN fo'ks"k 'krks± ds vèkhu izsf"kr fd;k tk jgk gks rks mu 'krks± dk Li"V mYys[k djuk pkfg,A 

¼9½ ;fn eky igyh ckj mèkkj eaxk;k tk jgk gks rks vkns'k i= esa lanHkZ ds fy, ,sls nks O;kikfj;ksa ds uke o irs fy[k 

nsus pkfg, ftlls iqjkuk O;kikfjd lacaèk gks rkfd foØsrk O;kikjh buls lEidZ LFkkfir dj vk£Fkd fLFkfr dh 

iwNrkN dj ldsA blls vuko';d i=&O;ogkj cpsxkA 

¼10½ ;fn eky dh fcYVh fdlh cSad fo'ks"k ds ekè;e ls eaxkuh gks rks ml cSad ds uke dk Li"V ladsr nsuk pkfg,A 

vc O;kolkf;d izfr"Bkuksa esa Nis gq, ¼eqfnzr½ vkns'k i= j[ks tkus yxs gSaA mlesa oLrq dh ek=kk] izdkj] Øekad vkSj 

ewY; vkfn ds LrEHk ¼[kkus½ (Columns) cus gksrs gSaA vkns'k nsrs le; bu izi=ksa dks Hkj dj Hkstk tkrk gSA vkns'k 

i= dh nks izfr;k¡ cukbZ tkrh gSaA ,d izfr foØsrk dks Hkst nh tkrh gS vkSj nwljh lanHkZ ds fy, lqjf{kr j[k yh 

tkrh gSA bu eqfnzr vkns'k i=ksa ds dkj.k Je vkSj le; dh cpr gksrh gSA 

vkns'k dh LohÑfr (Acceptance) 
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eky dk vkns'k [kjhn dk ,d izLrko ek=k gS vkSj mldk rc rd dksbZ vFkZ ugha gksrk tc rd fd LohÑfr }kjk 

bls Bgjko dk :i u feys] O;kolkf;d vkSipkfjdrk dh ekax gS fd vkns'k izkIr gksrs gh mldh izkfIr Lohdkj djrs gq, i= 

fy[kk tk, ;|fi ;g dksbZ oSKkfud vfuok;Zrk ugha gS] ij uSfrdrk dh vis{kk gS fd ,slk vo'; fy[kk tk, D;ksafd blls 

vki vius Øsrk ds izfr vkHkkj izn'kZu ds fy, ,d volj iznku djrs gSaA 

vkns'k i= izkIr gksus ij foØsrk Øsrk dks èkU;okn nsrs gq, vkns'k i= dh izkfIr Lohdkj djrk gS vkSj 'kh?kz eky izs"k.k dk 

vk'oklu nsrk gSA 

lfpu oL= Hk.Mkj 

¼lwrh] Åuh] js'keh diM+ksa ds Fkksd O;olk;h½ 

nwjHkk"k % 22126211           4@428 cM+k cktkj 

            xkft;kckn ¼mÙkj izns'k½ 

i=kad % l- o- Hk-@6@20----@10        fnukad % 30 tqykbZ] 20----- 

loZJh yoyh oL= Hk.Mkj 

11 cktkj lhrkjke 

bUnkSj ¼eè; izns'k½ 

fo"k; % ^vkns'k i= dh izkfIr* 

egksn;] 

vkids vkns'k i= la[;k y-o-Hk-@6@20----@14 dh izkfIr ds fy, ge vkids vkHkkjh gSaA vknsf'kr lHkh eky ,d lIrkg ds 

vUnj vkidh lsok eas izsf"kr dj fn;k tk;sxkA 

laos"Vu bR;kfn esa vkids funsZ'kksa dk iwjk&iwjk ikyu fd;k tk,xkA 

Hkonh; 

Ñrs lfpu oL=k Hk.Mkj 

deyk izlkn frokjh 

lk>hnkj 

d-iz-fr@jk-'k- 

2-4-3-  vkns'k dk fujLrhdj.k (Cancellation of Orders) 

dHkh&dHkh Øsrk }kjk fn;k x;k vkns'k Lo;a Øsrk dks fujLr djuk iM+rk gS] ,slk ;k rks foØsrk }kjk vkns'k dh 'krks± 

dk iw.kZ ikyu u djus ij gksrk gS] tSls­ lqiqnZxh dh frfFk rd eky u vk lduk vkfn vFkok fdlh nSoh ?kVuk ds ?kfVr 

gksus ij tSls lk>snkjh dh fLFkfr esa fdlh lk>snkj dh vuk;kl e`R;q vFkok QeZ ds fnokfy;k gks tkus ijA 

vkns'k i= dks fujLr djus dk ;g i= Øsrk }kjk foØsrk dks vkns'k iw£r ls iwoZ gh fy[kk tkuk pkfg,] vU;Fkk izHkkoghu 

gksxkA bl i= esa vkns'k fujlu dk i;kZIr dkj.k izn£'kr djuk pkfg, vkSj i= dh Hkk"kk ljy] la;r] fouez vkSj f'k"V 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               36 

gksuh pkfg, vkSj mlesa bl vk'kk dk vk'oklu fufgr gksuk pkfg, fd Hkkoh vkns'kksa }kjk orZeku esa bl vkns'k ds fujlu eas 

gksus okyh {kfr dks iwjk dk fn;k tk,xkA 

mnkjgj.k­ 

jkèks oL= lnu 

¼diM+s ds O;olk;h½ 

VsyhQksu % 22092621           31 cM+k cktkj 

            'kkgnjk&fnYyh 110032 

i=kad % jk-o-l-@6@20-----@17         fnukad 1 tuojh] 20----- 

loZJh jkefd'ku ';kefd'ku 

oL=k O;olk;h 

ubZ lM+d 

fnYyh&110006 

fo"k; % ^vkns'k dk fujLrhdj.k* 

egksn;] 

vius iwoZorhZ vkns'k i= la[;k jk-fd-fd-@6@200@14 dks fujLr djrs gq, gesa vR;Ur nq%[k gSA vkns'k dk ;g fujLrhdj.k 

blfy, vfuok;Z gks x;k gS fd gekjh laLFkk ds lokZfèkd fØ;k'khy lk>snkj Jh jktho dqekj dk fuèku gks x;k vkSj mudh 

e`R;q ls gekjh lk>snkjh lkFkZ lekIr gks x;h gSA 

vc ;fn QeZ fdlh vU; :i eas thfor jg ldh rks ge Hkfo"; esa vkidks vkns'k nsdj orZeku {kfriw£r djus dk iz;kl 

djsaxsA 

d"V ds fy, iqu% {kek;kpuk gSA 

Hkonh; 

jkèks oL=k lnu 

jkèks';ke 

O;oLFkkid 

2-4-4-  lUnHkZ i= (Reference Letters) 

cgqr ls O;kikjh mèkkj Ø; dh izkFkZuk ds lkFk gh nks vU; O;kolkf;d izfr"Bkuksa dk lUnHkZ ds fy, mYys[k dj nsrs 

gSa rkfd foØsrk muls i=&O;ogkj djds Øsrk dh [;kfr ds fo"k; esa lUrq"V gks ldsA ;fn Øsrk us Lo;a mYys[k ugha fd;k 

gS rks foØsrk Lo;a ,d i= fy[kdj Øsrk dks ,slk lUnHkZ Hkstus dk vkxzg dj ldrk gSA 

bl izdkj ds i= fy[krs le; ;g Lej.k j[kuk pkfg, fd i= dh Hkk"kk la;r vkSj uez gks rkfd Øsrk ds LokfHkeku 

dks Bsl u igq¡psA i= bl izdkj ls fy[kk tk, fd Øsrk ;g u le> cSBs fd ml ij vfo'okl fd;k tk jgk gS oju~ blesa 
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bl ckr dk iwjk&iwjk mYys[k gks fd ;g dsoy O;kolkf;d vkSipkfjdrk ds fuokZg ds fy, fy[kk tk jgk gSA oSls bu i=ksa 

dk eUrO; Øsrk dh vk£Fkd fLFkfr vkSj O;kolkf;d vkpj.k ls lUrq"V gksuk gksrk gS rkfd mls fujkin gksdj mèkkj eky 

fn;k tk ldsA 

Øsrk ,sls i= ds mÙkj esa de&ls&de nks izfr"Bkuksa ds uke izLrkfor djrk gS tks mlds ckjs esa foØrk dks vkisf{kr lwpuk 

ns ldsA foØsrk ;g lwpuk ikdj i= esa mfYyf[kr O;fDr;ksa ls lEidZ djrk gSA ;s i= fy[krs le; iw.kZ vk'oklu ns fn;k 

tkuk pkfg, fd muds }kjk nh xbZ lwpuk loZFkk xksiuh; j[kh tk;sxh vkSj blls mudh fdlh izdkj dh ns;rk mRiUu u 

gksxhA 

lUnHkZ izLrqr djrs le; i= ys[kd dks cM+h lkoèkkuh dk ifjp; nsuk pkfg,A Øsrk QeZ ds fo"k; esa fdlh Hkh iwokZxzg ls 

eqDr gksdj Li"V 'kCnksa esa ;g lwpuk nh tkuh pkfg,A vkidks Øsrk QeZ ds fo"k; esa Hkh tks dqN tkudkjh gS og foØsrk dks 

vo'; nhft,A vkidks 'kCnksa esa Øsrk vkSj foØsrk nksuksa dk fo'okl fufgr gSA vr% fo'okl dk [k.Mu er dfj;s vkSj gka] 

i= esa bl vk'k; dk mYys[k vo'; dfj,] fd ;g lwpuk vo'; xksiuh; j[kh tk,xhA xksiuh;rk udkjkRed mÙkj dh 

fLFkfr esa vfèkd vfuok;Z gS vkSj LohdkjkRed mÙkj nsrs le; ;g Li"V dj nhft, fd vkidh bl lwpuk ls fdlh izdkj 

dh O;kolkf;d ns;rk dk fuekZ.k u gksxkA lkekU;r% cSad vkSj pSEcj vkWQ dkWelZ rFkk O;kikj e.My tSls laxBu vc ,slh 

lwpuk;sa miyCèk djkrs gSaA 

mnkgj.k­ ,d O;kikjh us fdlh QeZ ls igyh ckj mèkkj Ø; djus ds fy, vkns'k fn;k gSA QeZ dh vksj ls nks lUnHkZ ek¡xrs 

gq, i= fyf[k,A 

lfpu oL= lnu 

¼lwrh] Åuh vkSj js'keh oL=ksa ds Fkksd O;kikjh½ 

nwjHkk"k %  22092621          4@428 cM+k cktkj 

            xkft;kckn ¼mÙkj izns'k½ 

i=kad % l-o-l-@11@20----@18         fnukad 5 vxLr] 20------ 

yoyh oL= Hk.Mkj 

11 cktkj lhrkjke 

bUnkSj ¼eè; izns'k½ 

fo"k; % ^O;kolkf;d lanHkks± ds ukeksa dh ;kpuk* 

egksn;] 

vkidk vkns'k i= la[;k y-o-Hk-@6@20-----@16 fnukad 31 tqykbZ] 20------dks gLrxr gqvkA Ñik ds fy, èkU;oknA 

D;ksafd ;g gekjs eè; lEcUèkksa dk izFke lq;ksx gS] vr% vkSipkfjdrko'k vkils fuosnu gS fd vki ,sls izfrf"Br O;kolkf;d 

laLFkkuksa dk lUnHkZ :i esa uke gesa ;Fkk'kh?kz Hkstsa ftuls vkidk O;kikfjd lEcUèk jgk gksA i=kpkj dh bl vkSipkfjdrk ds 

chp ge vkidk vknsf'kr eky izs"k.k gsrq rS;kj dj jgs gSaA 
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d"V ds fy, iqu% {kek;kpuk lfgrA 

Hkofu"B 

Ñrs lfpu oL=k lnu 

deyk izlkn frokjh 

j-p-Hkk-@v-dq-             lk>snkj 

mnkgj.k­   

mijksDr i= dk mÙkj 

(Letter Sypplying Trade References) 

yoyh oL= Hk.Mkj 

¼lwrh] Åuh vkSj js'keh diM+ksa ds O;kikjh½ 

nwjHkk"k % 21182430           11 cktkj lhrkjke 

             bUnkSj ¼eè; izns'k½ 

i=kad % y- o- Hk- @6@20----@19        fnukad vxLr 10] 20------ 

lfpu oL= lnu 

4@428 cM+k cktkj 

xkft;kckn ¼mÙkj izns'k½ 

fo"k; % ^nks O;kolkf;d lUnHkksZ dk uke* 

egksn;] 

vkidk i= la[;k l- o- l-@11@20-----@18 fnukad 5 vxLr] 20-----vkt gLrxr gqvk] rnFkZ èkU;oknA vkids vkns'kkuqlkj 

ge nks O;kolkf;d izfr"Bkuksa ds uke izLrqr dj jgs gSa ftuls gekjk lEcUèk ,d n'kkfCn ls Hkh vfèkd ls gSA vk'kk gS bu 

yksxksa ls gekjs fo"k; esa visf{kr lwpuk vkidks fey ldsxhA 

¼1½ loZJh vfer oL=k lnu 

 jsyos jksM 

 xkft;kckn ¼mÙkj izns'k½ 

¼2½ loZJh cychj izlkn ,.M lUl 

 DykFk epsZ.V~l 

 th-Vh- jksM 

 xkft;kckn ¼mÙkj izns'k½ 

Ñi;k bu yksxksa ls 'kh?kz lEcUèk LFkkfir dj gekjs eky dh vkns'k iw£r ;Fkk'kh?kz djsa D;ksafd cktkj esa bl eky dh ek¡x 

cgqr vfèkd gSA 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               39 

èkU;okn lfgr] 

Hkofu"B 

Ñrs yoyh oL=k Hk.Mkj 

jke n;ky vxzoky 

jk-n-v-@jk-d-             izcUèkd 

foØsrk bl i= dh izkfIr dj i= esa mfYyf[kr i{kdkjksa ds ikl vius Øsrk dh vk£Fkd fLFkfr tkuus ds fy, i= fy[krk 

gSA nksuksa gh i{kdkjksa dks ,d gh tSls i= fy[ks tk ldrs gSaA 

mnkgj.k­ Øsrk QeZ }kjk lUnHkZ esa fn, x, uke ls tkudkjh ekaxukA 

lfpu oL= lnu 

¼lwrh] Åuh] js'keh oL=ksa ds Fkksd O;kikjh½ 

             4@428 cM+k cktkj 

nwjHkk"k % 22092621          xkft;kckn ¼mÙkj izns'k½ 

i=kad % l-o-l-@15@20-----@16        fnukad vxLr 12] 20------ 

loZJh vfer oL= lnu 

jsyos jksM 

xkft;kckn ¼mÙkj izns'k½ 

fo"k; % ^O;kolkf;d lUnHkZ* 

egkns;] 

gekjs ,d lEHkkfor xzkgd loZJh yoyh oL=k Hk.Mkj] 11 cktkj lhrkjke] bankSj ¼eè; izns'k½ us vkidk uke O;kolkf;d 

lanHkZ ds :i esa izLrkfor djds gesa vkils i=&O;ogkj djus dk lq;ksx fn;k gSA oSls ;g ,d vuko';d d"V gS ij vdkj.k 

ugha] vr% gesa vk'kk gS bl le; vlqfoèkk ds fy, gesa {kek djsaxsA 

D;k vkidh lEefÙk eas mDr QeZ 50]000 #- ¼ipkl gtkj #-½ rd lk[k foØ; lqjf{kr vkSj fujkin gksxk\ fu'p; gh vkids 

fopkj vkidh lEefr ek=k gksaxs vkSj fdlh Hkh :i esa vki ij dksbZ nkf;Ro mRiUu djus okys ughaA 

ge vkidks fo'okl fnykrs gSa fd vkids }kjk izsf"kr dh xbZ lwpuk vR;Ur xksiuh; j[kh tk;sxhA 

bl izdkj dh fdlh Hkh lsok ds fy, izkFkZuk lkfgr ge vkidks gqbZ vlqfoèkk ds fy, {kek ;kpuk djrs gSaA 

lèkU;okn] 

Hkofu"B 

Ñrs lfpu oL=k lnu 

deyk izlkn frokjh 

d-iz-fr-@d-;w-             lk>snkj 
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mijksDr i= ds mÙkj fofHkUu izdkj fn;s tk ldrs gSaA 

igyk mÙkj­ vuqdwy mÙkj (Positive Reply) 

mnkgj.k­ 

vfer oL= lnu 

¼lwrh] Åuh] js'keh diM+ksa ds Fkksd foØsrk½ 

nwjHkk"k %  95120&2885500           jsyos jksM 

            xkft;kckn ¼mÙkj izns'k½ 

i=kad % v-o-l-@5@20------@13         fnukad vxLr 16]20----- 

loZJh lfpu oL= lnu 

4@428 cM+k cktkj 

xkft;kckn ¼mÙkj izns'k½ 

fo"k; % ^O;kolkf;d lUnHkZ* 

egksn;] 

vkids i=kad l-o-l-@15@20-----@16 fnukad 12 vxLr] 20------ds fy, èkU;oknA loZJh yoyh oL= Hk.Mkj] bUnkSj] gekjs cM+s 

iqjkus xzkgd gSa vkSj geas ;g dgus dk xkSjo izkIr gS fd ,d n'kkfCn ls Hkh vfèkd ds lEiw.kZ le; esa og O;ogkj eas cM+s 

dq'ky vkSj ljy jgs gSaA Hkqxrku ds lEcUèk esa rks os cMs+ gh nzqr gSaA 

ge rks muds O;ogkj ls brus izHkkfor gSa fd fcuk iSls ij è;ku fn, muds gj vkns'k dh iw£r dj nsrs gSa ipkl gtkj dh 

rks ckr gh D;k gS\ 

;g lwpuk ge fcuk fdlh iwokZxzg vkSj Li"V Hkko ls ns jgs gSa ftldk vkèkkj gekjk vuqHko ek=k gSA vr% fu'p; gh bl 

lwpuk ls ge fdlh nkf;Ro eas ugha caèk jgs lkFk gh vkils lkuqjksèk gS fd bl lwpuk dks furkUr xksiuh; j[ksaA 

fdlh Hkh lsok ds fy, ge lnSo vkidh lsok esa rRij gSaA 

lèkU;okn! 

Hkofu"B 

Ñrs vfer vjksjk 

vfer oL= lnu 

izcUèkd 

vkxs ls i=kssa esa D;ksafd ys[kd laLFkku loZJh vfer oL=k lnu vkSj izsf"kr laLFkku lfpu oL=k lnu gh gSA vr% i= ds 

eq[; Hkkx dks gh fy[kdj fn[kk;k x;k gSA 

mnkgj.k­ 

nwljk i= ¼izfrdwy mÙkj½ (Negative Reply) 
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egkns;]  

vkids i=kad l-o-l-@15@20-----@16 fnukad 12 vxLr] 20----dh izkfIr gsrq èkU;oknA i= esa vkius loZJh yoyh oL= Hk.Mkj] 

bUnkSj okyksa dh vk£Fkd fLFkfr tkuuh pkgh gSA ml lEcUèk eas gesa fuosnu djuk gS fd orZeku eas rks ge mDr QeZ ds lkFk 

dksbZ O;ogkj ugha djrs D;ksafd muds lkFk O;ogkj dk gekjk vuqHko loZFkk dVq gh jgk gSA Hkqxrku ds lEcUèk esa ;g QeZ 

vfèkd fo'oluh; ugha gSA 

mijksDr lwpuk ge O;fDrxr vuqHko ds vkèkkj ij fcuk fdlh iwokZxzg ds fu"i{k Hkko ls ns jgs gSa vkSj vk'kk djrs gSa fd 

gekjs }kjk iznku dh xbZ ;g lwpuk fcYdqy xksiuh; j[kh tk;sxhA  

lèkU;oknA 

izcUèkd 

2-4-5-  f'kdk;r] nkos vkSj lek;kstu lEcUèkh i= 

(Letters regarding Complaints, Claims and their Adjustments) 

Øsrk eky izkIr gksus ij mls vius vkns'k i= esa o£.kr eky ls feyku djds ns[krk gSA ;fn eky vkns'k ds vuq:i ugha 

gksrk vFkkZr~ eky dh fdLe] ek=kk vFkok ewY; ds lEcUèk esa dqN vlaxfr jgrh gS rks Øsrk mijksDr vk'k; dh f'kdk;r djrs 

gq, foØsrk dks i= fy[krk gSA foØsrk bu f'kdk;rksa ij iwjh lgkuqHkwfr ls fopkj djrk gSA lUrq"V xzkgd O;kikj dh lcls 

cM+h fufèk gSA vr% xzkgd dh izR;sd f'kdk;r dks nwj fd;k tkuk pkfg,A 

eky jsyos LVs'ku ls NqM+krs le; ;fn iSfdax nks"kiw.kZ izrhr gks rks eky dh lqiqnZxh LVs'ku ekLVj dh ns[k&js[k eas yh tkuh 

pkfg,A [kqyh&lqiqnZxh esa LVs'ku ekLVj ls izek.k&i= ys fy;k tkrk gS fd D;k vkSj fdruk lkeku izkIr fd;k x;kA 

vO;ofLFkr lqiqnZxh ls jsyos ds vuqÙkjnkf;Ro iw.kZ O;ogkj ls tks {kfr gksrh gS jsyos iz'kklu mldh iw£r ds fy, mÙkjnk;h 

gSA gtkZus ds fy, ;g ek¡x jsyos ds fMohtu ds eq[; okf.kT; vèkh{kd (Chief Commercial Superintendent) dks 

lEcksfèkr dh tkrh gSA 

;fn eky dh iSfdax vkfn lqjf{kr gS rks Øsrk eky dks eky ds ewy vkns'k i= ls feykdj ns[krk gS vkSj ;fn mlesa dksbZ 

folaxfr izrhr gksrh gS rks Øsrk bl vk'k; dh f'kdk;r foØsrk dks fy[krk gSA 

;fn eky Mkd }kjk O;kikj ds ekè;e ls eaxk;k x;k gS rks ml fLFkfr esa xyr ;k nks"kiw.kZ lqiqnZxh ds fy, lEcfUèkr Mkd?kj 

dks f'kdk;r dh tkrh gSA 

f'kdk;r i= fy[krs le; fuEu lkoèkkuh visf{kr gSa­ 

1- f'kdk;rh i= eky izkfIr ds rqjUr ckn fy[kk tkuk pkfg,] 

2- f'kdk;r mfpr izek.k lfgr dh tkuh pkfg,] 

3- bu i=ksa dh Hkk"kk] Li"V] fouez vkSj =kqfVghu gksuh pkfg,A 
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4- foØsrk dks Øsrk dh f'kdk;r ij rqjUr è;ku nsuk pkfg, Hkys gh foØsrk dh dksbZ xyrh u gks] uqdlku mBkdj Hkh 

 f'kdk;r nwj djuk vko';d gSA lUrq"V xzkgd ls c<+dj foKkiu dk lQy ekè; vkSj vlUrq"V xzkgd ls c<+dj 

 gkfu igq¡pkus okyk dkjd dqN Hkh ugha gSA 

5- f'kdk;r ds lek;kstu ds fy, MSfcV uksV (Debit Note) ;k ØsfMV uksV (Credit Note) tSlh fLFkfr gks] dk 

iz;ksx fd;k tkuk pkfg,A 

mnkgj.k­ dkYifud lw=kksa ds iz;ksx ls eky ds foØsrk dks ,d f'kdk;rh i= fyf[k;s­ 

jkt oL= Hk.Mkj 

¼lwrh] Åuh o js'keh diM+ksa ds O;kikjh½ 

nwjHkk"k % 4223114           14 deyknsoh jksM 

 cEcbZ&400020 

loZJh jkeÑ".k dsfM;k ,.M lUl        fnukad % ekpZ 15] 200---- 

lCth eaMh 

vEckyk 'kgj 

egksn;] 

fo"k; % ^f'kdk;r* 

vkt vkids }kjk izsf"kr eky izkIr gqvk] ijUrq eky dks vkns'k i= ls feykus ij ,slk yxk ekuks eky vkns'k i= dks fcuk 

è;ku esa j[ks gh Hkst fn;k x;k gksA eq[; vlafxr;k¡ fuEu izdkj gSa­ 

1- 25 dEcy vksLoky Hksts gh ugha x;sA 

2- 20 Åuh pknjsa fcuk vkns'k ds gh Hkst nh xbZ gSaA 

3- uhyk Cystj 5 Fkku ds LFkku ij 10 Fkku Hkst fn;k x;k gSA 

4- Åuh lkfM+;k¡ ua- 311 ds LFkku ij 301 Hkst nh xbZ gSa] rFkk 

5- 6 xt okyh lkfM+;ksa ds LFkku ij 5½ xt dh lkfM+;ksa Hkst nh gSaA 

vkils izkFkZuk gS fd mijksDr fo"k; ij vfr 'kh?kz è;ku nsus dh Ñik djsaA 

lèkU;oknA 

Hkonh; 

Ñrs jkt oL= Hk.Mkj 

jktdqekj ok".ksZ; 

2-4-6-  jsyos dEiuh dks fy[kk x;k f'kdk;rh i= (Letter of Complaint Written to Railway Company) 

jke dqqekj Ñ".k dqekj 

¼tujy epsZ.V~l½ 
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             25 ekSfjl uxj 

nwjHkk"k % 27732660           fnYyh&110007 

i=kad % jk-dq-Ñ-dq-@56@20----@6        fnukad % vxLr 9] 20----- 

Jh;qr eq[; ys[kk vèkh{kd 

mÙkj jsyos 

fnYyh&110006 

Jheku~] 

vkt geus vius LFkkuh; jsyos LVs'ku ls loZJh fnus'k pUnz egs'k pUnz ,.M czknlZ] dydÙkk }kjk izsf"kr eky izkIr fd;kA 

mDr eky dydÙkk flVh LVs'ku fuxZfer jsyos jlhnh la[;k 436001 fnukad vxLr 1] 20-----ds la;ksx ls NqM+k;k x;k gSA 

bl lEcUèk eas ;g fuosnu djrs gq, [ksn gksrk gS fd eky ,d isVh [kqyh n'kk esa izkIr gqbZ ftldk fujh{k.k lEcfUèkr LFkkuh; 

vfèkdkfj;ksa }kjk djk fn;k x;k gSA mUgha ds fujh{k.k dj ysus ds i'pkr~ geus eky mBk;k FkkA chtd ls feykus ij vuqeku 

gksrk gS fd yxHkx 500 #i;s dh ykxr dk eky xk;c gSA 

lkFk gh mDr vfèkdkfj;ksa dh izekf.kdrk jlhn layXu gSA Jheku ls izkFkZuk gS fd gekjh {kfrifrZ vfoyEc dh tk, vkSj 

deZpkfj;ksa dks Li"V funsZ'k ns fn;s tk;sa rkfd os Hkfo"; eas fdlh vU; O;kikjh dks bl izdkj dh gkfu u igqapk;saA 

Hkonh; 

Ñrs jke dqekj Ñ".k dqekj 

jke dqekj 

layXu ¼1½             izcUèkd 

2-4-7-  Mkd?kj dks f'kdk;rh i=­ 

 tc eky Mkd }kjk O;kikj ds vkèkkj ij eaxk;k x;k gks rks eky dh lqiqnZxh vkfn ds lEcUèk eas mRiUu nks"k vkSj 

vO;oLFkk dh f'kdk;r Mkd?kj ds ofj"B vfèkdkjh ls dh tkrh gSA lkekU;r;k ;g f'kdk;r {ks=kh; Mkdiky ls dh tkrh 

gSA 

mnkgj.k­ ,d jftLVMZ iklZy dh lqiqnZxh us gksus ij Mkd foHkkx dks ,d f'kdk;r fyf[k,A 

jkts'k VªsfMax dEiuh fy- 

nwjHkk"k % 29593500           flfoy ykbUl 

             fnYyh 110054 

Øekad % jk-Vªs-d-fy-@15@20-----@115        fnukad % ekpZ 12] 20------ 

Mkdiky egksn; 

dM+dM+Mwek izèkku Mkd?kj 

fnYyh&110092 
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fo"k; % ^iklZy [kksus dh f'kdk;r* 

fiz; egksn;] 

vR;Ur [ksn lfgr fuosnu djuk gS fd geus ,d jftLVMZ iklZy dM+dM+Mwek izèkku Mkd?kj ls 3 tuojh] 20----dks loZJh 

Ñ".kyky ,.M lUl] cM+k cktkj] eky ?kj] eqEcbZ&14 ds irs ij Hkstk Fkk] ij ogk¡ ls izkIr lwpuk ds vkèkkj ij ;g iklZy 

vHkh mUgsa izkIr ugha gks ldkA 

ge lacafèkr iklZy dh jftLVªh dh jlhn dh QksVks LVsV izfr vkidh lsok esa Hkst jgs gSa] ewy izfr gekjs fjdkMZ esa lqjf{kr gSA 

ge vkids vfr vkHkkjh gksaxs ;fn vki gekjs bl ekeys dh Nkuchu dj mfpr dk;Zokgh djsaA  

lèkU;okn] 

Hkofu"B 

Ñrs jkts'k VªsfMax dEiuh fyfeVsM 

jkeiky flag 

layXu ¼2½            foØ; O;oLFkkid 

2-4-8-  Hkqxrku@rdkns vFkok ,d=khdj.k ds i= (Dunning or Collection Letters) 

mèkkj O;kikj dh vkRek gS] fdUrq mèkkj eky cspdj fQj mls olwy djus ls O;kikj dk 'kjhj py ldrk gS vU;Fkk 

mlds er̀ gksus dk Hk; cuk jgrk gSA ;fn mèkkj eky [kjhnus okyk fuf'pr vofèk eas [kjhns gq, eky dh jkf'k dk Hkqxrku 

ugha djrk gS] rks mls Hkqxrku dh ;kn fnykus ds fy, tks i= fy[ks tkrs gSa] mUgsa rdkns ds i= (Dunning Letter) dgk 

tkrk gSA 

,d=khdj.k] Hkqxrku vFkok rdkns ds i= fy[krs le; ;kn j[kus okyh ckrsaA 

rdkns ds i= esa cM+h la;r vkSj ifjek£tr Hkk"kk dk iz;ksx djuk pkfg,A vkidk mís'; dsoy iSlk olwy djuk gS] xzkgd 

ls >xM+k ughaA ;kn jf[k;s] mèkkj izse dh dSaph ugha gS ¼og rks O;kolkf;d lEcUèkksa dks vkSj Hkh iq"V djrk gS½ ij mèkkj ysdj 

u nsuk ;k Hkís rjhds ls mèkkj dh jde mxkguk oLrqr% og fo"k gS tks O;olk;h vkSj xzkgd ds izseiw.kZ lEcUèkksa esa dVqrk iSnk 

dj mUgsa lekIr dj ldrk gSA 

foØsrk O;olk;h dks ,d [kkrs dk fooj.k (Statement of Accounts) cukdj Øsrk ds ikl Hkstuk pkfg,A Hkstk x;k ;g [kkrs 

dk fooj.k rdknk djus dk ,d lkSE; vkSj f'k"V rjhdk gSA ;fn bl ij dksbZ vuqdwy izfrfØ;k gksrh u fn[kkbZ ns rks 

Hkqxrku dk Lej.k fnykrs gq, ,d ds ckn ,d Øe'k% rhu i= fyf[k,A igys i= esa Hkst x;s [kkrk fooj.k dk o.kZu vkSj 

Hkqxrku dh izkFkZuk gksrh gS] f}rh; esa blds lkFk ,d i= dk o.kZu vkSj jgrk gS] rr̀h; esa nks rdkns ds i=ksa dk vkSj [kkrk 

fooj.k ds o.kZu ds lkFk Hkqxrku dh dM+h psrkouh nh tkrh gS vkSj muesa ;g èkedh Hkh jgrh gS fd ;fn vc Hkh [kkrksa dk 

Hkqxrku ugha fd;k x;k rks ekeyk U;k;ky; esa lkSai fn;k tk;sxkA rdkns ds vk'k; ds lHkh i= vUrnsZ'kh; i= ;k fyQkQs 

}kjk Hksts tkus pkfg,] iksLV dkMZ }kjk ughaA ;fn i= ys[kd pkgs rks ,sls i=ksa ds Åij ^futh* ;k ^xksiuh;* 'kCn fy[k 

ldrk gSA izR;sd i= igys i= ls de&ls&de 15 fnu ckn fy[kuk pkfg,A 
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mnkgj.k­ 

jes'k cwV gkml 

nqjHkk"k % 22345610            cM+k cktkj 

              cjsyh 

i= la[;k % js-cw-gk-@16@20----@184         fnukad 8 ebZ] 20---- 

f'ko QqV fo;jl~ 

cM+k cktkj 

pUnkSlh ¼mÙkj izns'k½ 

fiz; egksn;] 

dkQh le; ls ge yksx dksbZ i=&O;ogkj ugha dj lds] vkf[kj bl ekSu dk vFkZ D;k gS\ vkSj gk¡] [kkrk iqLrdsa ns[kus ls 

irk pyk gS fd 4]000 #i;s dh ,d jde vkids uke vHkh Hkh iM+h gqbZ gS ftlds leFkZu vkSj Li"Vhdj.k ds fy, ge [kkrk 

fooj.k la[;k 323 Hkst jgs gSaA 

[kkrk fooj.k ds lEcUèk eas fdlh izdkj dh vLi"Vrk gksus ij fuLladksp fy[ksa vkSj Ñi;k vfoyEc Hkqxrku dh O;oLFkk djsaA 

Hkonh; 

Ñrs jes'k cwV gkml 

,e-,l- HkkfV;k 

layXu % 1             eSustj 

mnkgj.k­ 

igyk rdknk 

jes'k cwV gkml 

nwjHkk"k % 22345610            cM+k cktkj 

              cjsyh 

i=kad % j-cw-gk-@16@20----@188         ebZ 15] 20----- 

f'ko QqV fo;jl~ 

cM+k cktkj 

pUnkSlh ¼mÙkj izns'k½ 

fiz; egksn;] 

bl i= ds ekè;e ls ge vkidk è;ku iwoZ i= j-cw-gk-@16@20----@184 dh vksj vkd£"kr djrs gSa ftlds lkFk geus fooj.k 

layXu dj vfoyEc Hkqxrku dh izkFkZuk dh FkhA gesa iSls dh vR;fèkd vko';drk gS vr% vkils fouez fuosnu gS fd vius 

[kkrs ds iw.kZ Hkqxrku esa 4]000 #i;s ykSVrh Mkd esa Hkstdj ÑrkFkZ djsaA 
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èkU;okn lfgr]             Hkonh; 

Ñrs jes'k cwV gkml 

,e-,e- HkkfV;k 

eSustj 

mnkgj.k­ 

nwljk rdknk 

jes'k cwV gkml 

nwjHkk"k %  23456100 cM+k cktkj 

 cjsyh 

i=kad % j-cw-gk-@16@20---@190 twu 15] 20----- 

f'ko QqV fo;jlA 

cM+k cktkj 

pUnkSlh ¼mÙkj izns'k½ 

fiz; egksn;] 

gekjs fiNys nks i= la[;k j-cw-gk-@16@20-----@184 vkSj j-cw-gk-@16@20----@188 fnukad Øe'k% 8 vkSj 25 ebZ vuqÙkfjr 

jgus ij gesa [ksn gSA bu i=ksa esa geus vius 4]000 #- dh ,d jkf'k ds Hkqxrku dh vkils izkFkZuk dh FkhA igys ,d i= ds 

lkFk rks [kkrk fooj.k dh izfr Hkh layXu dks FkhA 

gesa oLrqr% iSls dh cgqr vko';drk gSA vr% vkils izkFkZuk djrs gSa fd vfoyEc Hkqxrku dh O;oLFkk djsaA ge fu'p; gh 

cM+s ÑrK gksaxsA 

èkU;okn lfgr] 

Hkonh; 

Ñrs jes'k cwV gkml 

,e-,e- HkkfV;k 

eSustj 

mnkgj.k­ 

rhljk rdknk 

jes'k cwV gkml 

nwjHkk"k % 22345610            cM+k cktkj 

                 cjsyh 

i=kad % j-c-gk-@16@20-----@200        fnukad % 30 twu] 20---- 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               47 

f'ko QqV fo;jl~ 

cM+k cktkj 

pUnkSlh ¼mÙkj izns'k½ 

fiz; egksn;] 

gesa vius rhu i= Øe'k% Øekad vkSj fnukad j-cw-gk-@16@20-----@184] 188] 190 Øe'k% 8 ebZ] 25 ebZ vkSj 15 twu vuqÙkfjr 

jgus ij nq%[k gS vkSj vk'p;Z HkhA gekjh vko';drk vkSj izkFkZuk ij vkius vHkh rd dksbZ fopkj ugha fd;k gS] ;g mfpr 

ugha gSA 

vc Ñi;k i= ikus ds ,d lIrkg ds vUnj fuf'pr :i ls vius [kkrs ds 4]000 #- dk Hkqxrku djsa vU;Fkk u pkgrs gq, 

Hkh ;g fookn U;k;ky; esa ys tkus ds fy, foo'k gks tk;saxs vkSj gekjh ;g foo'krk vkidh ykijokgh dk ifj.kke gksxh 

ftldk lEiw.kZ mÙkjknkf;Ro vki ij gksxkA 

lèkU;okn] 

Hkonh; 

Ñrs jes'k cwV gkml 

,e-,e-HkkfV;k 

eSustj 

2-4-9-  ifji= ;k x'rh&i= (Circular Letter) 

tc ,d O;olk;h ,d lans'k dks fdlh O;fDr fo'ks"k ds LFkku ij lkèkkj.k rkSj ij fofHkUu O;fDr;ksa dks ,dlkFk izlkfjr 

djuk pkgrk gks rks mls ifji=ksa dh lgk;rk ysuh iM+rh gSA bUgsa x'rh&i= Hkh dgk tkrk gSA bu i=ksa dk dFku ,o earO; 

rks ,d gh gksrk gS] cl izsfjr O;fDr vyx&vyx gksrs gSaA lkekU;r% ifji= dh vko';drk fuEufyf[kr ifjfLFkfr;ksa eas 

iM+rh gS­ 

1- tc dksbZ uohu O;kikj LFkkfir fd;k tk;( 

2- tc O;kikj esa fdlh uohu 'kk[kk dh LFkkiuk dh tk;( 

3- tc O;kikj dks ,d LFkku ls nwljs LFkku ij ys tk;k tk;( 

4- tc fdlh ubZ oLrq dk fuekZ.k fd;k tk;( 

5- tc O;kikfjd laLFkk ds uke esa ifjorZu fd;k tk;( 

6- tc fdlh iqjkuh 'kk[kk dks lekIr fd;k tk;( 

7- tc iqjkus eky dks ?kVh nj vFkok fdlh vU; vkd"kZd :i esa cspk tk;( 

8- tc O;kikj esa fdlh u;s lk>snkj vFkok vU; egÙoiw.kZ O;fDr dk izos'k gks( 

9- tc dksbZ iqjkuk lk>snkj vodk'k fuòÙk gks vFkok fdlh vU; egÙoiw.kZ O;fDr dks in ls gVk fn;k tk;( 

10- tc uohu ,tsUV ¼fo'ks"kdj foØ; izfrfufèk½ dks fu;qDr fd;k tk;( 
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11- tc ,tsUV dks gVk fn;k tk;A 

ifji= vU; i=ksa dh vis{kk dqN egÙoiw.kZ gksrk gS] D;ksafd mldk mís'; lkoZtfud gksrk gSA ,d gh i= fofHkUu yksxksa ds 

ikl igq¡pdj vkids euksuqdwy izfrfØ;k djk lds blds fy, i= dk vkd"kZd gksuk furkUr vko';d gSA ,sls i= ljy] 

laf{kIr] lkFkZd ,oa izHkkoiw.kZ gksus pkfg,aA vlR; ds vfo'luh; ifji= vius mís'; dh izkfIr esa foQy jgrs gSaA ifji= dh 

lQyrk blh esa gS fd og lkoZtfud gksrs gq, Hkh gj izsf"krh dks ,slk yxs tSls fd mlh dks O;fDrxr rkSj ls fy[kk x;k 

gSA ,sls i=ksa ds dqN mnkgj.k uhps fn;s tk jgs gSaA 

mnkgj.k­ (i) uohu O;kikj LFkkfir djus ij fy[kk x;k ifji= 

xqIrk lkbfdy ekVZ 

¼gj izdkj dh lkbfdy ds iqtks± rFkk m"kk e'khu o ia[kksa ds vfèkÑr foØsrk½ 

            141 lkbfdy ekdsZV 

nwjHkk"k % 2523282         nfj;kxat] fnYyh& 110006 

i=kad % xq-l-ek-@55@20-----@56       fnukad % 7 vxLr] 20----- 

Jh@loZJh ---------------------------------------- 

---------------------------------------- 

---------------------------------------- 

egksn;@egksn;k] 

gesa vkidh lsok esa ;g fuosnu djrs gq, g"kZ gksrk gS fd LFkkuh; turk dh lqfoèkk ds fy, ge ^xqIrk lkbfdy ekVZ* uked 

uohu O;kolkf;d izfr"Bku izkjEHk dj jgs gSa] ftlesa vPNs Lrj ds lkbfdyksa] muds iqtksZ ij ejEer dh mfpr lsok ds 

vfrfjDr m"kk tSlh izfr"BkyCèk laLFkku ds eq[; mRikn­ia[ks vkSj flykbZ e'khuksa ds foØ; dh O;oLFkk jgsxhA izfr"Bku dk 

'kqHkkjEHk 15 vxLr 20-----ls gksxk ftldk mn~?kkVu egkjktk vxzlsu Ldwy ds fizaflfiy MkW- jke vorkj oekZ th us djuk 

Lohdkj dj fy;k gSA  

ge lHkh eky vkidh lsok esa de njksa ij ns ldsaxs vkSj oLrq ds p;u ,oa oj.k dk vkidks LorU=k vfèkdkj gksxkA fdlh 

izdkj dh f'kdk;r gksus ij lnSo lsokjr jgus dk vk'oklu nsrs gSaA 

vk'kk gS] vki viuk ÑikHkko cukdj geas lsok dk leqfpr volj nsaxsA 

Hkofu"B 

foosd dqekj xqIrk 

vfèkifr 

mnkgj.k­ (ii) uohu 'kk[kk [kksyus ij fy[kk x;k ifji= 

eèkq bUMLVªht 

VsyhQksu u- % 27112814          91 jkeckx 
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'kkgnjk fnYyh&110032 

15 tqykbZ] 20---- 

Jh@loZJh ---------------------------------------- 

---------------------------------------- 

---------------------------------------- 

fiz; egksn;] 

iwohZ fnYyh esa O;kikj c<+ tkus ds dkj.k vkidh leqfpr lsok djus ds mís'; ls [kksyh xbZ uohu 'kk[kk ds lEcUèk esa lwfpr 

djrs gq, ge g"kZfHkHkwr gSaA ;g 'kk[kk geus th-Vh-jksM 'kkgnjk ij [kksyh gS tks Jh gfj nso xqIrk ds fu;U=k.k ,oa lapkyu esa 

dk;Z djsxhA 'kk[kk dk dk;Z 1 flrEcj ls izkjEHk gks tk,xkA 

mDr 'kk[kk ls vki gekjs lHkh mRikn iwokZns'k ij gh izkIr dj ldsaxsA vkids lehiLFk gksus ds dkj.k eky 'kh?kz vkSj de 

HkkM+k O;; ij vkidks lqyHk gks ldsxkA 

'kk[kk ds dk;Z lapkyu bR;kfn ds lEcUèk esa lq>ko o f'kdk;rsa LFkkuh; izcUèkd Jh xqIrk vFkok gesa vo'; fy[k Hkstsa rkfd 

ge vkidh lsok ds vuq:i Lo;a dks cuk;s j[ksaA 

mDr 'kk[kk dh izxfr vkids ÑikHkko ij gh voyfEcr gSA 

èkU;okn lfgr] 

Hkofu"B 

Ñrs eèkq b.MLVªht 

ijekuan xqIrk  

eSustj 

mnkgj.k­ (iii) O;olk; dk LFkku ifjorZu djus ij fy[kk x;k ifji= 

uoHkkjr fdjkuk LVkslZ 

11@35 dkfUr uxj 

VsyhQksu % 22848830           fnYyh& 110051 

 23 Qjojh] 20------ 

loZJh ---------------------------------------- 

---------------------------------------- 

fiz; egksn;] 

gekjs orZeku laLFkku esa LFkkuHkko ds dkj.k vkidh mfpr lsok dk lq;ksx ugha curk gSA vr% turk dh lqfoèkk dks è;ku esa 

j[krs gq, geus vius ml LFkku dks NksM+dj uohu LFkku ij O;kikj LFkkfir dj fy;k gSA vc ;g O;kikj&xg̀ 56] ';keuxj] 

'kkgnjk] fnYyh&110032 esa fLFkr gksxkA 
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bl uohu laLFkku ij ge igys ls Hkh vfèkd rRijrk] dk;Zijk;.krk ,oa mRlkg ls vkidh lsok djus dk ozr ysdj vk jgs 

gSaA vki Hkh gekjk mRlkgoèkZu djus ds fy, iwoZor~ ÑikHkko cuk;s j[ksaA 

èkU;okn lfgr] 

Hkonh; 

Hkw"k.k vxzoky 

Ñrs uoHkkjr fdjkuk LVkslZ 

izcUèkd 

mnkgj.k­ (iv) u;h oLrq ds foKkiu ds vk'k; ls fy[kk x;k ifji= 

QSUlh dVihl Hk.Mkj 

¼mPp dksfV ds Vsjsyhu] VsjhdkWV o lwrh oL=kksa ds dVihl ds Fkksd O;kikjh½ 

             31 xat LVªhV 

VsyhQksu ua- % 23321100          f=iksfy;k cktkj 

 fnYyh& 110006 

 fnukad % Qjojh 17] 20---- 

Jh@loZJh ---------------------------------------- 

---------------------------------------- 

---------------------------------------- 

fiz; egksn;] 

egkjkuh feYl] f'k[kk feYl vkSj vyduUnk feYl ds ,dne uohu fMtkbu ds diM+ksa ds dVihl dk uohure LVkd vkidks 

ykHkkfUor djus ds mís'; ls cktkj esa vk x;k gSA 

ge mDr feyksa ds VqdM+ksa ds bl {ks=k ds ,dek=k vfèkÑr foØsrk gSa] vLrq vkils fuosnu gS fd bl eky dk vkns'k izsfjr 

dj 'kh?kz gh vius xzkgdksa dk fo'okl vkSj ykHk izkIr djsaA 

eky ds uewus dh izfr;k¡] ewY; lwph] uewus dh izfr;k¡ lkFk esa layXu gSaA 

vk'kk gh ugha] iw.kZ fo'okl gS fd vki 'kh?kz gh Hkkjh ek=kk esa eky dk vkns'k Hkstdj gesa ÑrkFkZ djsaxsA ge vkids vkns'k dh 

izrh{kk esa gSaA 

èkU;okn lfgr]             Hkonh; 

Ñrs QSUlh dVihl Hk.Mkj 

layXu­ ^ewY; lwph ,oa eky ds uewus ds iSdsV*         mes'k oekZ 

lk{khnkj 

mnkgj.k­ (v) QeZ ds uke ifjorZu ds lEcUèk esa ifji= 
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jkeizdk'k ,.M lUl 

             30 eksfjl jksM 

 fnYyh&110007 

Jh@loZJh ----------------------------------------        fnukad % tqykbZ 15] 20----- 

---------------------------------------- 

---------------------------------------- 

fiz; egksn;@egksn;k] 

O;olk; ds iqufuZekZ.k dh n`f"V ls gesa vius O;kikfjd laLFkk dk uke cnyuk iM+k gSA ge fo'okl fnykrs gSa fd bl uke 

ifjorZu ls gekjh O;kolkf;d uhfr;ka loZFkk vifjofrZr jgsaxhA  

QeZ dk iqjkuk uke          QeZ dk u;k uke 

jkeizdk'k ,.M lUl          jkeizdk'k czã izdk'k 

vkils fuosnu gS fd Hkfo"; esa vki bl u;s uke ls gh i=&O;ogkj djsa vkSj iwoZor~ ÑikHkko cuk;s j[ksaA 

Hkonh; 

Ñrs jkeizdk'k ,.M lUl 

jkeizdk'k 

O;oLFkkid 

uksV ­ Nk=kksa dks ;g Lej.k j[kuk pkfg, fd QeZ ds uke ifjorZu ;k LFkku ifjorZu dh lwpuk lkekU;r% iqjkus uke o irs 

ls nh tkrh gSA 

mnkgj.k­ (vi) uohu lk>snkj ds izos'k ds lEcUèk esa ifji= 

f'koyky ,.M lUl 

52 NksVh dpgjh 

fnYyh&110006 

Jh@loZJh ----------------------------------------  

---------------------------------------- 

---------------------------------------- 

fiz; egksn;] 

gesa vkidks ;g lwfpr djrs gq, g"kZ vkSj larks"k dk vuqHko gksrk gS fd geus vius QeZ ds HkwriwoZ izcUèkd Jh fd'kuyky dks 

vius O;kikj esa lk>snkj ds :i esa lfEefyr dj fy;k gSA Jh fd'kuyky ds vkxeu ls QeZ ds uke] Lo:i vkSj O;kikfjd 

uhfr;ksa eas ewyr% dksbZ ifjorZu ugha gksxk] ijUrq gesa fo'okl gS fd Jh fd'kuyky ds funsZ'ku vkSj lg;ksx ls ge vkSj vfèkd 

larks"kizn lsok djus esa leFkZ gksaxsA 
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vkils iwoZor~ ÑikHkko cuk, j[kus dh vis{kk gS 

lèkU;okn] 

Hkonh; 

Ñrs f'ko yky ,.M lUl 

f'ko yky 

O;oLFkkid 

mnkgj.k­ lk>snkj ds ìFkd~ gksus ds lEcUèk esa ifji= 

vkdk'kxaxk VªsfMax dkjiksjs'u 

             105 jsyos jksM 

VsyhQksu % 27112600          'kkgnjk fnYyh&110032 

5 tqykbZ] 20----- 

loZJh ---------------------------------------- 

---------------------------------------- 

---------------------------------------- 

fiz; egksn;@egksn;k] 

geas ;g lwfpr djrs gq, nq%[k gS fd gekjs ofj"B lg;ksxh Jh vkbZ-,l- 'kekZ us LokLF; dkj.kksa ls QeZ ls vodk'k xzg.k dj 

fy;kA Jh 'kekZ ds vuqHko vkSj funsZ'k ls oafpr gks tkus ij gekjh O;kolkf;d uhfr;ksa] O;kikfjd uke vkSj vkarfjd laxBu 

esa ifjorZu lEHkkfor ugha gSA 

vk'kk gS] vki iwoZor~ ÑikHkko cuk;s j[ksxsaA 

Hkonh; 

Ñrs vkdk'kxaxk VªsfMax dkjiksjs'ku 

czãLo:i 

lk>snkj 

2-4-10-  cSad lEcUèkh i=&O;ogkj (Letters Regarding Bank) 

cSad O;kikj dh izeq[k lgk;d laLFkk gSA dksbZ Hkh O;olk; cSad ds vHkko esa ;k mldh lgk;rk ds fcuk vkt lQyrkiwoZd 

ugha py ldrkA cSad ls O;ogkj djrs le; vko';drkuqlkj i=&O;ogkj fd;k tkrk gSA uewus ds dqN i= fuEu izdkj gSa­ 

mnkgj.k­ pkyw [kkrk [kksyus ds fy, izkFkZuk 

f'k[kk VªsfMax ,tsUlht 

VsyhQksu % 3017045           173 f'ko lkxj 

 fnYyh&110009 
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i=kad % f'k- Vªs- ,-@110@20-----@79        fnukad % ekpZ 25] 20----- 

izcUèkd egksn;  

U;w cSad vkWQ bf.M;k 

f'ko lkxj 

fnYyh&110006 

fo"k; % ^pkyw [kkrk [kksyus ds fy, izkFkZuk* 

egksn;] 

mijksDr laLFkku ds uke ls layXu ,d yk[k #i;s ¼1]00]000 #-½  ds pSd }kjk pkyw [kkrk [kksydj gesa vuqxzghr djsaA pSd 

cqd] ikl cqd vkSj tek ds ijpksa dh fdrkc i=okgd dks lkSai nasA bl [kkrs ds lEcUèk esa pSd fuxZeu vfèkdkj dsoy 

vèkksgLrk{kjh dk gksxkA 

lèkU;okn] 

Hkonh; 

Ñrs f'k[kk VªsfMax ,tsUlht 

layXu&1 pSd la[;k 002934 ¼,d yk[k #i;s½         f'k[kk flag 

 O;oLFkkfidk 

mnkgj.k­ cSad ds czkap eSustj dks ,d i= fyf[k, ftlesa ,d fuxZfer pSd ds Hkqxrku dks jksdus dh izkFkZuk dh xbZ gksA 

vkn'kZ O;kikj x`g 

VsyhQksu % 2634650          12@131 cM+k cktkj 

 fnYyh& 110006 

i=kad % vk-O;k- x`-@41@20---@115        fnukad % 07 ekpZ] 20---- 

izfr"Bk esa] 

izcUèkd egksn; 

U;w cSad vkWQ bf.M;k 

fnYyh eq[; 'kk[kk] fnYyhA 

egksn;] 

vkids lwpukFkZ fuosnu gS fd gekjs }kjk loZJh gjfd'ku nkl ,.M lUl ds uke fuxZfer ,d okgd pSd muls dgha [kks 

x;k gS] vr% mldk Hkqxrku ugha fd;k tk;sA mDr pSd uEcj 4@ch 11327 ik¡p gtkj #i;s dk gS vkSj 5 ekpZ 20-----dks 

fuxZfer fd;k x;k FkkA 

lèkU;okn] 

Hkonh; 
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vkn'kZ O;kikj x`g 

vkn'kZ dqekj lgxy 

O;oLFkkid 

mnkgj.k­ udn lk[k (Cash Credit) vfèkfod"kZ (Overdraft) ;k vfxzze (Advance) dh ek¡x ds fy, izkFkZukA 

foosd VsªfMax dEiuh 

nwjHkk"k % 23324110          ubZ fnYyh LVs'ku jksM 

ubZ fnYyh&110055 

i=kad % fo-Vªs-d-@81@20-----@95        fnukad % tqykbZ 25] 20------ 

'kk[kk izcUèkd 

tEew ,.M d'ehj cSad fy- 

ubZ fnYyh&110001 

egksn;] 

O;kolkf;d txr esa mijksDr laLFkku dk uke yxHkx nks 'krkfCn;ksa iqjkuk gS vkSj mruk gh iqjkuk gS gekjk vkids cSad ds 

lkFk lEcUèkA orZeku esa O;olk; ds foLrkj gsrq vfèkd #i;ksa dh vko';drk vuqHko djrs gq, ge vkils ipkl gtkj #i;s 

¼50]000½ ds vfèkfod"kZ (Overdraft) dh ekax djrs gSaA 

vkids voyksdukFkZ xr rhu o"kZ ds O;kikfjd [kkrksa dh izfr;k¡ layXu gSaA vk'kk gS visf{kr jkf'k dk vfèkfod"kZ iznku dj 

vki gesa ÑrkFkZ djsaxsA 

lèkU;okn]  

Hkonh; 

Ñrs foosd VªsfMax dEiuh 

foosd 'kekZ 

layXu ^5*             izcUèkd 

mnkgj.k­ ikl cqd [kks tkus ij cSad }kjk mldh nwljh izfr fuxZfer djus ds fy, ,d i= fyf[k,A 

lq"kek VªsfMax bUMLVªht 

¼ydM+h ds QuhZpj ds fuekZrk ,oa foØsrk½ 

nwjHkk"k % 23679820          318 vktkn uxj 

 fnYyh& 110051 

i=kad % lq- Vsª- b-@110@20-----@25         fnukad % ebZ 6] 20-

----- 

izfr"Bk esa 
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izcUèkd egksn; 

iatkc ,.M flUèk cSad 

vktkn uxj 

fnYyh& 110051 

fo"k; % ^ikl cqd [kks tkus dh lwpuk* 

fiz; egksn;] 

bl i= ds ekè;e ls eq>s lwfpr djuk gS fd gekjs pkyw [kkrk la[;k C 3186 ls lEcfUèkr ikl cqd dgha [kks xbZ gSA Ñi;k 

,d nwljs (Duplicate) ikl cqd fuxZfer dj nsa vkSj bl lEcUèk eas tks Hkh jkf'k ns; gks mls esjs [kkrs ls olwy dj ysaA  

lèkU;okn] 

Hkonh; 

lq"kek lsB 

O;oLFkkfidk 

pkyw [kkrk la- C 3186 

mnkgj.k­pSd cqd [kks tkus dh lwpuk­ 

gjh'k bySDVªhdYl dEiuh 

¼fo|qr midj.kksa ds fuekZrk ,oa foØsrk½ 

nwjHkk"k % 25964260           LVs'ku jksM 

 fnYyh&110035 

i=kad % g-b-d-@87@20-----@95        fnukad % Qjojh 10] 20----- 

izfr"Bk esa 

izcUèkd egksn; 

U;w cSad vkWQ bf.M;k 

cSad jksM 

fnYyh&110031 

fo"k; % pSd cqd [kks tkus dh lwpuk 

fiz; egksn;] 

bl i= ds ekè;e ls eq>s ;g lwfpr djuk gS fd gekjs pkyw [kkrk la[;k AC 813 dh pSd cqd dgha xqe gks x;h gSA ;s 

pSd cqd geus 5 Qjojh] 20---- dks izkIr dh Fkh vkSj blesa CA/T 001901 ls CA/T 001920 rd ds 20 pSd Fks ftuesa ls 

dsoy 15 pSd gh vc rd iz;qDr gq,] 'ks"k 5 pSd viz;qDr gSaA   

Ñi;k ,d nwljh pSd cqd fuxZfer dj vuqxzghr djsaA 
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lèkU;okn]  

Hkonh; 

Ñrs gjh'k bySDVªhdYl da 

gjh'k feÙky 

O;oLFkkid 

2-4-11-  chek dEiuh ls i=&O;ogkj (Letters Regarding Insurance) 

cSad ;fn O;olk; dks foÙkh; my>uksa ls eqDr dj O;kikj dks lqxe cukrk gS] rks chek dEifu;ka eky esa fufgr tksf[ke ls 

O;fDr dks eqDr dj O;kikj dks xfr nsrh gSaA ;ksa rks chek ds fofoèk izdkj gksrs gSa ijUrq thou chek ds O;kolkf;d lEcUèk 

ugha gksrsA rFkkfi vfXu chek] leqnzh chek] tksf[ke ds fo#) chek] ,DlhMsaV bU';ksjsUl vkfn izdkj ds ches O;olk; esa 

fuR;izfr pyrs jgrs gSaA vr% chek dEifu;ksa ls O;kikfj;ksa dk fu;fer i=&O;ogkj pyrk jgrk gSA vkxs ,sls gh dqN i=ksa 

ds mnkgj.k fn, x, gSaA 

mnkgj.k­ gkfu gksus ij {kfriw£r ds fy, chek dEiuh ls izkFkZukA 

,dtqV izkslsflax dEiuh 

VsyhQksu % 2726569           48 [kqyk njoktk 

nwj izs"; %  ,dtqV           fnYyh&110034 

i=kad % ,-izks-da-@ 15@20-----@80         6 vxLr] 20------- 

èkuo"kkZ chek dEiuh 

fnYyh&110048 

lanHkZ­ ^ikfylh ua- 337925* 

egksn;] 

vR;Ur [ksn dk fo"k; gS fd gekjs xksnke esa fctyh ds rkjksa }kj vkx yx tkus ls mlesa j[kk gqvk] 50]000 #- dk twV dk 

lkjk eky èoLr gks x;k gSA tks dqN lkeku v)xfyr ;k v)ZnXèk voLFkk eas izkIr gqvk Hkh gS] mldh mi;ksfxrk vkSj cktkj 

ewY; 'kwU; ls vfèkd ugha gSA 

gekjk ;g xksnke vkidh dEiuh }kjk ikfylh ua- 337925 ds vkèkhu lhfer FkkA vr% vkils fuosnu gS fd vfoyEc ekSds ij 

tkap djds gesa gqbZ vk£Fkd gkfu dh {kfriw£r dh tkosA 

vkids voyksdu ,oa fujh{k.k ds fy, vHkh xksnke T;ksa dk R;ksa iM+k gqvk gSA 

èkU;okn lfgr] 

Hkofu"B 

jke cgknqj HkkfV;k 

Ñrs ,dtqV izkslsflax dEiuh 
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mnkgj.k­     y{eh dkar I;kjs yky 

¼crZuksa ds fu;kZrd½ 

nwj  izs"; % ^Fkky*          56 ckal okyh xyh 

nwjHkk"k % 728945          fnYyh 110039 

i=kad % 546@U;w@59          fnukad % twu 27] 20---- 

izcUèkd 

lqj{kk chek dEiuh 

fnYyh&110006 

egksn;] 

geus 5 yk[k dk eky xr 27 ekpZ dks ,l-,l- ^ty rjax* }kj U;w;kdZ ds ,d O;kikjh dks fu;kZr fd;k Fkk vkSj bl lEcUèk 

eas lEiw.kZ jkf'k ds fy, vkils chek ikfylh ua- A 39 P 3939 ds vUrxZr leqnzh chek djk;k FkkA 

izkIr lwpuk ds vuqlkj tgkt rwQku esa Qal tkus ds dkj.k u rks mlesa cSBk dksbZ O;fDr gh cpk;k tk ldk vkSj u ekyA 

bl lEcUèk esa vkils fuosnu gS fd ;Fkk'kh?kz tk¡p&iM+rky djds gekjh 5 yk[k dh {kfriw£r dh O;oLFkk djsaA bl lEcUèk 

esa vkils fdlh Hkh vkns'k vkSj funsZ'k dh ge izrh{kk dj jgs gSaA 

lèkU;okn] 

Hkofu"B 

Ñrs y{ehdkar I;kjs yky 

lapkyd 

I;kjs eèkq lnu 

2-5   lkjka'k 

;|fi i=&O;ogkj ekuo leqnk; eas fopkjksa dks lEizsf"kr djus dk lnk gh ,d Js"B rFkk l'kDr ekè;e jgk gS ysfdu 

O;kikj vkSj O;olk; ds {ks=k esa rks mldk vf}rh; gh egÙo gSA ;fn orZeku O;kolkf;d izxfr dks lgh vFkks± esa mUur 

O;kolkf;d i=&O;ogkj dh iq=kh gh dgk tk;s rks dksbZ vfr'k;ksfDr u gksxhA ,d u;s O;kikj dks tUe nsus] mls cktkj esaa 

ifjfpr djkus vkSj fQj O;kikj dks lgtrk ls pykus esa lnk gh i=&O;ogkj pyrk jgrk gS] Hkys gh og O;kikj ds lk[knkrksa 

ls gks] cSadksa] dEifu;ksa] ljdkj] miHkksDrkvksa] _.knkrkvksa ;k vU; i{kdkjksa ls gksA orZeku O;kolkf;d txr~ dk lkjk <k¡pk 

gh O;kolkf;d i=&O;ogkj ij fVdk gqvk gSA vktdy rks Mkd }kjk O;kikj (Mail Order Business) dh ,d u;h rduhd 

gh fodflr gks xbZ gSA ;fn fo'o ds O;olk; {ks=k ls i=&O;ogkj dks lglk lekIr dj fn;k tk, rks fu'p; gh orZeku 

O;kolkf;d O;oLFkk dks ydok ekj tk;sxkA vfr'k;ksfDr u gksxk fd O;olk; orZeku laLÑfr vkSj lH;rk dk ;fn 'kjhj gS 

rks i=&O;ogkj mldh vkRek gSA lalkj esa i=ksa ds vHkko esa Lusg rks iui ldrk gS] O;kikj ughaa dgukA lalkj dk izR;sd 

O;fDr foØsrk gS] O;olk;h gS] ;fn og oLrq,a ugha csprk rks cqf) lsok,a vkSj fopkj csprk o [kjhnrk gSA bl izdkj izR;sd 
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O;fDr ds thou esa i=&O;ogkj dk fo'ks"k egÙo jgrk gSA rkj vkSj VsyhQksu ;|fi 'kh?kz lUns'kokgu ds izHkkoiw.kZ lkèku gSa 

ijUrq budk iqf"Vdj.k Hkh i=ksa ds ekè;e ls gh gksrk gSA 

,d O;kikfjd i= oLrqr% lef̀) dk cht (Seed of Prosperity) gSA i=&O;ogkj foKku ds egkfo}ku Jh gjcVZ dSlu 

us fy[kk gS­ 

ßviuh QeZ ls tkus okyk izR;sd i= vkidk foØ; izfrfufèk gSA ;g ,d lUns'kokgd gksrk gSA ;g ekSu Hkys gh gks] ewd ugha   

gksrkA ;g yksxksa esa vkids izfr vkLFkk mRiUu djrk gS vkSj vukLFkk HkhA vkids O;olk; dh lk[k fuekZ.k djus esa ;g i= 

lgk;d gksrk gSAÞ 

,d vPNk i= vkids O;olk; dh fuEu lsok,a djrk gS­ 

1- oLrqvksa ds foØ; dk vkèkkj gS( 

2- iqjkus vkSj [kks;s gq, xzkgdksa dks okil ykrk gS( 

3- uohu xzkgd vkd£"kr djrk gS( 

4- foØsrkvksa esa izsj.kk Hkjrk gS( 

5- foØ; izfrfufèk;ksa ds fy;s muds vkxeu ls iwoZ dh :ijs[kk rS;kj djrk gS( 

6- O;kikfj;ksa esa O;kikj ds izfr mÙkstuk Hkjrk gS( 

7- lk[k dk fuekZ.k djrk gS( 

8- Mwcs gq, _.kksa dks olwy djrk gS( 

9- f'kdk;rsa nwj djrk gS( vkSj 

10- vkids fy, u, cktkjksa dks tUe nsrk gSA 

2-6   'kCnkoyh 

foØ; izfrfufèk (Sales Representative)­ viuh QeZ ls tkus okyk izR;sd i= vkidk foØ; izfrfufèk gksrk gSA  

iwNrkN ds i= (Letters of Enquiry) ­ oLrq dh fdLe] ek=kk] ewY; vkSj O;kikfjd 'krks± dks tkuus dh bPNk ls fy[ks x, 

i= iwNrkN ds i= dgykrs gSaA 

rdkns ds i= (Collection Letters)­ ;fn mèkkj eky [kjhnus okyk fuf'pr vofèk esa [kjhns gq, eky dh jkf'k dk Hkqxrku 

ugha djrk] mls Hkqxrku dh ;kn fnykus ds fy, tks i= fy[ks tkrs gSa] mUgsa rdkns ds i= dgrs gSaaA 

vfèkfod"kZ (Overdraft) ­ orZeku eas O;olk; ds foLrkj gsrq vfèkd èku dh cSad ls ek¡x djuk vfèkfod"kZ dgykrk gSA 

2-7  cksèk iz'u ,oa muds mÙkj 

¼d½ bl bdkbZ dks i<+us ds i'pkr~ vki vius Kku dks igpkus­  

 crkb, fd fuEu dFkuksa esa ls dkSu&dkSu ls lR; gSa rFkk dkSu&dkSu ls vlR;­ 

 (i) eky Ø; djus ls iwoZ iwjh Nku&chu dh tkuh pkfg,A 
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 (ii) vkns'k i= esa eky dh fdLe] ek=kk vkSj vU; fooj.k Li"V :i ls fy[ks tkrs gSaA 

 (iii) dHkh&dHkh Øsrk }kjk fn;k x;k vkns'k Lo;a Øsrk dks gh fujLr djuk iM+rk gSA 

 (iv) pkyw [kkrk O;kikfj;ksa ds fy, gksrk gSA 

 (v) cpr [kkrs esa C;kt vfèkd feyrk gSA 

¼[k½ dks"Bd esa fn;s x;s 'kCnksa esa ls mfpr 'kCn ds iz;ksx }kjk [kkyh LFkkuksa dks HkjksA 

 (i) 'kCn&foU;kl dh =kqfV i=&ys[ku dks ------------------------- esa Mky ldrh gSA ¼>a>V@vis{kk½ 

 (ii) i= dk lekiu ----------------------------------------------------------- ls gksrk gSA ¼Hkonh;@egksn;½ 

 (iii) vfHkoknu 'kCn ds i'pkr~ v)Z&fojke -------------------------------- gSA ¼vizpfyr@izpfyr gS½ 

 (iv) f'kdk;rh i= eky izkfIr ds -------------------- ckn fy[kk tkuk pkfg,A ¼rqjUr@dqN le;½ 

 (v) ,d=khdj.k] Hkqxrku vFkok rdkns ds i= ------------------------------ gh gksrs gSaA ¼,d@vyx½ 

mÙkj ¼d½ (i) lR;] (ii) lR;] (iii) lR;] (iv) lR;] (v) vlR;A 

 ¼[k½ (i) >a>V] (ii) Hkonh;] (iii) izpfyr] (iv) rqjUr] (v) ,dA 

2-8   Loij[k iz'u 

1- ,d O;kolkf;d i= ds foU;kl dk uewuk nhft,A 

2- O;kolkf;d i= ds fofHkUu vax dkSu&dkSu ls gksrs gSa\ 

3- ,d vPNs i= ds xq.kksa dk foLrkj iwoZd o.kZu djsaA 

dqN mi;ksxh iqLrdsa 

 vkj-lh-HkkfV;k % dk;kZy; izcU/k] ,VykafVd ifCy'klZ ,.M fMLVªhO;wVlZ ¼izk-½ fy- 7@22] vUlkjh jksM] nfj;kxat] ubZ 

fnYyh&110002 

 lgk;] ,l- ds- % dk;kZy; izcU/k] lkfgR; izdk'ku] vkxjk 

 xqIrk] caly ,oa efyd % dk;kZy; izcU/k] fnYyh fo'ofo|ky; fgUnh ehfM;e] fnYyh&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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bl bdkbZ dk vè;;u djus ds i'pkr~ vki bl ;ksX; gks ldsasxs fd­ 

 ndk;kZy; vkns'k dk vFkZ Li"V dj ldsa 

 dk;kZy; ifji= dk vFkZ Li"V dj ldsa 

 uksV 'khV dk vFkZ Li"V dj ldsa 

 dk;kZy; fVIi.kh dk vFkZ Li"V dj ldsa 

 ,d vPNh fVIi.kh dh fo'ks"krk,a crk ldsa 

 fVIi.kh ds fl)kUrksa dks Li"V dj ldsa 

 fufonk dk vFkZ Li"V dj ldsa 

 foKfIr ;k izsl uksV dks Li"V dj ldsa 

 foKkiu ds ekè;e ds izdkj Li"V dj ldsa 

 vfèklwpuk ,oa ?kks"k.kk dk vFkZ Li"V dj ldsa 

 vè;kns'k ,oa izLrko dk vFkZ Li"V dj ldsa 

 vèkZ&ljdkjh i= ,oa Kkiu dk vFkZ Li"V dj ldsa 

 iz"Bkadu] lwpuk ,oa xSj&ljdkjh i=ksa dk vFkZ Li"V dj ldsa 

3-1   izLrkouk 

lekt dh O;oLFkk dks lqpk: :i ls pykus dk mÙkjknkf;Ro ns'k dh ljdkj ij gksrk gSA ,d yksdrkaf=d ljdkj 

dks leLr fØ;k&dykiksa dk ,dek=k vkèkkj turk dks fnu&izfrfnu jktdh; dk;Zokfg;ksa ls voxr djkuk gSA ;g vko';d 

vkSj mfpr gh gS fd ljdkj vius dk;ks± ds lEcUèk eas turk dks le;&le; ij lwfpr djrh jgsA iztkrkaf=d jkT; dh 

Hkkouk ds mn; ds i'pkr~ rks bl dk;Z dk egÙo vkSj Hkh vfèkd c<+ x;k gSA ljdkj ds bl lEizs"k.k dk;Z dks ljdkjh 

i=&O;ogkj ds uke ls tkuk tkrk gSA  

ljdkjh i=&O;ogkj esa nks izdkj ds i=ksa dk lekos'k fd;k tkrk gS­ ,d rks os i= ftudk mís'; tulkèkkj.k dks ljdkjh 

dk;ks±] fu.kZ;ksa vkSj xfrfofèk;ksa dh lwpuk nsuk gS vkSj nwljs os i= tks ljdkjh e'khujh ds vko';d vax gksrs gSa vFkkZr~ ftuds 

ekè;e ls ljdkjh O;kikj pyk;k tkrk gSA nksuksa gh izdkj ds ljdkjh i=ksa dk vyx&vyx egÙo gSA 

3-2   dk;kZy; vkns'k 

fdlh eU=ky; vkSj foHkkx ds deZpkfj;ksa dks muls lEcfUèkr lwpukvksa dks Hkstus ds fy, dk;kZy; vkns'k dk iz;ksx 

fd;k tkrk gSA bu i=ksa ds ekè;e ls fdlh dk;kZy; esa dke djus okys deZpkfj;ksa dks O;fDrxr ;k lkewfgd :i ls lwpuk 

nh tk ldrh gSA dk;kZy; vkns'k i=&O;ogkj dk lcls lkèkkj.k rjhdk gSA bleas fdlh izdkj ds izs"kd] izsf"krh fo"k;] funsZ'k 
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dqN Hkh ugha fy[kk gksrkA fu;qfDr] inksUufr] vodk'k izkIr] yho ,MtLVesaV rFkk in&R;kx lEcUèkh lwpuk;sa dk;kZy; vkns'k 

ds ekè;e ls gh Hksth tkrh gSaA 

mnkgj.k­ vius foHkkx ds leLr O;fDr;ksa dks ;g lwfpr djrs gq, ,d dk;kZy; vkns'k rS;kj dhft, fd Hkfo"; esa dksbZ Hkh 

vfèkdkjh ;k fyfid vius ?kj lgk;d dk;kZy; dh i=koyh ;k Qkby ugha ys tk;sxkA 

dk;kZy; vkns'k 

Hkkjr ljdkj 

x`g eU=kky; 

Øekad % 49@A- 9-20------        ubZ fnYyh] fnukad 14 twu] 20------ 

;g vuqHko fd;k x;k gS fd fofHkUu foHkkxh; vfèkdkjh vkSj fyfid dk;kZy; ds fofHkUu i=ksa vkSj Qkbyksa dks ?kj ys tkrk 

gSA ftlls ,d rks dHkh&dHkh vko';d izi= dk;kZy; esa miyCèk ugha gksrs vkSj nwljs] dk;kZy; dh xksiuh; ckrksa dk izdV 

gksus dk Mj jgrk gSA vr% ;g fu.kZ; fy;k x;k gS fd vkt ls Hkfo"; esa fdlh Hkh vfèkdkjh] fyfid ;k lgk;d dks dk;kZy; 

dh Qkby ;k vU; izys[k fdlh Hkh n'kk eas ?kj ys tkus dh vuqefr ugha nh tk;sxhA 

fodkl 'kekZ 

lfpo 

x`g eU=kky; ds 

leLr vfèkdkjhA 

3-3  Kkiu 

Kkiu ljdkjh i=&O;ogkj dk ,d lokZfèkd mi;qDr Lo:i gSA tc dksbZ vfr mPp vfèkdkjh vius vèkhu deZpkjh 

dks dksbZ i= fy[krk gS rks lkekU;rk Kkiu dk iz;ksx fd;k tkrk gSA blds vfrfjDr ljdkjh dk;kZy;ksa ls xSj&ljdkjh 

O;fDr;ksa ds lkFk fd;k x;k i=kpkj Hkh Kkiu dgykrk gSA 

O;fDr;ksa dh fu;qfDr gsrq lk{kkRdkj ds fy, cqykok] fu;qDr ;k vfu;qfDr dh lwpuk Hkstus] vk;dj ;k fcØh dj dk;kZy; esa 

fdlh O;fDr ;k laLFkk dks iqLrdas ysdj mifLFkr gksus dk vkns'k Kkiu }kjk fd;k tkrk gSA ^eSa* dks rr̀h; iq#"k ,dopu eas 

fy[kk tkrk gSA 

mnkgj.k­ jktsUnz dqekj HkkxZo dks muds vkosnu i= ds lUnHkZ esa okf.kT; izoDrk in gsrq O;fDrxr lk{kkRdkj ds fy, cqykus 

dk ,d i= fyf[k,A 

fgUnw dkWyst 

lksuhir 

fnukad 8 tqykbZ] 20---- 

fo"k;­^lk{kkRdkj* 
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Jh jktsUnz dqekj HkkxZo dks okf.kT; izoDrk in gsrq gekjs foKkiu la[;k 105 fnukad 10 twu] 20-----ds lanHkZ eas izkIr vkosnu 

i= ds lanHkZ eas lwfpr fd;k tkrk gS fd os vius izek.k&i=ksa dh ewy izfr;ksa lfgr ml dk;kZy; eas 21 tqykbZ] 20----dks 10 

cts izkr% O;fDrxr lk{kkRdkj gsrq mifLFkr gksaA 

bl cqykos ds lEcUèk esa dksbZ ekxZ O;; ;k ;k=kk HkÙkk ugha fn;k tk,xkA 

vkKk ls 

lsok esa] Jh xtkuu eYgks=k 

Jh jktsUnz dqekj HkkxZo            izkpk;Z 

th-Vh- jksM 

olar ysu 

txkèkjh ¼gfj;k.kk½ 

3-4   dk;kZy; ifji= 

dHkh&dHkh fdlh ofj"B vfèkdkjh dks ,d gh lwpuk ,d ls vfèkd vèkhu deZpkfj;ksa dks ,d lkFk Hkstuh gksrh gS] rks 

izs"kd vfèkdkjh ifji= ;k x'rh i= dk iz;ksx djrk gSA ifji= ifjdYiuk djus okyk i= blfy, dgk tkrk gS D;ksafd ;g 

,d gh izdkj ds vusd dk;kZy;ksa esa ?kwerk gSA bl izdkj ifji= og i= gS tks ,d gh mís'; vkSj fo"k; dh iw£r ds fy, 

vusd vfèkdkfj;ksa dks fy[kk tkrk gSA 

ifji= Lo:i vkSj izÑfr eas fo'kq) ljdkjh gksrs gSa] ij mlds :i eas FkksM+h&lh fHkUurk gksrh gSA bldk vFkZ gS fd 

ifji= esa izs"kd dk O;fDrxr uke rFkk in ugha fn;k tkrk] oju~ ,d lkekU; mYys[k jgrk gSA lkèkkj.kr;k i= Nis gksrs 

gSa ;k mUgsa lkbDyksLVkby dj fy;k tkrk gSA dHkh&dHkh izkIrdÙkkZ ds LFkku ij 3 ykbusa NksM+ nh tkrh gSa ftlesa vko';drk 

ds vuqlkj izkIrdÙkkZ vfèkdkjh dk uke&in fy[ks nsrs gSaA 

lkekU;r;k ljdkjh vfèkdkjh ifji=ksa dk iz;ksx rc djrs gSa tc fo"k; lkoZtfud egÙo dk gks vkSj vis{kkÑr vfèkd 

egÙoiw.kZ u gksA 

mnkgj.k ­ vkxjk fo'ofo|ky; ds mi&dqyifr dh vksj ls lEc) egkfo|ky;ksa ds izèkkukpk;ks± dks i= fyf[k, ftlesa cqd 

cSad ;kstuk dh izxfr ek¡xh xbZ gks­ 

izs"kd  

vkxjk fo'ofo|ky; 

vkxjk  ¼;w-ih-½ 

ifji= la[;k 20@20-----fnukad 17 tqykbZ] 20------ vkxjk 

fo"k;­cqd cSad ;kstuk dh izxfrA 

egksn;@egksn;k] 
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eq>s vkidks ;g lwfpr djus dk lEeku izkIr gS fd egkfo|ky;ksa vkSj fo'ofo|ky;ksa ds vè;;ujr Nk=kksa dh lgk;rk ds 

fy, cqd cSad ;kstuk mÙkj izns'k 'kklu }kjk lapkfyr dh tk jgh gSA vkxjk fo'ofo|ky; us Hkh bl ;kstuk dks Lohdkj 

dj fy;k gS vkSj eq>s fo'okl gS fd vkids egkfo|ky; esa ;g ;kstuk lqpk: :i ls fØ;k'khy gksxhA 

;kstuk dh leh{kk vkSj mi;ksfxrk dk ewY;kadu djus ds fy, mÙkj izns'k ljdkj us tkudkjh ,df=kr djuh pkgh gSA 

Ñi;k bls vR;Ur egÙoiw.kZ le>sa vkSj vius egkfo|ky; esa cqd cSad ;kstuk dh izxfr ds ckjs esa vko';d lwpuk Hkstus dk 

d"V djsaA ;kstuk dks vfèkd mi;ksxh cukus ds fy, vki dqN jpukRed lq>ko Hkh Hkst ldrs gSaA 

Hkonh; 

,- ih- feJk 

lsok esa] 

leLr lEc) egkfo|ky;ksa ds izkpk;Z 

i"̀Bkadu (Endorsement) 

dHkh&dHkh fdlh ljdkjh dk;kZy; esa i= izkIrdÙkkZ vfèkdkjh ds vfrfjDr vkSj Hkh vfèkdkfj;ksa dh lwpuk gsrq Hkstus 

dh vko';drk gksrh gSA i"̀Bkadu i= dks vU; O;fDr;ksa dh lwpuk ds fy, Hksth tkus okyh fØ;k gSA i`"Bkadu ewy :i eas 

Hkh fd;k tk ldrk gS rFkk mldh izfr Hkh i`"Bkafdr dh tk ldrh gSA tc i= ewy :i esa Hkh fd;k tkrk gS rks i= ds 

uhps i`"Bkadu djus okys vfèkdkjh ds dk;kZy; dk Li"V mYys[k fd;k tkrk gS vkSj ftl dke ds fy, i= ì"Bkafdr fd;k 

tk jgk gS mldk Hkh mYys[k dj nsrs gSaA lkFk eas ;g Hkh fy[k nsrs gSa fd i= ewy :i ls i`"Bkafdr fd;k x;k gSA blh izdkj 

;fn fdlh i= dh dksbZ izfr i"̀Bkafdr dh tkrh gS] rks izkIr i= dh vko';d la[;k esa izfrfyfi;ka rS;kj dh tkrh gSa vkSj 

mlds ckn uhps i`"Bkafdr djus okys vfèkdkjh ds dk;kZy; dk irk fy[kdj ì"Bkadu dk mYys[k dj fn;k tkrk gSA 

;g egÙoiw.kZ gS fd i= oks gh O;fDr i"̀Bkafdr dj ldrk gS ftls ;g i= dgha ls ewy :i ls izkIr gqvk FkkA mnkgj.k ds 

rkSj ij] ;fn i= foHkkx ds lfpo dks izkIr gks] rks lfpo gh ewy :i ls ;g izfr i`"Bkafdr dj ldrk gSA 

lkekU;rk ì"Bkadu ,d dk;kZy; vè;{k }kjk mlh dk;kZy; eas yxs gq, vfèkdkfj;ksa ds fy, fd;k tkrk gSA ijUrq vko';d 

gksus ij ì"Bkadu ckgj Hkh gks ldrk gSA 

i`"Bkadu dh vko';drk rc iM+rh gSa] tc fdlh vfèkdkjh fdlh mPp vfèkdkjh ls izkIr vkns'k vkSj funsZ'k dks fcuk 

viuh vksj ls dqN tksM+s ;k ?kVk;ss T;ksa dk R;ksa ewy:i ls vius vèkhu vfèkdkjh dks lkSai nsrs gSaA Lej.k jgs ì"Bkadu ls 

i`"Bkadu djus okyk viuh dksbZ fVIi.kh ;k leh{kk ugha djrkA vycÙkk ì"Bkadu vfèkdkjh vU; vfèkdkfj;ksa dh izfrfØ;k 

tkuus ds fy, ì"Bkadu dk iz;ksx djrk gS] tSls­ lEcfUèkr vfèkdkfj;ksa dh lwpuk vkSj vko';d dk;Zokgh gsrq i`"BkafdrA 

;k 

lEcfUèkr vfèkdkfj;ksa dh izfrfØ;k vkSj leh{kk gsrq i`"Bkafdr 

mnkgj.k­ dqy lfpo] #gsy[k.M fo'ofo|ky; dh vksj ls lkgw tSu dkWyst] uthckckn ds izèkkukpk;Z ds dk;kZy; ls izkIr 

i= dks vU; foHkkx vè;{kksa dh lwpuk ds fy, i`"Bkafdr dhft;sA 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               65 

i"̀Bkadu dk uewuk­ 

izkpk;Z dk;kZy; 

lkgw tSu dkWyst] uthckckn 

Øekad 193@A/4 fnukad 8 tqykbZ] 20----- 

dqy lfpo #gsy[k.M fo'ofo|ky; ds dk;kZy; ls izkIr i= uhps fy[ks foHkkx vè;{kksa dh lwpuk vkSj vko';d dk;Zokgh 

gsrqA 

i`"Bkafdr             ,e-ds-tSu 

vè;{k] okf.kT; foHkkx            izkpk;Z 

vè;{k] vFkZ'kkL=k foHkkx 

vè;{k] lekt'kkL=k foHkkx 

 

3-5   uksV 'khV 

fdlh fopkjèkhu lEizs"k.k ds lEcUèk esa uksV'khV ij vfHkfyf[kr vfHk;qfDr;ksa dks fVIi.k dgrs gSaA ;s fyf[kr vfHk;qfDr;ka 

gksrh gSa vkSj fVIi.kh dks rS;kj djus esa vuqlj.k dh tkus okyh izfØ;k dks fVIi.k dgrs gSaA fopkjkèkhu fdlh fof'k"V lEizs"k.k 

ds egÙoiw.kZ fcUnqvksas dks QksDl djus ds fy, fVIi.k fd;k tkrk gSA blds vUrxZr ;fn vko';drk gks rks Li"Vhdj.k Hkh 

'kkfey gks ldrk gSA 

fdlh dk;kZy; fVIi.kh dk izeq[k mís'; mu vfèkdkfj;ksa dks lwfpr djuk vkSj ekxZn'kZu djuk gS ftUgsa ekeys ij 

fu.kZ; ysuk gS vkSj ekeys ds fuiVkjs esa lgk;rk djuk gSA fdlh ekeys eas nsjh ds fy, vFkok dk;Zokgh u djus ds mÙkjnkf;Ro 

fuf'pr djus ds fy, fVIi.kh fu.kkZ;d izek.k dk Hkh dke djrh gSA 

vkb, fdlh dk;kZy;h esa fVIi.k dh ladYiuk dks le>saA fdlh ekeys ds fuiVkjs ls lEcfUèkr lgk;d foHkkx vfèkdkjh vkSj 

fu;U=kd vfèkdkjh ds chp fyf[kr lEizs"k.k ds vknku&iznku dks fVIi.k dgrs gSaA 

loZizFke fdlh dk;kZy; esa fdlh lEcfUèkr lgk;d }kjk Mkd izkIr dh tkrh gSA bl i= dks uohu izkfIr dgrs gSaA lEcfUèkr 

lgk;d uksV'khV ij i= dk lkj la{ksi esa fy[krk gSA rc og fopkjèkhu ekeys ds okLrfod rF;ksa dk mYys[k djrk gS vkSj 

ml fo"k; ij vius vfHker@lq>ko nsrk gS vkSj vius gLrk{kj djrk gSA lkekU;rk ;g gLrfyf[kr gksrk gS fdUrq ;fn 

foHkkxksa esa mPp vfèkdkfj;ksa us bl fVIi.kh dks ns[kuk gksrk gS rc lEcfUèkr lgk;d uksV'khV ij viuh fVIi.kh dks LoPNrkiwoZd 

Vkbi djk ysrk gSA foHkkx vfèkdkjh dks lkSaius ls igys og lhèks gkFk dh rjQ fVIi.kh ds uhps frfFk lesr vius laf{kIr 

gLrk{kj djrk gSA foHkkx vfèkdkjh vkSj fu;a=kd vfèkdkjh mlds i'pkr~ vius vfHker nsrs gSa vkSj fVIi.kh 'khV ds nk;sa rjQ 

vius gLrk{kj djrs gSaA 

bl izdkj vfèkdkfj;ksa ds eè; fofHkUu Lrjksa ij vkSipkfjd fyf[kr lEizs"k.k gksrk gSA ;g lEizs"k.k vFkok fVIi.k ;g ladsr 

djrk gS fd fdlh fof'k"V ekeys esa D;k dk;Zokgh djuh gSA 
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fVIi.kh dk vH;kl dk;kZy; esa vR;kfèkd mi;ksxh mís'; dks iwjk djrk gSA ;g mPp vfèkdkfj;ksa dh lgk;rk djrk 

gS fd os fVIi.k dks] ftlesa ekeys dk eq[; iz'u vFkok vusd iz'u vkSj dk;Zokgh dh fn'kk dk Li"V vfHkdFku fd;k x;k 

gS] dks è;kuiwoZd i<+dj ekeys dk 'kh?kzrk ls fuiVkjk djsaA lEizs"k.k ij tks lEcfUèkr O;fDr lcls igys fVIi.kh fy[krk gS 

ml ekeys ds eq[; fcUnqvksa ds vfHkdFku }kjk ekeys dks mfpr <ax ls j[kuk pkfg,] ekeys dh tfVyrkvksa dh O;oLFkk 

djuh pkfg,] ekeysa esa 'kkfey eqn~nksa dk fo'ys"k.k djuk pkfg,] dkuwuksa vFkok ifjikfV;ksa dk mYys[k djuk pkfg, vkSj vUr 

esa dk;Zokgh vFkok vkns'k dh fn'kk ds lEcUèk eas mi;qDr lq>koksa dks nsuk pkfg,A ;fn fdlh lEizs"k.k esa dqN xyfr;ka vFkok 

rF;ksa dks xyr vfHkdfFkr fd;k x;k gS rc fVIi.kh esa bu lc dh vksj ls Hkh funZs'k djuk pkfg,A 

3-6   dk;kZy; fVIi.kh 

tc fdlh fopkjkèkhu lEizs"k.k ds lEcUèk esa fVIi.k 'khV ij vfHk;qfDr;ka fy[kh tkrh gSa vkSj LohÑfr ds fy, mPprj 

vfèkdkfj;ksa ds ikl Hksth tkrh gSa rc mls dk;kZy;h fVIi.k dgrs gSaA 

dk;kZy;h fVIi.k esa ekeys dh iwoZ Hkwfedk nh tkrh gS ftls fd mPp vfèkdkjh ekeys esa lfUufgr eqíksa dks ,d nf̀"V :i esa 

le> ldsa vkSj dq'kyrkiwoZd viuk fu.kZ; nsus esa lQy gks ldsaA 

dk;kZy;h fVIi.k rhu izdkj dk gks ldrk gS­ 

1- lkekU; fVIi.k (General Noting) 

2- foLr`r fVIi.k (Detailed Noting) 

3- fuR;Øfed fVIi.k (Regular Noting) 

1-  lkekU; fVIi.k (General Noting)% lkekU; fVIi.k ogk¡ fn;k tkrk gS tgk¡ fd fopkjkèkhu ekeyk cgqr lkekU; izÑfr 

dk gksrk gSA bl ekeys esa cgqr vfèkd tfVyrk,¡ 'kkfey ugha gksrhaA dgha ls Hkh dqN mn~?kr̀ ugha djuk gksrkA fdlh 

ljdkjh dk;Z ls dk;kZy; ls ckgj tkus dh vuqefr izkIr djuk] jkf'k ykSVkus ds fy, LohÑfr ysuk vkfn mnkgj.k 

lkekU; fVIi.k ds mnkgj.k gSaA 

2-  foLrr̀ fVIi.k (Detailed Noting)% vusd ckj ekeys dh izÑfr lEcfUèkr O;fDr dks ckè; djrh gS fd og vius 

mPp vfèkdkjh dks foLrr̀ fy[ks ftlesa ekeys ls lEcfUèkr lHkh fcUnqvksa dk mnkgj.kksa] lq>koksa vkSj O;k[;kvksa lfgr 

o.kZu djsA dbZ ckj ekeys dk ,d Li"V fp=k nsus ds fy, ekeys dk laf{kIr bfrgkl vFkok ekeys ds fof'k"V igyw 

dh vkèkkjHkwfe Hkh nh tkrh gSA 

foLr`r fVIi.k dh vko';drk ogk¡ iM+rh gS tgk¡ ekeyk tfVy gks vFkok ekeyk dkxt+ksa ds ,d yEcs <sj 

rd QSyk gqvk gks vFkok ekeys dks vLFkkbZ <ax ls vusd Lrjksa ij fuiVk;k tk pqdk gksA bu ekeyksa eas Li"V le> 

ds fy, laf{kIr bfrgkl dh vko';drk gksrh gSA 

3-  fuR;Øfed fVIi.k (Regular Noting)% fuR;Øfed fVIi.k ds ekè;e ls nSfud izÑfr dh lHkh dk;Zokfg;ksa dks iwjk 

fd;k tkrk gSA ;s dk;Zokfg;ka izk;% izÑfr esa cgqr egÙoiw.kZ ugha gksrhA ;s eq[;r;k ,sls ekeyksa ls lEcfUèkr gksrh gSa] 

tSls­ fdlh lwpuk vFkok fdUgha dkxt+ksa ds fy, izkFkZuk djuk] muds fy, vuqLekjd vkSj mÙkj nsuk] nsjh ds fy, 
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Li"Vhdj.k nsuk] ekfld vFkok lkIrkfgd fjiksVksZ dks ek¡xuk vkfnA bu fVIif.k;ksa esa dsoy vLFkkbZ #fp fufgr gksrh 

gS vkSj tSls gh dke iwjk gks tkrk gS vFkok bu fVIif.k;ksa dk mís'; iwjk gks tkrk gS rks bUgsa u"V dj fn;k tkrk 

gSA 

fdUrq dqN ekeyksa eas fuR;Øfed fVIi.kh dqN ,sls egÙoiw.kZ ckrksa ls Hkh lEcUèk j[krh gS tks ewyr% vuns[ks 

jg tkrs gSaA ,sls ekeyksa esa fVIi.kh dks lqjf{kr j[kuk pkfg, vkSj ftl i= vFkok vfHkys[k ds lkFk mldk lEcUèk gS 

mlls lEcfUèkr fu;fer fVIi.kh ds ifjf'k"V ds :i esa mls j[kk tk ldrk gSA 

bl ekeys esa yEch fVIi.kh fy[kus dh dksbZ vko';drk ugha gksrhA ekeys dh vko';drkvksa dks laf{kIr :i esa fy[kus 

ds ckn mls Qkby esa vko';d vkns'kksa vFkok lwpukvksa ds fy, j[kk tk ldrk gSA 

3-7   ,d vPNh fVIi.kh dh fo'ks"krk,a  

fVIi.kh dk eq[; mís'; fopkjkèkhu ekeys dk Li"V :i ls izLrqr djuk gS vkSj lgh fu.kZ; ysus esa mPp vfèkdkjh 

dh lgk;rk djuk gSA 

,d vPNh fVIi.kh esa fuEufyf[kr fo'ks"krk;sa fuf'pr :i ls gksuh pkfg,a­ 

1- fVIi.kh dks laf{kIr vkSj Li"V gksuk pkfg,A ekeys esa lfUufgr lHkh rF;ksa vkSj rdks± dk vfHkdFku mls laf{kIr :i 

esa vkSj Li"V :i esa djuk pkfg,A vuko';d rF;ksa vkSj vk¡dM+ksa ls ;qDr ,d cgqr yEch fVIi.kh dk cfg"dkj djuk 

pkfg,A 

2- ,d vPNh fVIi.kh esa lqcksèkrk vkSj ljyrk nksuksa fo'ks"krk,a gksuh pkfg,A og 'kSyh esa lqcksèk vkSj Hkk"kk esa ljy gksuh 

pkfg,A ;g fdlh Hkh izdkj dh lafnXèkrk ls eqDr gksuh pkfg, vkSj Li"V :i esa fy[kh tkuh pkfg,A 

3- ;g izR;sd igyw ls iw.kZ gksuh pkfg, vkSj blesa dqN Hkh NwVk gqvk ugha jg tkuk pkfg,A lHkh egÙoiw.kZ fcUnqvksa dks 

bleas lfEefyr dj ysuk pkfg,A 

4- fVIi.kh ds fy, iz;ksx dh tkuh okyh Hkk"kk dk;kZy; esa lkekU; :i ls cksyh tkus okyh Hkk"kk gksuh pkfg,A ;g lHkh 

ds }kjk Li"V :i esa le> esa vkuh pkfg,A ;g vko';d gS fd fVIi.kh fy[kus okys O;fDr dks vaxzsth Hkk"kk vFkok 

dk;kZy; esa dk;Z esa iz;qDr gksus okyh Hkk"kk dk vPNk Kku gksuk pkfg,A 

5- bleas os fcUnq Li"V :i ls fu£n"V gksus pkfg, ftuds Åij vkns'k fn;k tkuk gSA ,d vPNh fVIi.kh dks bruk 

l{e gksuk pkfg, fd og fu.kZ; ysus okys ds lEeq[k] dk;Zokgh dh ,d Li"V fn'kk lq>k ldsA 

6- ftu eqíksa ij fo'ks"k è;ku nsus dh vko';drk gS mUgsas vo'; gh mHkkjk tkuk pkfg,A 

7- yEch fVIif.k;ksa dks ifjPNsnksa esa ckaV nsuk pkfg,A 

3-8  fVIi.k ds ekxZn'kZd fl)kUr 

fVIi.k 'khV ij fVIi.kh fdlh O;fDr dh bPNkuqlkj ugha fy[kh tk ldrhA fofHkUu Lrjksa ij vfèkdkfj;ksa }kjk tks 

fVIif.k;k¡ fy[kh tkrh gSa mlds fy, dqN ekud fl)kar dk vuqdj.k djuk gksrk gSA vkb, ns[ksa ;s ekxZn'kZd fl)kUr 

dkSu&ls gSaA 
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1- fVIi.kh laf{kIr] Li"V gksuh pkfg,A yEch fVIif.k;ksa ds vfUre ifjPNsn esa fopkj vFkok fu.kZ; ds fy, fcUnqvksa dks 

laf{kIr :i esa fu"d"kZ Lo:i nsuk pkfg,A 

2- fVIi.k esa lHkh ifjPNsnksa dks Øe ls la[;kc) djuk pkfg,A 

3- fopkjèkhu dkxt+] uohu ys[ku vFkok ftl Qkby ds fy, fVIi.kh izLrqr dh tk jgh gS fVIi.k es ml Qkby ds 

fdlh vU; i=&O;ogkj ls 'kCn&izfr'kCn iqujko`fÙk ugha gksuh pkfg,A Qkby esa fdlh Hkkx ls ;fn dksbZ lanHkZ fn;k 

tkuk vko';d gks rks ogk¡ ij fu'kku&iphZ yxk nsuh pkfg, vkSj fVIi.kh esa fy[k nsuk pkfg, ßnsf[k, lUnHkZ fu'kku 

iphZ lsÞ vkfnA 

4- fVIi.k esa dsoy la;r Hkk"kk dk iz;ksx djuk pkfg,A mls futh vkykspuk ls eqDr gksuk pkfg,A fVIi.kh esa vU; 

O;fDr;ksa dh Hkwyksa dh vksj funsZ'k djrs le; uez vkSj f'k"V Hkk"kk dk iz;ksx djuk pkfg,A 

5- lEcfUèkr lgk;d }kjk izLrqr fVIi.k ij tc dksbZ vfèkdkjh vkxs vkSj fVIi.k djrk gS rks mu eqíksa dh iqujko`fÙk ls 

cpuk pkfg, ftUgsa igys gh fy;k tk pqdk gSA ;fn og fuEu vfèkdkjh ds n`f"Vdks.k ;k vfHkdFku ls lger gks rks 

ml fVIi.k 'khV ij dsoy vius gLrk{kj dj nsus pkfg, ftldk vfHkizk; ;g gksxk fd mDr fVIi.kh ds fy, mldk 

Hkh vuqeksnu izkIr gSA 

6- ;fn fdlh fopkjkèkhu dkxt+ esa vusd eqís ;k fcUnq mBk, x, gSa rc vkuqHkkfxd fVIif.k;ksa esa ,sls izR;sd eqís vFkok 

fcUnq dks vyx&vyx fy[kuk pkfg,A 

7- lkekU;rk fVIif.k;ksa dks fVIi.k 'khV ij gh vfHkfyf[kr fd;k tkrk gSA 

8- fdlh fVIi.k esa lcls igys mu fcUnqvksa ;k fcUnq ls ;qDr rF;ksa dk ftuds vkèkkj ij fu.kZ; ek¡xk x;k gS] laf{kIr 

ysfdu Li"V vfHkdFku gksuk pkfg,A mlds i'pkr~ lEcfUèkr O;fDr dks lEc) fu;eksa] vkn'kksa vkSj fopkjèkhu ekeys 

ds lEcUèk esa iwoZ fu.kZ;ksa dks mn~?k̀r djuk pkfg,A lkFk&gh&lkFk laf{kIr :i esa mu lcds izHkko dk Hkh lgh&lgh 

vfHkdFku djuk pkfg,A rnqijkUr tgk¡ vko';d gks ogk¡ ekeys ds i{k vkSj foi{k esa rdks± dks nsrs gq, laf{kIr :i 

esa ekeys ds gj igyw ij fopkj&foe'kZ dj ysuk pkfg,A blds i'pkr~ ,d fu"d"kZ fudkyuk pkfg, vkSj ;fn lEHko 

gks rks dk;Zokgh dh fn'kk ds lEcUèk esa ,d fuf'pr lq>ko fn;k tkuk pkfg,A 

9- tSlk fd igys dgk pqdk gS lEcfUèkr O;fDr dks fVIi.k 'khV ds ck;ha vkSj fnukad lfgr vius gLrk{kj djus gksrs 

gSaA tcfd mPp vfèkdkfj;ksa dks nk;ha rjQ vius gLrk{kj djus gksrs gSaA 

3-9   fufonk 

lkoZtfud rFkk ljdkjh O;; ferO;f;rk ds fl)kUr ij pyrs gSaA vr% fdlh izdkj ds fodkl ;k xSj&fodkl] 

fuekZ.k ;k xSj&fuekZ.k dk;ks± dks djus ls igys ljdkj dk;Z djus okyksa ls ;g tkuuk pkgrh gS fd veqd dk;Z fdrus le; 

esa vkSj fdruh èkujkf'k esa iwj fd;k tk ldrk gSA fufonk;sa ljdkjh ;k vèkZ&ljdkjh laLFkkvksa }kjk vkefU=kr dh tkrh gSaA 

la{ksi esa] fufonk ,d izdkj dk izLrko gS tks fofHkUu 'krks± ds vèkhu fdlh dk;Z dks djkus ds fy, dk;Z djus okyksa dks Hkstk 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               69 

tkrk gS] fufonkvksa esa izfrQy ds vfrfjDr vU; lHkh 'krs± lfEefyr gksrh gSaA fufonkvksa dk izdk'ku O;kid foKkiu dh n`f"V 

ls nSfud lekpkj&i=ksa esa fd;k tkrk gSA 

fufonk;sa izk;% lhycUn fyQkQkas eas izkFkZuk&i= ds :i esa ,d fuf'pr èku&jkf'k ds lkFk Hksth tkrh gSaA dk;kZy; esa 

,d fuèkkZfjr rkjh[k dks mUgsa [kksyk tkrk gS rFkk ftldk izLrko lcls de jde vkSj mfpr 'krks± ij gksrk gS mlh dh 

fufonk Lohdkj dj yh tkrh gSa] ;kfu fd mlh dks dk;Z djus dk volj fn;k tkrk gSA dk;Z dk Bsdk lekIr gksus ij r; 

dh x;h jkf'k foKkiunkrk }kjk pqdk nh tkrh gSA blds lkFk&lkFk 'krks± ds vuqlkj èkujkf'k fdLrksa esa Hkh pqdk;h tk ldrh 

gSA 

mnkgj.k­ fufonkvksa dk uewuk bl izdkj gS­ 

dk;kZy; vfèkdkjh] fctyh izdkj.k [k.M f}rh; gfj;k.kk jkT; fo|qr ifj"kn] izks- nsoh uxj vEckykA 

fufonk lwpuk (Tender Notice) 

gLrk{kjdÙkkZ }kjk eqgjcUn fufonk;sa thi ua- U.S.O. 895 ekWMy 20----¼ysUMjkscj½ ds foØ; gsrq tks fd 7&5&20----- dks 4 cts 

[kksyh tkus okyh Fkh] vc 25&5&20----dks 4 cts bPNqd Bsdsnkjksa dh mifLFkfr esa [kksyh tk,xhA 

C;kSjk fooj.k ,oa fufonk vèkks gLrk{kjdÙkkZ ds dk;kZy; ls fufonk 'kqYd 10 #- Hkqxrku djds fnukad 20&5&20----rd izkIr 

fd, tk ldrs gSaA fufonk 'kqYd euhvkWMZj ;k udn :i esa fy;k tk,xk] tks fdlh Hkh ifjfLFkfr esa okfil ugha fd;k tk,xkA 

feY[kk flag HkkfV;k 

dk;kZy; vfèkdkjh 

mnkgj.k­  

mÙkj jsyos fufonk lwpuk 

iqjkuh fnYyh jsyos LVs'ku ij lkbfdy LVS.M ds Bsds ds fy, eksgjcUn VsUMj vkefU=kr fd, tkrs gSaA fooj.k rFkk Vs.Mj 

QkeZ] e.My v/kh{kd dk;kZy;] fnYyh ls #- 120-00 udn vFkok #- 155-00 Hkstdj jftLVªh }kjk 12 cts rd fnukad 

5&7&20-- rd izkIr fd;s tk ldrs gSaA Vs.Mj QkeZ fnukad 15&7&200-- dks 3 cts rd e.My okf.kT; v/kh'kd ds dk;kZy; 

esa j[ks gq, Vs.Mj ckDl esa Mkys tk ldrs gSa tks mlh fnu 3 cts ds ckn [kksys tk;saxsA 

tekur 5000@& vfxze /kujkf'k 1250@& 

vfer HkkfV;k 

dk;kZy; vfèkdkjh 

3-10  =kqfV lqèkkj 

jkti= ds eqnz.k ;k vU; ljdkjh izdk'kuksa vkSj foKfIr;ksa ds eqnzd esa dHkh&dHkh dksbZ =kqfV jg tkrh gS ftlds 

QyLo:i og lwpuk vlR; vkSj v'kq) gks tkrh gSA lEcfUèkr vfèkdkjh dk ;g izFke dÙkZO; gS fd og lwpuk ikrs gh bl 

=kqfV dks lqèkkjsA ;g =kqfV lqèkkj ewy izdk'ku ds lkFk ;k izdk'ku ds ckn dHkh Hkh gks ldrh gSA ftl jkti= ;k i= esa 
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lwpuk izdkf'kr gqbZ gS ;fn mlh esa la'kksèku fd;k tk;s rks mls la'kksèku (Erratum) dgrs gSa vkSj ;fn vkxkeh laLdj.k esa 

mls lqèkkjk tk, rks bls =kqfV&lqèkkj (Corrigendum) dgrs gSaA 

3-11  ljdkjh i= 

iz'kklfud uhfr;ksa ds fuèkkZj.k] fuèkkZfjr uhfr;ksa ds lapkyu rFkk lapkfyr gks jgh uhfr;ksa ds ewY;kadu ls lEcfUèkr 

fofHkUu vfèkdkjh ijLij lekpkj vkSj lans'kksa dk vknku&iznku djrs gSaA ljdkjh vfèkdkfj;ksa ds eè; pyus okyh ,slh fyf[kr 

lans'kokgu dh Ük̀aa[kyk dks gh ljdkjh i=&O;ogkj dgrs gSaA bl izdkj ljdkjh i= os i= gSa tks lEcfUèkr ljdkjh dk;Z ds 

,d vfèkdkjh }kjk nwljs dks fy[ks tkrs gSaA ljdkjh dk;Z lapkyu esa ljdkjh i=ksa dk bruk vfèkd egÙo gS fd bu i=ksa 

dks iz'kklu ds 'kjhj dk jDr dgk tkrk gSA 

ljdkjh i=ksa ds lEcUèk esa fuEufyf[kr ckrsa mYys[kuh; gSa­ 

1- ljdkjh i= ljdkjh vfèkdkfj;ksa ds eè; fy[ks tkrs gSaA  

2- ljdkjh i= ljdkjh dk;Z ds fy;s fy[ks tkrs gSaA 

3- ljdkjh i=ksa dh Hkk"kk iw.kZ :i ls vkSipkfjd gksrh gSA bleas O;fDrxr fj'rs ;k ckrksa dk mYys[k ugha gksrkA 

4- ljdkjh i=ksa ij ljdkjh Mkd fVdV (Service Stamp) yxk, tkrs gSa vkSj ^Hkkjr ljdkj lsokFkZ* (On India Govt. 

Service or O.I.G.S.) fy[kk tkrk gSA 

5- ljdkjh i=ksa ds vkus&tkus dk fjdkMZ j[kk tkrk gS] dk;kZy; esa vkus okyh Mkd dks vkxr (Incoming or Receipt) 

rFkk tkus okyh Mkd dks fuxkZeh Mkd (Outgoing or despatch) dgrs gSaA 

ljdkjh i=ksa ds y{k.k (Essentials Official Letters) 

ljdjh i= fdlh ljdkj ds 'kjhj ds jDr ds leku egÙoiw.kZ gSaA vr% ;g vko';d vkSj mfpr gS fd ljdkjh i= 

Li"V] 'kq) laf{kIr] iw.kZ] ljy] Øec)] mís';iw.kZ rFkk izHkkoiw.kZ gksaA la{ksi esa] ljdkjh i=ksa ds vko';d y{k.k fuEu gSa­ 

1- izk:i ds vuqlkj (According to Proforma)­ 'kkldh; ;k ljdkjh i= iw.kZ:i ls vkSipkfjd rFkk fofèklEer gksrs 

gSaA vr% muds fy[kus ds fy, ,d fuf'pr izk:i fuèkkZfjr fd;k x;k gSA lHkh ljdkjh i= ml fuèkkZfjr izk:i ds 

vuqlkj gh fy[ks tkus pfkg,aA 

2- ljy Hkk"kk (Simple Language)­ ljy rFkk vkd"kZd Hkk"kk ljdkjh i= dk izeq[k xq.k gSA i= esa dfBu 'kCnksa dk 

iz;ksx ugha djuk pkfg, ftlds QyLo:i i= izkIrdÙkkZ dks i= dk vk'k; le>us ds fy, 'kCndks"k dk lgkjk ysuk 

iMs+A i= ljy Hkk"kk esa fy[ks tkus pkfg;sa ftlls i<+us okyk vk'k; le> ldsA ljyrk dk vfHkizk; ;g ugha fd 

i= dks vukd"kZd rFkk izHkkoghu cuk fn;k tk,A ljyrk dk viuk ,d fo'ks"k vkd"kZ.k gksrk gSA 

3- laf{kIr ,oa Li"Vrk (Breavity and Clarity)­ lHkh ljdkjh i= tgk¡ rd lEHko gks laf{kIr :i esa fy[ks tkus pkfg;sa 

D;ksafd ljdkjh vfèkdkfj;ksa ds ikl le; u"V djus ds fy, ugha gksrkA vr% i= mrukgh cM+k fy[kuk pkfg;s ftruk 

vko';d gks] fdUrq ,slk u gks fd laf{kIrrk dh otg ls i= vLi"V vkSj viw.kZ gks tk,A 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               71 

4- 'kq)rk (Cleanliness)”­ lHkh ljdkjh i= 'kq) vkSj lkQ fy[ks tk;saA bu i= esa dkV&NkaV ugha gksuh pkfg,A i= 

lkQ&lkQ fy[ksa tkus pkfg,A ljdjh i= ljdkjh fu.kZ;ksa ds vkèkkj ij gksrs gSa vkSj muesa dkV&ihV lansg dks tUe 

nsrh gSA vr% i= esa mPpLrj dh 'qk)rk gksuh pkfg;sA 

5- iSjkxzkQ (Paragraphs)­ ljdkjh i= dks fo"k; ds vuqlkj vusd iSjkxzkQksa esa foHkkftr fd;k tkuk pkfg;s] ij 

ljdkjh i= ds leLr iSjkxzkQ ,d&nwljs ls lEcfUèkr gksus pkfg;saA ,d i= esa tgk¡ rd lEHko gks] ,d gh fo"k; 

ij o.kZu djuk pkfg,A 

6- uezrk (Politeness)­ ljdkjh i= dks fy[krs le; uezrk dk Hkko cuk;s j[kuk pkfg,A i= pkgs fdlh mPp vfèkdkjh 

dh vksj ls vius vèkhu dk;Z djus okys deZpkjh dks fy[kk x;k gks] ij mldh Hkk"kk la;r rFkk uez gksuh pkfg,A 

dBksj&ls&dBksj lekpkj dks Hkh uezrk ls fy[kuk pkfg;sA 

7- vU; xq.k (Other Features)­ blds vfrfjDr ljdkjh i=ksa eas izHkko'khyrk] lR;rk rFkk ekSfydrk gksuh pkfg;sA 

dHkh Hkh >wBh ckrksa dk lgkjk ysdj i= ugha fy[kk tkuk pkfg, D;ksafd ljdkjh i=ksa esa >wB dk 'kh?kz gh irk yxk 

tkrk gS vkSj mldk izHkko xyr gksrk gSA 

ljdkjh i= dk uewuk (Proforma of Official Letter) 

ljdkjh i=kas dk vkn'kZ izk:i fuEufyf[kr gks ldrk gS­ 

foHkkx dk uke------------------- 

izs"kd 

---------------------- ¼izs"kd vfèkdkjh dk uke½ 

------------------------ ¼in½ 

------------------------- ¼dk;kZy; dk irk½ 

izsf"krh vFkok izfr"Bk esa ;k lsok esa 

------------------- ¼izkIrdÙkkZ vfèkdkjh dk in½ 

-------------------- ¼irk½ 

Øekad ---------------- LFkku -------------------------- fnukad --------------------------- 

fo"k; ---------------------------- 

lEcksèku 

i= dh fo"k; lkexzh vFkok i= dk eq[; Hkkx --------------------------------------------------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

Hkonh; 

gLrk{kj ---------------------------- 
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¼uke -----------------------------------½ 

in -------------------------------------- 

layXu ------------------------------------- 

Vad.k fyfid ds g- ------------------------------------ 

iqu'p ---------------------------------------- 

  gLrk{kj --------------------------------- 

3-12   foKfIr ;k izsl uksV  

jkt i= dks izdkf'kr djus dk eq[; mís'; ljdkj }kjk lEikfnr fØ;kvksa ls turk dks voxr djkuk gksrk gSA 

fdUrq jkt i= esa izdkf'kr vfèklwpuk;sa rHkh izHkko'kkyh gksrh gSa tc O;fDr jkt i= i<+s] ij jkt i= ds dsoy dqN fof'k"V 

yksxksa dks gh lqyHk gksrs gSa D;kasfd ;s vke turk rd ugha igq¡p ikrsA vr% ljdkj lkekU; ykHk vkSj egÙoiw.kZ ckrksa dh 

lwpuk dks dsoy xtV esa izdkf'kr djds vius mÙkjnkf;Ro ls eqDr ugha gks tkrh oju~ mUgsa lekpkj&i=] if=kdkvksa rFkk 

tuZYl vkfn esa Hkh izdkf'kr djrh gSA lekpkj&i= rFkk if=kdkvksa esa izdkf'kr vfèklwpuk;sa gh foKfIr dgykrh gSaA 

la{ksi esa] vfèklwpuk vkSj foKfIr esa dsoy ;gh vUrj gS fd vfèklwpuk jkti= esa izdkf'kr gksrh gS vkSj  foKfIr i=&if=kdkvksa 

esa vU;Fkk vU; lHkh n`f"V ls nksuksa esa dksbZ vkèkkjHkwr vUrj ugha gSA 

foKfIr fy[krs le; izk;% fuEufyf[kr fu;e rFkk lkoèkkfu;k¡ è;ku eas j[kuh pkfg;sa­ 

1- budk ,d 'kh"kZd (Title) gksuk pkfg, tks fo"k; dks n'kkZrk gksA 

2- ;s foKfIr;k¡ eq[; lwpuk vfèkdkjh ds dk;kZy; ls gh lekpkj&i= ,oa if=kdkvksa ds lEiknd ds uke tulkèkkj.k 

dh lwpuk ds fy, Hksth tkuh pkfg;saA 

3- foKfIr ykxw gksus dh frfFk o le; Li"V :i ls fy[ks gksus pkfg;saA 

4- 'kh"kZd ds ckn eq[; fo"k; dk laf{kIr o.kZu gksuk pkfg, ftldks lkekU; cqf) ds yksx Hkh Hkyh&Hkk¡fr le> ldsaA 

5- foKfIr dh Hkk"kk vfèkd n<̀+ u gksdj ljy  rFkk lkekU; gksuh pkfg, ftlls izR;sd O;fDr mlls voxr gks ldsA 

mnkgj.k­ mÙkj izns'k ljdkj ds yksd lsok vk;ksx }kjk yh x;h ijh{kkvksa ds vkèkkj ij dqN O;fDr;ksa dks ftykèkh'k 

ds in ij fu;qfDr ds fy, Lohdkj dj fy;k x;k gSA bl lEcUèk esa foKfIr dk uewuk rS;kj dhft,A 

mÙkj izns'k 'kklu 

x`g foHkkx 

¼fu;qfDr;ka½ 

Øekad % 369@J-11          y[kuÅ] 10 Qjojh] 20------ 

,rn~ }kjk loZlkèkkj.k dh lwpukFkZ foKfIr gS fd ljdkj }kjk yksd lsok vk;ksx }kjk yh x;h ijh{kkvksa vkSj mlds nkSjku 

gq, lk{kkRdkj ds vkèkkj ij fuEufyf[kr O;fDr;ksa dks ftykèkh'k gsrq Lohdkj dj fy;k x;k gS] T;ksa&T;ksa LFkku fjDr gksasxs] 

R;ksa&R;ksa Øekuqlkj mUgsa fu;qDr fd;k tk;sxkA 
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1- Jh jke izdk'k vxzoky 2- Jh ';ke Ñ".k vkgwtk 3- Jh jfo dqekj caly 4- Jh lat; iky 

eqDdM+ 5- Jh jkèksdqekj vxzoky 6- Jh ';ke ukjk;.k frokjh 7- Jh jfoUnz flag cMxwtj  

vkKk ls 

jkeizdk'k lsBh 

¼voj lfpo½ 

 

3-13   foKkiu 

dsUnzh; ;k izkUrh; 'kklu ;k ljdkj viuh ;kstukvksa ls izpkj&izlkj ds fy, tgk¡ izsl foKfIr ;k lwpuk,a fuxZr 

djrh gSa( ogha dk;ZØeksa] fu;qfDr;ksa vFkok lkoZtfud {ks=kksa ds mRiknuksa ds O;kid izpkj gsrq foKkiu dk vkJ; Hkh ysrh gSa 

D;ksafd foKkiu lEizs"k.k dk loksZÙke ekè;e gksrk gS rFkk vU; izk:iksa dh vis{kk 'kh?kzrk'kh?kz igq¡prk gS­ 

foKkiu dks fuEufyf[kr :i esa oxhZÑr fd;k tk ldrk gS­ 

(i) fu;qfDr foKkiu 

(ii) lkekU; foKkiu  

(iii) oxhZÑr foKkiu  

(iv) laf{kIr foKkiu  

(v) iSuy foKkiu  

(vi) fMLiys foKkiu  

(vii) iksLVj foKkiu  

(viii) nhokj foKkiu  

'kkldh; foKkiu izk;% fu;qfDr] lkekU; izpkj] laf{kIr] fMlIys iksLVj] nhokj] iSuy vkfn esa oxhZÑr jgrs gSaA dsUnzh; 

ljdkj ds foKkiu n`'; ,oa izpkj funs'kky; (D.A.V.P.) }kjk rFkk izkUrh; Lrj ij lwpuk ;k tulEidZ ;k yksd&lEidZ 

funs'kky; ;k foHkkx }kjk fuxZr fd, tkrs gSaA 'kkldh; miØe (Undertakings) ds Hkh foKkiu 'kkldh; ra=k ds vuqlkj 

gh foKkfIr fd;s tkrs gSaA 

3-14  foKkiu ds ekè;e ds izdkj 

foKkiu ds vusd ekè;e gSa] muesa ls dqN fuEufyf[kr gSa­ 

 ¼v½ izsl foKkiu ¼vk½ cká foKkiu ¼b½ Mkd foKkiu 

 ¼bZ½ euksjatu foKkiu ¼m½ Ø; fcUnq foKkiu ¼Å½ fofoèk foKkiu­ 

 (i) jsfM;ks (ii) Vsyhfotu (iii) flusek 

 (iv) ukVd (v) laxhr (vi) izn'kZuh 

 (vii) dsVykWx (viii) iqfLrdk,a (ix) QksYMj 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               74 

 (x) czkWplZ (xi) gS.Mfcy (xii) iksLVlZ 

thou ds izR;sd {ks= esa foKkiu dk fo'ks"k egÙo gSA og ek=k O;olk;h ds fy, gh ugha] vfirq thou ds izR;sd {ks=k 

eas Hkh mi;ksxh gSA jktdh; ;k iz'kkldh; dk;ks± esa Hkh foKkiu dk fo'ks"k egÙo gSA ns'k dh vk£Fkd ,oa lkekftd izxfr] 

ljdkj dk iz'kklu }kjk turk ds fy, dh xbZ dk;ZO;oLFkk miyCèk djkuk] u;h ;kstukvksa ds izpkj&izlkj ds fy, foKkiu 

dk ekè;e Js"B gSA 

foKkiu dh lkexzh ds lkFk 'kklu ;k foHkkx ;k funs'kky; }kjk lgi= (Covering Letter) Hkh Hkstk tkrk gSA ftlesa 

izdkf'kr djus dh vofèk ds lkFk foKkiu njksa rFkk foHkkxh; Hkqxrku lEcUèkh vko';d funsZ'k Hkh fy[ks gksrs gSaA 

'kkldh; foKkiuksa esa foKkiu dh Hkk"kk O;kolkf;d laLFkkuksa dh Hkk"kk ds vuq:i u gksdj la;r ,oa f'k"V rFkk mís'; gksrh 

gSA O;kolkf;d laLFkkuksa ds foKkiuksa dh Hkk"kk vius mRikn dh foØ;&òf) ds mís'; ls peRdkfjd j[kh tkrh gSA 

mnkjg.k­ 

Lokèkhurk fnol ds iquhr ioZ ij 

dkuiqj fodkl izkfèkdj.k egkuxj ds ukxfjdksa dk vfHkuUnu djrk gS 

rFkk mudh lsok esa lrr~ iz;Ru'khy 

egkuxj ds Rofjr fodkl esa vkidk lg;ksx visf{kr gSa­ 

vkj-Mh-ikBd           jks'kuyky] vkbZ-,-,l- 

lfpo             mikè;{k 

tulEidZ foHkkx] dkuiqj fodkl izkfèkdj.k }kjk izlkfjr 

mnkgj.k­ 

vko';drk gS 

iatkc lgdkjh Ms;jh dk mRiknu ^vEcj* 'kq) ?kh ds forj.k ds fy, cMs+ 'kgj ,oa ftysokj forjd fu;qDr djus gSaA vk£Fkd 

fLFkfr ls lqn<̀+ O;kikjh 30&04&20----ls igys i=&O;ogkj djsaA 

czkap vkfQl 

nh iatkc LVsV dks- feYd izksM~;wllZ QSMjs'ku fy- 

C/o Qs;j VsªM ,tsUlht 

D-35, i=dkj dkyksuh] tokgj uxj] iqfy;k ua- 1] t;iqj 

mnkgj.k­ 

ioZrh; {ks=k dh ikyhVsdfudksa dh izos'k lwpuk 

laLFkk dk uke def'kZ;y QkeZslh LVsuksxzkQh ,oa lsØsVsfj;y izSfDVl 
1- jktdh; ikyhVsdfud] mÙkjdk'kh 40 30 
2- jktdh; ikyhVsdfud] }kjkgkV ¼vYeksM+k½ 40 30 
3- jktdh; ikyhVsdfud] yksgk?kkV ¼fiFkkSjkx<+½ - 30 
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4- jktdh; ikyhVsdfud] Jhuxj ¼x<+oky½ 40 - 
5- jktdh; ikyhVsdfud] nsgjknwu 40 - 
6- jktdh; ikyhVsdfud] xkspj ¼peksyh½ 40 - 

 

1- LVsuksxzkQh ,oa lsØsVsfj;y izSfDVl ikB~;Øe dsoy efgykvksa ds fy, gS] ijUrq efgyk vH;kFkhZ ds i;kZIr ek=kk esa 

miyCèk u gksus dh n'kk eas iq#"k vH;k£Fk;ksa dks izos'k fn;k tk ldsxkA 

2- LVsuksxzkQh ,oa lsØsVsfj;y izSfDVl ds fy, vH;kFkhZ dks bUVjehfM;sV ijh{kk fgUnh rFkk vaxzsth fo"k;ksa ds lkFk mÙkh.kZ 

gksuk vfuok;Z gksxkA 

3- QkesZlh ikB~;Øe esa izos'k fufeÙk vH;kFkhZ dks foKku rFkk xf.kr ls rFkk thofoKku fo"k;ksa ds lkFk gkbZLdwy ijh{kk 

mÙkhZ.k gksuk vfuok;Z gSA 

izos'k gsrq vk;q lhek­vH;kfFkZ;ksasa dh vk;q fnukad 30 twu] 20----dks de&ls&de 14 o"kZ rFkk vfèkd&ls&vfèkd 22 o"kZ 

gksuh pkfg,A vuqlwfpr&tkfr tutkfr ds vH;kfFkZ;ksa dks izos'k gsrq fuèkkZfjr vk;q lhek esa 3 o"kZ dh NwV iznku dh 

tk,xhA 

vkjf{kr LFkku­vuqlwfpr tkfr ds fy, 18 izfr'kr LFkku] tutkfr ds vH;kfFkZ;ksasa ds fy, 2 izfr'kr rFkk fiNM+s oxZ 

ds vH;kfFkZ;ksasa ds fy, 15 izfr'kr ,oa Lora=rk laxzke lsukuh lSfud ds iq=ksa rFkk iqf=;ksa ds fy, 5 izfr'kr LFkku 

lqjf{kr gSaA lhek {ks=k ds fo|kfFkZ;ksasa rFkk lhyksu ,oa iwohZ vÝhdk ls vk, gq, 'kj.kkfFkZ;ksasa ds fy, Hkh LFkku lqjf{kr 

gSaA ijUrq mudks lEcfUèkr ftykfèkdkjh }kjk bl vk'k; dk izek.k i= izLrqr djuk gksxkA ioZrh; {ks=ksa ds ewy 

fuokfl;ksa ds fy, dqy izos'k {kerk 35&1@3 izfr'kr lhVsa vkjf{kr gSaA 

lkekU;­ izos'k gsrq fuèkkZfjr vkosnu i= lEcfUèkr izkèkkukpk;Z ds dk;kZy; ls tgka ij vH;kFkhZ izos'k pkgrk gS] ls #- 

5@& udn ewY; tek djds vFkok Mkd }kjk izos'k QkeZ e¡xokus gsrq #- 10@& dk iksLVy vkMZj rFkk 10×23 ls-

eh- dk Lo;a irk fy[kk fyQkQk ftl ij lkèkkj.k Mkd }kjk e¡xokus ds fy, 5 #i;s dk fVdV rFkk jftLVMZ Mkd 

}kjk eaxokus gsrq #- 21 #i;s vFkok orZeku iksLVy njksa ds vkèkkj ij fyQkQk Hkstuk vfuok;Z gksxkA 

izos'k gsrq vfUre frfFk­ laLFkkvksa ls izos'k QkeZ izkIr djus rFkk tek djus dh vfUre frfFk 5 tqykbZ] 20-----gksxhA 

mifuns'kd] izkfofèkd f'k{kk] m-iz- 

¼vej mtkyk ls izdkf'kr½ 

3-15  vfèklwpuk 

ljdkj dk ;g uSfrd dÙkZO; gS fd og vius }kjk izfrikfnr dh x;h fØ;kvksa dh lwpuk le;&le; ij turk dks 

vfuok;Z :i ls nsA bl mÙkjnkf;Ro dks ljdkj vius fØ;k&dykiksa ds lkekU; foKkiu ds ekè;e ls iwjk djrh gSA ,d 

iztkrkfU=kd ns'k esa ljdkj dk ;g mÙkjnkf;Ro vkSj Hkh xEHkhj gks tkrk gS D;ksafd mlds izfrfufèk turk }kjk gh pqus tkrs 

gSaA 
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ljdkj vius }kjk fd;s x, dk;ks± ds foKkiu ds fy, lkIrkfgd jkti= ¼xtV½ izdkf'kr djrh gSA bl fu;fer 

:i ls izdkf'kr jkt i= eas u;s dkuwuksa dh ?kks"k.kk] ljdkjh vfèkdkfj;ksa dh fu;qfDr] vodk'k izkfIr] fu"dklu] inksUufr] 

inkoufr] foHkkx ifjorZu] LFkkukUrj.k rFkk iqjkus fu;eksa esa la'kksèku dh lwpuk;sa foKkfir dh tkrh gSaA jkt i= esa izdkf'kr 

;g lwpuk;sa gh vfèklwpuk (Notification) dgykrh gSaA bl izdkj vfèklwpuk foHkkxksa ds dk;Z dks izdV djus okyh os 

lwpuk;sa gSa tks jkti= esa izdkf'kr gksrh gSaA 

vfèklwpuk lEcfUèkr eU=kky; o foHkkx ds lfpo }kjk fuxZfer dh tkrh gS vkSj bl ij lEcfUèkr foHkkx dk uke] vfèklwpuk 

dh Øe la[;k] LFkku] fnukad] Li"V :i ls fy[ks gksrs gSaA  

vfèklwpuk fy[krs le; è;ku j[kuk pkfg, fd bueas fdlh izdkj ds vkSipkfjd 'kCnksa dk iz;skx ugha gksrk rFkk ;g ges'kk 

rr̀h; iq#"k esa fy[kk tkrk gSA vfèkwlpuk ds nk;ha vksj lEcfUèkr foHkkx ds lfpo ds gLrk{kj gksrs gSaA 

mnkgj.k­ vfèklwpuk dk ,d mnkgj.k izLrqr gS­ 

Jh jkeizdk'k vkgwtk] tks x`g ea=kky; esa mi&dk;kZy; vèkh{kd Fks] inksUufr djds vèkh{kd cuk fn;s x;s gSaA 

xtV esa izdkf'kr djkus ds fy, vfèklwpuk dk ,d uewuk rS;kj dhft,A 

Hkkjr ljdkj ds jkt i= ds Hkkx ¼1½ vuqHkkx ¼3½ esa izdkf'kr 

x`g eU=kky; 

Hkkjr ljdkj 

ubZ fnYyh&110001 

Øekad 6357&A fnukad 15&6&20------] ubZ fnYyh 

lwfpr fd;k tkrk gS fd Jh jke izdk'k vkgwtk] tks vc rd vius dk;kZy; esa mi&dk;kZy; vèkh{kd ds :i esa dk;Z dj 

jgs Fks] vc dk;kZy; ds vèkh{kd fu;qDr dj fn;s x;s gSaA Jh vkgwtk viuk u;k inHkkj 20 twu dks xzg.k djsaxsA 

vkKk ls 

';keyky ¼lfpo½ 

lsok esa 

izsl eSustj 

jktdh; izdk'ku 

fnYyh 

3-16  ?kks"k.kk 

ns'k ds 'kklu dky esa dqN ,sls vlkèkkj.k rFkk egÙoiw.kZ {k.k vkrs gSa tc fopkj vkSj lekpkj ds laogu ds fy, 

le; dh izrh{kk djuk dfBu gks tkrk gSA tSlk fd ge tkurs gSa fd ljdkj ds jkt i= ,d fuf'pr frfFk ds ckn izdkf'kr 

gksrs gSa] vr% muesa lkekU; egÙo dh lwpuk;sa izdkf'kr gksrh gSa] ijUrq ;fn dksbZ fo'ks"k egÙoiw.kZ ?kVuk ?kfVr gks tkrh gS 
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ftldk izdk'ku fcuk fdlh foyEc ds gksuk vko';d gks] rks blh mís'; ds fy, ,d lkèkkj.k xtV (Extra-Ordinary 

Gazette) izdkf'kr fd;k tk ldrk gSA  

vfèklwpuk rFkk ?kks"k.kk eas vUrj (Difference between Notification & Proclamation)­ ?kks"k.kk vfèklwpuk dk ,d fo'ks"k 

:i gSA bu nksuksa esa dkQh lekurk,a gSa fQj Hkh mueas fuEufyf[kr vUrj gSa& 

vUrj dk vkèkkj vfèklwpuk ?kks"k.kk 

1- vko';drk (Necessity) 

 

 

2- izdk'ku (Publication) 

 

3- izk:i (Proforma) 

 

 

4- gLrk{kj (Signature) 

 

5- fuxZeu vfèkdkjh (Issuing Officer) 

6- fu;ferrk (Regularity) 

 

 

7- egÙo (Importance) 

vfèklwpuk ljdkj ds lkekU; dk;Z 

O;kikj dh lwpuk turk rd igqapkus ds 

fy, iz;ksx dh tkrh gSA 

vfèklwpuk;sa lkèkkj.k xtV eas izdkf'kr 

dh tkrh gSaA 

vfèklwpuk dk izk:i vfr lkèkkj.k gksrk 
gSA bldh Hkk"kk lkèkkj.k rFkk ljy 
gksrh gSaA 
 
vfèklwpuk ij lEcfUèkr foHkkx ds lfpo 
ds gLrk{kj gkssrs gSaA 
 
vfèklwpuk dks fuxZeu dk vfèkdkj 
dsoy foHkkxh; lfpo dks gSA 
vfèklwpuk;sa fu;fer :i ls izdkf'kr 
gksrh gSa D;ksafd os jk"Vª ds thou dh 
lkèkkj.k ?kVukvksa dk izfrfcEc gSA 
 
vfèklwpuk;sa fu;fer :i ls lkekU; 
?kVukvksa dk fp=.k djus okyh lwpuk;sa 
gksus ds ckotwn lkekU; O;fDr dh n`f"V 
ls egÙoiw.kZ gSA 

?kks"k.kk ljdkj rFkk jk"Vª thou dh 

vlkèkkj.k ?kVukvksa dh dgkuh dgus 

okyh lwpuk gSA 

?kks"k.kk dk izdk'ku vlkèkkj.k xtV esa 
fd;k tkrk gSA 
 
?kks"k.kk dk izk:i vis{kkÑr fof'k"V 
gksrk gSA bldh 'kSyh lèkh gqbZ gksrh gSA 
 
 
?kks"k.kk ij jkt&izeq[k ds gLrk{kj gksrs 
gSaA 
 
?kks"k.kk dks fuxZfer djus dk vfèkdkj 
dsoy jkt&izeq[k dks gSA 
?kks"k.kkvksa dk izdk'ku vfu;fer gksrk gS 
rFkk ;g mlh le; izdkf'kr gksrh gS 
tc dksbZ egÙoiw.kZ ?kVuk ?kfVr gksrh 
gSA 
?kks"k.kk;sa vfr egÙoiw.kZ ?kVukvksa dk 
fp=.k djus okyh lwpuk;sa gksrs gq, Hkh 
lkekU; egÙo dh n`f"V ls mruh 
egÙoiw.kZ ugha gSA 

 

mnkgj.k­ v#.kkpy izns'k esa nycny ds dkj.k laoSèkkfud ladV mRiUu gks x;k gSA ogka ds jkT;iky dh fjiksVZ ds vuqlkj 

ogk¡ jk"Vªifr 'kklu rqjar ykxw fd;k tkrk gSA blds fy, ?kks"k.kk dk uewuk rS;kj dhft,A 

Hkkjr ljdkj 

x`g ea=ky; 

Øekad 52@P-77         ubZ fnYyh] fnukad 10 vizSy] 20----- 

v#.kkpy izns'k ds jkT;iky ls izkIr lwpuk ds vkèkkj ij jk"Vªifr egksn; bl fu"d"kZ ij igaqps gSa fd nycny ds dkj.k 

v#.kkpy izns'k eas laoSèkkfud ladV mRiUu gks x;k gS vkSj O;oLFkk dks lkekU; cukus ds fy, ogk¡ jk"Vªifr 'kklu vfuok;Z 

gks x;k gSA blfy, jk"Vªifr egksn; dks ogk¡ jk"Vªifr 'kklu ?kksf"kr djrs gq, izlUurk gSA 
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jk"Vªifr 

ih-vkj- oekZ 

lfpo 

3-17   vè;kns'k 

Hkkjrh; lafoèkku us u;s&u;s fu;e cukus rFkk mueas la'kksèku djus dk vfèkdkj lkoZtfud fuokZpu ds vkèkkj ij 

xfBr yksd lHkk rFkk foèkku lHkk dks lkSaik gSA dsUnz Lrj ij laln rFkk izkUrh; Lrj ij foèkku lHkk;sa bl vfèkdkj dk 

iz;ksx dj ldrh gaSA fdUrq ftu fnuksa laln vFkok foèkku e.My dh ehfVax ugha gks jgh gksrh vkSj fdlh fo'ks"k dk;Zo'k u;s 

dkuwu dk fuekZ.k vko';d gksrk gS rks lafoèkku us jk"Vª&Lrj ij jk"Vªifr rFkk jkT;&Lrj ij jkT;iky dks fu;e cukus rFkk 

la'kksèku djus dk fo'ks"k vfèkdkj iznku fd;k gSA 

Hkkjrh; lafoèkku dh èkkjk 123 ¼1½ ds vuqlkj vè;kns'k (Ordinance) jk"Vªifr ;k jkT;iky }kjk fuxkZfer ,d fo'ks"k vkns'k 

gS tks fdlh uohu lfUu;e ;k jkT; fu;e dks izHkkfor djus ds fy, ?kksf"kr fd;k tkrk gS] ;g rHkh ?kksf"kr fd;k tkrk gS 

tc laln vkSj foèkkulHkk dk l=kkolku (Session) py jgk gksA 

vè;kns'k dh fo'ks"krk,¡ (Characteristics of an Ordinance)  

1- vè;kns'k fuxZeu dk vfèkdkj (Right of issuing ordinance)­ vè;kns'k fuxZeu dk vfèkdkj dsoy jkT; izeq[k dks 

gS dksbZ vU; O;fDr ;k vfèkdkjh vè;kns'k fuxZfer ugha dj ldrkA 

2- le; (Time)­ vè;kns'k dsoy rHkh fuxZfer fd;k tk ldrk gS tc laln vFkok foèkku lHkk dk vfèkos'ku u jgk 

gksA buds l=k ds pyrs le; vè;kns'k tkjh ugha fd;k tk ldrkA vè;kns'k fdlh fo'ks"k ifjfLFkfr esa rHkh fuxZfer 

fd;k tk ldrk gS tc jktizeq[k dk ;g fo'okl gks fd vè;kns'k fcuk le; u"V fd;s ?kksf"kr djus dh vko';drk 

gSA 

3- izHkko (Effects)­ vè;kns'k ?kks"k.kk ds lkFk rqjar izHkko'kkyh gksrk gS vr% lkèkkj.kr;k jkr dks ckjg cts ?kksf"kr fd;k 

tkrk gS fd ftlls frfFk izkjEHk gksus ds lkFk mls fØ;k'khy ekuk tk ldsA 

4- gLrk{kj (Signature)­ vè;kns'k ij jkt&izeq[k ds vfrfjDr lEcfUèkr foHkkx ds lfpo ds gLrk{kj Hkh gksrs gSaA 

5- izdk'ku (Publication)­ vè;kns'k dk izdk'ku vlkèkkj.k (Extra Ordinary Gazette) esa gksrk gSA ;g egÙoiw.kZ gS 

fd vè;kns'k fuxZfer djus okyk vfèkdkjh tc pkgs ?kksf"kr vè;kns'k dks okfil ys ldrk gSA 

6- vofèk (Duration)­ ,d ckj ?kksf"kr vè;kns'k dsoy 6 eghus rd oSèk gksrk gSA 6 ekl dh lekfIr ls iwoZ ;fn 

laln@foèkku lHkk bldh iqf"V u djs rks Lo;a gh lekIr gks tkrk gSA 

mnkgj.k­ gfj;k.kk ds jkT;iky dh vksj ls jkT; dh leLr f'k{k.k laLFkkvksa esa Nk=kifj"kn~ dh LFkkiuk ij jksd yxkus dk 

vè;kns'k rS;kj dhft,A 

gfj;k.kk 
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fofèk eU=ky; fofèk foHkkx 

p.Mhx<+ 

Øekad % 290@5          fnukad % tqykbZ 8] 20------ 

vktdy foèkku lHkk dh cSBd ugha gks jgh gS vkSj jkT; dh f'k{k.k laLFkkvksa esa ;wfu;u dh LFkkiuk ij jksd yxkus ds fy, 

le; u"V fd, cxSj dkuwu cukus dh vko';drk gS] vr% lafoèkku dh èkkjk 123 ¼1½ vuqlkj fn, x;s vfèkdkj ds vkèkkj ij 

jkT;iky egksn; dks fuEu vè;kns'k fuxZfer djrs gq, vfr izlUurk gS­ 

1- vè;kns'k dk uke­ Nk=k la?k fu"ksèk vè;kns'k] 20----- 

2- izHkko­ ;g vè;kns'k rqjUr izHkkoh gksxkA 

3- ewyHkko­ 

(i) jkT; dh dksbZ Hkh f'k{k.k laLFkk] Nk=k ifj"kn~ dh LFkkiuk dh vkKk ugha nsxhA 

(ii) ;fn blls iwoZ fdlh dkWyst esa Nk=k ifj"kn~ dk;Z dj jgh gS rks og xSj&dkuwuh (Illegal) ekuh tk;sxhA 

(iii) dksbZ Hkh Nk=k&ifj"kn cukus dh ps"Vk djrk gS] tks fd vè;kns'k ds vUrxZr voSèk gS] ;k Nk=k ;wfu;u ds fuekZ.k esa 

Hkkx ysrk gS rks 6 ekg dh ltk ;k 500 #i;s tqekZuk ;k nksuksa n.M Hkh fn;s tk ldrs gSaA 

(iv) dksbZ Hkh O;fDr tks Nk=kksa dks ifj"kn~ cukus ds fy, izkssRlkfgr djrk gS rks mls 3 o"kZ dh dSn ;k 1]000 #i;s tqekZuk 

;k nksuksa gh n.M fn;s tk ldrs gSaA 

vkKk ls 

jkT;iky 

lquhy dqekj 'kekZ 

lfpo 

gfj;k.kk] p.Mhx<+ 

3-18   izLrko 

izLrko og ljdkjh i= gS ftlesa fdlh egÙoiw.kZ fo"k; ;k okn&fookn okys fo"k; ij ljdkj }kjk viuk er 

izdkf'kr fd;k tkrk gSA ;g ,d ljdkjh&i= gksrk gS tks foHkkxh; lfpo ds gLrk{kjksa ls tulkèkkj.k dks lwpuk nsus ds 

fy, xtV esa izdkf'kr fd;k tkrk gSA bldk iz;ksx fuEufyf[kr ?kks"k.kkvksa ds fy, fd;k tkrk gSA 

1- uhfr lEcUèkh egÙoiw.kZ ekeyksa ij ljdkjh fu.kZ; dh lkoZtfud ?kks"k.kk ds fy,A 

2- tkap lfefr;ka ;k tk¡p vk;ksxksa dh fu;qfDr dh ?kks"k.kkA 

3- bl izdkj dh lfefr ;k vk;ksxksa ds egÙoiw.kZ izfrosnuksa dh leh{kk ds ifj.kkeksa dh ?kks"k.kk djus ds fy,A 

izLrko ds fuEu pkj vax gSa­ 
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1- izLrkouk (Introduction)­ blds vUrxZr fo"k; ls lEcfUèkr Hkwfedk gksrh gSA blesa egÙoiw.kZ i=ksa o izys[kksa dk 

mYys[k fd;k tkrk gS vFkok [kkst (Investigation) lEcUèkh fjiksVZ dk mYys[k fd;k tkrk gSA 

2- voyksdu (Observation)­ blesa fo"k; ds vkèkkjHkwr rÙo lfEefyr gksrs gSaA 

3- izLrko (Resolution)­ blds vUrxZr okn&fookn ij izdk'k Mkyk tkrk gS rFkk vUr esa ljdkj viuk vfUre fu.kZ; 

nsrh gSA 

4- vkKk (Order)­ blds vUrxZr ljdkjh vkns'k gksrk gS ftlds vuqlkj izLrko dks dk;Z'khy cuk;k tkrk gSA 

mnkgj.k­ Hkkjr ljdkj us vHkh gky esa ;g fu.kZ; fy;k gS fd dsUnzh; ljdkj ds leLr deZpkfj;ksa dks fn;k tkus okyk 

eg¡xkbZ HkÙkk muds ewy osru esa feyk fn;k tk,xkA bl iz'u dh tkap djus ds fy, ljdkj dks flQkfj'k djus ds fy, 

lfefr dk xBu fd;k x;k gSA lEcfUèkr izLrko dk ,d uewuk nhft,A 

Hkkjr ljdkj 

x`g eU=ky; 

¼izLrko½ 

Øekad % 99@765         ubZ fnYyh] fnukad 10 twu] 20------ 

Hkkjr ljdkj us vHkh gky esa ;g fu.kZ; fy;k gS fd dsUnzh; ljdkj ds leLr deZpkfj;ksa dks feyus okyk eg¡xkbZ HkÙkk muds 

ewy osru esa feyk fn;k tk,xkA bl iz'u dh tkap&iM+rky ds fy, ljdkj dks flQkfj'k djus ds fy, ,d lfefr dk 

xBu fd;k x;k gSA lfefr ds vè;{k Jh jke izdk'k esgjk gkasxsA 

lfefr dk dk;Z&{ks= fuEu gksxk­ 

1- deZpkfj;ksa ds osru esa egaxkbZ HkÙkk feykus dh leL;k ds oSèkkfud vkSj foÙkh; igyqvksa dk ewY;kaduA 

2- blls lEcfUèkr vU; leL;kvksa dk vè;;uA 

vkns'k fn;k x;k gS fd izLrko dh izfr fuEu O;fDr;ksa dks Hksth tk,­ 

1- Jh jke izdk'k esgjk  ----- lfefr ds vè;{k 

 51 eky jksM] y[kuÅ 

2- Jh lquhy dqekj nqcs  ----- ftykèkh'k] dkuiqj 

3- Jh jke oksgjk   ----- voj lfpo] foÙk eU=kky; 

4- Jh fnus'k pUnz [kaMwtk  ----- lSD'ku vkfQlj] LVs'ku jksM] cjsyh 

;g vkns'k fn;k x;k gS fd tulkèkkj.k dh lwpuk ds fy, bl izLrko dh izfr jkti= esa izdkf'kr dh tk,A 

vkKk ls 

gtkjh yky 'kekZ 

lfpo 
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3-19   v)Z&ljdkjh i= 

v)Z&ljdkjh i= og i= gS tks ,d ljdkjh vfèkdkjh }kjk nwljs ljdkjh vfèkdkjh dks O;fDrxr rkSj ij fy[kk 

tkrk gSA lkèkkj.kr;k ;g i= xksiuh; fo"k;ksa ds lEcUèk esa iz;ksx fd, tkrs gSaA ;g i= iw.kZr;k ljdkjh i= gksrs gSa vkSj 

budk iz;ksx dsoy ljdkjh vfèkdkjh gh ijLij fopkj&fofue; ds fy, gh dj ldrs gSaA fdlh lkekU; O;fDr }kjk ljdkj 

dks ;k ljdkj }kjk fdlh lkekU; O;fDr dks fy[kk x;k i= v)Z&ljdkjh ugha gksrkA bu i=ksa dk iz;ksx rHkh fd;k tkrk 

gS tc fdlh fo"k; dh vksj ljdkjh vfèkdkjh dk è;ku rqjUr vkd£"kr djuk gksA 

lkekU; ljdkjh i=kpkj dk fu;e ;g gS fd i= esa izkIrdÙkkZ dk in fy[kk tkrk gS] uke ugha vkSj in ls lEcfUèkr 

i= fdlh vU; DydZ ;k vfèkdkjh }kjk [kksys tkrs gSaA mudk fooj.k vfèkdkjh rd dkQh nsj ckn igq¡prk gSA DydZ rFkk 

vfèkdkjh ds chp fofHkUu dk;ks± ds dkj.k i= dbZ ckj vfèkdkfj;ksa ds ikl bruk ysV igqaprk gS fd mldk izHkko rFkk 

mi;ksfxrk [kRe gks pqdh gksrh gSA vr% tc fdlh fo"k; ij lEcfUèkr vfèkdkjh dk è;ku rqjUr vkdf"kZr djuk gks rks i= 

izkIrdÙkkZ ds uke ls fy[ks rFkk lEcksfèkr fd, tkrs gSaA blls ;g ckr fuf'pr gS fd i= ljdkjh vfèkdkjh }kjk rqjUr [kksys 

rFkk i<+s tk;saxsA 

v)Z&ljdkjh i= fy[krs le; è;ku nsus ;ksX; ckrsa­ 

1- v)Z&ljdkjh i=ksa dk iz;ksx ljdkjh vfèkdkfj;ksa }kjk gh fd;k tk ldrk gSA 

2- bldk iz;ksx rHkh fd;k tkuk pkfg, tc fo"k; egÙoiw.kZ rFkk xksiuh; gksA 

3- tc ljdkjh vfèkdkjh dk è;ku rqjUr vkdf"kZr djuk gks rks ;s i= iz;ksx eas yk, tkrs gSaA 

4- bu i=ksa ds fy[kus esa dksbZ vkSipkfjrk ugha cjruh iM+rh cfYd buesa O;fDrxr i=ksa dh Hkkafr vukSipkfjdrk jgrh 

gSA 

5- bu i=ksa esa i=kad ds LFkku ij v)Z&ljdkjh i= la[;k fy[kh tkrh gSA 

6- v)Z&ljdkjh i= vfèkdkj foHkkx ds Nis gq, ysVj iSM ij fy[ks tkrs gSaA 

7- bu i=ksa ds lEcksèku eas ^egksn;* ds LFkku ij fiz; Jh-------¼uke½ dk iz;ksx fd;k tkrk gSA 

8- i= ds vUr esa ck;ha vksj i= ikus okyh vfèkdkjh dk uke] in vkSj irk fy[kk tkrk gSA 

9- izs"kd vfèkdkjh vfèkdrj i= ij vius gLrk{kj djus ds ckn&in mYys[k ugha djrkA 

10- buesa Hkonh; ds LFkku ij vkids ln~Hkkoh (Yours Sincerely) dk iz;ksx gksrk gSA 

mnkgj.k­ ,d ftykèkh'k dh vksj ls iqfyl vèkh{kd dks ,d v)Z&ljdkjh i= fyf[k, ftlesa uxj esa eq[;ea=h ds vkxeu 

ij lqj{kk O;oLFkk ds funsZ'k gksaA 

v)Z&ljdkjh i= la[;k A C7 fnukad tuojh 16] 20----lgkjuiqj  

fiz; frokjh lkgc] 

fo"k;­eq[;eU=h dh lgkjuiqj ;k=kk gsrq lqj{kkA 
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eq>s x`g eU=kky; ls ,d rkj izkIr gqvk gS ftlds }kjk ;g fofnr gqvk gS fd mÙkj izns'k ds eq[;ea=h egksn; lgkjuiqj esa 

,d ikdZ dk mn~?kkVu djus tk jgs gSa] blds vfrfjDr og rhu vU; LFkkuksa ij Hkk"k.k Hkh nsaxsA 

mijksDr ;k=kk 10 ebZ dks lEHkkfor gSA xEHkhj ifjfLFkfr dks ns[krs gq, eq[;ea=h dh iw.kZ lqj{kk O;oLFkk dk ftyk iz'kklu 

ij mÙkjnkf;Ro gSA 

vr% Ñi;k vfoyEc 'kkfey fd;s x;s izLrkfor dk;ZØe ds vuqlkj lqj{kk O;oLFkk djus dk iz;Ru djsaA 

mijksDr O;oLFkk ds lEcUèk eas eq>s le;&le; ij lwpuk nsrs jfg;sA 

Hkonh; 

layXu ^5*                 ---------------------- 
izfr"Bk esa]             --------------------- 

Jh jkeizdk'k frokjh 

iqfyl vèkh{kd 

lgkjuiqj ¼mÙkj izns'k½ 

3-20   lwpuk 

lwpuk 'kkldh; i=ksa dk gh ,d vax gSA lwpuk,a O;fDrxr :i esa nh tkrh gSa] ij izk;% lekpkj&i=ksa esa Hkh mUgass 

loZlkèkkj.k ds fy, izdkf'kr djk;k tkrk gSA dHkh&dHkh iksLVlZ ds :i esa nhokjksa ,oa lwpukiêksa rFkk lkoZtfud LFkkuksa ;k 

,sls LFkkuksa ij tgka turk dh n`f"V ljyrk ls iM+ lds] ;s lwpuk,a fpidk nh tkrh gSaA 

lwpukvksa ds vusd Hksn gSa ;Fkk­ 

¼v½ ljdkjh inksa ds fjDr gksus dh lwpuk,a] 

¼c½ uhfr lEcUèkh lwpuk,a] 

¼l½ uhyke lEcUèkh lwpuk,a] 

¼n½ U;k;ky; lEcUèkh lwpuk,a] 

¼;½ lkoZtfud miØeksa dh cSBdksa dh lwpuk,a] 

¼j½ Lok;Ùk laLFkkvksa ds fu.kZ;ksa lEcUèkh lwpuk,a] 

¼y½ vk;ksx ds dk;Z&lEcUèkh lwpuk,a] 

¼o½ O;kolkf;d laLFkkvksa ds va'kèkkfj;ksa dh lHkk lEcUèkh lwpuk,a] 

¼'k½ vuq'kklukRed dk;Zokgh fd, tkus lEcUèkh lwpuk,aA 

mnkgj.k­ 

egkuxj VsyhQksu ds miHkksDrkvksa ds fy, 

lwpuk 
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egkuxj VsyhQksUl fnYyh }kjk fuEufyf[kr VsyhQksu ds fdjk,] yksdy dky rFkk Vaªd dky ds fcy fn- 1&4&20----- dks 

tkjh fd, x, gSa ftuds Hkqxrku dh vfUre frfFk 16&4&20-----FkhA 

VsyhQksu ua- 

27200001 ls 27239999­27280000 ls 27319999 

27360001 ls 27399999­27440000 ls 27489999 

27530001 ls 27579999­27650000 ls 27689999 

ftu miHkksDrkvksa us ;g fcy ;k dksbZ fiNyk fcy ;fn vHkh rd Hkqxrku u fd, gksa rks os vius fcy egkuxj VsyhQksu 

fnYyh ds vkfQl ds Hkqxrku dkmUVj ij 24&4&20-----rd vo'; Hkqxrku dj nsa vU;Fkk og VsyhQksu ftuds mDr fcyksa dk 

Hkqxrku 24&4&20------rd u gksxk] 24&4&20-----lk;a dkV fn, tk,axsA ;fn mi;qZDr uEcjksa ls lEcfUèkr fcy fdlh dks u 

feyk gks rks  Ñi;k fcy dh nwljh dkih ysdj mDr rkjh[k rd Hkqxrku vo'; dj nsaA 

VsyhQksu miHkksDrk Ñi;k è;ku nsa fd ;fn VsyhQksu fcy ds Hkqxrku u gksus ds dkj.k dkVk tk,xk rks VsyhQksu 

tqM+okus ds fy, mudks fcy dh jkf'k ds vykok ,d lky ds fdjk;s dh èkujkf'k dk Hkh Hkqxrku djuk gksxk tks vfxze 

tek[kkrs esa j[kh tk,xh vU;Fkk VsyhQksu iqu% u tksM+k tk ldsxkA 

egkuxj VsyhQksu fuxe 

fnYyh 

uoHkkjr ls izdkf'kr 

mnkgj.k­ 

¼v½ vuq'kklfud dk;Zokgh fo"k;d lwpuk 

lwpuk 

Jh jkes'oj flag iq=k Jh Vhdkjke 

ekSgYyk lqHkk"k] eky[kkuk jksM 

'kkgtgk¡iqj ¼mÙkj izns'k½ 

prqFkZ Js.kh deZpkjh] vkS|ksfxd izf'k{k.k laLFkku] 'kkgtgkaiqj dks bl uksfVl }kjk lwfpr fd;k tkrk gS fd fnuakd  

20&6&20----ls vki fujUrj laLFkku ugha vk jgs gSa] vkSj bl izdkj vki dk;kZy; ls vufèkÑr :i ls vuqifLFkr jgus ds 

nks"kh gSaA 

mDr lwpuk ds izdk'ku dh frfFk ls ekg ds vUnj viuh fLFkfr Li"V djsa vU;Fkk vkids ekeys esa ,drjQk fu.kZ; ysdj 

vkidh lsok,¡ lekIr dj nh tk,axhA 

,-vkj-flag 

izèkkukpk;Z 

vkS|ksfxd izf'k{k.k laLFkku 
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'kkgtgkaiqj 

¼vej mtkyk ls izdkf'kr½ 

¼c½ lwpuk 

Jh ;'kiky flag 

fo|qr forj.k mi[k.M 

#nziqj ¼mÙkj izns'k½ 

vkidks lekpkj&i= nSfud vej mtkyk ds ekè;e ls lwfpr fd;k tkrk gS fd vkidks fo|qr forj.k mi[k.M&#niqj 

ds dk;kZy; Kkiu la- 1585 fo-fo- mi[k.M ¼[k½A ih-,Q- fnukad 8-6-20----ds }kjk dk;ZeqDr djkj fn;k x;k gSA vkidks funsZ'k 

fn, x, gSa fd vki vius uo rSukrh LFkku ^fo|qr uydwi [k.M* ¼fo'o cSad½ cjsyh esa viuh ;ksxnku lwpuk izLrqr djsaA 

vkidks ;g Hkh voxr djkuk gS fd vkids }kjk dk;ZeqDr vkns'k tkudj ugha fy;s x;s gSa ftUgsa vkids fuokl ij fpidk 

fn;k x;kA ifj"kn vkns'kksa dk ikyu djuk vkidh Lo;a dh ftEesnkjh gksxhA ;g [k.M vkids dk;ZeqDr gksus dh frfFk ls 

vkids fdlh Hkh Dyse ds fy, ftEesnkj ugha gksxk] Hkfo"; eas vki tks Hkh i=&O;ogkj djsa os vius uo rSukrh LFkku dks djsaA 

vkj-ds- ekgs'ojh 

vfèk'kklh vfHk;Urk 

fo|qr forj.k [k.M 

gy}kuh 

¼vej mtkyk ls izdkf'kr½ 

mnkgj.k­ 

dk;kZy;] vfèk'kklh vfHk;Urk 

izkUrh; [k.M] lk-fu-fo- yfyriqj 

uhykeh lwpuk 

loZlkèkkj.k dks lwfpr fd;k tkrk gS fd fnukad 5&5&20-----dks 3-00 cts vijkÌ eas [k.Mh; HkaMkj izk- [k.M lk-fu-fo-

yfyriqj eas rkjdksy ds [kkyh Mªeksa dh uhykeh dh tk;sxhA bPNqd O;fDr ;fn uhykeh ;ksX; lkexzh ns[kuk pkgsa rks fdlh 

Hkh dk;Z&fnol uhykeh dks fnukad ls iwoZ izkr% 11-00 cts ls lk;a 4-00 cts rd uhps fy[ks LFkkuksa ij ns[k ldrs gSaA ckn 

esa dksbZ izR;kosnu ekU; u gksxkA 

 1- rkjdksy ds [kkyh Mªe  1600 vnn  ¼eMk.kk½ 

 2- rkjdksy ds [kkyh Mªe  850 vnn  ¼LVksj yfyriqj½ 

 3- rkjdksy ds [kkyh Mªe  250 vnn  ¼egjkSuh jsLV gkml½ 

1- cksyh cksyus okys O;fDr dks cksyh cksyus ls iwoZ 1000 #- udn èkujkf'k ds :i esa tek djkuk gksxk tksfd cksyh 

lekIr gksus ds rqjUr ckn mPpre cksyh cksyus okys dks NksM+dj okfil dj fn;k tk,xkA 
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2- ftl O;fDr dh lcls mPpre cksyh gksxh mls dqy èkujkf'k dk 25» rRdky tek djuk gksxk ,oa l{ke vfèkdkjh 

}kjk cksyh LohÑr fd, tkus ds mijkUr cksyh nsus okys dk i= izkfIr ds 7 fnu ds Hkhrj uhyke fd, x, 25 izfr'kr 

èkujkf'k jktdh; dks"k eas tek dj nh tk,xhA 

3- uhykedÙkkZ vfèkdkjh dks ;g vfèkdkj lqjf{kr gksxk fd os fdlh Hkh cksyh vFkok lHkh dks fcuk dkj.k crk, fujLr 

dj ldrk gSA 

4- uhykeh dh xbZ lkexzh Åij fy[ks LFkkuksa ls mBkuh gksxhA 

5- lkexzh dh mijksDr ek=kk esa ?kV&c<+ gks ldrh gSA 

6- Mªeksa ds iwjs ykWV dks ,d rjg ls gh fxudj mBkuk gksxkA 

vfèk'kklh vfHk;Urk 

izkUrh; [k.M] lk-fu-fo- 

yfyriqj 

3-21   lkjka'k 

fofHkUu ljdkjh foHkkxksa o eU=kky;ksa esa xfrfofèk;ksa dh vkèkkjf'kyk i=kpkj gh gksrh gSA ljdkjh i=ksa dh Hkk"kk iw.kZ 

:i ls vkSipkfjd gksrh gSA bleas O;fDrxr fj'rs ;k ckrksa dk mYys[k ugha gksrkA ljdkjh i=ksa ij ljdkjh Mkd fVdV 

yxk, tkrs gSa vkSj bu i=ksa ij ^Hkkjr ljdkj lsokFkZ* fy[kk tkrk gSA 

v)Z&ljdkjh i= og i= gS tks ,d ljdkjh vfèkdkjh }kj nwljs ljdkjh vfèkdkjh dks O;fDrxr rkSj ij fy[kk 

tkrk gSA  mu i=ksa dk iz;ksx rHkh fd;k tkrk gS tc fdlh fo"k; dh vksj ljdkjh vfèkdkjh dk è;ku rqjUr vkd£"kr 

djuk gksA ljdkjh i= vfèkd xksiuh; ugha gksrs D;ksafd ;s vke turk ls lEcfUèkr gksrs gSaA bueas dqN gh i= xksiuh; j[ks 

tkrs gSaA 

3-22   'kCnkoyh 

vfèklwpuk (Notification)­ ljdkj }kjk dh x;h fØ;kvksa dh lwpuk le;&le; ij turk dks nsus ds fy, jkt&i= esa 

izdkf'kr djrh gSA ;g lwpuk;sa gh vfèklwpuk dgykrh gSaA 

vè;kns'k (Ordinance)­ Hkkjrh; lafoèkku eas u;s&u;s fu;e cukus rFkk mlesa la'kksèku djus ds fy, vè;kns'k dk iz;ksx 

fd;k tkrk gSA 

=kqfV lqèkkj (Corrigendum)­ ftl jkti= ;k i= esa lwpuk izdkf'kr gqbZ gS ;fn mlh esa la'kksèku u fd;k tk;s cfYd 

vkxkeh laLdj.k esa mls lqèkkjk tk, rks bls =kqfV lqèkkj (Corrigendum) dgrs gSaA 

3-25   cksèk iz'u ,oa muds mÙkj 

¼d½ bl bdkbZ dks i<+us ds i'pkr~ vki vius Kku dks igpkus­ 

 crkb, fd fuEu dFkuksa esa ls dkSu&dkSu ls lR; gS rFkk dkSu&dkSu ls vlR; gSa­ 
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 (i) fu;qfDr] inksUufr] vodk'k] in&R;kx bR;kfn lwpuk,a dk;kZy; vkns'k ds ekè;e ls Hksth tkrh gSA 

 (ii) ifji= og i= gS tks ,d gh mís'; vkSj fo"k; dh iw£r ds fy, vusd vfèkdkfj;ksa dks fy[kk tkrk gSA 

 (iii) uksV 'khV ij fVIi.kh foLrkj iwoZd gksuh pkfg, 

 (iv) foKfIr ;k izsl uksV jkti= eas izdkf'kr gksrh gSA 

 (v) foKkiu dh lkexzh ds lkFk 'kklu ;k foHkkx ;k funs'kky; }kjk lgi= Hkh Hkst tkrk gSA 

¼[k½ dks"Bd eas fn;s x;s 'kCnksa esa ls mfpr 'kCn ds iz;ksx }kjk [kkyh LFkkuksa dks HkjksA 

 (i) dk;kZy; vkns'k i=&O;ogkj dk lcls-------------------------------------------------------------rjhdk gS\ ¼vklku@dfBu½ 

 (ii) ifji=ksa dk iz;ksx rc fd;k tkrk gS tc fo"k;-----------------------------------------------gks ¼egÙoiw.kZ@egÙoiw.kZ u½ 

 (iii) uksV'khV ij vfHkfyf[kr vfHk;qfDr;ksa dks----------------------------------------------------------dgrs gSaA ¼fVIi.k@izk:iksa½ 

 (iv) Vs.Mj }kjk Ø; djus ls laLFkk dks phtsa ------------------------------------------------------fey tkrh gSaA ¼lLrh@egaxh½ 

 (v) foKkiu lEizs"k.k dk------------------------------------------------------------------------------ekè;e gksrk gSA ¼loksZÙke@?kfV;k½ 

mÙkj­ ¼d½ (i) lgh] (ii) lgh] (iii) vlR;] (iv) vlR;] (v) lR;A 

 ¼[k½ (i) vklku] (ii) egÙoiw.kZ u] (iii) fVIi.k] (iv) lLrh] (v) loksZÙkeA 

3-24   Loij[k iz'u 

1- vius foHkkx ds leLr O;fDr;ksa dks ;g lwfpr djrs gq, ,d dk;kZy; vkns'k rS;kj dhft, fd Hkfo"; esa dksbZ Hkh 

vfèkdkjh ;k fyfid dk;kZy; le; eas èkweziku ugha djsxkA 

2- Hkkjr ljdkj ds j{kk ea=kky; dh vksj ls ea=kky; ds lHkh vfèkdkfj;ksa dks lwfpr djrs gq, ,d ifji= rS;kj dhft, 

ftleas lHkh dkxtkr fgUnh ,oa vaxzsth f}Hkkf"kd :i esa tkjh fd, tk,aA 

3- xqtjkr lgdkjh Ms;jh dk mRiknu ^vewy* NkN forj.k ds fy, cM+s 'kgj ,oa ftysokj forjd fu;qDr djus gSaA 

vk£Fkd fLFkfr ls lqn<̀+ O;kikjh 30&4&2011 ls igys i= O;ogkj djsaA 

uksV %& bu iz'uksa ls bl bdkbZ dks Hkyh&Hkkafr le>us esa vkidks enn feysxhA budk mÙkj fy[kus dk iz;kl djsa

 ysfdu ;s mÙkj fo'ofo|ky; dks u HkstsaA ;s dsoy vkids vH;kl ds fy, gSaA 

dqN mi;ksxh iqLrdsa 

 vkj-lh-HkkfV;k % dk;kZy; izcU/k] ,VykafVd ifCy'klZ ,.M fMLVªhO;wVlZ ¼izk-½ fy- 7@22] vUlkjh jksM] nfj;kxat] ubZ 

fnYyh&110002 

 lgk;] ,l- ds- % dk;kZy; izcU/k] lkfgR; izdk'ku] vkxjk 

 xqIrk] caly ,oa efyd % dk;kZy; izcU/k] fnYyh fo'ofo|ky; fgUnh ehfM;e] fnYyh&110007 

 Office Organization And Management – S.P. Arora 

 Office Methods – M.L. Basn 
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 Office Automation –G.L. Tarry 
 Office Management and Control –G.P. Terry  
 Office Management – P.K. Ghosh 

 

 

 

 

 

 

 

 

 

 

 

bdkbZ 4   dk;kZy; vfHkys[k ,oa jftLVj 

bdkbZ dh :ijs[kk 

4-0 mís'; 

4-1 izLrkouk 

4-2 mifLFkfr jftLVj 

4-3 i=&izkfIr jftLVj 

4-4 i=&izs{k.k jftLVj  

4-5 y?kq jksdM+ cgh 

4-6 nSfud iqLrdsa 

4-7 jksdM+ cgh 

4-8 izfof"V;ksa dh tkudkjh 

4-9 lkjka'k 

4-10 'kCnkoyh 

4-11 cksèk iz'u ,oa muds mÙkj 

4-12 Loij[k iz'u 

4-0   mís'; 
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bl bdkbZ dk vè;;u djus ds i'pkr~ vki bl ;ksX; gks ldsaxs fd­ 

 mifLFkfr jftLVj dk vFkZ Li"V dj ldsaA 

 i=&izkfIr jftLVj dks Li"V dj ldsaA 

 i=&izs{k.k jftLVj dks Li"V dj ldsaA 

 y?kq jksdM+ cgh dks Li"V dj ldsaA 

 nSfud iqLrdksa dks Li"V dj ldsaA 

 jksdM+ cgh dks Li"V dj ldsaA 

 izfof"V;ksa dh tkudkjh dks Li"V dj ldsaA 

4-1   izLrkouk 

 lHkh O;olk;h izfr o"kZ ;g tkuuk pkgrs gSa fd mUgsa ml o"kZ fdruh ykHk&gkfu gqbZ] o"kZ ds vUr esa O;olk; esa 

fdruh iw¡th yxh gqbZ gS] mUgsa fdl&fdl O;olk;h dks fdruk&fdruk #i;k nsuk gS vkSj fdlls fdruk&fdruk #i;k ysuk 

gSA bu lwpukvksa dks izkIr djus ds fy, ;g vko';d gS fd og o"kZ ds nkSjku fd, x, izR;sd O;kolkf;d ysu&nsu dk iw.kZ 

,oa fu;ekuqlkj ys[kk djsA 

izR;sd O;kolkf;d ysu&nsu dk iw.kZ ,oa fu;ekuqlkj ys[kk djus ls O;olk;h ;g tku ldrk gS fd mlus o"kZ ds 

nkSjku fdruk eky Ø; fd;k] fdruk foØ; fd;k] mlds dqy fdrus O;; gq, ,oa mls D;k 'kq) ykHk&gkfu gqbZA blds 

vfrfjDr mls vius O;kikj dh vk£Fkd fLFkfr ds ckjs esa tkudkjh izkIr gks ldrh gS] tSls fd o"kZ ds vUr eas mldh iw¡th 

D;k gS vkSj ;g fdu&fdu lEifÙk;ksa esa yxh gqbZ gS] mls fdl&fdl O;olk;h ls fdruk&fdruk #i;k ysuk gS vkSj fdls 

fdruk&fdruk #i;k nsuk gSA ;gh ugha] cfYd mfpr izdkj ls j[ks x, ys[ks vk;dj ,oa fcØhdj ds fuèkkZj.k esa Hkh lgk;d 

gksrs gSa rFkk vko';drk iM+us ij U;k;ky; esa izek.k ds :i esa Hkh ekU; gksrs gSaA 

vkt ds ;qx esa O;kolkf;d ys[kksa dk egÙo fnu&izfrfnu c<+rk gh tk jgk gSA vc ;s ys[ks O;olk;h dks ;g lwpuk 

Hkh iznku djrs gSa fd eky dh ykxr D;k gS\ bl le; tks ykxr vk jgh gS og Bhd gS ;k vfèkd gS\ ;fn bl ykxr dks 

de fd;k tk ldrk gS rks fdl izdkj ls de fd;k tk,\ mRiknu ykxr ds vkèkkj ij eky dk foØ; ewY; D;k gksuk 

pkfg,\ bl izdkj ys[kkadu ls izkIr bu lwpukvksa ds vkèkkj ij O;olk; ds Lokeh vusd egÙoiw.kZ fu.kZ; ys ldrs gSaA ;s 

rHkh lEHko gS tc vki izR;sd dk;Z ds fy, vfHkys[k ,oa jftLVj dk iz;ksx è;kuiwoZd djsaA 

4-2   mifLFkfr jftLVj 

fdlh Hkh O;kikj] laLFkk laxBu bR;kfn ds fy, mifLFkfr jftLVj ,d fo'ks"k egÙo j[krk gSA fdlh Hkh deZpkjh dk 

le; ij vkuk] le; ls tkuk] mifLFkfr jftLVj ls vk¡dk tkrk gSA  

;fn dksbZ deZpkjh vfèkd vodk'k xzg.k djrk gS rks mlds }kjk fy;k x;k vodk'k laLFkk ds fy, gkfudkjd gks 

ldrk gSA D;ksafd blls mRiknu ij vlj iM+rk gSA ;fn fdlh dEiuh dks r; le; lhek ij eky dh iw£r djuh gS rks 
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blds fy, deZpkfj;ksa }kj le; ij dk;Z dks iwjk djuk gksxk vU;Fkk dEiuh viuk vkns'k okfil Hkh ys ldrh gSA mifLFkfr 

jftLVj }kj vki vius deZpkjh ij le; ij vkus dh vknr Mky ldrs gSaA tks deZpkjh le; ij vk;as] le; ij tk;sa 

vki mudks izksRlkfgr Hkh dj ldrs gSaA 

dqN laLFkkuksa esa dk;Z ds ?kaVksa ds fglkc ls osru dk Hkqxrku fd;k tkrk gSA ogk¡ ij mifLFkfr jftLVj dk viuk 

egÙo gSA lHkh O;kikjh] laLFkk,a] laxBu viuh&viuh vko';drk ds vuqlkj mifLFkfr jftLVj dk pquko djrs gSaA QSDVjh 

esa dke djus okys et+nwjksa dk ¼tks fd fngkM+h ij gSa vFkok tks yxkrkj dke djus okys gSa½ viuh mifLFkfr jftLVj dh 

:ijs[kk bl izdkj ls cukrs gSaA      

Øe- la- fnukad deZpkjh 
dk uke 

?kj dk 
irk 

Qksu u- vkus dk  
le; 

tkus dk 
le; 

dqy dk;Z 

dk le; 

etnwjh 

dk jsV 

blds 

vfrfjDr 

dksbZ vkSj 

lwpuk 

1-          

2-          

3-          

4-          

5-          

 

mifLFkfr jftLVj ds ykHk­ 

 deZpkjh fdrus le; rd dk;kZy; esa jgrk gSA 

 deZpkjh us fdruk vodk'k xzg.k fd;kA 

 deZpkjh us fdruh chekjh dh Nqêh yhA 

 deZpkjh ds le; ij vkus ls dEiuh dks fdruk ykHk izkIr gqvkA 

 ,d fnu esa fdrus deZpkjh vodk'k xzg.k djrs gSaA 

 le; ij vkus vkSj le; ij tkus okys fdrus deZpkjh gSaA 

 fdrus ,sls deZpkjh gSa tks ges'kk nsj ls vkrs gSaA 

4-3   i=&izkfIr jftLVj 

Mkd dks jftLVj djuk (Registering or Diarying the Mail)­ dqN dk;kZy; laLFkk esa vkus okys i=ksa dk fjdkMZ 

j[kus ds fy, buds fooj.k ,d i=&izkfIr jftLVj (Inward Letter Register) ds vanj la{ksi esa fy[kus dh O;oLFkk Hkh djrs 

gSaA bl jftLVj esa vkus okys i=ksa ds ckjs esa fuEu fooj.k fy[ks tkrs gSa­ 
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1- i=&izkfIr dh Øe la[;k] 

2- frfFk] ftl fnu i= izkIr gqvk] 

3- i= Hkstus okyksa dk uke o irk] 

4- Mkd dh izÑfr&i= dSls Hkstk x;k gS] 

5- fo"k;&;gka i= dh fo"k;&lkexzh dk mYys[k fd;k tkrk gS] 

6- foHkkx&og foHkkx ftlesa bls mi;qDr dk;Zokgh ds fy, Hkstk x;k] 

7- mÙkj dh frfFk&tc bl i= dk mÙkj fn;k x;k] 

8- vfèkdkjh ds laf{kIr gLrk{kjA 

i=&izkfIr jftLVj (Inward Letter Register) 

Øe la[;k frfFk ftl 
fnu i= 
izkIr gqvk 

Hkstus okys 
dk uke o 

irk 

Mkd dh 
izdf̀r 

fo"k; ¼la{ksi 
esa½ 

foHkkx 
ftlesa i= 
Hkstk x;k 

mÙkj dh 
frfFk 

vf/kdkjh ds 
gLrk{kj 

1- 
 
 
2- 
 
 
3- 
 
 
4- 

2007  
Qjojh 4 

 
Qjojh 4 

 
 

Qjojh 5 
 
 

Qjojh 5 

liuk ,.M 
da-] yks/kh 
jksM] fnYyh 

izos'k 
dkiksZjs'ku 
ubZ fnYyh 
jkts'k 'ekZ] 
'kkgnjk] 
fnYyh 

jke flag pkS- 
,e-,y-,- 
iatkch ckx 

iathd`r  
 
 

i= 
 
 

i= 
 
 

cqd iksLV 

vkMZj 
 
 

chtd 
 
 

pSd 
 
 

f'kdk;r 

foØ; foHkkx 
 
 

Ø; foHkkx 
 
 

jksdM foHkkx 
 
 

foØ; foHkkx 

09&3&2007 
 
 

12&3&2007 
 
 

14&3&2007 
 
 

14&3&2007 

 

     

i=&izkfIr jftLVj cukus ds fuEufyf[kr ykHk gSa­ 

1-  izkIr i=ksa ij fu;a=.k­ bl jftLVj esa lHkh izdkj dh izfof"V djuk vfuok;Z gS vr% dksbZ i= bèkj&mèkj ugha gks 

ldrk] lkFk gh jftLVj ns[kdj izfrfnu vk, i=ksa dk lkjka'k Hkh tkuk tk ldrk gSA 

2-  i=&izkfIr dk izek.k­ i=&izkfIr jftLVj es adh xbZ izfof"V bl ckr dk iDdk izek.k gS fd mfYyf[kr i= izkIr 

gqvkA 

3-  vuqiyCèk i= dh fo"k;&lkexzh dk Kku­ ;fn dHkh dksbZ i= [kks tkrk gS  ;k bèkj&mèkj j[kk tkrk gS rks izcaèkd 

i=&izkfIr jftLVj esa izfof"V dks ns[kdj mldh fo"k;&lkexzh dk vuqeku yxk ldrs gSa vkSj vko';d dk;Zokgh 

dj ldrs gSaA 

4-  foHkkx foHkktu dk fjdkMZ­ bl jftLVj dks ns[kdj ;g Hkh ekywe gks tkrk gS fd veqd i= fdl foHkkx esa Hkstk 

x;k gS vkSj ml foHkkx us ml i= ij D;k dk;Zokgh dh gSA 
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5-  i=ksa dk vuqxeu­ dk;kZy; vfèkdkjh bl jftLVj ls ;g ekywe dj ldrk gS fd fdu i=ksa ds mÙkj fn, x, gSa 

vkSj fdu ds ughaA 

vktdy cM+h&cM+h O;kolkf;d laLFkk,a i=&izkfIr jftLVj ughsa cukrhA blds nks eq[; dkj.k gSa­ ¼1½ cMs+ 

n¶rjksa esa bruh vfèkd Mkd vkrh gS fd bu lcdks jftLVj esa ntZ djus ls le; dh cckZnh gksrh gS vkSj lacafèkr 

foHkkx eas ;s i= le; ij ugha igqap ikrs gSa] ¼2½ bu n¶rjksa es ;g vuqi;ksxh vkSj egaxk fl) gksrk gSA ;g vuqi;ksxh 

blfy, gS D;ksafd cM+h&cM+h O;kolkf;d laLFkkvksa esa u rks fdlh ds ikl bruk le; gksrk gS fd og fdlh fnu 

n¶rj esa vk, lkjs i=ksa dh tkudkjh izkIr djs vkSj u gh bldh t:jr gksrh gS] D;ksafd izR;sd foHkkx esa viuh&viuh 

Mkd dks ns[kus vkSj ml dk;Zokgh dh mi;qDr O;oLFkk gksrh gSA ;g egaxk Hkh gS D;ksafd bls fy[kus vkSj iw.kZ j[kus 

esa dbZ deZpkfj;ksa dks viuk le; cckZn djuk iM+rk gSA 

Mkd Nk¡Vuk o ck¡Vuk (Sorting and Distributing of Mail)­ i=ksa dk ys[k rS;kj gks tkus ij mUgsa foHkkxksa ds vuqlkj NkaV 

fy;k tkrk gS vFkkZr~ dkSu&lk i= fdl foHkkx eas tk,xkA izR;sd foHkkx ds fy, ,d vyx Vsª cuk yh tkrh gS vkSj ml 

foHkkx esa Hksts tkus okys i= mlh foHkkx dh Vsª esa Mky fn, tkrs gSaA dqN O;kolkf;d laLFkkvksa esa tgka fHkUu&fHkUu foHkkxksa 

dh la[;k cM+h gksrh gS] Mkd NkaVus ds fy, vusd [kkuksa okyh vyekjh] ftls [kkusnkj vyekjh (Pigeon Hole Almirah) 

dgrs gSa] bLrseky dh tkrh gSA bl vyekjh esa fHkUu&fHkUu foHkkxksa ds fy, vyx&vyx [kkus fu;r dj fn, tkrs gSaA 

i=ksa dks foHkkxksa ds vuqlkj NkaV ysus ij lacafèkr foHkkxksa esa Hkst fn;k tkrk gSA cM+h&cM+h O;kolkf;d laLFkkvksa esa i=ksa dks 

fHkUu&fHkUu foHkkxksa esa Hkstus ls igys bUgsa dsUnzh; Qkby foHkkx esa Hkh Hkstk tkrk gSA ftlls Qkby foHkkx izR;sd i= ds 

lkFk ml i= ls lacafèkr Qkby Hkh fudky nsA ;fn foHkkx ds dk;Z vfèkdkjh dks lacafèkr i= mldh Qkby ds lkFk is'k dj 

fn;k tk, rks og ml ij T;knk 'kh?kz dk;Zokgh dj ldrk gSA i=ksa ls lacafèkr Qkby rqjar miyCèk djkus ds fy, izk;% 

Qkby ds fo'oLr deZpkjh dks Hkh n¶rj [kqyus ls vkèkk ?kaVk igys cqyk fy;k tkrk gSA tSls gh i=&izkfIr deZpkjh izkIr 

i=ksa dks [kksydj vkSj mu ij frfFk vadu djds mudk mi;qDr fjdkMZ cukdj mUgsa vyx&vyx foHkkxksa ds vuqlkj NkaV 

ysrk gS vkSj ;s i= Qkby foHkkx esa igqapk fn, tkrs gSaA ogka dk vfèkdkjh gj i= ds lkFk mlls lacafèkr Qkby yxkdj 

mls vkxs mi;qDr foHkkx eas fHktok nsrk gSA ;fn dksbZ i= ,d ls vfèkd foHkkx vFkok O;fDr;ksa ls lacafèkr gks rks ml i= 

ij ,d&,d ekxZ iphZ (Routing Slip) yxk nh tkrh gSA ^ekxZ&iphZ* ;g iznf'kZr djrh gS fd fofHkUu foHkkxksa dks og i= 

fdl Øe ls Hkstk tkuk gSA dqN dk;kZy;ksa esa ,d ls vfèkd foHkkxksa ls lacaèk j[kus okys i=ksa dh izfr;ka cuk yh tkrh gSaA 

ewy i= rks eq[; foHkkx esa Hkst fn;k tkrk gS rFkk izfr;ka lacafèkr foHkkx vFkok O;fDr;ksa ds ikl Hkst nh tkrh gSaA 

i=ksa dk vuqxeu djuk (The Follow-up Section)­ izkIr i=ksa dk rqjar mÙkj fn;k tkuk pkfg,A blls dk;kZy; vkSj laLFkk 

dh dq'kyrk dk ifjp; feyrk gSA vr% izR;sd foHkkx ds vè;{k dk nkf;Ro gS fd og ns[ks fd ftrus Hkh i= vkt izkIr gq, 

gSa mudk vkt gh mÙkj ns fn;k tk, ;k mu ij 'kh?kz gh mi;qDr dk;Zokgh dj nh tk,A i=ksa ij mi;qDr dk;Zokgh gks tkus 

ds ckn mUgsas muds i= iz;qÙkj eas fn, x, mÙkjksa ds lkFk Qkby foHkkx esa okil Hkst nsus pkfg,A ;fn i=ksa ds mÙkj nsus esa 

;k Qkby foHkkx eas Hkstus ds lacaèk esa dksbZ ykijokgh dh tkrh gS rks nks"kh deZpkjh dks bl fo"k; esa lrdZ djuk t:jh gSA 
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4-4   i=&izs{k.k jftLVj 

i=&izs{k.k jftLVj esa izfof"V (Entry in Letter Despatch Register)­ i=ksa dk ifj{k.k gks tkus ij bUgsas i=&izs{k.k 

jftLVj esa fy[kus ds fy, lacafèkr DydZ dks ns fn;k tkrk gSA ;g DydZ bl jftLVj esa i= dh Øe la[;k] frfFk] izkIrdrkZ 

dk uke o irk] i= dk fo"k;] fyQkQs dk Hksn] yxk, tkus okys fVdVksa dk ewY;] vkfn fy[k nsrk gSA tSlk igys crk;k tk 

pqdk gS] Vkbi DydZ i= dh lanHkZ la[;k Vkbi djrs le; mlesa Øe la[;k [kkyh NksM+ nsrs gSaA i= izs{k.k DydZ i=ksa dh 

vius jftLVj esa izfof"V djrs le; i= ij ;g Øe la[;k Hkh fy[k nsrk gSA 

i=&izs{k.k jftLVj (Despatch Register) 

Øe la[;k frfFk lanHkZ la[;k i= 
izkIrdrkZ 
dk uke o 

irk 

fo"k; fyQkQs dk 
Hksn 

Mkd fVdV fooj.k 

1- 
 
 
2- 
 
 
3- 
 
 
4- 

10&3&2007 
 
 
10&3&2007 
 
 
12&3&2007 
 
 
12&3&2007 
 

CA/M90/Bill-90 
 
 
Sales/S20/Invoice 
 
 
Sale/R/67 
 
 
 
RUP/B91 

 

lqfer 
izdk'ku 
 
jes'k pUnz 
,.M cznlZ] 
iatkc 
jtr ,.M 
lal] iVuk 
 
usgk 
izdk'ku] 
gSnjkckn 

iqjkus fcy 
dk Hkqxrku 
 
eky dk 
chtd 
 
ewY; lwph 
 
 
vkMZj 
chtd 
 

jftLVMZ 
fcy dk 
Hkqxrku 
jftLVMZ 
 
 
cqd iksLV 
 
 
lkèkkj.k 
iksLV 

16-00 
 
 
16-00 
 
 
5-00 
 
 
16-00 

 

 

 ;|fi bl jftLVj dks j[kus ls dk;kZy; izcaèkd dks ;g tkuus esa vklkuh jgrh gS fd dkSu&lk i=] dc] fdl 

rjhds ls Hkstk x;k] ysfdu vktdy cM+h&cM+h O;kolkf;d laLFkkvksa esa bls ugha j[kk tkrk gSA muds vuqlkj ;g jftLVj 

i=ksa dk vuko';d  :i ls vfèkd foLrr̀ fjdkMZ gSA ;fn ckgj Hkstk tkus okyk i= fdlh LFkkuh; laLFkk esa gh Hkstuk gks 

rks mls i=&okgd iqLrd (Peon Book) esa p<+kdj dk;kZy; ds fdlh deZpkjh ds }kjk Lo;a lqiqnZ djk;k tk ldrk gSA 

i=&okgd iqLrd eas i= Hkstus dh frfFk] mldh lanHkZ la[;k] i= izkIrdrkZ dk uke] i= dk fo"k;] i=&okgd dk uke] i= 

dh lqiqnZxh dk le; rFkk i= izkIrdrkZ ds gLrk{kj ds fy, vyx&vyx [kkus cus gksrs gSaA i=&izkIrdrkZ] tSls gh bl i= 

dks izkIr djrk gS] vafre [kkus eas vius gLrk{kj dj nsrk gS vkSj lqiqnZxh ds le; Hkh [kkus esa i=&izkIr djus dk le; fy[k 

nsrk gSA i=&okgd iqLrd dk ,d uewuk uhps fn;k x;k gSA 

pijklh iqLrd vFkok i=&Okkgd iqLrd (Peon Book) 

Øe la[;k frfFk lanHkZ la[;k izkIrdrkZ dk 

uke o irk 

fo"k;  i=&okgd 

dk uke 

lqiqnxhZ dk 

le; 

izkIrdrkZ ds 

gLrk{kj 
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i= dks rg djuk vkSj fyQkQs esa j[kuk (Folding the Letter and Putting it into the Envelope)­ i= dks 

i=&isz"kd iqLrd eas fy[kdj mls vius fyQkQs ds vkdkj esa rg (Fold) fd;k tkrk gS vkSj i= ds lkFk layXu fyQkQs 

esa j[kdj can dj fn;k tkrk gSA i= dh rg i= ds dkxt+ ds vkdkj vkSj fyQkQs ds vkdkj ij fuHkZj djsxhA lkèkkj.kr;k 

;g iz;Ru fd;k tkuk pkfg, fd i= dh de&ls&de rg cukbZ tk, rFkk izR;sd rg lhèkh rFkk lqanj gksA ik'pkR; ns'kksa esa 

i=ksa dh lqanj rg cukus dh e'khuksa (Folding Machines) dk iz;ksx fd;k tkrk gSA ;s e'khusa izfr ?kaVk 20]000 dkxt+ksa dh 

rg cuk ldrh gSaA i= dh rg cukrs le; ml i= ds lkFk layXu dkxt+ksa (Enclosures) dks Hkh lkFk&gh&lkFk eksM+uk 

pkfg,A vfèkdrj varnsZ'kh; i=] ifji= chtd] vkfn tks dsoy eksM+dj jokuk dj fn, tkrs gSa] mlh izdkj dVs gksrs gSa tSls 

mudh rg curh gSA vr% bUgsa blh <ax ls eksM+uk pkfg,A 

i=ksa dh rg cu tkus ij bUgsa buds fy, mi;qDr fyQkQs esa Mkyk tkrk gSA ;s fyQkQs dbZ vkdkj ds pkSdksj] yacs] 

NksVs ;k cMs+ gks ldrs gSaA dqN fyQkQs esa irs ds LFkku ij ikjn'khZ dkxt+ (Transparent Paper) fpidk jgrk gSA bu 

fyQkQksa dks ikjn'khZ fyQkQs (Window Envelopes) dgrs gSaA ,sls fyQkQksa esa i=ksa dks bl izdkj eksM+dj j[kk tkrk gS fd 

i= ds Åij ck;ha vksj fy[kk x;k izkIrdrkZ dk irk bl ikjn'khZ dkxt+ ls uhps vk tk,A bl fyQkQs dk lcls cM+k ykHk 

;g gS fd Vkbi DydZ dks izkIrdrkZ dk irk igys i= ij vkSj fQj fyQkQs ij nqckjk Vkbi ugha djuk iM+rkA dqN fyQkQksa 

esa diM+k yxk gksrk gSA ;s fyQkQs chfer i=ksa dks Hkstus ds fy, iz;ksx fd, tkrs gSaA i=ksa dks fyQkQksa eas Mkyrs le; bl 

ckr dk è;ku j[kuk t:jh gS fd blesa i= ds lkFk layXu vU; lHkh dkxt Hkh j[k fn, tk,a] ysfdu ewy i= ds vfrfjDr 

izfr;ka ;k izkIrdrkZ O;fDr ds ikl ls vk, i= ;k vkSj fdlh dkxt+ dks u j[kk tk,A i=ksa dks fyQkQs esa j[kus ds fy, Hkh 

fo'ks"k e'khusa] ftUgas fyQkQs esa i= j[kus okyh e'khusa (Inserting Machine) dgrs gSa] iz;qDr dh tk ldrh gSaA 

i=ksa dks fyQkQs esa j[k nsus ds ckn bUgsa can djus dh leL;k lkeus vkrh gSA izk;% fyQkQksa esa igys ls gh xkasn yxh gksrh 

gSA i=&izs{k.k DydZ izk;% ,d czq'k ls buds xksan yxs dksuksa dks xhyk djds can djrk tkrk gSA dHkh&dHkh bl dke dks 

djus ds fy, Hkh mi;qDr e'khuksa dk iz;ksx fd;k tkrk gSA 

Mkd fVdV yxkuk (Fixing Postage Stamps)­ i=ksa dks fyQkQksa esa cn dj nsus ds ckn mUgsa nks ewy oxks± esa ckaV fn;k 

tkrk gS­¼1½ LFkkuh; i= tks i=&okgd iqLrd esa p<+kdj laLFkk ds fdlh deZpkjh ds ekè;e ls izkIrdrkZ ds ikl Hksts tkus 

gSa] rFkk ¼2½ vU; i= tks Mkd[kkus ds }kjk ckgj Hksts tkus gSaA igys oxZ ds i=ksa ij dksbZ Mkd fVdV ugha yxk;k tkrkA 
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tgka rd nwljs oxZ ds i=ksa dk iz'u gS] bUgsa Hkh Mkd[kkus ds fu;eksa ds vuqlkj dbZ mioxks± eas ckaVk tk ldrk gS] 

tSls&varnsZ'kh; i=] lkekU; i=] jftLVMZ i=] chfer i=] cqd&iksLV] LihM iksLV] vkfnA i=ksa dk ;g oxhZdj.k DydZ dks 

;g fuf'pr djus eas enn nsrk gS fd fdl i= ij fdrus ewY; dk fVdV yxkuk pkfg,A fyQkQksa ij fVdV yxkrs le; 

Mkd dh fdLe ds vfrfjDr ml fyQkQs ds otu dks Hkh è;ku esa j[kuk pkfg,A Mkd[kkus ds fu;eksa ds vuqlkj vfèkd otu 

ds fyQkQksa ij vfrfjDr Mkd fVdV yxkus iM+rs gSaA fyQkQksa ij lgh nj ls fVdV yxk;k tk jgk gS ;k ugha] ;g ns[kus 

ds fy, lacafèkr DydZ dks Mkd?kj ls Mkd dh njksa dh uohure lwph eaxkdj vius ikl j[kuh pkfg,A 

;fn dk;kZy; }kjk Hksts x, i=ksa dh la[;k cgqr T;knk ugha gS rks Mkd fVdV fyQkQksa ij gkFk ls gh fpidk, tk 

ldrs gSaA ysfdu cM+h&cM+h O;kolkf;d laLFkkvksa eas i=ksa ij fVdV yxkus ds fy, fVdV vadu e'khu (Franking Machine) 

dk iz;ksx fd;k tkrk gSA Mkd fVdV vadu e'khu fyQkQs ds Åij Mkd fVdV dks ,d vuqÑfr Nki nsrh gS vkSj lkFk gh 

rkjh[k dkVus dk fu'kku Mky nsrh gSA e'khu esa yxs ,d yhoj dks ?kqekdj blls mi;qDr ewY; ds fVdV dh vuqÑfr 

fyQkQs ij Nkih tk tk ldrh gSA bl e'khu dk iz;kssx djus ds fy, laLFkk dks Mkd[kkus ds ikl Mkd fVdVksa dh jkf'k 

dk vfxze Hkqxrku djuk iM+rk gSA e'khu dk iz;ksx dsoy bl jkf'k rd ds fVdVksa dk vadu djus ds fy, fd;k tk ldrk 

gS blds ckn e'khu vius  vki :d tkrh gSA dqN dk;kZy;ksa eas fVdV fpidkus ds fy, lkèkkj.k e'khu dk iz;ksx fd;k 

tkrk gSA bl e'khu esa mi;qDr fVdV Mky fn, tkrs gSa] ftUgsas ;g fu£n"V fyQkQs ij fpidk nsrh gSA 

i=ksa dks Mkd esa Mkyuk (Posting the Letters)­ i=kas dks iw.kZr;k rS;kj dj ysus ds ckn mUgas izkIrdrkZ ds ikl Hkstus dk 

izcaèk fd;k tkrk gSA os i= tks i=&okgd iqLrd (Peon Book) esa p<+kdj Hksts tkrs gSa] lacafèkr i=&okgd dks ckaVus ds 

fy, ns fn, tkrs gSaA ;g O;fDr bu i=ksa dks buds izkIrdrkZvksa ds ikl O;fDrxr :i ls nsdj muds gLrk{kj djk ykrk gSA 

os i=] tks Mkd[kkus }kjk Hksts tkus okys gksrs gSa] nks oxks± esa ckaV fy, tkrs gSa­lkèkkj.k i=] tSls­varnsZ'kh; i=] iksLVdkMZ] 

lekpkj i=] cqd iksLV vkfn rFkk fo'ks"k i= tSls­ jftLVMZ i= ;k chfer i=A igys oxZ ds i= fu;fer eè;karjksa ds ckn 

fudVre ySVj ckWDl eas Mky fn, tkrs gSaA lkekU;r;k ;g eè;kUrj ySVj CkkDl esa ls Mkd fudkyus ds le; ds vuqlkj 

fu;r fd;k tkrk gSA vU; i= tSls&jftLVMZ ;k chfer i= ;k iklZy lhèks Mkd[kkus esa Hksts tkrs gSa D;ksafd budh jlhn 

ysuh iM+rh gSA ;fn dk;kZy; esa dqN Mkd dks Hkstus esa nsjh gks tkrh gS rks lhèks jsyos LVs'ku ij jsyos esy l£ol ds }kjk 

Hkstus ds fy, igqapk;k tk ldrk gSA 

4-5   y?kq jksdM+ cgh 

izR;sd O;olk; esa vusd NksVs&NksVs O;; djus iM+rs gSa tSls Mkd&rkj O;;] LVs'kujh] cl dk fdjk;k] VSDlh dk 

fdjk;k] Bsyk HkkM+k vkfnA ;s O;; izk;% ckj&ckj gksrs jgrs gSaA ;fn bu lHkh O;;ksas dk Hkqxrku Hkh jksdfM+;k Lo;a djs vkSj 

eq[; jksdM+ cgh eas budk ys[kk djs rks jksdfM+;s ij bl dk;Z dk cgqr cks> gks tk,xk vkSj jksdM+ cgh Hkh cgqr Hkkjh gks 

tk,xhA blls cpus ds fy,] izk;% ,d vyx deZpkjh dh fu;qfDr dh tkrh gS ftls y?kq jksdfM+;k (Petty Cashier) dgrs 

gSaA bls NksVs&NksVs O;;ksa dk Hkqxrku djus ¼tSls fd 200 #- ls de ds O;;½ vkSj budk ys[kk ,d vyx cgh esa djus dk 

dk;Z lkSai fn;k tkrk gS ftls y?kq jksdM+ cgh (Petty Cash Book) dgrs gSaA 
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y?kq jksdM+ cgh dh vxznk; ;k is'kxh i)fr (Imprest System of Petty Cash Book)­ bl i)fr esa] y?kq jksdfM+, dks ,d 

fuf'pr vofèk ds izkjEHk esa ,d fuf'pr jkf'k ¼tSls fd 2]000 #-½ vfxze ns fn, tkrs gSaA bl jkf'k dks vxznk; jkf'k (Imprest 

Amount) dgk tkrk gSA y?kq jksdfM+;k bl jkf'k esa ls NksVs&NksVs [kpks± dk Hkqxrku djrk jgrk gS vkSj bu [kpks± dks y?kq 

jksdM+ cgh esa fy[krk jgrk gSA fuf'pr vofèk ds vUr esa] tSls fd ,d eghus ckn] y?kq jksdfM+;k izèkku jksdfM+, ds ikl 

tkdj QqVdj jksdM+ cgh dh tk¡p djkrk gS vkSj ftrus #i;s mlus [kpZ fd, gSa mrus #i;s izèkku jksdfM+;k mls iqu% ns 

nsrk  gSA bl izdkj vxys eghus dh izFke frfFk dks y?kq jksdfM+, ds ikl fiNyh cph gqbZ jkf'k rFkk izèkku jksdfM+, ls izkIr 

ubZ jkf'k feykdj fQj mruh gh jkf'k gks tkrh gS ftruh mlds ikl fiNys eghus dh izFke frfFk dks FkhA tSls fd 1 vizSy 

dks y?kq jksdfM+, dks 2]000 #- fn,A vizSy ekg esa mlus 1]600 #- O;; fd, rks y?kq jksdfM+;k izèkku jksdfM+;s dks y?kq jksdM+ 

cgh dh tk¡p djk dj 1]600 #- iqu% izkIr dj ysxkA blls 1 ebZ dks mlds ikl fiNys cps gq, 400 #- rFkk 1]600 #- 

feykdj 2]000 #- gks tk,axsA y?kq jksdM+ cgh dh bl iz.kkyh dks vxznk; iz.kkyh (Imprest System) blfy, dgrs gSa D;ksafd 

vxznk; (Imprest) dk vFkZ gS ^fdlh fuf'pr O;fDr dks vfxze #i;s nsuk*A 

,d vPNh vxznk; iz.kkyh esa fuEu xq.k vFkok fo'ks"krk,a (essentials) gksuh pkfg,­ 

1- y?kq jksdfM+, dks mlds }kjk fd, x, lHkh NksVs&NksVs [kpks± dh mfpr jlhnsa j[kuh pkfg,A bu  lHkh jlhnksa dks 

frfFkokj Øe ls j[kuk pkfg, vkSj bu ij uEcj Mkys tkus pkfg,a ftlls fd [kpZ fd, x, #i;ksa dks iqu% izkIr 

djrs le; izèkku jksdfM+;k budh vklkuh ls tk¡p dj ldsA 

2- ftu [kpks± dh jlhnsa izkIr ugha dh tk ldrha muds izek.kd (Vouchers) y?kq jksdfM+, dks Lo;a cuk ysus pkfg,aA 

mls bu izek.kdksa dks mfpr vfèkdkjh ls LohÑr djk ysuk pkfg,aA 

3- y?kq jksdfM+, }kjk fd, tkus okys vdsys Hkqxrku (Single payment) dh vfèkdre jkf'k fuèkkZfjr gksuh pkfg,A bl 

jkf'k ls vfèkd ds Hkqxrku dsoy izèkku jksdfM+, }kjk gh fd, tkus pkfg,aA 

4- y?kq jksdfM+, }kjk [kpZ dh xbZ jkf'k mls izèkku jksdfM+, ls gh okfil feyuh pkfg,A 

5- y?kq jksdfM+, dks] dgha ls Hkh O;olk; esa vkus okyh] fdlh Hkh jkf'k dks izkIr djus dk vfèkdkj ugha gksuk pkfg,A 

6- vxznk; dh jkf'k fuèkkZfjr djrs le; cgqr gh lkoèkkuh j[kuh pkfg,A ;g iwjs ekg ds NksVs&NksVs [kpks± ds fy, 

i;kZIr gksuh pkfg,A 

vxznk; iz.kkyh ds ykHk (Advantages of the Imprest System) 

1- xcu ij fu;U=.k (Control over Misappropriation)­ D;ksafd vfxze nh xbZ jkf'k cgqr de gksrh gS vr% y?kq 

jksdfM+, vFkok LVkQ ds fdlh vU; lnL; dks bls xcu djus dk ykyp ugha gksrkA 

2- y?kq O;;ksa ij fu;U=.k (Control over Petty Expenses)­ y?kq O;; vfxze nh xbZ jkf'k rd gh lhfer jgrs gSa 

D;ksafd y?kq jksdfM+;k mlds ikl miyCèk y?kq jksdM+ ls vfèkd O;; dj gh ugha ldrkA 
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3- izèkku jksdfM+, }kjk fu;U=.k (Control Exercised by Main Cashier)­ izèkku jksdfM+;k y?kq jksdfM+, dks le;&le; 

ij iqu% okfil nh xbZ jkf'k ij iwjk è;ku j[krk gS ftlls ;fn dksbZ fQtwy[kphZ dh xbZ gS rks og Kkr gks tkrh 

gSA 

4- y?kq jksdfM+, }kjk jksdM+ ds nq#i;ksx ds de volj (Lesser Chances of  Misuse of Cash by Petty Cashier)­ 

fdlh Hkh le;] miyCèk jksdM+ rFkk [kpksZ dh jlhnksa vFkok izek.kdksa (Vouchers) dk tksM+ vfxze jkf'k (Imprest 

Amount) ds cjkcj gksuk pkfg,A ,slh tk¡p ekStwn gksus ls y?kq jksdfM+, }kjk jksdM+ ds nq#i;ksx ds volj de jg 

tkrs gSaA 

5- y?kq jksdfM+, ds fy, ykHkizn (Advantageous to Petty Cashier)­ vxznk; iz.kkyh y?kq jksdfM+, ds fy, Hkh ykHkizn 

gS D;ksafd [kpZ dh xbZ jkf'k dk fglkc izLrqr djus dk mldk nkf;Ro dHkh Hkh vfxze jkf'k ls vfèkd ugha gks ldrkA 

;gh ugha] ijUrq D;ksafd izèkku jksdfM+, }kjk mlds fglkc&fdrkc dh tk¡p le;&le; ij gksrh jgrh gS tSls fd 

lkIrkfgd ;k ekfld vr% og mu [kpks± dk fglkc&fdrkc nsus ds fy, tqEesokj ugha jgrk tks igys dHkh fd, tk 

pqds gksaA 

y?kq jksdM+ cgh ds ykHk (Advantages of Petty Cash Book) 

1- izèkku jksdfM+, ds le; vkSj Je dh cpr (Saving of Time and Efforts of Chief Cashier)­ y?kq jksdfM+;k D;ksafd 

lHkh y?kq O;;ksa dk Hkqxrku djus vkSj mudk ys[kk djus dk dk;Z dj ysrk gS vr% izèkku jksdfM+, dk cgqr lk le; 

vkSj Je cp tkrk gSA izèkku jksdfM+, dks dsoy bu O;;ksa ds tksM+ dk gh ys[kk djuk gksrk gS vkSj og Hkh dsoy ,d 

ckj izR;sd eghus ds vUr esaA 

2- [kkrkcgh cukus esa lqfoèkk (Easiness in Posting)­ [kkrkcgh esa dsoy izR;sd [kpsZ ds tksM+ dh gh [krkSuh dh tkrh 

gSA vr% [kkrkcgh esa LFkku dh dkQh cpr gks tkrh gS vkSj [krkSuh Hkh dkQh lqfoèkktud gks tkrh gSA 

3- jksdM+ cgh cukus esa vklkuh (Easiness in Preparing the Cash Book)­ izR;sd O;olk; esa NksVs&NksVs O;;ksa dh 

la[;k cgqr vfèkd gksrh gS vkSj D;ksafd ;s y?kq jksdM+ cgh esa gh fy[k fn, tkrs gSa vr% eq[; jksdM+ cgh ij vfèkd 

cks> ugha iM+rk vkSj mldk tksM+ djuk vklku gks tkrk gSA 

4- NksVs [kpks± ij fu;U=.k (Control on Petty Expenses)­ izèkku jksdfM+;k le;&le; ij y?kq jksdM+ cgh dh tk¡p 

djrk jgrk gS vkSj ;fn mls dksbZ [kpkZ vuqfpr yxrk gS rks ml ij jksd yxkbZ tk ldrh gSA 

5- diV dh de lEHkkouk (Less chances of fraud)­ y?kq jksdfM+;k mlds }kjk fd, x, izR;sd [kpsZ dh jlhn izkIr 

djrk gS vkSj budk mfpr fjdkMZ j[krk gSA eq[; jksdfM+;k y?kq jksdfM+, dks #i;s okfil djrs le; bu lHkh jlhnksa 

ij gLrk{j djrk gSA blls diV dh lEHkkouk de gks tkrh gSA 

6- ljy fofèk (Simple Method)­ y?kq jksdM+ cgh dh cukus ds fy, fdlh fo'ks"k Kku dh vko';drk ugha gksrhA 

4-6   nSfud iqLrdas 
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;fn O;olk; dk vkdkj NksVk gS rks lHkh ysu&nsuksa dks dsoy ,d iqLrd vFkkZr~ tuZy esa gh fy[kk tk ldrk gS 

ftls ^izkjfEHkd izfof"V dh iqLrd* (Book of Original Entry) Hkh dgk tkrk gSA ijUrq tc O;olk; dk vkdkj c<+ tkrk gS 

vkSj ysu&nsuksa dh la[;k dkQh vfèkd gks tkrh gS rks lHkh ysu&nsuksa dks dsoy ,d tuZy eas Hkh fy[kuk lEHko ugha gksrkA 

vr% tuZy dks dqN fo'ks"k tuZyksa (Special Journals) esa foHkkftr dj fy;k tkrk gSA bu fo'ks"k tuZyksa dh nSfud iqLrdsa 

(Day Books) vFkok fo'ks"k mís'; okyh iqLrdsa (Special Purpose Books) vFkok lgk;d iqLrdas (Subsidiary Books) vFkok 

izkjfEHkd izfof"V dh iqLrdsa (Books of Original Entry) Hkh dgk tkrk gSA izR;sd lgk;d iqLrd ,d tSlh izÑfr ds lHkh 

ysu&nsuksa dk ys[kk djus ds fy, gksrh gSA mnkgj.k ds fy,] lHkh udn ysu&nsuksa dk ys[kk ,d iqLrd eas] lHkh mèkkj Ø;ksa 

dk ys[kk ,d nwljh iqLrd esa] lHkh mèkkj foØ;ksa dk ys[kk ,d rhljh iqLrd esa vkSj blh izdkj vU; ,d tSls ysu&nsuksa 

dk ys[kk Hkh i`Fkd&i`Fkd iqLrdksa esa fd;k tk ldrk gSA vr% lgk;d iqLrdsa mu iqLrdksa dks dgrs gSa ftuesa O;kolkf;d 

ysu&nsuksa dk loZizFke ys[kk fd;k tkrk gS vkSj fQj blds ckn bu iqLrdksa ds vkèkkj ij [kkrkcgh (Ledger) esa [krkSuh 

(posting) dh tkrh gSA O;olk; esa iz;qDr gksus okyh izeq[k lgk;d iqLrdsa fuEufyf[kr gSa­ 

1- jksdM+ cgh (Cash Book)­ ;g iqLrd lHkh udn izkfIr;ksa vkSj udn Hkqxrkuksa dk ys[kk djus ds fy, iz;ksx dh 

tkrh gSA izkfIr;ksa vkSj Hkqxrkuksa ls lEcfUèkr lHkh cSafdax ysu&nsuksa dk ys[kk Hkh bl iqLrd esa fd;k tkrk gSA 

2- Ø; cgh (Purchase Book)­ bl cgh esa mèkkj Ø; dk ys[kk fd;k tkrk gSA 

3- foØ; cgh (Sales Book)­ bl cgh esa mèkkj foØ; dk ys[kk fd;k tkrk gSA 

4- Ø; okilh cgh (Purchase Return Book)­ ;k cká okilh cgh (Return Out ward Book)­ igys Ø; fd, x, 

eky dks ;fn okfil dj fn;k tk, rks mldk ys[kk bl cgh esa fd;k tkrk gSA 

5- foØ; okilh cgh (Sales Return Book) ;k vkUrfjd okilh cgh (Return Inward Book)­ igys foØ; fd;k 

x;k eky ;fn xzkgdksa ls okfil vk tk, rks mldk ys[kk bl cgh esa fd;k tkrk gSA 

6- izkI; foi= cgh (Bill Receivable Book)­ bl cgh eas fofHkUu i{kdkjksa ls izkIr fd, x, ^izkI;&foi=ksa*] izfrKk i=ksa] 

gqfUM;ksa vkfn dk ys[kk fd;k tkrk gSA bu foi=ksa dk Hkqxrku O;kikjh dks izkIr gksuk gksrk gSA 

7- ns;&foi= cgh (Bills Payable Book)­ bl cgh eas fofHkUu i{kdkjksa dks fn, gq, ^ns;&foi=ksa*] izfrKk i=ksa] gqfUM;ksa 

vkfn dk ys[kk fd;k tkrk gSA O;kikjh us bu foi=ksa dk Hkqxrku djuk gksrk gSA 

8- jkstukepk fo'ks"k (Journal Proper)­ ftu O;kikfjd ysu&nsuksa dks mijksDr lgk;d cfg;ksa esa ugha fy[kk tk ldrk 

gS] mUgsa bl cgh eas fy[kk tkrk gSA 

bl izdj O;kolkf;d ysu&nsuksa dks vdsys tuZy esa fy[kus dh ctk; mijksDr 8 lgk;d cfg;ksa esa fy[k fn;k tkrk gS vFkkZr~ 

,d tuZy dh ctk; 8 tuZy cuk fy, tkrs gSaA 

fo'ks"k mís'; okyh lgk;d cfg;ksa ds ykHk vFkok jkstukeps ds mi&foHkktu ds ykHk 

(Advantages of Special Purpose Subsidiary Books or Advantages of Sub-Division of Journal) 
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,d tuZy dh ctk, vusd lgk;d cfg;ksa dk iz;ksx djus ls fuEufyf[kr ykHk gksrs gSa­ 

1- dk;Z dk ;ksX;rk ds vuqlkj foHkktu (Division of Work according to ability)­ ,d tuZy ds LFkku ij vkB 

lgk;d cfg;k¡ gksus ls ys[kkadu dks dk;Z ds fofHkUu O;fDr;ksa esa mudh ;ksX;rk ds vuqlkj foHkkftr fd;k tk ldrk 

gSA fofHkUu O;fDr;ksa }kjk fofHkUu cfg;ksa esa ,d lkFk ys[kkadu dk;Z djrs jgus ls dk;Z vfr 'kh?kz iwjk gks tkrk gSA 

2- dk;Z{kerk esa o`f) (Increase in Efficiency)­ izR;sd deZpkjh dks yxkrkj ,d gh cgh dk dk;Z djuk gksrk gS 

ftlls mldh dk;Z djus dh dq'kyrk c<+ tkrh gSA og de le; esa gh] vfèkd vkSj Bhd dk;Z dj ldrk gSA 

3- [krkSuh esa lqfoèkk (Easiness in Posting)­ D;ksafd ,d izdkj ds ysu&nsu igys ls gh fdlh ,d cgh eas ,df=kr 

gksrs gSa vr% [kkrkcgh esa [krkSuh djus esa lqfoèkk jgrh gSA mnkgj.k ds fy, lHkh mèkkj Ø; D;kasfd Ø; cgh esa fy[ks 

gksrs gSa vr% [kkrkcgh esa Ø; cgh dk dqy tksM+ ,d gh ckj eas Ø; [kkrs eas [krk fn;k tkrk gSA 

4- tk¡p eas lqfoèkk (Easiness in Checking)­ ryiV (Trial Balance) ds u feyus ij ìFkd&i`Fkd iqLrdas v'kqf);ksa 

dh [kkst esa lgk;d gksrh gSaA 

5- diV ls cpko (Protection from Fraud)­;fn ,d gh iqLrd vFkkZr~ tuZy gh j[kk tkrk gS rks bldk bUpktZ Hkh 

,d gh O;fDr jgsxk] ftlls fd diV djuk vklku gksrk gSA ijUrq vusd cfg;k¡ gks tkus ds dkj.k lkSnksa ds ys[ku 

dk dk;Z dbZ deZpkfj;ksa eas c¡V tkrk gS ftldh otg ls diV o tkylkth dh lEHkkouk,¡ de gks tkrh gSa rFkk 

vkUrfjd tk¡p dh iz.kkyh Hkh Bhd <ax ls ykxw dh tk ldrh gSA 

6- ,d gh LFkku ij iw.kZ fooj.k (Full information at one place)­ lgk;d iqLrdksa ds iz;ksx ls ,d gh izdkj ds 

ysu&nsuksa dk lEiw.kZ fooj.k ,d gh LFkku ij izkIr gks tkrk gS tSls fd udn izkfIr;k¡] udn Hkqxrku] udn 'ks"k] 

mèkkj Ø;] mèkkj foØ; vkfnA ;s lwpuk,¡ izcUèkdksa ds fy, izfrfnu ds fu.kZ; ysus esa lgk;d gksrh gSaA dsoy ,d 

tuZy j[kus ls ;s lwpuk,a izkIr ugha gks ldasxh tc rd fd tuZy esa dh xbZ lHkh izfof"V;ksa dk vyx&vyx oxhZdj.k 

u fd;k tk,A 

7- ykspiw.kZ (Flexible)­ ;g vko';d ugha gS fd izR;sd O;kikjh lHkh vkB cfg;k¡ j[ks oju~ viuh vko';drk ds vuqlkj 

de ;k vfèkd cfg;k¡ j[k ldrk gSA 

8- mÙkjnkf;Ro fuf'pr gksuk (Fixation of Responsibility)­ izR;sd deZpkjh dks dksbZ fo'ks"k cgh lkSai nh tkrh gS vkSj 

mlesa =kqfV gksus ij mls iw.kZ :i ls mÙkjnk;h Bgjk;k tk ldrk gSA 

4-7   jksdM+ cgh 

vFkZ ,oa egÙo (Meatning and Importance)­ bl cgh esa leLr udn izkfIr;ksa rFkk udn Hkqxrkuksa dk ys[kk fd;k 

tkrk gSA izR;sd O;olk; esa jksdM+ ls lEcfUèkr ysu&nsuksa dh la[;k bruh vfèkd gksrh gS fd bUgsa tuZy esa fy[kuk dkQh 

vO;kogkfjd vkSj vlqfoèkktud gksrk gSA vr% udn ysu&nsuksa dk ys[kk djus ds fy, ,d i`Fkd iqLrd dk j[kuk vfr 

vko';d gks tkrk gSA bl iqLrd dh lgk;rk ls O;olk;h ;g tku ldrk gS fd fdlh Hkh le; mlds ikl fdruk udn 
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o cSad 'ks"k gSA og izfrfnu dh jksdM+ izkfIr (Cash receipts)] jksdM+ Hkqxrku (Cash payments) vkSj izR;sd fnu ds vUr esa 

jksdM+ 'ks"k (Closing  cash balance) dh lwpuk iznku djrh gSA vr% jksdM+ cgh dkQh yksdfiz; iqLrd gS vkSj lHkh O;olk;ksa 

esa cukbZ tkrh gS pkgs os cM+s gkssa ;k NksVsA 

jksdM+ cgh­ lgk;d cgh rFkk izèkku cgh (Cash Book-A Subsidiary Book and a Principal Book) 

jksdM+ cgh cukus ls nks mís';ksa (Dual Purpose) dh iwfrZ gksrh gS D;ksafd ,d rks ;g lgk;d cgh ¼izkjfEHkd izfof"V dh 

iqLrd½ gS vkSj nwljs ;g izèkku cgh gSA ;g lgk;d cgh ¼izkjfEHkd cgh½ blfy, gS D;ksafd tc jksdM+ cgh cukbZ tkrh gS rks 

jksdM+ ls lEcfUèkr ysu&nsuksa dk tuZy eas ys[kk ugha fd;k tkrk gS cfYd jksdM+ rFkk cSad ls lEcfUèkr lHkh ysu&nsuksa dk 

loZizFke blh cgh eas ys[kk fd;k tkrk gSA nwljs ;g izèkku cgh blfy, gS D;ksafd ;g [kkrkcgh dk Hkh dk;Z djrh gSA ,slk 

blfy, gS D;ksafd jksdM+ cgh jksdM+ [kkrs dk Hkh dk;Z djrh gSA jksdM+ cgh cukus ij [kkrkcgh eas vyx ls jksdM+ [kkrk 

(Cash Account) rFkk cSad [kkrk (Bank Account) ugha cuk, tkrsA blfy, jksdM+ cgh lgk;d cgh rFkk izèkku cgh nksuksa 

gS (Cash Book is a Subsidiary Book as well as Principal Book)A 

jksdM+ cgh ,d tuZy ds :i esa [kkrkcgh gS (Cash Book is a Journalised Ledger) 

dbZ ckj ;g iz'u mRiUu gksrk gS fd jksdM+ cgh tuZy gS ;k [kkrkcgh gSA ;g ,d tuZy blfy, gS D;ksafd bleas ysu&nsuksa 

dks loZizFke ewy izys[kksa ds vkèkkj ij fy[kk tkrk gS vkSj ;gk¡ ls budh [kkrkcgh ls lEcfUèkr [kkrksa esa [krkSuh dh tkrh gSA 

jksdM+ cgh ,d [kkrkcgh Hkh gS D;ksafd ;g jksdM+ [kkrs (Cash A/c) dk dk;Z Hkh djrh gSA tc ,d jksdM+ cgh cukbZ tkrh 

gS rks [kkrkcgh esa vyx ls jksdM+ [kkrk ugha cuk;k tkrkA vr% jksdM+ cgh ,d tuZy Hkh gS vkSj [kkrkcgh Hkh gSA blfy, 

bls tuZy ds :i eas [kkrkcgh dgk tk ldrk gSA 

jksdM+ cgh dh tuZy ls lekurk,a (Similarities of Cash Book  with Journal) 

1- tuZy dh rjg gh jksdM+ cgh esa Hkh ewy izys[kksa dh lgk;rk ls ysu&nsuksa dks loZizFke fy[kk tkrk gSA 

2- tuZy dh rjg gh jksdM+ cgh eas Hkh ysu&nsuksa dks muds gksus ds Øe ls vkSj frfFkokj fy[kk tkrk gSA 

3-  tuZy dh rjg gh jksdM+ cgh ls Hkh ysu&nsuksa dh [kkrkcgh esa lEcfUèkr [kkrksa eas [krkSuh ¼jksdM+ [kkrs dks NksM+dj½ 

dh tkrh gSA 

4- tuZy dh rjg gh jksdM+ cgh eas [kkrkcgh iUuk ua- (Ledger Folio) dk [kkuk gksrk gSA 

jksdM+ cgh dh [kkrkcgh ls lekurk,sa (Similarities of Cash Book with Ledger) 

1- jksdM+ cgh dk izk:i [kkrkcgh ds [kkrs ls feyrk gSA ;g nks leku i{kksa esa foHkkftr gksrh gS vkSj nksuksa i{kksa esa ,d 

leku [kkus gksrs gSaA ck;k¡ i{k ¼izkfIr i{k½ MsfcV i{k gksrk gS vkSj nk;k¡ i{k ¼Hkqxrku i{k½ ØsfMV i{k gksrk gSA 

2- jksdM+ cgh jksdM+ [kkrs dk Hkh dk;Z djrh gS vr% tc jksdM+ cgh cukbZ tkrh gS rks [kkrkcgh esa jksdM+ [kkrk ugha 

[kksyk tkrk gSA vr% jksdM+ cgh [kkrkcgh dk ,d fgLlk Hkh gSA 

3- ,d [kkrkcgh ds [kkrs dh rjg gh jksdM+ cgh esa Hkh 'To' vkSj 'By' 'kCnksa dk iz;ksx fd;k tkrk gSA 

4- ,d [kkrkcgh ds [kkrs dh rjg gh mldk jks"k (balance) fudkyk tkrk gSA 
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jksdM+ cgh cukus ds ykHk (Advantages of Maintaining a Cash Book) 

1- jksdM+ cgh ,d tuZy Hkh gS vkSj [kkrkcgh Hkh gSA tc ,d jksdM+ cgh cukbZ tkrh gS rks [kkrkcgh esa vyx ls jksdM+ 

[kkrk ugha cuk;k tkrk gSA vr% blls jksdM+ ysu&nsuksa dks tuZy eas fy[kus vkSj fQj mudh [kkrkcgh eas [krkSuh 

djus ds nksgjko (Duplication) ls cpr gksrh gSA 

2- D;ksafd jksdM+ cgh cukus ds i'pkr~ [kkrkcgh esa jksdM+ [kkrk ugha cukuk iM+rk gS vr% [kkrkcgh dk vkdkj cgqr 

vfèkd ugha c<+ ikrkA 

3- jksdM+ cgh eas udn ,oa cSad nksuksa izdkj ds ysu&nsuksa dk ys[kk fd;k tk ldrk gSA 

4- bl iqLrd dh lgk;rk ls O;olk;h ;g tku ldrk gS fd fdlh Hkh le; mlds ikl fdruk udn o cSad 'ks"k gSA 

5- jksdM+ cgh izfrfnu dh jksdM+ izkfIr (Cash Receipts) jksdM+ Hkqxrku (Cash payments) vkSj izR;sd fnu ds vUr eas 

jksdM+ ,oa cSad 'ks"k (Closing cash and bank balance) dh lwpuk iznku djrh gSA 

6- jksdM+ cgh }kjk iznf'Zkr jksdM+ 'ks"k okLrfod jksdM+ (Actual or Physical Cash) ds cjkcj gksuk pkfg,A okLrfod 

jksdM+ dk jksdM+ cgh ds 'ks"k ls fu;fer :i ls feyku (Verification) djus ls jksdM+ ds xcu dh lEHkkouk de gks  

tkrh gSA 

jksdM+ cgh ds izdkj (Types of Cash Book) 

jksdM+ cgh fuEufyf[kr pkj izdkj dh gks ldrh gS­ 

1- ,d [kkus okyh jksdM+ cgh (Single Column Cash Book or One Column Cash Book) 

2- nks [kkus okyh jksdM+ cgh ftlesa fuEufyf[kr [kkus gks ldrs gSa (Double Column Cash Book having):- 

 (i) jksdM+ vkSj dVkSrh [kkus (Cash and Discount Columns); or 

 (ii) cSad vkSj dVkSrh [kkus (Bank and Discount Columns); or 

 (iii) jksdM+ vkSj cSad [kkus (Cash and Bank Columns) 

3- rhu [kkus okyh jksdM+ cgh (Triple Columns Cash Book) 

4- y?kq jksdM+ cgh (Petty Cash Book) 

izR;sd O;olk; mijksDr eas ls Øe la[;k 1] 2] vFkok 3 ij fy[kh xbZ jksdM+ cfg;ksa esa ls dksbZ ,d jksdM+ cgh iz;ksx djrk 

gSA bls eq[; jksdM+ cgh dgrs gSaA buesa ls dkSu&lh jksdM+ cgh iz;ksx dh tk,xh ;g izR;sd O;olk; dh izÑfr vkSj mldh 

vko';drkvksa ij fuHkZj djsxkA eq[; jksdM+ cgh ds vfrfjDr] O;olk;h izk;% ,d y?kq jksdM+ cgh Hkh j[krs gSa ftlesa y?kq 

O;;ksa dk ys[kk fd;k tkrk gSA ijUrq y?kq jksdM+ cgh dsoy Lej.kkFkZ gh j[kh tkrh gSA 

 

 

4-8   izfof"V;ksa dh tkudkjh 
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fdlh Hkh O;kolkf;d lkSns dks loZizFke ftu iqLrdksa esa fy[kk tkrk gS mu iqLrdksa dks ^izkjfEHkd izfof"V dh iqLrdsa* 

(Books of Orignal Entry) dgrs gSaA tjuy ;k jkstukepk ,d ,slh gh izLrqd gS ftlesa izfrfnu ds lHkh O;kolkf;d 

ysu&nsuksa dk frfFk Øekuqlkj nksgjk ys[kk iz.kkyh ds fuf'pr fu;eksa ds vuqlkj ys[kk fd;k tkrk gSA NksVs O;olk;ksa esa tgk¡ 

ysu&nsuksa dh la[;k de gksrh gS ogk¡ jkstukeps esa ys[k djuk Bhd jgrk gS ijUrq cM+s&cM+s O;olk;ksa esa ysu&nsuksa dh la[;k 

vfèkd gksus ds dkj.k lEiw.kZ ysu&nsuksa dk ys[kk tjuy esa djuk dfBu gh ugha cfYd vlqfoèkktud Hkh gks tkrk gSA vr% 

ogk¡ ysu&nsu ds LoHkko ds vuqlkj tjuy dks vyx&vyx iqLrdksa esa ck¡V fy;k tkrk gSA jkstukeps dk ftu iqLrdksa esa 

foHkktu fd;k tkrk gS mUgsa izkjfEHkd ys[ks dh iqLrdsa (Books of Original Entry) ;k lgk;d cfg;k¡ (Subsidiary books) 

dgrs gSa tks fuEufyf[kr gSa­ 

1- jksdM+ cgh (Cash book) 

2- Ø; cgh (Purchase Book) 

3- foØ; cgh (Sales Book) 

4- Ø; okilh cgh (Purchase Return Book) 

5- foØ; okilh cgh (Sales Return Book) 

6- izkI; fcy cgh (Bills Receivable Book) 

7- ns; fcy cgh (Bills Payable Book) 

8- eq[; jkstukepk (Journal Proper) 

bUgsa izkjfEHkd izfof"V dh iqLrdsa blfy, dgrs gSa D;kasfd izR;sd O;kolkf;d ysu&nsu dk loZizFke ys[kk bUgha cfg;ksa esa fd;k 

tkrk gSA izR;sd O;kikjh ds fy, mijksDr lHkh iqLrdsa j[kuk vko';d ugha gS cfYd og vius O;kikj dh vko';drk ds 

vuqlkj  mijksDr esa ls dqN lgk;d cfg;k¡ j[k ldrk gSA 

jkstukepk (Journal) 

jkstukepk izkjfEHkd ys[ks dh iqLrd gS ftlesa leLr O;kolkf;d ysu&nsuksa dks lcls igys fy[kk tkrk gSA 

,e-ts- dhyj ds vuqlkj] ßjkstukepk ,d O;kolkf;d vfHkys[k gS ftlesa ewy :i ls O;kolkf;d O;ogkjkas dk ys[kk fd;k 

tkrk gS vkSj tks leLr O;ogkjksa dks laxfBr :i esa rFkk frfFk ds Øe ls ,d LFkku ij izLrqr djrk gSAÞ 

dkZVj ds vuqlkj] ßjkstukepk ;k nSfud vfHkys[k izkFkfed izfof"V;ksa dh og iqLrd gS ftlesa Lej.k cgh ;k dPph cgh ls 

frfFkokj ysu&nsuksa dks fy[kk tkrk gSA izfof"V;ksa dks fy[krs le; mUgsa MsfcV rFkk ØsfMV ds :i esa oxhZÑr fd;k tkrk gS 

rkfd ckn esa mudh [kkrk cgh (Ledger) esa lgh [krkSuh (Posting) djus esa lqfoèkk gksAÞ 

vr% jkstukepk lHkh ysu&nsuksa dk frfFkokj fjdkMZ izLrqr djrk gS ftlesa izR;sd ysu&nsu esa MsfcV o ØsfMV fd, x, [kkrksa 

ds uke vkSj jkf'k fy[kh gksrh gSA tuZy esa fy[kus ls iwoZ O;kikjh leLr ysu&nsuksa dks ,d dPph cgh esa fy[k ysrk gS ftls 

Lej.k iqfLrdk ;k osLV cqd dgrs gSaA dPph cgh dk iz;ksx djuk t:jh ugha gS ijUrq O;kolkf;d ysu&nsu brus vfèkd gksrs 

gSa fd mUgsa Hkwyus dh lEHkkouk jgrh gSA ckn esa bl dPph cgh ds vkèkkj ij tuZy esa izfof"V;k¡ dh tkrh gaSA 
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jkstukeps dh fo'ks"krk,¡ (Feature of Journal) 

tuZy dh eq[; fo'ks"krk,¡ fuEufyf[kr gSa­ 

(i) tuZy ,d ,slh iqLrd gS ftlesa ysu&nsu gksrs gh loZizFke fy[kk tkrk gSA blhfy, bls izkjfEHkd izfof"V dh iqLrd 

(Book of Original Entry) dgk tkrk gSA 

(ii) tuZy dsoy izkjfEHkd izfof"V dh iqLrd gh gSA bl iqLrd ls lHkh ysu&nsuksa dks rRi'pkr~ cgh[kkrs (Ledger) esa 

gLrkafjr dj fn;k tkrk gS tks ys[kksa dh izeq[k iqLrd (Principal Book) gSA 

(iii) tuZy izfrfnu dk ys[kkadu fjdkMZ gS vFkkZr~ izfrfnu ds ysu&nsuksa dk tjuy esa mlh fnu ys[kkadu dj fn;k tkrk 

gSA 

(iv) tuZy eas ysu&nsuksa dks frfFk ds Øe (Chronological order) ds vuqlkj fy[kk tkrk gSA 

(v) ;g izR;sd ysu&nsu dh vyx igpku cuk, j[krk gS vkSj ,d gh izfof"V esa ml ysu&nsu dh iw.kZ rLohj Li"V gks 

tkrh gSA 

(vi) tuZy esa izR;sd ysu&nsu ds nksuksa igyqvksa vFkkZr~ MsfcV rFkk ØsfMV dk iqLrikyu dh nksgjk ys[kk iz.kkyh ds vuqlkj 

 ys[kkdu fd;k tkrk gSA 

(vii) tuZy esa izR;sd izfof"V ds uhps mldh O;k[;k fy[kh tkrh gS ftls Li"Vhdj.k (Narration) dgk tkrk gSA 

(viii) ,d gh izfof"V esa ,d ls vfèkd ysu&nsuksa dk Hkh ys[kk fd;k tk ldrk gS ftlesa nks ls vfèkd [kkrs izHkkfor gksrs 

 gksaA ,slh izfof"V dks fefJr izfof"V (Compound Entry) dgk tkrk gSA 

tuZy ds dk;Z (Functions of a Journal) 

(i) lHkh ysu&nsuksa dk frfFkokj ys[kk j[kukA 

(ii) nksgjk ys[kk iz.kkyh ds vuqlkj izR;sd ysu&nsu dk MsfcV rFkk ØsfMV igyqvksa esa fo'ys"k.k djukA 

(iii) [kkrkcgh esa [krkSuh (Posting) ds fy, vkèkkj izLrqr djukA 

(iv) izR;sd ysu&nsu dk ,d gh LFkku ij iw.kZ ,oa LFkk;h fjdkMZ j[kdj ml ysu&nsu dh vyx igpku cuk, j[kukA 

jkstukeps ds ykHk (Advantages of a Journal) 

;|fi tuZy dk cukuk vko';d ugha gS vkSj ysu&nsuksa dk lhèks [kkrkcgh (Ledger) esa Hkh ys[kkadu fd;k tk ldrk gS] fQj 

Hkh tuZy dk iz;ksx fd;k gh tkrk gS ftlds fuEu dkj.k gSa­ 

(i) D;ksafd tuZy esa ysu&nsuksa dks muds gksrs gh rqjUr gh ys[kkadu dj fn;k tkrk gS vr% fdlh ysu&nsu ds ys[kkadu 

 gksus ls NwV tkus dh lEHkkouk cgqr gh de jg tkrh gSA 

(ii) D;ksafd tuZy esa ysu&nsuksa dks frfFkokj Øe ls fy[kk tkrk gS vr% vko';drk iM+us ij fdlh ysu&nsu dks [kkstuk 

 dkQh vklku gksrk gSA 

(iii) tuZy esa izR;sd ysu&nsu dk MsfcV rFkk ØsfMV i{kksa eas fo'ys"k.k gks tkrk gS ftlls budh [kkrkcgh eas [krkSuh ljy 

 gks tkrh gSA 
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(iv) tuZy esa izR;sd izfof"V dk laf{kIr Li"Vhdj.k (Narration) fn;k gqvk gksrk gS vr% budh [kkrkcgh eas [krkSuh fcuk 

 Li"Vhdj.k ds dh tk ldrh gSA 

(v) ryiV (Trial Balance) ds u feyus dh n'kk esa tuZy [kkrkcgh ds [kkrksa dh pSfdax dh lqfoèkk iznku djrk gSA 

(vi) D;ksafd tuZy esa lEiw.kZ ysu&nsu dk ,d gh LFkku ij ys[k fd;k tkrk gS vr% izR;sd ysu&nsu dh LFkk;h :i ls 

 vyx igpku cuh jgrh gSA 

(vii) ,d ckj tuZy esa ys[kk gks tkus ds i'pkr~ bldh [kkrkcgh esa [krkSuh lqfoèkkuqlkj ckn esa Hkh dh tk ldrh gSA 

jkstukeps dk izk:i (Format of Journal) 

Journal 

Date Particulars Ledger Folio Amount 
Dr. Rs. 

Amount 
Cr. Rs. 

¼1½ ¼2½ ¼3½ ¼4½ ¼5½ 
 mijksDr izk:i esa [kkuksa ij uEcj dsoy ;g le>kus ds fy, Mkys x, gSa fd tjuy dSls rS;kj fd;k tkrk gSA 

okLro esa bl izdkj uEcj ugha Mkys tkrs gSaA 

1-  frfFk (Date)­ jkstukeps ds igys [kkus esa ysu&nsu dh frfFk fy[kh tkrh gSA blesa o"kZ vkSj eghuk dsoy ,d gh 

 ckj fy[krs gSa] tc rd fd ;g cny u tk,aA ysu&nsuksa dks frfFk;ksa ds Øe ds vuqlkj gh fy[kuk pkfg,A 

2-  fooj.k (Particulars)­ izR;sd ysu&nsu esa nks [kkrs izHkkfor gksrs gSaA buesa ls ,d [kkrs dks MsfcV djrs gSa rFkk nwljs  

 [kkrs dks ØsfMV djrs gSaA ftl [kkrs dks MsfcV fd;k tkrk gS mls igyh ykbu esa fy[kdj mlds lkeus ykbu ds 

 vUr esa Debit (Dr.) fy[krs gSa rFkk ftl [kkrs dks ØsfMV djuk gS mls uhps dh ykbu eas fy[kdj mlls iwoZ 'To' 

 'kCn dk iz;ksx fd;k tkrk gSA  To fy[kus ls iwoZ dqN txg [kkyh NksM+ nh tkrh gS ftlls fd ;g MsfcV ls vyx 

 fn[kkbZ  nsA ¼vc tuZy izfof"V;ksa esa Dr. rFkk To fy[kus dh izFkk lekIr gksrh tk jgh gS½ 

Li"Vhdj.k vFkok O;k[;k ( Narration)­ izR;sd izfof"V ds uhps dks"Bd eas ml izfof"V dk Li"Vhdj.k fy[kk tkrk gSA 

ftlls ;g irk pyrk gS fd fdlh [kkrs dks D;ksa MsfcV vFkok ØsfMV fd;k x;k gSA Li"Vhdj.k cgqr vklkuh ls le>us 

;ksX; vkSj FkksM+s 'kCnksa eas gksuk pkfg,A 

3-  [kkrk&cgh dh i`"B la[;k ( Ledger Folio or L.F.)­ jkstukeps esa ftruh Hkh izfof"V;k¡ dh tkrh gSa ckn esa mu 

lcdh [krkSuh (Posting) [kkrkcgh (Ledger) eas dh tkrh gSA [kkrkcgh ds ftl iUus ij fdlh [kkrs esa [krkSuh dh 

tkrh gS ml iUus dh la[;k dks tjuy esa L.F. ds [kkus esa fy[k fn;k tkrk gSA mnkgj.k ds fy, ;fn ge e'khujh 

ds [kkrs esa [krkSuh djrs gSa tks fd [kkrkcgh ds 40 ua- iUus ij cuk gqvk gS rks ge tuZy esa Machinery A/c  ds 

lkeus L.F. ds [kkus esa 40 fy[k nsaxsA i`"B la[;k fy[kus ds dbZ ykHk gSa­ 

I. blls ;g irk pyrk jgrk gS fd jkspukeps dh fdu&fdu izfof"V;ksa dh [krkSuh [kkrkcgh esa gks pqdh gS vkSj 

 fdudh ugha gqbZ gS] D;ksafd ftu izfof"V;ksa ds lkeus L.F. ds [kkus eas iUuk ua- ugha fy[kk gqvk gksxk mudh 

 [krkSuh ugha gqbZ gksxhA 
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II. ;fn ge Hkfo"; esa fdlh izfof"V dh [krkSuh ns[kuk pkgsa rks izfof"V ds lkeus fy[kh iUuk ua- dh la[;k ls 

 [kkrkcgh ds mlh iUus ij mldh [krkSuh ns[k ldrs gSaA 

III. ;fn fdlh O;kikjh dk ryiV ugha feyrk gS rks ;g tk¡p djuh iM+rh gS fd tjuy dh lc izfof"V;ksa dh 

 [kkrkcgh esa Bhd&Bkd [krkSuh gqbZ ;k ughaaA i`"B la[;k (L.F.) ds [kkus dh lgk;rk ds fcuk ,slh tk¡p ugha 

 dh tk ldrhA 

4-  èkujkf'k MsfcV (Amount Dr.)­ bl [kkus esa MsfcV fd, x, [kkrs dh jde fy[kh tkrh gSA 

5-  èkujkf'k ØsfMV (Amount Cr.)­ bl [kkus esa ØsfMV fd, x, [kkrs dh jde fy[kh tkrh gSA 

tjuy izfof"V;k¡ djrs le; è;ku j[kus ;ksX; egÙoiw.kZ ckrsa­ 

1- nks [kkrksa dks Nk¡Vuk­ jkstukepk cukrs le; igys ;g lkspuk gksrk gS fd izR;sd ysu&nsu ls tks nks [kkrs izHkkfor 

gksrs gSa og dkSu ls gSa\ mudk irk yxkdj tjuy ds fu;eksa ds vuqlkj muesa ls ,d [kkrs dks MsfcV fd;k tk,xk 

vkSj nwljs dks ØsfMV fd;k tk,xkA 

2- O;fDrxr [kkrksa (Personal Accounts) ds lkFk 'Account' ;k A/c 'kCn fy[kuk vfuok;Z ugha gSA 

3- izR;sd izfof"V ds ckn fooj.k ds [kkus esa ,d ykbu [khap nsuh pkfg, ftlls izfof"V;k¡ ìFkd&i`Fkd gks tk,aA 

4- èkujkf'k ds [kkus dk tksM+ yxkuk vkSj mls vkxs ys tkuk­ lHkh izfof"V;ksa ds ckn èkujkf'k ds MsfcV rFkk ØsfMV [kkus 

dk tksM+ fcYdqy ,d lhèk esa djuk pkfg,A budk tksM+ cjkcj gh vk,xk D;ksafd izR;sd izfof"V esa MsfcV dh xbZ 

jkf'k ØsfMV ds cjkcj gh gksrh gSA izR;sd iUus ds tksM+ dks vxys iUus ij ys tk;k tkrk gSA mlds fy, izR;sd iUus 

ij vUr esa fooj.k ds [kkus esa ^vkxs ys x,* (Carried Forward or C/F) 'kCn fy[k nsrs gSa rFkk vxys iUus ds 'kq: 

esa ^vkxs yk,* (Brought Forward or B/F) 'kCn fy[krs gSaA 

4-9   lkjka'k 

,d O;kikfjd laLFkk esa izfrfnu lSdM+ksa i= izkIr gksrs gSa vkSj lSdM+ksa gh ckgj Hksts tkrs gSaA i=ksa ds ekè;e ls gh 

dksbZ laLFkk xzkgdksa ls] eky ds foØsrkvksa ls ljdkjh foHkkxksa bR;kfn ls lEizs"k.k djrh gSA tks i= laLFkk esa vkrs gSa mu i=ksa 

dk fjdkMZ j[kus ds fy, buds fooj.k ,d i=&izkfIr jftLVj ds vUnj la{ksi eas fy[ks tkrs gSa vkSj tks i= laLFkk ls ckgj 

tkrs gSa mu i=ksa dk  fjdkMZ j[kus ds fy, ,d i=&izs{k.k jftLVj ds vUnj la{ksi esa fy[ks tkrs gSaA ijUrq vkt dy 

cM+h&cM+h O;kikfjd laLFkk,a mu jftLVlZ dk iz;ksx de djrh gSaA mudk dguk gS fd blls le; u"V gksrk gSA vkt ds 

dEI;wVj ;qx esa bu jftLVjksa dk dksbZ egÙo ugha gSA ;fn ckgj Hkstk tkus okyk i= fdlh LFkkuh; laLFkk eas gh Hkstuk gks 

rks mls i=&okgd iqLrd (Peon Book) esa p<+kdj dk;kZy; ds fdlh deZpkjh ds }kjk Lo;a lqiqnZ djk;k tk ldrk gSA 

i=&okgd iqLrd esa i= dk fooj.k vyx&vyx [kkuksa }kjk fn[kk;k tkrk gSA 

tc ge O;kikj djrs gSa rks O;kikj esa vusd NksVs&NksVs O;; izfrfnu djus iM+rs gSaA bu NksVs&NksVs O;; dk Hkqxrku ;fn 

jksdfM+;k }kjk fd;k tk;s rks cMs+&cMs+ O;; tks fd O;kikj dks vkxs c<+krs gS jksdfM+;k }kjk fd;k tkuk eqf'dy gks tk;sxkA 
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blfy, blls cpus ds fy, izk;% ,d vyx deZpkjh dh fu;qfDr dh tkrh gS ftls y?kq jksdfM+;k dgrs gSa vkSj budk ys[kk 

,d vyx cgh eas djus dk dk;Z lkSai fn;k tkrk gS ftls y?kq jksdM+ cgh dgrs gSaA 

O;kikj udn o mèkkj izkfIr;ksa dk uke gSA ijUrq leLr udn izkfIr;ksa dks tjuy esa fy[kuk dkQh dfBu dk;Z vkSj 

vlqfoèkktud HkhA bl dk;Z ds fy, ,d vyx jksdM+ cgh j[kuk vfr vko';d gS ftlls O;olk;h ;g tku ldrk gS fd 

mlds ikl fdruk udn o cSad 'ks"k gSA 

4-10   'kCnkoyh 

jkstukepk (Journal) – jkstukepk izkjfEHkd ys[k dh iqLrd gS ftlesa leLr O;kolkf;d ysu&nsuksa dks lcls igys fy[kk 

tkrk gSA 

jksdM+ cgh (Cash Book)­ bl cgh esa leLr udn izkfIr;ksa rFkk udn Hkqxrkuksa dk ys[kk fd;k tkrk gSA 

y?kq jksdM+ cgh (Petty Cash Book)­ NksVs&NksVs O;;ksa ds fy, ,d vyx cgh esa ys[kk djus ds dk;Z dks y?kq jksdM+ cgh 

dgrs gSa 

udn NwV (Cash Discount)­ 'kh?kz Hkqxrku izkIr djus ds fy, O;kikjh dqy jde esa ls dqN NwV ns nsrs gSaA bls udn NwV  

dgrs gSaA  

4-11   cksèk iz'u ,oa muds mÙkj 

¼d½ bl bdkbZ dks i<+us ds i'pkr~ vki vius Kku dks igpkus % 

 crkb, fd fuEu dFkuksa esa ls dkSu&dkSu ls lR; gSa rFkk dkSu&dkSu ls vlR; % 

 (i) izfro"kZ O;kolkf;d ysu&nsu dk iw.kZ ys[kk tkuus ds fy, fd ml o"kZ fdruh ykHk&gkfu gqbZ] ys[kkadu djuk 

  vko';d gSA 

 (ii) jkstukepk ,d O;kolkf;d vfHkys[k gS ftlesa ewy :i ls O;kolkf;d O;ogkjksa dk ys[kk fd;k tkrk gSA 

 (iii) tc ge dksbZ pSd ;k cSad Mªk¶V izkIr djrs gSa vkSj ;fn mls mlh fnu cSad esa tek djk nssrs gSa rks mls cSad 

  [kkus ds ØsfMV esa fy[k nsrs gSaA 

 (iv) tc ,d pSd ij nks frjNh lekukUrj js[kk,¡ [khaph tkrh gS rks mls pSd dk js[kkadu dgk tkrk gSA 

 (v) 'kh?kz Hkqxrku izkIr djus ds fy, O;kikjh dqy jde esa ls dqN NwV ns nsrs gSaA bl udn NwV dgrs gSaA 

¼[k½ dks"Bd eas fn, x;s 'kCnksa esa ls mfpr 'kCn ds iz;ksx }kjk LFkkuksa dks HkjksA 

 (i) x.kiwfrZ O;fä;ksa dh --------------------------------- la[;k gS tks cSBd vk;ksftr djus ds fy, mifLFkr gksus pkfg,A 

¼vfèkd ls vfèkd@de&ls&de½ 

 (ii) cSBd esa iwjs fd, tkus okys dk;ks± ds fooj.k dk dk;ZØe ------------------------------------------ gSA   

  ¼dk;Zlwph@dk;ZòÙk½ 

 (iii) cpr cSad [kkrs ij --------------------------------------------------------------------------------- C;kt feyrk gSA ¼3-5% @5-00%½ 

 (iv) pkyw [kkrk vfèkdrj ------------------------------------------------------------------------ ds fy, gksrk gSA ¼O;kikjh@vke vkneh½ 
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 (v) yknku dk fcy ,d ,slk nLrkost gS ftldk mi;ksx -------------------- cktkj esa fd;k tkrk gSA  

¼vUrjkZ"Vªh;@jk"Vªh;½ 

mÙkj ­ ¼d½ (i) lR;] (ii) lR;] (iii) vlR;] (iv) lR;] (v) lR;A 

 ¼[k½ (i) de&ls&de] (ii) dk;Zlwph] (iii) 3-5%] (iv) O;kikjh] (v) vUrjkZ"Vªh;A 

uksV­ bu iz'uksa ls bl bdkbZ dks Hkyh Hkk¡fr le>us esa vkidks enn feysxhA budk mÙkj fy[kus dk iz;kl djsaA ysfdu ;s 

mÙkj fo'ofo|ky; dks u HkstsaA ;s dsoy vkids vH;kl ds fy, gSaA 

4-12   Loij[k iz'u 

1- mifLFkfr jftLVj ij ,d fVIi.kh fy[ksaA 

2- i=&izs{k.k jftLVj fdls dgrs gSa\ bldk ,d uewuk cuk,aA 

3- jksdM+ cgh ij foLrkj iwoZd o.kZu djssa 

4- y?kq jksdM+ cgh ij ,d laf{kIr fVIi.kh fy[ksaA 

dqN mi;ksxh iqLrdsa 

 vkj-lh-HkkfV;k % dk;kZy; izcU/k] ,VykafVd ifCy'klZ ,.M fMLVªhO;wVlZ ¼izk-½ fy- 7@22] vUlkjh jksM] nfj;kxat] ubZ 

fnYyh&110002 

 lgk;] ,l- ds- % dk;kZy; izcU/k] lkfgR; izdk'ku] vkxjk 

 xqIrk] caly ,oa efyd % dk;kZy; izcU/k] fnYyh fo'ofo|ky; fgUnh ehfM;e] fnYyh&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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bdkbZ 5   cSBdsa 

bdkbZ dh :ijs[kk 

5-0 mís'; 

5-1 izLrkouk 

5-2 vFkZ vkSj mís'; 

5-3 cSBdksa ds izdkj 

5-4 cSBd lapkyu ds fu;e vkSj lkekU; dk;Zfofèk 

5-5 cSBd dh dk;Zfofèk 

5-6 cSBd ds fy, lfpo ds dk;Z 

5-7 lkjka'k 

5-8 'kCnkoyh 

5-9 cksèk iz'u ,oa muds mÙkj 

5-10 Loij[k iz'u 

5-0   mís'; 

bl bdkbZ dk vè;;u djus ds i'pkr~ vki bl ;ksX; gks ldsaxs fd % 

 cSBd dk vFkZ vkSj mís'; Li"V dj ldsa 

 cSBdksa ds izdkj Li"V dj ldsa 

 cSBd lapkyu ds fu;e vkSj dk;Zfofèk dks Li"V dj ldsa 

 cSBd dh dk;Zfofèk Li"V dj ldsa 

 cSBd ds fy, lfpo ds dk;Z Li"V dj ldsa 

5-1   izLrkouk 

O;kikfjd rFkk vU; laLFkkvksa esa cSBdksa (Meetings) dk vk;kstu ,d lkekU; ckr gSA iz'kkldksa dh fu;fer cSBdsa] 

dqN fof'k"V mÙkjnkf;Roksa dks iwjk djus ds fy, cukbZ xbZ lfefr;ksa dh cSBdsa] vfr'kh?kz cqyk;h tkus okyh cSBdsa ftueas 

uhfr;ksa vkSj eq[; ;kstukvksa ds ckjs esa] mUgsa cM+s lewg ls ifjfpr djkus ls igys fu.kZ; fy;k tkrk gS] u, mRiknu ;k 

mRikndksa ls deZpkfj;ksa dks ifjfpr djkus okyh cSBdsa] vuqHkoksa ds fofu;e ds fy, vU; laxBuksa ds izfrfufèk;ksa ds lkFk cSBda s] 
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dEiuh dks okf"kZd vke cSBd tgk¡ izcaèk ifj"kn~ vius fu"iknu dk fglkc&fdrkc va'kèkkfj;ksa ls djrk gS vkSj blh rjg dh 

vusdksa vU; cSBdsa fofHkUu laxBuksa eas cqykbZ tkrh gSaA blfy, mlds lfpo dh cSBd ls igys] cSBd ds nkSjku rFkk cSBd ds 

ckn vR;Ur egÙoiw.kZ Hkwfedk gksrh gSA 

 

 

5-2   vFkZ vkSj mís';  

fuf'pr ekeyksa ij fopkj djus] fu.kZ; ysus ;k lq>ko nsus ds fy, nks ;k vfèkd O;fDr;ksa dk ,d= gksuk cSBd 

dgykrk gSA 

yksdrkaf=d] lgHkkxh vkSj izcUèkdh; O;oLFkk esa cSBd dk;Zfofèk ds egÙoiw.kZ fgLlksa esa ls ,d gSA vkt ds laxBuksa ls ;g 

lapkj dk Js"B ekè;e iznku djrh gSaA ;g vkeus&lkeus lEidZ vkSj fopkjksa rFkk n`f"Vdks.kksa ds izR;{k fofue; dk volj 

iznku djrh gSA ;g fopkj ds fofue; }kjk ,d deZpkjh oxZ dks iw.kZ :i ls lwfpr djus dk gesa volj iznku djrh gSA 

cSBdsa fuEufyf[kr mís';ksa ds fy, cqykbZ tk ldrh gSaA 

1- rF;ksa dks izkIr djus dh ;kstuk cukuk vkSj leL;kvksa dk lekèkku djuk] 

2- leL;kvksa ds izfr uohu Kku] dkS'ky ;k vUrZn`f"V iznku djuk] 

3- lewg dks u, rF;ksa ls voxr djkuk rFkk fofHkUu lwpuk,a iznku djuk] 

4- vuqekuksa] vuqHkoksa vkSj fopkjksa dk fofue; vkSj lq>ko nsus ds fy, vU; izfrHkkfx;ksa dks volj nsuk] vkfn] vkSj 

5- O;kolkf;d dk;ks± dks fØ;kfUor djuk] fu.kZ; ysuk ;k lq>ko nsukA 

5-3   cSBdksa ds izdkj  

eksVs&rkSj ij cSBd nks izdkj dh gksrh gSa­ 

¼1½ tu ;k lkoZtfud cSBd ¼2½ futh cSBd 

1-  lkoZtfud cSBd (Public Meeting) 

lkoZtfud cSBd (Public Meeting) og cSBd gS ftlesa lkekU; :i ls turk ds lnL; vkrs gSa vkSj ftldk mís'; 

dqN tkudkjh vFkok fdlh fodflr fl)kUr ;k dqN tufgr ds ekeyksa dk izpkj djuk gSA ;s cSBdsa lHkh yksxksa ds fy, 

[kqyh jgrh gSa vkSj budk vk;kstu lkoZtfud LFkkuksa tSls­ ikdZ ;k lkoZtfud lHkk Hkou bR;kfn esa gksrk gSA bldh vke 

lwpuk lekpkj&i=kksa ;k iksLVjksa vkfn }kjk ?kks"k.kkvksa ls gh dh tkrh gSA izk;% jktuhfrd cSBdas] ukxfjd Lokxr lekjksg] 

pquko cSBdsa vkfn bl izdkj dh cSBdsa gSaA 

2-  futh cSBd (Private Meeting) 

futh cSBd (Private Meeting) futh lfefr;ksa ;k O;fDr;ksa dh laLFkkvksa }kjk bu lfefr;ksa ds dk;Z ;k ekeys ds 

ckjs esa fopkj&foe'kZ ds fy, cqykbZ tkrh gSaA 
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dsoy ml laLFkk ds mDr lfefr ds lnL; gh bl izdkj dh cSBd esa mifLFkr gks ldrs gSaA os O;fDr ftUgsa ;k rks 

vkefU=r fd;k gS ;k ftUgsa bu cSBdksa esa vkus dk vfèkdkj izkIr gS] bl izdkj dh cSBd esa Hkkx ys ldrs gSaA dEiuh] lgdkjh 

lfefr] Dyc laLFkk vkfn dh cSBdsa bl izdkj dh cSBdsa gSaA futh cSBdksa dks fuEufyf[kr izdkj ls iqu% oxhZÑr fd;k tk 

ldrk gSA tSls­ 

¼d½ vke vFkok lkekU; cSBd( vkSj 

¼[k½ dEiuh cSBdA 

¼d½  lkekU; cSBd (General Meeting) 

fdlh laLFkk dh vke cSBd (General Meeting) og cSBd gS tks mDr laLFkk ds lHkh lnL;ksa ds fy, [kqyh jgrh gSA 

bl cSBd eas laLFkk ds lkekU; dk;ks± dk lEiknu fd;k tkrk gS] ys[ks ikl fd, tkrs gSa] okf"kZd fjiksVZ i<+h tkrh gS] fiNys 

dk;Zdykiksa dh leh{kk dh tkrh gS] Hkfo"; dh ;kstukvksa dks ikfjr fd;k tkrk gS] vkSj dk;Zdkfj.kh ds lnL;ksa ¼vè;{k] 

mikè;{k] lfpo] jksdfM+;k vkfn½ dk o"kZ ds fy, pquko fd;k tkrk gSA 

lkekU; cSBd dks lEikfnr fd, x, dk;ks± ds izdkj ;k cSBd cqykus dh jhfr ds vkèkkj ij lkekU;] fo'ks"k ;k vkikrdkyhu 

cSBd ds :i esa O;Dr fd;k tk ldrk gSA lkekU; cSBd fuEufyf[kr izdkj dh gksrh gSa­ 

1-  lfefr cSBd 

2-  mi&lfefr cSBdA 

lfefr ;k milfefr cSBd (Committee or Sub-committee Meeting) 

bl cSBd esa dsoy lEcfUèkr lfefr ;k milfefr ds lnL; (Committee or Sub-committee Meeting) gh Hkkx ys ldrs gSa 

rFkk lfefr dh dqN fof'k"V leL;kvksa dh blesa ppkZ gksrh gSA 

¼[k½  dEiuh cSBd (Company Meeting) 

dEiuh dks vius vfLrRo dky dh fofHkUu voLFkkvksa esa fofHkUu izdkj dh cSBdsa djuh iM+rh gSaA eksVs rkSj ij dEiuh dh 

cSBdksa (Company Meetings) dks fuEu izdkj ls oxhZÑr fd;k tk ldrk gS­ 

1-  va'kèkfj;ksa ;k lnL;ksa dh cSBdsa (Shareholders' or Members' Meetings) 

dEiuh ds okLrfod LOkkfe;ksa vFkkZr~ va'kèkkfj;ksa ;k lnL;ksa dks daiuh ds ekeyksa ij fopkj&foe'kZ djus vkSj funs'kd eaMy 

vkSj muds dk;Zdykiksa ds fu;a=k.k }kjk muds dY;k.k gsrq fu.kZ; ysus ds fy, fudV vkuk pkfg,A  

blds vfrfjDr ,sls ekeys Hkh gSa ftudk fu.kZ; dsoy va'kèkkfj;ksa }kjk fd;k tk ldrk gS vr% va'kèkkfj;ksa dh cSBd 

le;&le; ij cqykbZ tkrh gSaA ;s cSBdsa pkj izdkj dh gks ldrh gSa­ 

1- laoSèkkfud cSBd (Statutory Meeting)­ ;g va'kèkkfj;ksa dh og cSBd gS tks O;kikj izkjEHk gksus ds rRdky ckn va'k 

iwath j[kus okyh dEiuh }kjk vfèkfu;e ds vkèkhu lEiUu gksuh visf"kr gSA 

2- okf"kZd vke cSBd (Annual General Meeting)- ;g lHkh dEifu;ksa }kjk o"kZ esa ,d ckj gksrh gSA ;s ok£"kd 

fglkc&fdrkc ij fopkj rFkk vuqeksnu djus] ykHkk¡'k ?kksf"kr djus] funs'kd eaMy dk pquko djus] ys[kk ijh{kd dh 
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fu;qfDr djus rFkk vU; O;kikfjd ysu&nsu] ;fn dksbZ gS rks] djus ds fy, gksrh gSA dEiuh dh lHkh cSBdksa esa 

ok£"kd vke cSBd lcls vfèkd egÙoiw.kZ ekuh tkrh gSA 

3- vlkèkkj.k vke cSBd (Extra-ordinary General Meeting)­ okf"kZd vke cSBd vkSj laoSèkkfud cSBd ds vykok 

dEiuh dh lHkh vke cSBdas vlkèkkj.k vke cSBd dgykrh gSaA tc dqN dk;ks± dks djuk bruk vko';d gksrk gS fd 

mudks lqfoèkkiwoZd vxyh okf"kZd vke cSBd rd LFkkukUrj.k u fd;k tk lds rks ;s cSBd cqykbZ tkrh gSA 

4- oxZ cSBd (Departmental Meeting)­ tgk¡ dEiuh dh va'k iw¡th va'kksa ds fofHkUu oxks± eas ck¡Vh tk, ogk¡ tc Hkh 

dEiuh fdlh fo'ks"k oxZ ds va'kksa ls lEc) vfèkdkjksa esa dksbZ ifjorZu ykuk pkgrh gS rks va'kèkkfj;kksa ds fofHkUu oxks ± 

dh cSBd cqykbZ tkrh gSA 

2-  funs'kdksa vkSj mudh fofHkUu lfefr;ksa dh cSBd (Meeting of Directors and their Sub-Committees) 

pwafd dEiuh ,d Ñf=e O;fDr gS] blfy, ;g Lo;a dk;Z ugha dj ldrhA va'kèkkfj;ksa ds fuokZfpr izfrfufèk funs'kd 

gksrs gSa ftlesa dEiuh dh fu;U=k.k rFkk izcaèk 'kfDr;k¡ fufgr gksrh gSaA funs'kd eaMy ,d Vhe dh Hkkafr dk;Z djrk gS] 

blfy, funs'kdksa dh cSBdsa izk;% gh gksrh jgrh gSaA bu cSBdksa esa dEiuh ds dk;ks± ls lEcfUèkr ekeyksa dk fu.kZ; fy;k tkrk 

gSA ;s cSBdsa nks izdkj dh gks ldrh gSaa­ 

1- funs'kd eaMy dh cSBd (Director's Meeting)­ funs'kd eaMy dh cSBdsa vR;Ur egÙoiw.kZ gksus ds lkFk&lkFk 

dEiuh vkSj lokZfèkd ckjEckj gksus okyh cSBdsa gSaA bu cSBdksa esa dEiuh ls lEcfUèkr lHkh egÙoiw.kZ ekeyksa vkSj mldh 

uhfr;k ij fopkj&foe'kZ rFkk fu.kZ; fd;k tkrk gSA 

2- funs'kdksa dh lfefr;ksa dh cSBd (Committees of Director's Meeting)­ fof'k"V dk;Z dh leL;kvksa ds ckjs esa 

fopkj&foe'kZ vkSj fu.kZ; ysus ds fy, vko';drkuqlkj ;s cSBdsa cqykbZ tkrh gSaA 

3- _.knkrkvksa dh cSBdsa (Financiers' Meetings)– dEiuh ds lekiu ;k iqu£uekZ.k] iqu% laxBu rFkk ,dhdj.k ds 

le; _.knkrkvksa ds fgrksa dks izHkkfor djus okys ekeyksa ij fu.kZ; ysus ds fy, ;s cSBdsa gksrh gSA 

5-4   cSBd lapkyu ds fu;e vkSj lkekU; dk;Zfofèk 

izR;sd cSBd mfpr izdkj ls vk;ksftr vkSj fofèkor~ xfBRk gksuh pkfg,A cSBd ds vk;kstu vkSj lapkyu ds fy, 

vuqxkeh dk;Z fofèk eas fdlh Hkh izdkj dh vfu;ferrk,¡ ml cSBd dh dk;Zokfg;ksa dks voSèk djk nsrh gSaA 

,d cSBd rHkh mfpr izdkj ls vk;ksftr dgh tk ldrh gS tc lwpuk izkIr djus ds vfèkdkjh lHkh O;fDr;ksa dks 

mfpr izfèkdkjh }kjk cSBd dh lwpuk tkjh dh tkrh gSA ,d cSBd rHkh fofèkor~ xfBr dgh tk ldrh gS tc cSBd dh 

vè;{krk djus ds fy, mfpr O;fDr vklhu gks rFkk O;fDr;ksa dh visf{kr x.kiwfrZ (Quorum) mifLFkr gks tks mlesa lfEefyr 

gksus rFkk oksV nsus ds ik= gSaA 

vr% ,d voSèk cSBd ds fy, fuEufyf[kr ckrsa visf{kr gSa­ 

(i)  mfpr izkfèkdkjh (Proper Authority) 
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oSèk cSBd ds fy, izFke vfuok;Z vko';drk ;g gS fd ;g mfpr izkfèkdkjh (Proper Authority) }kjk vk;ksftr gksuh 

pkfg,A dEiuh dh vke cSBd vk;ksftr djus ds fy, mfpr izkfèkdkjh mlds funs'kdksa dh ifj"kn~ gSA 

(ii)  cSBd dh vfèklwpuk (Notice of a Meeting) 

vfèklwpuk (Notice) cSBd dh vfxze lwpuk gS rkfd lwpuk izkIr djus okys O;fDr dks cSBd ds fy, Lo;a dks rS;kj 

djus dk volj fey tk,A cSBd dks oSèk j[kus ds fy, mfpr izkfèkdkjh }kjk mfpr vfèklwpuk tkjh dj] vk;ksftr fd;k 

tkuk pkfg,A cSBd dh vfèklwpuk esa vk;ksftr gksus okyh cSBd ds izdkj ¼okf"kZd vke cSBd] vkfn½ dk fooj.k gksrk gSA 

mleas Li"V :i ls cSBd dk le;] fnukad vkSj LFkku fn;k tkrk gSA lfpo }kjk cSBd eas lfEefyr gksus ds ik= izR;sd 

O;fDr dks cSBd ls dkQh igys lwfpr fd;k tkrk gSA ¼;k blds cnys esa ;nkdnk bls fof'k"V LFkku ij iznf'kZr fd;k tkrk 

gS½A laxBukRed fu;eksa esa vfèklwpuk dh vko';d vofèk crkbZ tkrh gSA bl vfèklwpuk ds lkFk izfrosnuksa] fooj.kksa vkfn 

dh izkfr;k¡ gksuh pkfg,a rkfd vko';drkuqlkj O;fDr cSBd eas iw.kZ:i ls rS;kj gksdj vk ldsA ;gk¡ vfèklwpuk 'krZ jfgr 

gksuh pkfg,A 

(iii)  x.kiwfrZ (Quorum) 

x.kiwfrZ (Quorum) O;fDr;ksa dh de&ls&de la[;k gS tks cSBd vk;ksftr djus ds fy, mifLFkr gksus pkfg, vFkkZr~ 

;g O;fDr;ksa dh de&ls&de la[;k gS ftUgsa cSBd ds izkjEHk ds le; vkSj cSBd ds nkSjku mifLFkr gksuk pkfg,A ;g laLFkk 

dEiuh ds cSBdksa ds vk;kstu ls lEcfUèkr fu;eksa esa nh tkrh gSA fu;eksa esa fuèkkZfjr x.kiwfrZ ls de la[;k esa lfEefyr 

O;fDr;ksa dh cSBd esa fd;k x;k dk;Z voSèk ekuk tkrk gSA 

(iv)  vè;{k (Chairman) 

oSèk cSBd ds fy, vU; egÙoiw.kZ vko';drk gS fd ;g mfpr jhfr ls fuokZfpr vè;{k (Chairman) }kjk vk;ksftr 

gksuh pkfg,A vè;{k og O;fDr gksrk gS ftls cSBd dh vè;{krk djus vkSj dk;Zokfg;ksa ds lapkyu ds fy, pquk tkrk gSA 

;g cSBd ds lapkyu vkSj fu;U=.k ds fy, izeq[k vfèkdkjh gksrk gSA 

(v)   dk;Zlwph (Agenda) 

cSBd esa iwjs fd, tkus okys dk;ks± ds fooj.k dk dk;ZØe dk;Zlwph (Agenda) gSA dk;ZØe dk fooj.k ftl Øe esa 

fn;k  gksrk gS mlh Øe esa mu ij fopkj fd;k tkrk gSA egÙo ds mfpr Øe esa cSBd ds dk;k±s dks O;ofLFkr <ax ls iwjk 

djus ds fy, dk;Zlwph vfuok;Z gksrh gSA lHkh lnL;ksa dks cSBd dh vfèklwpuk ds lkFk dk;Zlwph dk Hkstuk lHkh laxBuksa ds 

fy, ijEijkxr ckr gSA 

lfpo }kjk vè;{k ds ijke'kZ ls ;g dk;Zlwph rS;kj dh tkrh gSA lkFk&gh&lkFk ftu dk;Z&enksa ij fiNyh cSBd 

esa fopkj fd;k x;k gS] mu ij dh xbZ dk;Zokfg;ksa dks Hkh dk;Zlwph eas mfpr LFkku fn;k tkrk gSA izk;% useh (Routine) ensa 

tSls&izfrosnu (Report) vkSj ys[ks vkfn ds fy, LohÑfr izkIr djuk] vkfn] igys izLrqr dh tkrh gS rFkk fooknLin ensa ckn 

esaA ftl Øe esa dk;Zlwph esa ensa j[kh tkrh gSa mlh Øe esa gh cSBd ds dk;Z lapkfyr gksus pkfg, rFkk dsoy cSBd dh 

lgefr ls gh Øe oSèk gks ldrk gSA 

(iv)  vè;{k dk;Zlwph (Chairman's Agenda) 
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vè;{k dh dk;Zlwph (Chairman's Agenda) esa lkekU; dk;Zlwph dh rqyuk esa vfèkd lwpuk gksrh gS rFkk vè;{k dh 

fVIi.kh ds fy, dkxt+ dh nkfguh vksj [kkyh txg NksM+h tkrh gSA vfrfjDr lwpuk vè;{k dks lHkh laxr fooj.k iznku 

djrh gS ftldh cSBd ds nkSjku vko';rk gksrh gSA 

 

 

 

 

 

 

 

dEiuh dh okf"kZd vke cSBd dh vkSipkfjd vfèklwpuk vkSj dk;Zlwph dk mnkgj.k uhps fn;k x;k gS­ 

gksoxzso bafM;k fy- 

okf"kZd vke cSBd 

,rr~ }kjk lwfpr fd;k tkrk gS fd dEiuh dh lkroha vke cSBd gksoxzso bafM;k fy- ds lEesyu d{k] cukjlh nkl jksM] 
fnYyh ij eaxyokj 4 tqykbZ 20----dks nksigj ckn 3 cts gksxhA ;fn vki mifLFkr gksus esa vleFkZ gks rks ÑI;k lwfpr djsaA 
dk;Zlwph 
1- cSBd lapkyu dh lwpuk 
2- vuqifLFkfr dh {kek ;kpuk 
3- fiNyh cSBd dk fooj.k 
4- mlesa mBh leL;k,¡ 
5- funs'kd dh ok£"kd fjiksVZ vkSj ok£"kd ys[ks 
6- fopkj&foe'kZ ds fy, fo'ks"k fcUnq ¼;fn dksbZ gS½ 
7- vè;{k dk vfHkHkk"k.k 
8- funs'kdksa dk pquko 
9- ys[kk ijh{kd dh fu;qfDr 
10- èkU;okn Kkiu 
11- vè;{k }kjk cSBd dh ?kks"k.kk 

gLrk{kj 
lfpo 

 

5-5  cSBd dh dk;Zfofèk 

x.kiwfrZ (Quorum) 
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fdlh Hkh cSBd ds izkjEHk gksus ls igys vè;{k dks ;g ns[k ysuk pkfg, fd D;k fuèkkZfjr x.kiwfrZ mifLFkr gSA mifLFkr 

lnL;ksa dh mifLFkfr iaftdk (Attendance Register) esa vius gLrk{kj dj nsus pkfg,] ;g mudh mifLFkfr dks izekf.kr 

djrk gSA izk;% lfefr lfpo vuqifLFkr lnL;ksa ds uke i<+rk gS ftUgksaus vuqifLFkfr ds fy, {kek ek¡xh gSA 

dk;Zlwph rFkk vU; egÙoiw.kZ dkxt+ i=k (Agenda and other Important Documents) 

lfpo dks ;g ns[kuk pkfg, fd izR;sd ds ikl dk;Zlwph dh izfr gksA dk;Zlwph ;g crkrh gS fd lkekU; :i ls 

fdl Øe esa dk;Z fd;k tkuk gSA ;fn vè;{k ugha gS rks lfefr ds fdlh Hkh mifLFkr lnL; dks vLFkk;h vè;{k pquk tk 

ldrk gSA vè;{k pquus ds fy, lcls igys mldk uke ,d lnL; }kjk izLrkfor gksuk pkfg, rFkk nwljs }kjk leFkZu fd;k 

tkuk pkfg,( vè;{k dk pquko lkekU; rjhds ls eri= }kjk Hkh fd;k tk ldrk gSA 

fiNyh cSBd dk dk;Zo`r (Minutes of the Last Meeting) 

fdlh u, dk;Z ij fopkj djus ls igys fiNyh cSBd ds fooj.k ij fopkj gksuk pkfg,A dHkh&dHkh bls lfpo eq[kj 

¼Å¡ph½ vkokt esa i<+rk gSA ysfdu ;fn lnL;ksa dks igys gh dk;Zor̀ dh izfr;k¡ tkjh dj nh xbZ gSa rks vè;{k izk;% dk;Zòr 

dks i<+ fy;k x;k gS] bl :i esa gh lfefr dh vuqefr ekax ysrk gSA ;fn lnL; lger gSa fd fooj.k lgh gS rc dk;Zor̀ 

Lohdkj dj fy;k tkrk gS rFkk vè;{k iqfLrdk dh izfr ij gLrk{kj dj fnukad fy[k nsrk gSA 

fopkj&foe'kZ (Debate and Discussion) 

rc dk;Zlwph dh vxyh en ij dk;Z izkjEHk gksrk gSA vè;{k vxyh en dks i<+rk gS vkSj ppkZ izkjEHk djrk gSA 

lnL;ksa }kjk vusd lq>ko fn, tkrs gSaA bu lq>koksa ij ,d&,d djds fopkj gksrk gSA lfefr ds le{k j[ks x, lq>ko dks 

fu.kZ; cukus ls igys vusd Lrjksa ls xqtjuk iM+rk gSA izk;% lq>ko fyf[kr esa fn;k tkrk gSA vkSj cSBd gksus ls igys lfefr 

ds ikl Hkst fn;k tkrk gSA rkfd bls dk;Zlwph esa lfEefyr dj fy;k tk,A bleas lq>ko nsus okys O;fDr ¼izLrkod½ vkSj 

mldk leFkZu djus okys ¼leFkZd@vuqeksnd½ ds uke dk mYys[k gksrk gSA ikfjHkkf"kd 'kCnkoyh esa bls izLrko (Motion) 

dgk tkrk gSA 

vè;{k izLrko dks i<+rk gS vkSj lnL; bl ij fopkj&foe'kZ djrs gSaA izR;sd lnL; dks ekeys ij dsoy ,d ckj 

cksyus dk vfèkdkj fn;k tkrk gSA rFkkfi izLrkod nks ckj cksy ldrk gS D;ksafd ppkZ ds nkSjku mBus okys eqíksa dk mÙkj 

nsus ds fy, mls vfèkdkj izkIr gSA ppkZ ds nkSjku lHkh lnL;ksa dks vè;{k dks gh lEcksfèkr djuk pkfg, vkSj mUgsa vkil esa 

ppkZ ugha djuh pkfg,A 

vè;{k erksa }kjk fu.kZ; ysus ds fy, iz'u rFkk izLrko lfefr esa izLrqr djrk gSA ,slk Hkh gks ldrk gS fd vè;{k 

dksbZ lnL; ppkZ dks lekIr djokuk pkgrk gS vkSj og izLrko j[k ldrk gS fd vc iz'u izzLrqr fd, tk,aA ;fn lfefr 

lger gSa rks ernku djk;k tkrk gS ;fn vlger gS rks ppkZ tkjh j[kh tk ldrh gSA ckn esa lfefr izLrko ij er nsrh 

gSA izLrko tc ikl gks tkrk gS rks og ladYi vFkkZr~ fu.kZ; cu tkrk gS vkSj ftu 'kCnksa esa ¼Hkk"kk esa½ bls izkfjr fd;k tkrk 

gS mlh :i esa gh mls dk;Zor̀ esa fy[k fn;k tkrk gSA 'kCnkoyh mlh izdkj jguh pkfg,A 

izLrko&la'kksèku (Amendment of Motion) 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               114 

la'kksèku dk vFkZ gS ifjorZu djukA ;fn dksbZ lnL; izLrko dh 'kCnkoyh esa ifjorZu pkgrk gS rks og ,d la'kksèku 

izLrko izLrqr dj ldrk gS fd ftlls okLrfod fu.kZ; ds dqN 'kCnksa esa ifjorZu dj fn;k tk, ;k dqN 'kCn vFkok rF; 

fudky fn;k tk, ;k dqN nwljs 'kCn Hkh ifjf'k"V esa tksM+ fn, tk,aA ;fn vko';d gks rks vusd la'kksèku izLrqr fd, tk 

ldrs gSaA ewy izLrko ij ernku djus ls igys lfefr dks izR;sd la'kksèku ij ernku djuk pkfg,A ;g blfy, D;ksafd 

;fn la'kksèku ikfjr gks tkrk gS rs ewy izLrko ij ernku djkuk vko';d gks tkrk gSA ;fn la'kksèku vLohÑr gks tkrk gS 

rks ewy izLrko dks ernku ds fy, izLrqr fd;k tkrk gSA 

ernku (Voting) 

;fn lfefr lnL;ksa dk cgqer fdlh izLrko ij lger gks tkrk gS rks izLrko ikfjr gks tkrk gSA ;g cgqer fdruk 

gksuk pkfg, bldk fu.kZ; laxBu ds fu;eksa ls gksrk gSA dHkh&dHkh izLrko loZ lEefr ls ikfjr gks tkrk gS vFkkZr~ lHkh 

lnL; mlds i{k esa ernku djrs gSa ;k fufoZjksèk ikfjr gks tkrk gSA fufoZjksèk dk vFkZ gS fd fdlh us Hkh fojksèk ugha fd;k 

pkgs dqN lnL;ksa us ernku esa Hkkx u fy;k gksA 

vius lkekU; er ds vfrfjDr vè;{k dk ,d vU; er gksrk gS ftls ohVks vfèkdkj ¼ohVks ikoj½ dgrs gSa] ftldk 

iz;ksx rc fd;k tk ldrk gS] tc fdlh ekeys ds i{k vkSj foi{k esa cjkcj la[;k eas er gksaA laxBu&fu;ekoyh esa izk;% 

blds izkoèkku ds fy, O;oLFkk gksrh gSA 

izk;% lfefr esa gkFk mBkdj er fy, tkrs gSa vFkkZr~ tc vè;{k dgrk gS fd ßtks izLrko ds i{k eas gSÞ os O;fDr vius 

gkFk mBk,A tc og dgrk gS fd ßtks foi{k esa gSÞ rks ogh izfØ;k viukbZ tkrh gSA dHkh&dHkh ernku ij fyf[kr er dh 

ek¡x dh tkrh gSA fyf[kr ernku esa lHkh ;ksX; O;fDr Hkkx ys ldrs gSa] u fd dsoy os tks cSBd eas mifLFkr jgrs gSaA ijUrq 

blds fy, ernku dk le; vkSj LFkku dh igys ls gh ?kks"k.kk djuh vko';d gSA cM+h cSBdksa esa erksa dh fxurh ds fy, 

x.kd fu;qDr fd, tk ldrs gSaA 

fofoèk ekeys (Other Items) 

dk;Zlwph esa lwphc) lHkh fof'k"V enksa ij ppkZ gksus ds ckn fdlh vU; dk;Z ds vUrxZr fofoèk ekeys mBk, tk 

ldrs gSaA rFkkfi ,sls ekeys fooknkLin ugha gksus pkfg,A ;fn ,sls fooknkLin ekeys gSa rks os fudky fn, tkus pkfg,a vkSj 

vxyh cSBd ds fy, fof'k"V en ds :i esa LFkfxr dj fn;s tkus pkfg,a D;ksafd mifLFkr lHkh lnL;ksa dks vius fopkj izLrqr 

vkSj vfHkO;Dr djus dk volj fn;k tkuk pkfg,A 

vxyh cSBd dh frfFk ?kksf"kr djuk vxyh en gSA ;fn cSBd fuèkkZfjr vUrjky ij fu;fer :i ls lEiUu gksrh gS 

rks ;g dsoy vkSipkfjd vuqLekjd gSA ;fn cSBd ds lHkh dk;Z i;kZIr le; eas lekIr ugha gksrs ;k cSBd esa x.kiw£r ds 

fy, la[;k eas lnL; mifLFkr ugha gSa ;k fopkj&foe'kZ LFkfxr dj fn;k x;k gS rks funs'kd eaMy cSBd dks LFkfxr dj 

ldrh gS vkSj fuèkkZfjr frfFk dks iqu% cSBd cqyk ldrh gSA lekiu izLrko djds fof'k"V er ij ppkZ dks lhfer djuk Hkh 

laHko gSA ;fn cSBd fuèkkZfjr  frfFk ij lEiUu ugha gksrh vkSj mls vxyh cSBd rd Vky fn;k tkrk gS rks ;g cSBd dks 

LFkfxr djuk dgykrk gSA 

dk;ZoÙ̀k (Minutes) 
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dk;ZòÙk dks cSBd eas fd, x, dk;ks± ds laf{kIr vfèkdkfjd vfHkys[k ds :i eas ifjHkkf"kr fd;k tk ldrk gSA dk;ZoÙ̀k 

dk mís'; cSBd esa fd, x, dk;ks±] mifLFkr lnL;ksa vkSj izLrkod ds uke ls ikfjr ladYiksa vkSj izR;sd dk leFkZu djus dk 

Li"V] laf{kIr vkSj Bhd&Bhd fyf[kr fooj.k lqjf{kr j[kuk gSA lfpo izR;sd cSBd esa dk;Zo`Ùk dks fVIi.kh :i esa fy[krk gS 

vkSj ckn eas dk;Zo`Ùk iqfLrdk (Minute Book) esa fofèkor~ fy[k nsrk gSA 

cSBd ds dk;ZoÙ̀k esa dsoy vko';d fooj.k gksus pkfg,aA cSBd dk le;] frfFk vkSj LFkku rFkk tks cSBd esa mifLFkr 

jgsa muds uke ¼;k ;fn cgqr cM+h vke cSBd gS rks la[;k] fy[kh tkuh pfkg,A izR;sd en mfpr 'kh"kZd ds vUrxZr fy[kh 

tkuh pkfg, rkfd mUgsa 'kh?kzrk ls <aw<k tk lds] vkSj fopkj&foe'kZ ds fy, leL;kvksa ;k iz'uksa dks Li"V :i ls fufnZ"V 

fd;k tk ldsA Lohdkj u fd, x, lq>koksa ds lkFk&lkFk ;FkkFkZ eas fy, x, fu.kZ;ksa lfgr cSBd eas mBk, x, eqíksa dk lkjka'k 

dk;ZòÙk esa lfEefyr fd;k tkuk pkfg,A bl izdkj ls fooj.k dk;ZoÙ̀k dh fo"k;oLrq curs gSa] vFkkZr~ buesa bu lHkh ckrksa dk 

mYys[k gksrk gS ftuds vkèkkj ij fu.kZ; fy, tkrs gSaA dk;ZoÙ̀k esa fu.kZ; dks lgh vkSj mi;qDr 'kCnksa esa fy[kk tkrk gSA 

vyx&vyx cSBd eas fy, x, egÙoiw.kZ fu.kZ; vyx&vyx le; eas fy[ks tkrs gSaA vr% lqyHk lanHkks± ds fy, bUgsa la[;k 

nh tkrh gSA 

dqN dk;ZòÙkksa esa nkfgus gkFk dh vksj dk;Zokgh dk LrEHk 'kkfey gksrk gS ftuesa mu O;fDr;ksa ds uke fy[ks tkrs gSa 

tks bl ckr ij lger Fks fd fy, x, ij dk;Zokgh djsaxsA 

izR;sd dk;Zo`Ùk u dsoy laf{kIr cfYd bl izdkj Li"V Hkh gksuk pkfg, ftlls fd cSBd esa vuqifLFkr lnL;ksa }kjk 

vfHkys[k ¼fooj.k½ Li"V :i ls le>k tk lds vkSj dbZ o"kZ ckn Hkh vko';drk iM+us ij ijke'kZ fy;k tk ldsA bls le>us 

ds fy, ;g vko';d ugha gksuk pkfg, fd fdlh vU; dk;ZoÙ̀k ;k fdlh vU; cSBd dks ns[kuk iM+sA 

izfrosnu (Memorandum) 

cSBd dk izfrosnu dk;ZòÙk ls de vkSipkfjd gks ldrk gS vkSj mlesa vfèkd fooj.k gks ldrs gSa vFkkZr~ oDrkvksa dk 

mYys[k uke ls fd;k tkrk gSA 

5-6   cSBd ds fy, lfpo ds dk;Z  

lfpo dks vius fu;ksDrk dh cSBd dks lQy cukus ds fy, de&ls&de rhu Hkwfedk fuHkkuh gksrh gSA lcls igys 

cSBd ls iwoZ iz'kklfud lgk;d ds :i eas og fooj.kksa ds ckgqY; vkSj vusd uhfr lEcUèkh fu.kZ;ksa tks fd okLrfod cSBd esa 

fy, tkrs gSa] mudk è;ku j[krk gSA cSBd ds nkSjku mldh Hkwfedk n;ke; estcku vkSj l{ke lfpo dh gksrh gSA cSBd ds 

ckn mlds nkf;Roksa esa ,d estcku dh Hkkafr èkU;okn lans'k Hkstuk] 'kh?kz ns; gksus okys fu;e dk;ks± ds fy, Lej.k i=k Hkstus 

esa iz'kklfud lgk;rk djuk vkSj lfpo ds :i eas mfpr vuqorhZ lkexzh (Follow up Material) tSls­dk;Zo`Ùk rS;kj djuk 

vkSj Hkstuk lfEefyr gSA vr% cSBd ls lEcfUèkr lfpo ds dÙkZO;ksa dk rhu Lrjksa esa oxhZdj.k fd;k tk ldrk gS­ 

(i) cSBd ls igys ds dk;Z] 

(ii) cSBd ds nkSjku iwjs fd, tkus okys dÙkZO;] vkSj 

(iii) cSBd ds ckn ds dÙkZO;A 
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cSBd ls igys lfpo ds dÙkZO; (Duties of a Secretary Before a Meeting) 

1- laxBu ds vfèkdkjh ls ijke'kZ djds ;g fu.kZ; ysus ij fd cSBd vk;ksftr dh tkuh pkfg,] cSBd dh rS;kjh izkjEHk 

gks tkrh gSA rnkuqlkj frfFk] le; vkSj LFkku Hkh fuf'pr fd, tkrs gSaA cSBd dk LFkku laxBu dk dk;kZy;] gksVy 

;k lkoZtfud lHkkxkj gks ldrk gSA fdjk, ds LFkku tSls&gksVy ;k lkoZtfud lHkkxkj ds ekeys esa lfpo dks 

lcls igys mls fuf'pr djuk gksrk gS vkSj rc lwpuk NikbZ ;k lkbDyksLVkby djkbZ tkrh gSA 

2- lwpuk rS;kj djus ls igys vfèkdkjh ls ijke'kZ djds dk;Zlwph dks vfUre :i fn;k tkrk gSA dk;Zlwph esa dsoy 

ensa gh ugha cfYd mu enksa dk Øe Hkh fuèkkZfjr dj fn;k tkrk gSA lfpo vè;{k dh dk;Zlwph rS;kj djus dk Hkh 

mÙkjnk;h gSA 

3- lfpo }kjk lHkh vko';d dkxt+ i=] Qkbysa] fooj.k] izys[k vkfn rS;kj j[ks tkus pkfg, rFkk 'kh?kz lanHkZ ds fy, 

Qkby esa fof'k"V dkxt+] i=kksa esa iphZ ;k fDyi yxkbZ tk ldrh gSA dHkh&dHkh cSBd esa lfEefyr gksus okys O;fDr;ksa 

dks izfrosnuksa ;k fooj.k ;k ladYiksa dh izfr Hksth tkrh gSA lfpo u dsoy bldh O;oLFkk djrk gS vfirq dHkh&dHkh 

og Lo;a vfèkdkjh dh vksj ls ;k laxBu dh vksj ls dqN izfrosnu rS;kj djrk gSA mnkgj.k ds fy,] lkoZtfud 

dEiuh dh okf"kZd vke cSBd ds ekeys esa lfpo dks funs'kd dk izfrosnu rS;kj djuk iM+rk gSA dHkh&dHkh lfpo 

dks fdlh fof'k"V O;fDr ;k foHkkx ls dksbZ vko';d izfrosnu ;k fooj.k izkIr djuk gksrk gSA blds fy, mls vusd 

ckj mDr foHkkx vFkok O;fDr dks vuqLekjd nsus iM+rs gSaA 

4- mls fiNyh cSBd dh dk;Zokfg;ksa ds lkFk dk;Zo`Ùk iaftdk dks rS;kj j[kuk iM+rk gSA 

5- laxBu ;k Dyc ds ekeys eas izkfèkdkfj;kas ds vkns'kksa ds vUrxZr mls vius vkns'k ls lwpuk Hkstuh gksrh gSA 

6- mls u dsoy lwpuk Hkstuh pkfg, vfirq mls ;g tkuus dk Hkh iz;kl djuk pkfg, fd fo'ks"k :i ls fdrus O;fDr 

vk,¡xs rkfd la[;k eas dq£l;k¡ fdjk, ij ykbZ tk ldsa vkSj vYikgkj O;oLFkk dh tk ldsA 

7- ;fn vko';d gks rks mls cSBd eas lfEefyr gksus ds fy, i=kdkjksa dks Hkh lwfpr djuk gksxk vkSj lekpkj i=k eas 

lekpkj izdk'ku ds fy, fVIif.k;k¡ rS;kj djuh gksxhA vlkoZtfud ;k dk;Zdkjh cSBd ds fy, ,slk djuk vko';d 

ugha gSA 

8- mls cSBd esa mifLFkr jgus ds fy, dqN fof'k"V O;fDr;ksa tSls fd ys[kk ijh{kd ;k lkWfyflVj ;k vU; vusd dks 

vkeaf=kr fd;k tk ldrk gSA 

9- tks lnL; mifLFkr ugha gks ldrs ysfdu enksa ij l'kDr fopkj j[k ldrs gSa muls og vko';d fooj.k ;k izys[kksa 

dks izkIr dj ldrk gSA 

10- vUr eas mls cSBd ds fy, visf{kr vko';d lkexzh dks ladfyr djuk pkfg,A blesa fuEufyf[kr oLrq,a lfEefyr 

gSa­ 

 ¼d½ ys[ku&lkexzh] ftuesa fy[kus ds fy, dkxt vkSj vk'kqfyfi iqfLrdk( 

 ¼[k½ dk;Zlwph dh vfrfjDr izfr;k¡( 
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 ¼x½ fiNyh cSBd dk dk;ZoÙ̀k( 

 ¼?k½ mifLFkr gksus esa vleFkZ lnL;ksa ls izkIr {kek ;kpuk i=k lfgr i=kkpkj ds lHkh laxr dkxt] i= vkSj    

Qkbysa( 

 ¼³½ mifLFkr iaftdk ;k dkxt( 

 ¼p½ lUnHkZ] LFkk;h vkns'k vkfn dh fdrkcsaA 

cSSBd esa lfpo ds dÙkZO; (Duties of a Secretary in a Meeting) 

1- mls tYnh vkuk pkfg,] rFkk mfYyf[kr vko';d lHkh oLrq,¡ rS;kj j[kuh pkfg,A 

2- lfefr d{k ds fy, fn'kk ladsrksa dh O;oLFkk djuk vkSj mUgas yxkuk lfpo dk gh dk;Z gSA 

3- mls ;g Hkh lqfuf'pr djuk gS fd cSBus dh O;oLFkk lgh gS vFkok ughaaA 

4- lnL;ksa ds fy, mifLFkfr iaftdk ¼;fn dksbZ gS½ rS;kj gksuh pkfg, vkSj lfpo dks ;g ns[kuk pkfg, fd lnL;ksa us 

viuh mifLFkfr ntZ dj nh gSA cSBd 'kq: gksus ds le; ;g Hkh ns[kuk fd x.kiwfrZ gS vFkok ugha lfpo ds dkeksa eas 

lfEefyr gSA 

5- vè;{k ds dgus ij lfpo vuqifLFkfr jgus okys lnL;ksa dh {kek;kpuk lwpuk ¼;fn dksbZ gS½ rFkk cSBd dh lwpuk 

i<+rk gSA 

6- og fiNyh cSBd ds dk;ZoÙ̀k dks i<+rk gS rFkk lHkh lnL;ksa dh lgefr ij mldh iqf"V djus ds fy, vè;{k dks 

nsrk gSA vè;{k mDr dk;ZòÙk dh iqf"V djds ml ij gLrk{kj dj nsrk gSA 

7- og lnL;ksa dks lHkh dkxt&i= vkSj izys[k ¼;fn dksbZ gS½ forfjr djrk gS rFkk rRdky lUnHkZ ds fy, vko';d 

dkxt+&i= izys[k] Qkbysa vkfn rS;kj djds vè;{k ds le{k j[krk gSA 

8- tc vè;{k cSBd dh dk;Zokgh izkjEHk djrk gS rks vè;{k ds dgus ij lfpo dk mldh gj lEHko lgk;rk ds fy, 

rS;kj jguk vko';d gSA 

9- lfpo dk dk;Z lEiw.kZ dk;Zokgh ds vko';d eqnksa dks lkFk&lkFk fy[krs jguk gS vFkkZr~ og fy, x, fu.kZ;ksa ds 

fooj.k dks fy[ksxk fd fdlus izLrko izLrqr fd;k fdlus leFkZu fd;k vkSj blds lkFk&lkFk og ernku ds ifj.kke 

dks fy[ksxkA 

10- og ns[ksxk fd ;fn O;oLFkk gS rks blh chp vYikgkj Hkh fn;k tk,A  

11- mls ;k rks x.kd ds :i esa ;k vkiwfrZ djus] ,d= djus vkSj eri=ksa dh x.kuk djus ds }kjk erksa dks ysus esa vè;{k 

dh lgk;rk Hkh djuh gksrh gSaA 

12- ;fn dsoy fujh{k.k ds fy, izys[k vkSj dkxt i= forfjr fd, x, gSa rks cSBd dh lekfIr ij mUgsa okil djuk 

Hkh lfpo dk dk;Z gSA 

cSBd ds ckn lfpo ds dÙkZO; (Duties of a Secretary After a Meeting) 

1- mls vè;{k ls vuqeksnu ds fy, dk;ZòÙk dk izk:i cukuk gksrk gSA vuqeksnu gksus ij lnL;ksa dks forfjr djus ds 

fy, dk;ZoÙ̀k dk vfUre :i ls Vad.k (Typing) djuk Hkh lfpo dk ,d egÙoiw.kZ dk;Z gSA 
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2- cSBd ds nkSjku fn, x, fof'k"V funsZ'kksa ;k lq>koksa ds rgr dksbZ tk¡p djus ;k lEidZ djus ds fy, mls dqN fo'ks"k 

i=k fy[kus gksrs gSaA 

3- cSBd esa fn, x, funsZ'kksa vkSj fu.kZ;ksa ds ikyu ds fy, mls O;oLFkk djuh gksrh gSA 

4- i=kkpkj dh izfr;ksa ds lkFk&lkFk cSBd eas iz;qDr dkxt i=ksa dks bl Qkby esa yxkuk gksrk gSA 

5- ;fn vè;{k fu;ksDrk Hkh gS rks lfpo dks ;g ns[kuk gksrk gS fd vxyh cSBd dh frfFk dh mldh rFkk fu;ksDrk dh 

Mk;jh esa izfof"V dj nh xbZ gSA 

vU; dk;Z (Other Functions) 

lfpo ds dÙkZO;ksa dh Åij nh xbZ lwfp;k¡ iw.kZ ugha gSaA buesa vkSj Hkh dbZ dÙkZO; lfEefyr fd, tk ldrs gSa] tSls­ 

1- izcaèkd dh ;k=kkvksa ds fy, izcaèk djuk] Bgjus dk LFkku lqjf{kr djokuk] gksVy esa vkj{k.k djokuk] ekxZ lwpd 

C;kSjk rS;kj djuk bR;kfnA 

2- mlds ;k=kk HkÙks ds fcy rS;kj djuk] vk;dj lEcUèkh C;kSjs Qkby djuk] bR;kfnA 

3- mlds nwjHkk"k ds fcy dk Hkqxrku djuk] chek dh fd'r dk Hkqxrku djuk] O;kolkkf;d leqnk;ksa esa lnL;rk cuk, 

j[kus ds fy, pUnk nsukA 

4- mlds cSad lEcUèkh dk;ks± dk ys[kk&tks[kk j[kukA 

5- cèkkbZ] 'kksd vkfn ds vkSipkfjd i= fy[kukA 

6- tyiku vkfn dk izcaèk djuk bR;kfnA 

dqN dÙkZO;ksa esa mPp lfpoh; dq'kyrk dh vko';drk gksrh gS rFkk ;s mPp lfpoksa }kjk fd;s tkrs gSaA ;s mPp 

lfpoh; dk;Z bl izdkj gSa­ 

1-  izcaèkd ds izeq[k lk{kkRdkj ds le; iz;ksx esa vkus okyh lEiw.kZ lkexzh dks laf{kIr :i ls izLrqr djukA 

2- laxBuksa esa lHkkvksa] lsfeukj vkSj odZ'kki bR;kfn dk izcaèk djukA 

3- izcaèkd ds fy, Hkk"kkvksa ,oa òÙkkUrksa dk izk:i cukukA 

4- izkekf.kd ladsrksa] lUnHkks±] lw=ksa] ;k=k lwpd n'kZd iqfLrdk vkfn dh lgk;rk ls fofHkUu fo"k;ksa dk C;kSjk izkIr djukA 

5- fofHkUu fuEuLrjh; deZpkfj;ksa ds dke dh ns[kHkky djuk vkSj muds izf'k{k.k dk izcaèk djukA 

6- dsUnzh; foHkkxksa rFkk vU; lfpoksa ls lkSE; lEcUèk cuk, j[kukA 

7- deZpkfj;ksa vkSj fu;ksDrkvksa ds chp ds lEcUèk dks ln~Hkkoiw.kZ cuk, j[kukA 

8- izcaèkd dks O;fDr;ksa vkSj nwljs ekeyksa tSls­ dk;kZy; ;U=kksa ¼lkèkuksa½ ,oa la;a=ksa ds pquko vkfn esa lykg nsukA 

5-7   lkjka'k 

vc ik¡poh bdkbZ vkids gkFk esa gSA bl bdkbZ esa lfpo ds dÙkZO;ksa dk rhu Lrjksa eas oxhZdj.k fd;k x;k gS­ 

(i) cSBd ls igys ds dk;Z 

(ii) cSBd ds nkSjku iwjs fd, tkus okys dÙkZO;] vkSj 
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(iii) cSBd ds ckn ds dÙkZO; 

izR;sd laxBu esa cSBdsa gksuk lkekU; ckr gSA lHkh izdkj ds fu.kZ; ysus ds fy, cSBd vk;ksftr dh tkrh gSA cSBd 

dh O;oLFkk djuk dksbZ vklku dke ugha gSA cSBd vk;ksftr djus esa lfEefyr lHkh i{kksa dh lfpo dks tkudkjh gksuh 

pkfg,A cSBd vk;ksftr djus ds vykok lfpo dk ,d vU; egÙoiw.kZ dk;Z vius iz'kkld ds fy, nSfud le;&lkj.kh 

cukuk gSA egÙoiw.kZ O;fDr;ksa ls vR;Ur egÙo ds ekeyksa ij ppkZ djus ds fy, HksaV dk le; vkSj LFkku fu;r djuk gksrk 

gSA vusd ckgjh O;fDr iz'kkld ls feyuk pkgrs gaSA lfpo dks iz'kkld ls fofHkUu O;fDr;ksa ds lkFk gksus okyh HksaV dh le; 

lkj.kh cukuh gksrh gSA le; lkj.kh cukus ds vykok mls ,slh HksaV ds fy, vU; O;oLFkk,¡ Hkh djuh gksrh gSaA 

lfpo ,d m|e dk og deZpkjh gS ftls izcUèkd vius fuR;Øe ds dk;Z lksairk gS vkSj tks izcUèkd dks izHkko'kkyh <ax ls 

dk;Z lEiUu djus esa lgk;d gksrk gSA 

vktdy gj izdkj dh izcUèk O;oLFkk esa izcUèkd ds lgk;d :i esa lfpoksa dh fu;qfDr gksrh gSA 

5-8   'kCnkoyh 

dEiuh (Company)­ dEiuh O;fDr;ksa dh ,d laLFkk gS tks lka>k O;kikj ;k dk;Z eas èku yxkrh gS vkSj mlesa gksus okys 

ykHk ;k gkfu eas viuk fgLlk j[krh gSA dEiuh dks foèkku }kjk cuk, x,] Ñf=e O;fDr ds :i esa tkuk tkrk gS] ftldk 

vius funs'kdksa ls fHkUu vfLrRo gksrk gSA 

lEcksèku (Salutation)­ lEcksèku 'kCn vfHkoknu ds vkjfEHkd 'kCn gksrs gSa ftuls i= 'kq: gksrk gSA mnkgj.k ds fy, ekuuh; 

egksn;] ekuuh; egksn;x.k( bR;kfnA 

va'k (Share)­ dEiuh dh iwath NksVs&NksVs fgLlksa esa ckaVh tkrh gaSA ;s fgLls va'k (Share) dgykrs gSa vkSj bu NksVs&NksVs 

va'kksa ls cuh iwath va'k iawth (Share Capital) ds :i esa tkuh tkrh gSA 

va'kèkkjh (Share holders)­ bu va'kksa dks tks O;fDr [kjhnrk gS vkSj bl izdkj dEiuh dh iwath esa ;ksxnku djrk gS] og 

O;fDr va'kèkkjh ds :i esa tkuk tkrk gSA 

funs'kd@funs'kdksa dh ifj"kn~ ( Director/Director's Council )­ dEiuh o dk;Z ds izcUèk gsrq va'kèkkjh viuh bPNk ls dqN 

O;fDr;ksa dks pqurs gSaA lkewfgd :i ls ;s izzfrfufèk funs'kdksas dh ifj"kn~ dgs tkrs gSaA 

5-9   cksèk iz'u ,oa muds mÙkj 

bl bdkbZ dks i<+us ds i'pkr~ vki vius Kku dks igpkus % 

¼d½ ;g crk,a fd fuEufyf[kr dFku lgh gSa vFkok xyr­ 

 (i) x.kiw£r O;fDr;ksa dh de&ls&de la[;k gSA 

 (ii) funs'kd eaMy dh cSBd vR;Ur egÙoiw.kZ gksrh gSaA 

 (iii) cSBd eas iwjs fd, tkus okys dk;ksZ ds fooj.k dk dk;ZØe dk;Zo`Ùk dgykrk gSA 

 (iv) og cSBd tks O;kikj izkjEHk gksus ls igys lEiUu gksrh gSa] laoSèkkfud cSBd dgykrh gSA 
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(v) ,d cSBd rHkh fofèkor~ xfBr dgh tk ldrh gS tc cSBd dh vè;{krk djus ds fy, mfpr O;fDr vklhu 

gks ifj.kke Lo:i i= dks izkIr djus okys vfèkdkjh dks ,d n`f"V esa ;g irk py tkrk gS fd i= fdl ckjs 

esa gSA 

¼[k½ dks"Bd eas fn;s x;s 'kCnksa eas ls mfpr 'kCn ds iz;ksx }kjk [kkyh LFkkuksa dks HkjksA 

 (i) izR;sd dk;ZoÙ̀k u dsoy ------------------------------------------- cfYd Li"V Hkh gksuk pkfg,A ¼foLrkjiwoZd@laf{kIr½ 

 (ii) fdlh u, dk;Z ij fopkj djus ls igys ---------------------------------- cSBd ds fooj.k ij fopkj gksuk pkfg,A 

   ¼fiNyh@vkus okyh½ 

 (iii) cSBd ls lEcfèkr lfpo ds dk;ksZ dks ----------------------------------------------- Hkkxksa esa ck¡Vk tk ldrk gSA ¼3@4½ 

 (iv) --------------------------------------------------------------------------------------------------- izLrko dks i<+rk gSA ¼vè;{k@lfpo½ 

 (v) la'kksèku dk ----------------------------------------------------------------------------------------------------- djukA ¼ifjorZu@jí½ 

¼x½  ¼d½ LrEHk d esa fn, x, fooj.k ds lkFk LrEHk [k esa nh xbZ cSBdksa ds uke feykb,A 

LrEHk d                                mÙkj ds fy, LFkku                                    LrEHk [k 
(i) ;s cSBdsa lHkh ds fy, [kqyh gksrh gSa vkSj fdlh [kqys LFkku ij gksrh gSaA  1- laoSèkkfud cSBd 
(ii) dsoy ml laLFkk ds lnL; gh cSBd esa vk ldrs gSaA  2- okf"kZd vke cSBd 
(iii) va'kèkkfj;ksa dh ;s cSBdsa fu;e ds vèkhu gksuh visf{kr gSaA  3- lkoZtfud cSBd 
(iv) ;s cSBd lHkh dEifu;ksa ds }kjk o"kZ esa ,d ckj dh tkrh gSaA  4- funsZ'kdksa dh lfefr;ksa dh cSBd 
(v) ;s cSBd dqN fof'k"V leL;kvksa ij fopkj foe'kZ djus vkSj fu.kZ; ysus 
ds fy, vko';drkuqlkj cqykbZ tkrh gSA 

 5- vlkoZtfud cSBd 

 

¼[k½ mi;qDr 'kCnksa ls fjDr LFkku Hkfj, % 

 (i) ----------------------------- vkSj --------------------------- O;oLFkk esa cSBd dk;Zfofèk ds egÙoiw.kZ fgLlksaa esa ls ,d gSA 

(ii) -------------------- cSBdksa dks dk;ks± ds izdkj ;k cSBd cqykus dh jhfr ds vkèkkj ij lkèkkj.k] fo'ks"k ;k vkikrdkyhu 

cSBd ds :i esa Hkh ifjHkkf"kr fd;k tk ldrk gSA 

(iii) vke cSBd nks izdkj dh gksrh gSa­ ----------------------------------------------------------------------rFkk---------------------------------------------------------------- 

 (iv) va'kèkkfj;ksa ds fofHkUu oxks± dh cSBdsa ----------------------------------------------------------------------- cSBd dgykrh gSaA 

¼?k½ mfpr 'kCnksa ls fjDr LFkku Hkfj,­ 

(i) cSBd eas mifLFkr lnL;ksa dks vius gLrk{kj -------------------- jftLVj esa djus pkfg, tks mudh mifLFkfr dks 

izekf.kr djrs gSaA 

 (ii) lnL;ksa }kjk fn;k x;k lq>ko ------------------------------------------------------------------------ ds :i esa tkuk tkrk gSA 

(iii) tc fdlh ekeys ds i{k vkSj foi{k esa cjkcj la[;k esa er gksa rks vè;{k vius -------------------- er dk iz;ksx 

djrk gSA 

 (iv) ,d lnL; }kjk fd;k x;k izLrko nwljs lnL; }kjk -------------------------------------------------- gksuk pkfg,A 

¼³½ crkb, fd fuEufyf[kr dFku lgh gS ;k xyr%­ 
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 (i) cSBd ds lekIr gks tkus ij lfpo ds fy, dqN Hkh dk;Z 'ks"k ugha jgrk A 

 (ii) lfpo dks ys[ku ds fy, visf{kr iSM vkSj ys[ku lkexzh dh vU; enksa dh O;oLFkk djuh pkfg,A 

 (iii) vYikgkj dh O;oLFkk djuk lfpo dk dÙkZO; ugha gSA 

 (iv) lfpo dks ns[kuk pkfg, fd x.kiwfrZ iwjh gSA 

 (v) lfpo dks iz'kklfud lgk;d vkSj n;ke; estcku ds :i esa dk;Z djuk pkfg,A 

mÙkj­ ¼d½ (i) lgh] (ii) lgh] (iii) xyr] (iv) xyr] (v) lghA 

 ¼[k½ (i) laf{kIr] (ii) fiNyh] (iii) 3] (iv) vè;{k] (v) ifjorZuA 

 ¼x½  ¼d½ (i) –3, (ii) –5, (iii) –1, (iv) –2, (v) –4.  

  ¼[k½ (i) yksdrkaf=d] (ii) lkekU;] (iii) lfefr dh cSBdsa] milfefr dh cSBdsa] (iv) oxZ 

  ¼?k½ (i) mifLFkfr] (ii) izLrko] (iii) ohnks] (iv) lefiZrA 

  ¼³½ (i) vlR;] (ii) lR;] (iii) vlR;] (iv) lR;] (v) lR;A 

5-10   Loij[k iz'u 

1- cSBd 'kCn dh ifjHkk"kk nhft, vkSj cSBd ds lnL;ksa dh la{ksi esa O;k[;k dhft,A 

2- fdu ifjfLFkfr;ksa esa vlkèkkj.k vke cSBd vk;ksftr dh tkrh gS\ 

3- vLirky esa u, vkWijs'ku fFk;sVj ls lEcfUèkr ekeyksa ij ppkZ djus ds fy, vLirky ds ofj"B MkWDVjksa dh cSBd 

cqykus gsrq lwpuk dk izk:i vkSj dk;Z lwph rS;kj dhft,A 

4- cSBd dk dk;ZòÙk dkSu rS;kj djrk gS\ muds ikl D;k lkexzh gksuh pkfg,\ 

5- cSBd ls igys cSBd ds nkSjku vkSj cSBd ds ckn dkSu&dkSu lh fofHkUu Hkwfedk,¡ lfpo dks fuHkkuh iM+rh gSa\ 

uksV %­ bu iz'uksa ls bl bdkbZ dks Hkyh Hkk¡fr le>us esa vkidks enn feysxhA budk mÙkj fy[kus dk iz;kl djsaA ysfdu ;s 

mÙkj fo'ofo|ky; dks u HkstsaA ;s dsoy vH;kl ds fy, gSaA 

dqN mi;ksxh iqLrdsa 

 vkj-lh-HkkfV;k % dk;kZy; izcU/k] ,VykafVd ifCy'klZ ,.M fMLVªhO;wVlZ ¼izk-½ fy- 7@22] vUlkjh jksM] nfj;kxat] ubZ 
fnYyh&110002 

 lgk;] ,l- ds- % dk;kZy; izcU/k] lkfgR; izdk'ku] vkxjk 
 xqIrk] caly ,oa efyd % dk;kZy; izcU/k] fnYyh fo'ofo|ky; fgUnh ehfM;e] fnYyh&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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bdkbZ 6  vfHkys[kksa dk j[k&j[kko 

bdkbZ dh :ijs[kk 

6-0 mís';  

6-1 izLrkouk 

6-2 vfHkys[k 

6-3 Qkby O;oLFkk 

6-4 vPNh Qkby iz.kkyh ds vfuok;Z rÙo  

6-5 Qkby O;oLFkk dk egÙo 

6-6 Qkby O;oLFkk dk lkekU; fl)kUr  

6-7 Qkby dh i)fr;k¡ 
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6-8 Qkby djus dh fofèk;k¡  

6-9 Qkby djus ds vkèkqfud lkt&leku 

6-10 lkjka'k 

6-11 'kCnkoyh 

6-12 cksèk iz'u ,oa muds mÙkj 

6-13 Loij[k iz'u 

6-0   mís'; 

bl bdkbZ dk vè;;u djus ds i'pkr~ vki bl ;ksX; gks ldsaxs fd­ 

 fdlh laxBu esa vfHkys[kksa ds egÙo dks cuk ldsaxsA 

 lqjf{kr djus vkSj fjdkMZ j[kus ds lkèku ds :i esa Qkby cukus ds egÙo dh O;k[;k dj ldsaxsA 

 Qkby djus dh ,d vPNh i)fr ds vfuok;Z rÙo vkSj egÙo dh O;k[;k dj ldsaxsA 

 nLrkostksa dks Qkby djus esa lfUufgr lkekU; fl)kUrksa dh x.kuk dj ldsaxsA 

 Qkby djus dh fofoèk fofèk;ksa dh O;k[;k dj ldsaxsA 

 Qkby i)fr esa 'kkfey Qkby djus ds fy, miyCèk fofoèk lktks&lkeku ds ckjs esa crk ldsaxs] rFkk 

 Qkby dh izfØ;k esa 'kkfey pj.kksa dks fxuk ldsaxsA 

6-1   izLrkouk 

ljdkjh foHkkxkssa }kjk O;kolkf;d laxBuksa esa vfHkys[kksa dk loksZPp egÙo gksrk gSA cMs+ laxBuksa esa ,d foHkkx dks 

Hkfo";r lanHkZ ds fy, vfHkys[kksa ds lqjf{kr vkSj lqfu;ksftr :i ls j[k&j[kko dk dk;Z lkSaik tkrk gSA Qkby djuk] 

vuqdzef.kdk cukuk vkSj fjdkMZ j[kuk bl foHkkx ds egÙoiw.kZ dk;Z gSaA 

fdlh dk;kZy; esa tc fdlh fo"k; ij dksbZ u;k i=k O;ogkj izkjEHk gksrk gS rc ml fo"k; esa fofHkUu Lrjksa ij mBk, 

x, eqíksas ij dk;Zokgh djus ds fy, ,d Qkby [kksyh tkrh gSA tc ml Qkby esa mBk, x, lHkh eqíksa dk fuiVkjk dj fy;k 

tkrk gS rc Qkby dks vfUre :i esa ckaèk fn;k tkrk gS vkSj fjdkMZ esa bl izdkj ls j[k fn;k tkrk gS fd fjdkMZ dh xbZ 

Qkby dks lUnHkZ ds fy, nqckjk fudkyk tk ldsA ;fn dksbZ u;k eqík fopkj vFkok iqufoZpkj djus ds fy, mBk;k tkrk gS 

rc ,d ubZ Qkby dks fofgr çfØ;k ds vuqlkj [kksyk tkrk gSA 

 dk;kZy; esa dkxt dk dke fujUrj gksrk jgrk gSA ,d vksj dk;kZy; rFkk nwljh vksj nwljs i{k ds chp esa 

i=k&O;ogkj ds ifj.kkeLo:i dkxt dk dke c<+rk jgrk gSA vius dk;Z ds nkSju dk;kZy; egÙo ds ekeyksa ij laxBu ds 

Hkhrj vkSj ckgj fopkj&foe'kZ] lHkk,a] dkaÝsl vkfn Hkh djrk jgrk gSA og fdlh le>kSrs vkSj vuqcaèk esa Hkh 'kkfey gks ldrk 

gS ftls Hkfo"; ds lanHkZ ds fy, lqjf{kr j[kuk vko';d gksrk gSA egÙoiw.kZ dkxtksa ls ;qDr Qkbyksa ds fjdkMZ dks iqu% 

eaxokus ds fy, ,d lqfu;ksftr çfØ;k dk gksuk vko';d gSA  
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6-2   vfHkys[k 

gekjs rst xfre; O;kolkf;d lalkj esa izR;sd dk;Zokgh ds fy, dqN dkxth dk;Z djuk gksrk gSA vkMZj nsuk gks] 

;k jde dh vnk;xh djuh gks] ;k _.k ysuk gks ;k dksbZ vU; la;kstu gks] lHkh dk;Zokfg;ksa dk vkèkkj dkxth dk;Z gksrk 

gSA bu dkxtksa es lfUufgr tkudkjh fofoèk izdkj ds fu.kZ;ksa ds fy, vkèkkj curh gSa vkSj O;olk; dks vkxs c<+krh gSA  

 lHkh vfHkys[k ftUgsa vki Qkbyh djrs gSa vkidh QeZ ds fujUrj lQy lapkyu ds fy, egÙoiw.kZ gksrs gSaA vfHkys[k 

laxBu dh Lef̀r dk vax cu tkrs gSaA ,d fof'k"V O;kolkf;d laxBu vFkok ljdkjh foHkkx ds ikl ntZuksa izdkj ds 

vfHkys[k gksrs gSa tksfd laiw.kZ laxBu dh Le`fr dk dke djrs gSaA muds vUrxZr fVIif.k;k¡ vkSj i=&O;ogkj foÙkh; vfHkdFku 

vkSj izR;kxe] lHkkvksa ds fy, dk;Zlwph ds dkxt] fopkj&foe'kZ vkSj dkaÝsl] oSèkkfud vkSj dkuwuh nLrkost vkSj fu.kZ;ksa ds 

ysus ds ckn dh vk tkus okyh dk;Zokgh vFkok ml laxBu ls lacafèkr vU; ekeys 'kkfey gSaA ;s u dsoy O;olk; dk ,d 

bfrgkl cukrs gSa vfirq Hkfo";r~ fu.kZ;ksa ds fy, ,d vkèkkj Hkh iznku djrs gSaA vkèkqfud ;qx ds O;kolkf;d dk;kZy;ksa esa 

egÙoiw.kZ fu.kZ;ksa dk vkèkkj miyCèk uohure lwpuk gksrh gSA ftruh tYnh bfPNr lwpuk izkIr gksrh gS mruh gh tYnh ml 

lwpuk dk iz;ksx ,sls dk;Z ds fy, fd;k tk ldrk gS tgk¡ mldk loksZÙke mi;ksx gks ldrk gksA leqfpr vfHkys[k izkIr 

djus ds fy, xfr vkSj ifj'kq)rk vfuok;Z gksrh gSA 

 ,d cMs+ laxBuksa esa vki ,d lfpo ds :i esa vius mPp vfèkdkjh ds lHkh dkxtksa ds fy, mÙkjnk;h gksrs gSa vkSj 

,d NksVs laxBu esa vki foHkkxh; lHkh i=&O;ogkjksa dks Qkby djus ds fy, mÙkjnk;h gksrs gSaA vki vius mPp vfèkdkjh 

ds O;kolkf;d vfHkys[ksa ds lqfu;ksftr :i ls j[k&j[kko ds fy, mÙkjnk;h gSA vkils ;g vis{kk dh tk,xh fd vki ;g 

fu.kZ; ysa fd fdl lkexzh dks Qkby djuk pkfg,] mls dgk¡ Qkby djuk pkfg, vkSj mls dSls Qkby djuk pkfg,A vkids 

vfèkdkjh dks lEcksfèkr fd, x, i=kksa ds ,d cM+s fgLls ¼foKkiu vkfn½ dks Qkby djus dh fcYdqy Hkh vko';drk ugha 

gksrh gSA 

fu;fer O;kolkf;d Qkbyksa ds vfrfjDr vkidk mPp vfèkdkjh vius futh i=k&O;ogkj dh ìFkd Qkby dks Hkh 

j[kus ds fy, vkidks dg ldrk gSA ml Qkby esa mls lkekftd vkSj O;kolkf;d fØ;k&dykiksa ds vfHkys[k fufgr gks 

ldrk gSA 

 izR;sd egÙoiw.kZ vfHkys[k dks pkgs os vkids mPp vfèkdkjh ls lEcfUèkr gksa vFkok vkids laxBu ls lEcUèk j[krs gksa] 

,sls LFkku ij j[kk tkuk pkfg, tgk¡ ls mUgas vko';drk iM+us ij <w¡<+k tk ldsA O;kolkf;d ysus&nsu ds vfHkys[kksa dks 

lqjf{kr djus ds fy, Qkby ,d lkèku iznku djrh gSA vkb,] Qkby djus ds ckjs eas foLrkj ls tkudkjh izkIr djsaA 

6-3   Qkby O;oLFkk 

feñ [kku us viuh lfpo dqñ iwue ls dgk fd og eSllZ lksuh bUVjizkbll dh Qkby ls vuqcUèk dk nLrkost ys 

vk, D;ksafd Qksu ij Hkh Jh lksuh cksy jgs gSaA feñ [kku tkurs gSa fd mudh lfpo dks vuqcUèk fey tk,xk vkSj og dqN gh 

feuVksa esa mlds ikl ys vk,xh D;ksafd og O;kolkf;d dkxtksa dks mfpr <ax ls Qkby djus ds egÙo dks le>rh gS vkSj 

tc vko';drk iM+s og mUgsa [kkstdj yk ldrh gSA 
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 Qkby O;oLFkk] dkxtksa dks lkQ&lqFkjs lqfu;ksftr vkSj dq'ky <ax ls izcUèk djus vkSj laxzg djus dh izfØ;k gS 

ftlesa vko';drk iM+us ij mUgsa muds LFkku ls vklkuh ls vkSj 'kh?kzrk ls yk;k tk ldsA 

Qkby djus dh iz.kkyh dks dk;kZy; dh Le`fr ds :i esa o£.kr fd;k tkrk gSA mlesa lwpukvksa dks rc rd laxzfgr fd;k 

tk ldrk gS tc rd mudh vko';drk u iMs+A bl izdkj Qkby iz.kkyh j[kus dk lokZfèkd egÙoiw.kZ dkj.k ;g gS fd 

vki lwpukvksa dk LFkku fuèkkZj.k 'kh?kzrk ls dj ldrs gSaA 

 lfpo ds }kjk lEikfnr fd, x, lokZfèkd egÙoiw.kZ dÙkZO;ksa esa ls ,d dÙkZO; Qkby O;oLFkk djuk gSA vkidk mPp 

vfèkdkjh ;g vk'kk ugha djrk fd mls vius i=k&O;ogkj vkSj vU; O;kolkf;d dkxtksa dh Qkby dh xbZ izfrfyfi;ksa ds 

fy, izrh{kk djuh iM+sxhA 

 lkexzh dk dq'kyrkiwoZd irk yxkus ds fy, vkidks Qkby O;oLFkk ds ekud fu;eksa vkSj çfØ;kkvksa dk vuqlj.k 

djuk gksxkA vkidks u dsoy Qkby O;oLFkk vkSj mUgsa ykxw djus ds fu;eksa dk irk gksuk pkfg, vfirq vkidks izfrfnu dqN 

le; Qkby O;oLFkk eas yxkuk pkfg, ftlls fd vki mu Qkbyksa dks v|ru tkudkjh ls ;qDr j[k ldsa vU;Fkk vki cgqr 

ihNs jg tk,axs vkSj rc vkidks lwpuk,a miyCèk djkus ds fy, dgk tk,xk rc vkidks Qkbyksa esa ls [kkst djuh iM+sxhA 

6-4   vPNh Qkby iz.kkyh ds vfuok;Z rÙo 

,d vPNh Qkby iz.kkyh esa fuEufyf[kr fo'ks"krk,a gksrh gSa­ 

¼d½  ljyrk% Qkby iz.kkyh ,slh vklku gksuh pkfg, fd dksbZ Hkh O;fDr mldk ykHk mBk ldsA ,d lkèkkj.k O;fDr 

mldk vklkuh ls iz;ksx dj ldsA 

¼[k½  'kh?kzrk% ,d vPNh Qkby iz.kkyh esa dkxtksa dks 'kh?kz Qkby fd;k tk ldrk gS vkSj 'kh?kz irk yxk;k tk ldrk gSA 

¼x½  lqj{kk% Qkby fd, x, dkxt dhM+ksa] pwgksa] o"kkZ] èkwy] vkx vkSj xyr bLrseky ls lqjf{kr gksus pkfg, vkSj muds 

[kjkc gksus] [kks tkus ;k pqjk, tkus ds Mj ls Hkh mudk cpko gksuk pkfg,A 

¼?k½  lUnHkZ dh fuf'prrk% Qkby i)fr ,slh gksuh pkfg, fd ftu dkxtksa dh vko';drk mu dkxtksa dks iwjh fuf'prrk 

ds lkFk vklkuh ls [kkstk tk ldsA 

¼³½  fVdkÅiu% Qkby i)fr ds lkt&lkeku vkSj fÛ;kfofèk bl izdkj ds gksus pkfg, fd os yEcs le; ds fy, yxkrkj 

iz;ksx esa yk, tk ldsaA 

¼p½  ewY; esa fdQk;r% Qkby i)fr esa yxk gqvk ewY; de gksuk pkfg, vkSj O;olk; ds vkdkj dh rqyuk esa gh gksuk 

pkfg,A 

¼N½  LFkku esa fdQk;r% cMs+ 'kgjksa esa fdjk, cgqr vfèkd gksrs gSaa blfy, tks Qkby i)fr de LFkku ?ksjrh gS mls vPNk 

ekuk tkrk gSA 

¼v½  yksp% Qkby iz.kkyh yphyh gksuh pkfg, vkSj mlesa Qkby fd, x, dkxtksa dh xq.koÙkk ds vuqlkj vko'drk iM+us 

ij foLrkj vkSj ladqpu dh lkeF;Z gksuh pkfg,A 

6-5  Qkby O;oLFkk dk egÙo 
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i=k O;ogkj vkSj nLrostksa dh lqj{kk fuEufyf[kr dkj.kksa ls ,d egÙoiw.kZ Hkwfedk fuHkkrh gS­ 

¼d½  'kh?kz lanHkZ% Qkby i)fr fofoèk ekeyksa es lEcfUèkr lUnHkZ dk mís'; iwjk djrh gSA 

¼[k½  dkuwuh vnkyrksa eas izek.k% iwoZorhZ vfHkys[k rF;ksa ds nLrkosth lk{; iznku djrs gSa vkSj fdlh Hkh fookn ds fuiVkjs 

esa dkuwuh izek.k ds :i esa iz;ksx esa yk, tk ldrs gSaA 

¼x½  erHksnksa dk fujkdj.k% fookn vkSj xyrQgfe;ksa dks lqjf{kr i=k&O;ogkj dh lgk;rk ls nwj fd;k tk ldrk gS vkSj 

fuiVk;k tk ldrk gSA 

¼?k½  vuqlj.k dk;Zokgh% tc nwljh rjQ ls fdlh i=k O;ogkj ij dksbZ dk;Zokgh u dh xbZ gks rks vuqLekjd fy[kdj 

vuqlj.k dk;Zokgh dh tk ldrh gSA 

¼³½  ckè;dkjh vko';drk% dbZ nLrkostksa dks ,d fuf'pr vofèk ds fy, lqjf{kr j[kuk ckè;dkjh gksrk gSA vU; foHkkxksa 

dks Hkh le;&le; ij dqN lwpuk Hksth tkrh gSaA iwoZorhZ i=kksa vksj nLrostksa dh lgk;rk ls lwpuk vkSj vfHkdFkuksa 

dks vklkuh ls Hkstk tk ldrk gSA 

¼p½  ,d ubZ ifj;kstuk dh ;kstuk cukuk% ubZ ifj;kstukvksa dh Hkkoh ;kstuk ds fy, Hkyh&Hkkafr lqjf{kr vfHkys[k cgqr 

egÙo ds fl) gks ldrs gSaA 

6-6   Qkby O;oLFkk ds lkekU; fl)kUr 

,d vPNh Qkby iz.kkyh ds }kjk gh dkxtksa vkSj nLrkostksa dh O;ofLFkr lqj{kk vkSj izkfIr dks lEHko cuk;k tk 

ldrk gSA vfHkys[kksa ds j[kj[kko djrs le; lEcfUèkr O;fDr dks vius eu eas dqN vkèkkjHkwr fl)kUrksa dks vo'; gh j[kuk 

gksxk ;s fl)kUr fuEufyf[kr gSa­ 

¼d½  dsoy vfuok;Z nLrkostksa dh gh jf[k, vkSj Qkby dfj,% ,d vPNh Qkby iz.kkyh dk vkèkkj pqus gq, vkSj vfuok;Z 

nLrostksa dks Qkby djuk gksrk gSA dk;kZy; eas izkIr izR;sd dkxt dks Qkby ugha djuk gksrkA dqN i=k O;ogkj 

foKkiuksa vkfn ds lkFk esa Hkh gks ldrs gSaA bu dkxt dks Qkby djus ls vkidh Qkby Hkkjh gks tk,xh vkSj 

vR;ko';drk ds le;ksa esa lHkh lEc) vkSj vlEc) dkxtksa dks i<+uk vkids fy, dfBu gksxkA ;fn vki de 

dkxt Qkby djsaxs rks vki tYnh gh vkSj vklkuh ls viuh [kkst dj ldsaxsA 

¼[k½  nLrkostksa dks lqO;ofLFkr vkSj lqjf{kr <ax ls Qkby dfj,% nLrkostksa dks lnSo lqO;ofLFkr :i ls Qkby dfj,A 

mUgsa [kqyk er NksfM+, vU;Fkk tc mudh vko';drk iMs+xh rc egÙoiw.kZ nLrkostksa dks [kkstus esa lQyrk ugha 

feysxh D;ksafd gks ldrk gS fd os uhps fxj tk,aA vr% [krjk ugha ysuk pkfg,A 

¼x½  nLrkostksa dks igqap ds Hkhrj Qkby dfj,% ges'kk Qkby dks ,sls <ax ls vkSj ,sls LFkku ij jf[k, fd vki rd mldh 

igqap vklkuh ls gks ldsA tgka og Qkby j[kh tkrh gS ogka rd igqapus ds fy, vkidks dfBu ifjJe ugha djuk 

pkfg,A og vklkuh ls vkidh igaqp esa gksuh pkfg,A 

¼?k½  nLrkostksa dh Li"V vuqÛef.kdk cukb, % nLrkostksa vkSj Qkbyksa dh vuqØzef.kdk cukuk vkSj mUgsa muds vuqlkj LFkku 

ij j[kuk vkidks bl ;ksX; cuk nsxk fd vki misf{kr nLrkost dks fcuk fdlh dfBukbZ ds izkIr dj ldsaxsA 
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¼³½  nLrkostksa dk rdZlaxr oxhZdj.k% vki vius dk;kZy; esa Mkd ds }kjk vFkok vius mPp vfèkdkjh ls vFkok vU; 

foHkkxksa ls lSdM+ksa dkxt izfrfnu izkIr djrs gSaA vkidks pkfg, fd vki bu nLrkostksa dk fuf'pr oxhZdj.k dj nsa 

vkSj mUgsa rnkuqlkj Qkby dj nsa ftlls fd tc vkSj ftl le; vkidks mudh vko';drk iMs+ vki mu nLrkostksa 

dk LFkku fuèkkZj.k vklkuh ls dj ldsaA 

¼p½  viuh iz.kkyh dks ljy jf[k, vkSj mlds iz;ksx ds fy, funsZ'k lqyHk dfj,% vki ;g tkurs gkasxs fd izR;sd oLrq 

fuf'pr :i ls dgka gS fdUrq viuh i)fr ds fy, dqN ekxZ n'kZu nsuk cqf)ekuh gksxh D;ksafd fdlh vU; dks mlds 

iz;ksx ds fy, dgus fd laHkkouk gks ldrh gSA fu%lansg ;g i)fr ljy vkSj vklku gksuh pkfg, ftlls vU; O;fDr 

mldks vklkuh ls le> ldsA 

6-7   Qkby dh i)fr;k¡ 

fdlh fof'k"V ekeys ds fy, tc Qkby rS;kj dh tkrh gS rc ftl fo"k; vFkok foHkkx ls og lEcUèk j[krh gS 

mlds vkèkkj ij mls ,d uke ;k 'kh"kZd ns fn;k tkrk gSA vkSj os ml 'kh"kZd ds vkèkkj ij fofHkUu Qkbyksa dks oxhZÑr 

fd;k tkrk gSA tc rd ,slk oxhZdj.k ugha gksrk ,d Qkby dks mlds LFkku ij ugha j[kk tk ldrk vkSj mls <w¡<uk Hkh 

dfBu gksxkA fofHkUu oxks± eas fufgr Qkbyksa dk mu Qkbyksa dh fo"k;oLrq dh izÑfr ds vkèkkj ij fQj mifoHkktu fd;k tk 

ldrk gSA mnkgj.k ds fy, xzgkdksa ls izkIr i=k&O;ogkj dks muds uke ds vuqlkj O;ofLFkr dj fy;k tkrk gSA rnkuqlkj 

,d fof'k"V HkkSxksfyd izns'k ds xzkgdksa dh Qkbyksa dks ,d LFkku ij bdëk j[kk tk ldrk gSA bl izdkj Qkby i)fr 

Qkbyksa ds foHkktu vkSj mifoHkktu ij vkèkkfjr gksrh gSA vkèkqfud O;kolkf;d lalkj eas fofoèk izdkj dh oxhZdj.k dh 

fofèk;ka feyrh gSa vkSj izR;sd laxBu dks og iz.kkyh pqu ysuh pkfg, tks mlds mís';ksa ds vuqdwy fl) gksrh gksA 

Qkby O;oLFkk dh ikap lokZfèkd izfl) i)fr;ka fuEufyf[kr gSaA 

¼1½ o.kkZRed i)fr 

¼2½ la[;kRed i)fr 

¼3½ HkkSxksfyd i)fr 

¼4½ fo"k;kuqlkj i)fr 

¼5½ dkykuqlkj i)fr 

¼1½  o.kkZRed i)fr 

O;olk; esa Qkby O;oLFkk esa lokZfèkd izfl) o.kkZRed i)fr gS vkSj ;g vU; vfèkdka'k iz.kfy;ksa dk vkèkkj gksrh gSA 

blhfy, bl i)fr dks le>uk lcls vfèkd egÙoiw.kZ gSA 

vfèkdka'k O;kolkf;d vfHkys[k pwafd QeZ ;k O;fDr ds uke ij gksrs gSa blfy, ;s uke bl ckr dk vfHkfu'p; djrs 

gSa fd fdl izdkj dh Qkby i)fr dk iz;ksx fd;k tk,xkA bl ekeys esa Hkh vfHkys[kksa dks vfrfu;e iwoZd fu;efu"B 

o.kkZRed dze esa j[kk tkrk gSA lHkh 'kCndks'k vkSj VsyhQksu funsZ'k&iqfLrdk,a o.kkZRed i)fr dk lqUnj mnkgj.k gSaA 

bl i)fr esa fuEufyf[kr fu;e lfUufgr gSaA 
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¼d½ Qkbyksa dk LFkku fuèkkZj.k miukeksa ds vkèkkj ij fd;k tkrk gSA miukeksa ij igys fopkj fd;k tkrk gSA miuke ds 

izFke v{kj ds vkèkkj ij Qkby O;oLFkk dh tkrh gSA tSls­ 

 vgen lñ tñ 

 xqykch lñ dñ 

 fo'okl iñ dñ 

 oekZ fuñ dqñ 

¼[k½ tgk¡ miukeksa esa lekurk gksrh gS ogk¡ mlds ckn vkus okys laf{kIr uke vFkok ukeksa ds igys v{kj fu.kkZ;d rÙo 

gksrs gSaA tSls­ 

 xqIrk yksñ jkñ 

 xqIrk lñ pñ 

 HkkfV;k iñ dñ 

 HkkfV;k lñ dqñ 

¼x½ laxBu ds uke ds ekeys esa laxBu ds uke esa ls lokZfèkd egÙoiw.kZ 'kCn ds izFke v{kj ds vkèkkj ij Qkby dk 

LFkku fuèkkZfjr fd;k tkrk gSA 

¼?k½ tgk¡ miukeksa vkSj laf{kIr ukeksa esa lekurk gksrh gS ogk¡ xyh dk vFkok tgk¡ vko';d gks ftys dk o.kkZRed Øe 

ekuk tkrk gSA 

Qkby i)fr ds oxhZdj.k dh bl fofèk ds vusd ykHk gSa­ 

 ;g le>us esa vklku vkSj ljy gSA 

 bleas Lo;a gh vuqdzef.kdk cu tkrh gSA bl ekeys esa vyx vuqdzef.kdk dh vko';drk ugha iM+rhA 

 bldk foLrkj fdlh Hkh lhek rd fd;k tk ldrk gSA 

 bleas 'kh?kz lUnHkZ vkSj tYnh fu;a=k.k dh lqfoèkk gksrh gSA 

bl izdkj dh i)fr dh dqN gkfu;ka Hkh gSa 

 bl i)fr esa o.kZekyk ds fofHkUu o.kks± ds fy, vko';d LFkku dh iwoZ ?kks"k.kk djuk dfBu gks ldrk gSA ,d fof'k"V 

uke ds vUrxZr Qkbyksa dh HkhM+&HkkM+ gks ldrh gSA 

¼2½  la[;kRed dze i)fr 

bl i)fr esa izR;sd Qkby dks ,d la[;k ns nh tkrh gS vkSj rc Qkby i)fr esa la[;kRed dze ds vuqlkj mldk 

LFkku fuèkkZfjr dj fn;k tkrk gSA tc Hkh laxBu ds ikl [kjhnnkj] iw£rdÙkkZ vFkok nsunkj vFkok ysunkj ds :i esa ,d 

ubZ ikVhZ vkrh gS mls ,d la[;k ns nh tkrh gSaA bl i)fr dks vuqdzef.kdk ls gh Qkby la[;k izkIr gksrh gSA ;g ,d 

ljy rdZlaxr fofèk gS tks fd ,d cM+h la[;k esa xzkgdksa vkSj eqofDdyksa ls O;kikj djus okys laxBuksa ds fy, mi;qDr gksrh 
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gSA fo'ks"k :i ls tgk¡ dke fujUrj c<+rk tk jgk gks ogka ;g fofèk vuqdwy jgrh gSA vusd ckj izR;sd foHkkx ds varxZr 

fofHkUu Qkbyksa dks vfrfjDr la[;k nh tkrh gSA mnkgj.k ds fy, ßfcdzhÞ foHkkx dks ¼010½ uEcj fn;k x;k gS rc 010&019 

tSlh la[;k,a fcdzh ds vUrxZr iz;qDr dh tk,axhA blh izdkj 020&030 Ø; ysu&nsu ds fy, la[;k,a gks ldrh gSa vkSj blh 

izdkj vU; la[;k,a yh tk,xhA ;g i)fr bl izdkj fn[kkbZ nsxhA 

010&019 fcdzh 

010 d ls t ls vkjEHk gksus okys uke ds lHkh xzkgdksa ds fy, 

011 > ls u ls vkjEHk gksus okys ukeksa ds lHkh xzkgdksa ds fy, 

vkSj blh izdkj vU; fo"k;ksa dks Hkh la[;k,a nh tk,axhA 

dYiuk dhft, fd ,d xzkgd dk uke l-i- ,sMh gS vkSj nwljs xzkgd dk uke us-Mh- vxzoky gSA rc mudh la[;k,a  

010-1 vkSj 010-2 gks ldrh gSaA mudh la[;kvksa ls ;g Li"V gks tkrk gS fd mudk lEcUèk fcdzh ls gSA tc Hkh muls dksbZ 

i=k O;ogkj fd;k tk,xk lUnHkZ eas mudh la[;k dk iz;ksx djuk gksxkA mnkgj.k ds fy, Jheku l-i-,sMh dks 1989 esa fy[ks 

x, izFke i=k eas 010-1@1@89 la[;k fy[kh tk,xhA vxys i=k O;ogkj esa ;g la[;k lanHkZ ds :i esa fy[kh tk ldrh gSA 

bl fofèk ds fuEufyf[kr ykHk gSa­ 

 bleas foLrkj ds fy, LFkku gkssrk gS D;kasfd tSls gh ,d ubZ Qkby vkf[kjh Qkby ds ckn j[k nh tkrh gS oSls gh mls 

vxyh la[;k iznku dj nh tkrh gSA blhfy, ftruh cM+h la[;k gksxh mruh gh Qkby ubZ gksxhA bl izdkj bl fofèk 

ds }kjk Qkby i)fr dk foLrkj fdlh Hkh lhek rd fd;k tk ldrk gSA n'keyo i)fr bl i)fr esa vkSj vfèkd 

LFkku iznku djrh gSA 

 Hkfo"; esa Qkby la[;kvksa dks lanHkZ ds :i esa iz;ksx esa yk ldrs gSaA 

 ;g i)fr Qkby djus ls igys dkxtksa ds NkaVus dh lqfoèkk nsrh gSA 

bl i)fr dh dqN gkfu;k¡ Hkh gSa­ 

 la[;kvksa ds dze&ifjorZu ls mRiUu gksus okyh xyfr;ksa ls cpus ds fy, bleas vR;fèkd lkoèkkuh j[kuh iM+rh gSA 

 vuqdzef.kd cukus ds fy, vfèkd le; dh vko';drk gksrh gSA iqLrdky;ksa esa vkius bl i)fr ls O;ofLFkr dh xbZ 

iqLrdksa dks ns[kk gksxkA 

¼3½  HkkSxksfyd dze i)fr 

bl i)fr ds vUrxZr Qkbyksa dks O;olk; ds vkdkj ds vuqlkj ns'k] dLcs vFkok ftys ds vkèkkj ij oxhZÑr fd;k 

tkrk gS vkSj oxks± dks o.kkZuqdze <ax ls O;ofLFkr fd;k tkrk gSA ns'k ds ftl fgLls esa fdlh dEiuh ds xzkgd vkSj Hkkoh 

xzkgd jgrs gSa muds uke tkuus ds fy, dqN dk;kZy;ksa esa Qkby dh bl i)fr dks j[kk tkrk gSA bl izdkj dh Qkby 

i)fr esa fuEufyf[kr pj.k gksrs gSa­ 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               130 

ysfdu ,d ckr ;kn jf[k, fd ;s pj.k QeZ izfr QeZ vyx&vyx gksrs gSaA izR;sd QeZ nwjorhZ {ks=kksa esa vius O;olk; ds 

foLrkj dks ns[kdj mlds vkèkkj ij viuh i)fr fodflr djrh gSA 

1- Qkby O;oLFkk dh HkkSxksfyd i)fr dks viukus ds fy, lcls igys lEiw.kZ {ks=k dks O;kolkf;d fofHkUu oxks± eas 

ckafV,A dYiuk dhft, fd vkidk O;kolkf;d {ks=k iwjk ns'k gSA iwjs ns'k dks fofHkUu izns'kksa esa ckaVk tkrk gSA ;s 

izns'k mÙkjh izns'k] nf{k.kh izns'k] iwohZ izns'k vkSj if'pe izns'k gks ldrs gSaA izR;sd izns'k ds vUrxZr vkus okys {ks=k 

dh Li"V :i ls O;k[;k dh tkrh gSA 

2- rc izns'kksa dks iqu% jkT;ksa esa ckaVk tkrk gSA mnkgj.k ds fy,­ 

mÙkjh izns'k 

1- mÙkj izns'k 

2- iatkc 

3- gfj;k.kk 

4- fgekpy izns'k 

nf{k.kh izns'k 

1- vkaèkz izns'k 

2- mM+hlk 

3- dukZVd 

4- dsjy 

5- rfeyukMq 

;kn jf[k, 

lHkh Qkbyksa dks fofoèk oxks± ds vUrxZr o.kkZRed Ûe esa j[kk tkrk gSA 

3- izR;sd jkT; ds vUrxZr ftys vFkok dLcs ds vuqlkj o.kkZRed <ax esa oxhZdj.k fd;k tkrk gSA 

 ftykuqlkj    vEckyk ftyk 

 gfj;k.kk     djuky ftyk 

      jksgrd ftyk 

 'kgjksa ds vuqlkj 

 iatkc     tkyUèkj 

      QxokM+k 

      ve`rlj 

4- rc lqfoèkkuqlkj vyx&vyx i{kksa ds fy, O;fDrxr oxhZdj.k fd;k tkrk gSA oxhZdj.k dh bl iz.kkyh ds fuEufyf[kr 

ykHk gSa­ 
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¼d½ ;g Qkbyksas ds 'kh?kz LFkku fuèkkZj.k esa lgk;d gksrh gSA 

¼[k½ fofHkUu {ks=kksa esa mUufr ds rqyukRed vè;;u ds fy, ;g ljy vkSj ykHknk;d gSA 

bl i)fr dh viuh dqN gkfu;ka Hkh gSaA 

¼d½ Qkby O;oLFkk ds fy, mÙkjnk;h O;fDr vFkok foHkkx dks lEiw.kZ ns'k dh HkkSxksfyd tkudkjh vo'; gksuh pkfg,A 

,slh tkudkjh ds vHkko esa ;g i)fr vlQy jgsxhA 

¼[k½ ;g i)fr vdsyh cgqr lgk;d ugha gks ldrhA bls vU; fofèk;ksa ds lkFk tSls o.kkZRed dze] la[;kRed dze vkfn 

ls tksM+uk vko';d gSA 

tc fdlh fof'k"V {ks=k ds fdz;k&dykiksa ij n`f"Vikr djus dh vko';drk gksrh gS] rc fcdzh vkSj lsok dk;Z ds fy, eq[;r;k 

HkkSxksfyd Qkby O;oLFkk dk iz;ksx fd;k tkrk gSA bl i)fr esa i{k dk uke vkSj mldk HkkSxksfyd LFkku nsrs gq, uke vkSj 

LFkku fuèkkZj.k dh ,d vyx vuqdzef.kdk rS;kj dh tkrh gSA 

 
fp= 6-1 

¼4½  fo"k;kuqlkj dze i)fr 

oxhZdj.k dh bl iz.kkyh ds vUrxZr dkxtksa dks lcls igys fo"k; oLrq ds vkèkkj ij NkaVk tkrk gS vkSj rc fu;e 

ds vuqlkj Qkby fd;k tkrk gSA lHkh i=k] nLrkost vkSj dkxt ftudk lEcUèk ,d fo"k; ls gksrk gS mUgsa ,d Qkby ds 

vUnj bdëk dj fy;k tkrk gSA ;|fi os vyx&vyx i{kksa ls izkIr fd, tkrs gSaA ,d fof'k"V fo"k;kuqlkj Qkby esa dkxtksa 

dks dqN fuf'pr Øe ls Qkby fd;k tkrk gS vFkkZr~ o.kkZRed Øe ls vFkok dkykRed Øe ls Qkby fd;k tkrk gSA 

oxhZdj.k dk ;g vkèkkj ogka viuk;k tkrk gS tgka fd lEcfUèkr i{kksa dh rqyuk eas fo"k;oLrq dk vfèkd egRo gksrk gSA ;g 

ogka lcls vfèkd mi;qDr gks ldrk gS tgk¡ fd fdlh QeZ ds }kjk tSls fd bekjr cukus okyh QeZ vFkok okLrqd f'kfYi;ksa 

NORTH ZONE

Delhi

Haryana

Himachal
pradesh

Jammu
kashmir

Punjab

Uttar
pradesh
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(Architect) dh QeZ }kjk vusd izdkj ds dk;Z vFkok ifj;kstukvksas dks iwjk djus dk Hkkj ys fy;k x;k gks vFkok tgka fd 

mRikn oLrq dk izdkj vfèkd egÙoiw.kZ gks] u fd og fdls csph tk jgh gSA 

bl fofèk ds Hkh vusd ykHk gSa­ 

¼d½ ;fn fo"k; dk Kku gks] rks lanHkZ dh lqfoèkk jgrh gSA 

¼[k½ vlhfer foLrkj dh lEHkkouk gksrh gS] vkSj 

¼x½ tc ,d vdsys fo"k; ij vyx&vyx dkxtksa dks bdëk djus dk lkspk tkrk gS rc ;g ykHknk;d gksrh gSA 

bl iz.kkyh dh gkfu;ka fuEufyf[kr gSa­ 

¼d½ fo"k;oLrq ds vkèkkj ij dkxtksa dks Qkby djuk rqyukRed nf̀"V ls dfBu jgrk gS D;ksafd Qkby DydZ dks dkxt 

 dh izÑfr ds ckjs esa QSlyk djuk gksrk gSA 

 

 

fp= 6-2 

¼[k½ ;g iz.kkyh fefJr dkxtksa ds fy, Hkh vfèkd mi;qDr ugha gksrhA 

¼x½ pwafd vfèkdka'k dkxtksa dk lEcUèk ,d&nwljs ls gksrk gS vr% fo"k;oLrq ds vkèkkj ij dkxtksa dk oxhZdj.k djuk 

 vkSj lEcfUèkr Qkby dks ,d 'kh"kZd nsuk vklku dke ugha gksrkA 

¼?k½ bl izdkj ds oxhZdj.k ds fy, vuqØekf.kdk dh vko';drk gksrh gSA 

¼5½  dkykuqlkj Øe i)fr 
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bldk vFkZ dsoy bruk gh gS fd QksYMjksa dh O;oLFkk frfFk Øe ls dh tk,A bl ekeys esa o"kZ] ekl vkSj fnu ds 

vuqlkj le; ds Øe esa Qkby dk j[kj[kko fd;k tkrk gSA Qkby ds lkeus dh rjQ lokZfèkd uohure dkxt j[ks tkrs 

gSa vkSj mlds ihNs dh rjQ iqjkus dkxt j[ks tkrs gSaA ;g iz.kkyh egRoiw.kZ gS D;kasfd vkerkSj ij lokZfèkd gky ds i=k 

O;ogkj dh gh vko';drk vfèkd iM+rh gSA ;g i)fr izk;% ys[kk ls tqMs+ gq, chtdksa vkSj izek.ki=kksa dks Qkby djus esa 

vfèkd viuk;h tkrh gSA 

,d lfpo ds :i esa vius mPp vfèkdkjh ds fy, nSfud ;kstuk cukus esa lgk;rk djrs le; vki dkykuqlkj Qkby dk 

iz;ksx djsaxsA bu Qkbyksa dks vki izfrfnu feyus dk le; nsus ds fy,] dkUÝsal vkSj vU; O;kolkf;d O;Lrrkvksa dks crkus 

ds fy, j[krs gSaA MsLd dSysUMj dkykuqlkj Qkby dk ,d nwljk :i gSA bl iz.kkyh dk iz;ksx vuqlj.k vFkok tfVy 

leL;k iz.kkyh ds fy, Hkh fd;k tk ldrk gSA bl iz.kkyh ds vUrxZr ,d Qkby dkykuqlkj Øe ls cukbZ tkrh gS ftlesa 

mu fo"k;oLrqvksa dk foLrkj lfUufgr jgrk gS ftUgsa fdlh ckn dh frfFk esa fuiVk;k tk,xkA fdlh O;kolkf;d fnu esa tks 

dqN Hkh djuk gS mu lcdks ;kn dj ysuk pwafd yxHkx vlEHko gksrk gS blfy, dkykuqlkj ,d Qkby dk fodkl dj ysuk 

pkfg, vkSj izfrfnu mldh tkap dj ysuh pkfg,A ftlls lgh le; ij mfpr dk;Zokgh dh tk ldsA 

Qkby O;oLFkk dh bl fofèk ls dbZ ykHk gSa­ 

¼d½ ;g lapkyu esa ljy gksrh gSA 

¼[k½ ;g lexz oxhZdj.k vFkkZr~ fofHkUu lkyksa ds i=k&O;ogkj ds fy, vPNh gksrh gSA 

Qkby O;oLFkk esa fuEufyf[kr gkfu;ka gSa­ 

(i) dsoy NksVs O;olk;ksa esa gh ;g fofèk ykHknk;d gksrh gSA 

(ii) ;fn frfFk dh tkudkjh ugha gks rc ;g ykHknk;d ugha gksrhA 
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fp= 6-3 

 Qkby ds j[kj[kko dh fdlh ,d fofèk dk pquko djuk cgqr dfBu gSA fdlh fofèk dks Hkh loZJs"B fofèk ugha dgk 

tk ldrkA mi;qDr fofèk dk pquko O;olk; dh izÑfr vkSj izcUèk dh uhfr;ksa ij fuHkZj djrk gSA izcUèk vyx&vyx mís';ksa 

ds fy, vyx&vyx fofèk;ksa dk Hkh iz;ksx dj ldrk gSA Qkbyksa ds j[kj[kko ds fy, bu fofèk;ksa ds vyx&vyx la;kstu 

dks Hkh viuk;k tk ldrk gSA fdlh mi;qDr fofèk dk pquko Qkby iz.kkyh ds vkdkj ij fuHkZj djrk gSA 

vU; ckrsa tks è;ku esa j[kuh pkfg, os gSa lqfoèkk] ljyrk] foLrkj dh {kerk] lUnHkZ dh 'kh?kzrk vkSj ifj'kq)rkA 

6-8   Qkby djus dh fofèk;k¡ 

Qkby djus ds fy, vuØef.kdk ds fu;eksa dks tkuuk furkUr vko';d gksrk gSA fdUrq tc rd vkids ikl Qkby 

djus ds fy, mi;qDr lkt&lkeku ugha gksaaxs] rc rd vkidh Qkby dh i)fr lQy ugha gksxhA 

 Qkby djus dh fofèk ls gekjk vfHkizk; gS fd fdl izdkj ls ,d Qkby dks j[kk tk ldrk gSA egÙoiw.kZ dkxtksa 

vkSj nLrkostksa ls ;qDr Qkbyksa ds j[kjoko dh fofoèk fofèk;ka gSaA fdlh Hkh fofèk dks ,slh vkn'kZ fofèk ugha ekuk tk ldrk 

tks fd lHkh laxBuksa dh vko';drkvksa dks iwjk dj ldsA laxBu dh izÑfr vkSj vkdkj ds vuqlkj Qkby ds j[k&j[kko dh 

fofèk esa vUrj gks ldrk gSA fdUrq mís'; ,d gh gS vFkkZr~ pksjh] vkx] o"kkZ] èkwy vkfn ls gksus okyh cjcknh ls vfHkys[kksa dks 

cpkuk vkSj ftl :i esa vkSj tc dkxtksa dh t:jr iM+s mUgsa miyCèk djkukA 

O;kid :i esa Qkby djus dh lHkh fofèk;ksa dks nks oxks± esa ckaV ldrs gSa­ 
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¼1½ Qkby djus dh lery fofèk 

¼2½ Qkby djus dh 'kh"kZ fofèk 

¼1½  Qkby djus dh lery fofèk% Qkbyksa dks dkxtksa esa j[kus ds ckn mUgsa jSd vFkok vyekjh ds [kkuksa esa ,d Åij 

,d Hkwfe ds lekukUrj vFkok lery <ax ls j[k fn;k tkrk gSA dfBukbZ rc vkrh gS tcfd lcls uhps dh Qkby 

dks fudkyuk gksrk gSA rc mlds Åij dh lHkh Qkbyksa dks lcls igys gVkuk iM+sxk rc lcls uhps dh Qkby ckgj 

fudysxhA bl fofèk ds fy, vfèkdka'kr% lery Qkbyksa dk iz;ksx fd;k tkrk gSA mFkyh njkt okyh dSfcusV vFkok 

mPp vfèkdkfj;ksa ds fy, MsLd ds lkFk yxh gqbZ xgjh njktksa dk Hkh iz;ksx fd;k tkrk gSA 

¼2½  Qkby djus dh 'kh"kZ fofèk% 'kh"kZ fofèk lokZfèkd oSKkfud gSA bl i)fr ds vUrxZr Qkbyksa dks fo'ks"k :i ls cukbZ 

xbZ njktksa esa 'kh"kZ <ax ls ,d&nwljs ds ihNs j[kk tkrk gS ftlls fd ik'oZ ysoy ges'kk gh lkeus dh rjQ gksA 

blesa vU; Qkbyksa dks myV&iqyV fd, fcuk fdlh Qkby dks [kkstuk] mls ckgj fudkyuk vFkok vUnj j[kuk cM+k 

vklku jgrk gSA ;g cgqr yphyh gksrh gS vkSj blesa Qkbyksa dks oxhZdj.k djuk vklku gks tkrk gSA njktksa ls 

Qkbyksa dks vfèkd lqj{kk feyrh gSA 

Qkby dh izFke i)fr iqjkuh gSA nwljh 'kh"kZ i)fr oSKkfud vkSj vkèkqfud gSA 

Qkby djus ds mi;qDr lkt&lkeku ds pquko ij gh Qkby i)fr dh dq'kyrk fuHkZj djrh gSA lHkh laxBuksa esa vfHkys[kksa 

dk mfpr laxzg.k vko';d gksrk gSA ftl lkexzh dks Qkby djuk gS mldk vkdkj] izfrfnu fdruh la[;k esa oLrqvksa dks 

Qkby djuk gS] vkSj lkt&lkeku dh dher vkfn ds egÙoiw.kZ rÙo Qkby djus ds lkt&lkeku ds pquko esa ;ksxnku nsrs 

gSaA 

Qkby ds lkt&lkeku dks nks oxks± esa foHkkftr dj ldrs gSa­ 

¼1½ izkphu vFkok ijEijkxr lkt&lkeku 

¼2½ vkèkqfud lkt&lkeku 

¼1½  izkphu vFkok ijEijkxr lkt&lkeku 

vfèkdka'k dk;kZy;ksa esa Qkby dh iqjkuh i)fr dk vc Hkh iz;ksx gksrk gSA fdUrq 

mudk LFkku èkhjs&èkhjs vkèkqfud i)fr;k¡ ysrh tk jgh gSaA 

1-  uksadnkj rkj% ;g izkphure :i gSA ydM+h ds ,d VqdM+s ds lkFk ,d 

yksgs dh rkj yxkdj tks fd ;k rks est ij j[kk tkrk gS vFkok nhokj 

ij dhy ds lkFk Vk¡xk tkrk gSA dkxtksa dks rkj ds ekè;e ls chaèkdj 

yxk;k tkrk gSA ;g vlqjf{kr vkSj vlqfoèkktud gSA ;fn lcls uhps 

ls dksbZ dkxt pkfg, rc mlds Åij ds lHkh dkxtksa dks igys gVk;k 

tk,xkA           fp= 6-4 
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2-  ladsr iqfLrdk,a% ;s dqN fo'ks"k :i ls ftYnc) iqLrdksa tSlh gksrh gSa ftuds ì"Bksa ;k fdukjksa ij dkxtksa dks 

fpidk;k tkrk gSA ;g funsZ'k i)fr gksrh gSA ;fn ,d ckj dkxt dk dksbZ VqdM+k fpidk fn;k tkrk gS rc mls 

gVk;k ugha tk ldrkA 

3-  lUnwduqek Qkby% blesa lUnwd dh rjg ds fMCcs gksrs gSa ftUgsa vyx&vyx vkdkjksa vkSj ekiksa esa rS;kj fd;k tkrk 

gSA vusd fMCcksa eas ckgj dh rjQ vaxwBk Mkyus dk LFkku Hkh cuk jgrk gS ftlls fd 'ksYQ esa ls Qkby dks vklkuh 

ls fudkyk tk ldsA dkxtksa dks Qkby esa yxk;k tkrk gS vkSj mUgsa fLaizxnkj dCts ds }kjk ,d fuf'pr LFkku ns 

fn;k tkrk gSA Qkby djus dh ;g fofèk lLrh] lapkyu esa ljy] dkxtksa ds ifjy{k.k esa mÙke vkSj ueh vFkok èkwy 

ls eqDr gSA fdUrq fo'kky laxBuksa ds fy, vkSj vfHkys[kksa ds LFkkbZ laxzg ds fy, ;g fofèk mi;qDr ugha gSA 

 

fp= 6-5 
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4-  dkUlfVZuk Qkby% ;g Qkby xÙks dh cuh gksrh gS vkSj blesa 

gYds xÙks ds vusd [kkus gksrs gSa bUgsa lkekU;rk ,d Qhrs ls 

ckaèkk tkrk gSA [kqys dkxtksa dks bu [kkuksa esa j[kk tk ldrk 

gSA budk iz;ksx eq[;:i ls ,sls nLrkostksa ds vLFkkbZ laxzg ds 

fy, fd;k tkrk gS ftu ij vkxs Hkh dk;Zokgh gksuh ckdh gSA 

;s Qkbysa vklkuh ls ,d LFkku ls nwljs LFkku ij ys tkbZ tk 

ldrh gSaA budh eq[; deh ;g gS fd buesa lhfer LFkku gksrk 

gSA            fp= 6-6 

5-  [kkusnkj vyekjh% bl i)fr ds vUrxZr ,d fo'ks"k izdkj dh vyekjh NksVs&NksVs [kkuksa ds lkFk cukbZ tkrh gSA 

izR;sd [kkus dks o.kZekyk dk ,d v{kj ns fn;k tkrk gS vyx&vyx fo"k;ksa vkSj i{kksa ds dkxtksa dks eksM+us ds ckn 

vyx&vyx j[k fn;k tkrk gS­ vusd ckj eksMs+ gq, nLrkostksa ij ml nLrkost dk laf{kIr fooj.k Hkh fjdkMZ dj 

fn;k tkrk gSA bl izfØ;k dks MkdsfVax djuk dgrs gSaA 

 Hkkjrh; Mkd?kjksa esa i=kksa dks Nk¡Vus ds fy, bl fofèk dk iz;ksx gksrk gSA fu;fer varjkyksa ij bu [kkuksa dks [kkyh 

dj fn;k tkrk gS ftlls egÙoiw.kZ vkSj vokafNr i=kksa vFkok dkxtksa dks u"V fd;k tk lds vkSj vU; egÙoiw.kZ nLrkostksa 

dk caMy cukdj ckDl esa j[kk tk ldsA vFkok muds fy, fuf'pr mi;qDr LFkku ij j[kk tk ldsA 

6-9   Qkby djus ds vkèkqfud lkt&lkeku 

cMs+&cMs+ laxBuksa esa ijEijkxr fofèk;ka cgqr ykHknk;d ugha gksrh ;s lkt lkeku rHkh ykHknk;d gksrs gSa tcfd 

vfHkys[kksa dh la[;k cgqr de gksrh gSA cM+s&cM+s laxBuksa dh vko';drkvksa dks iwjk djus ds fy, vusd u, ifjekftZr vkSj 

ifj"Ñr lkt&lkeku fodflr gks pqds gSa vkSj cMs+&cMs+ laxBuksa esa mudk yxkrkj iz;ksx gksrk gSA 

bu lkt&lkekuksa dks Qkby djus dh fofèk;ksa ds vkèkkj ij nks oxks± esa ckaV ldrs gSaa 

¼1½ Qkby djus dh lery fofèk ds fy, iz;ksx esa vkus okys lkt&lkeku 

¼2½ Qkby djus dh 'kh"kZ fofèk ds fy, iz;ksx esa vkus okys lkt&lkeku 

¼1½  Qkby djus dh lery fofèk ds fy, lkt&lkeku 

tSlk fd vki tkurs gSa fd Qkby djus dh lery fofèk esa dkxtksa dks ,d ds Åij ,d lery <ax ls j[krs tkrs 

gSaA bl izdkj Qkby djus ds fy, nks izdkj ds lkt&lkeku miyCèk gSa­ 

(i) piVh Qkbysa 

(ii) pkikdkj yhoj QkbysaA 

(i)  piVh Qkby% ;g eksVs dkxt vFkok dkMZ vFkok IykfLVd 'khV fDyi vFkok iryh rkjksa ls ck¡èkdj j[krk tkrk gSA 

fDyi ;qDr Qkby dks NksM+dj vU; izR;sd mijksDr fyf[kr fLFkfr esa dkxtkas esa lqjk[k fd;k tkrk gSA ;g i)fr 

yphyh gksrh gS] fdUrq ;fn dksbZ dkxt uhps ls fudkyuk gksrk gS rc mlds Åij ds lkjs dkxtksa dks igys gVkuk 
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iMs+xkA oxhZdj.k ds fy, ladsr 'khV vFkok o.kkZRed fLyi dk iz;ksx fd;k tk ldrk gSA ;g Qkby djus dk 

lokZfèkd izpfyr :i gSA 

(ii)  pkikdkj yhoj Qkby% ;g etcwr dkMZ cksMZ gksrs gSa ftuesa èkkrq dh etcwr 'yk[kk,a yxh gksrh gSA bu 'yk[kkvksa dks 

yhoj mBkdj [kksyk tk ldrk gSA dkxtksa dks Qkby djus ds fy, dkxtksa esa igys iafpax e'khu dh lgk;rk ls 

nks lqjk[k fd, tkrs gSa vkSj mUgsa Øe ls [kqys fuf'pr LFkku ij j[k fn;k tkrk gSA yhoj dks rc uhps nckdj 

'yk[kksa dks cUn dj fn;k tkrk gS ftlls nks fjax dkxtksa dks idM+s jgrs gSaA Qkby esa igys ls gh fo|eku dkxtksa 

ds bèkj&mèkj fd, fcuk gh bu Qkbyksa dks j[kk tk ldrk gSA Qkby esa dkxt likV <ax ls ,d ds Åij ,d j[ks 

gksrs gSaA bl iz.kkyh ls o.kkZRed foHkktu dh lqfoèkk jgrh gSA mi;qDr LFkkuksa ij eksVs dkMZ yxkdj ;g foHkktu 

fd;k tk ldrk gSA 

 

 

 
fp= 6-7 

¼2½  Qkby djus dh 'kh"kZ fofèk ds fy, lkt&lkeku 

bl ekeys esa isij QksYMjksa vFkok Qkbyksa dks [kM+h fLFkfr esa j[kk tkrk gSA Qkby djus dh 'kh"kZ i)fr esa fuEufyf[kr 

lkt&lkeku dk iz;ksx gksrk gSA 

¼d½ QksYMj 

¼[k½ dsfcusV 

¼x½ vyekfj;k¡ 

File No.

Subject

Subject.

File No.

Year.

Previous Ref.

Later Ref. Ring binder
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¼d½  QksYMj% QksYMj eksVs dkxt dk cuk;k tkrk gSA ;g bl izdkj ls eqM+k gksrk gS fd ftlls fiNyk Hkkx vxys Hkkx 

ls cM+k gksrk gSA QksYMj eas ftrus dkxt gksrs gSa muls ;g cM+k gksrk gS ftlls fd QksYMj dkxtksa dh j{kk dj 

ldsA c<+h gqbZ fiNyh rjQ dk iz;ksx fo"k; lwph dks fy[kus vkSj fo"k; ls lEcfUèkr vU; vko';d fooj.kksa dks 

fy[kus ds fy, gksrk gSA tc QksYMjksa dks dsfcusV esa j[kk tkrk gS rc mlds cM+s gq, fdukjs ,d Øe esa fn[kkbZ nsrs 

gSaA ftlls fd fo"k; lwph dks vklkuh ls i<+k tk ldsA 

¼[k½  dsfcusV% vfèkdka'k O;kolkf;d dk;kZy;ksa esa [khapus okyh fof'k"V njkt 

dsfcusV dk iz;ksx gksrk gSA bu njktksa eas Qkbyksa dks ,d ds ckn ,d 

j[kk tkrk gSA njktksa dks [khapdj [kksyk tkrk gS vkSj lkeus ls gh 

Qkbyksa dk j[kj[kko fd;k tkrk gSA lkekU;r;k laxBuksa }kjk nks] rhu] 

pkj] ikap njkt okyh dsfcusVksa dk iz;ksx fd;k tkrk gSA nks njkt 

okyh 'kh"kZ Qkby dsfcusVksa dk iz;ksx vfèkdkjh ds Vscy ds fudV gh 

fd;k tkrk gS vkSj blesa dsoy lokZfèkd iz;ksx esa vkus okys vfHkys[k 

gh j[ks tkrs gSaA 

lkekU;r;k ,d njkt esa 200 rd Qkbysa gksrh gSaA njktksa dks dbZ Hkkoksa 

esa foHkDr dj ldrs gSaA bu Hkkxksa dks dk;kZy; esa viukbZ xbZ Qkby djus dh i)fr ds vuqlkj tSls] o.kkZRed] 

la[;kRed] HkkSxksfyd] dkykRed vFkok fo"k;kuqlkj Øe i)fr ds vuqlkj uke ns fn;k tkrk gSA ladsr dkMksZ dks 

mi;qDr LFkkuksa ij yxk fn;k tkrk gSA ftlls fd njktksa dks Hkkxksa esa foHkDr fd;k tk ldsA tc dksbZ fof'k"V 

Qkby gVkbZ tkrh gS rks ,d fLyi mlds LFkku ij yxk nh tkrh gS ftlesa ml Qkby ds ifjofrZr LFkku dk ladsr 

fy[kk jgrk gSA blh izdkj mi;qDr LFkkuksa ij ubZ Qkbyksa dks Hkh j[kk tk ldrk gSA 

¼x½  vyekfj;ka% Qkby djus dh vyekfj;kas esa [kkus cus gksrs gSa ftueas Qkbykssa dh ihB dh rjQ ls [kM+k dj fn;k tkrk 

gSA vyekfj;ksa es njokts yxs gksrs gSaA vkWfQl ds le; ds [kRe gks tkus ds ckn bu vyekfj;ksa dks rkyk yxk;k tk 

ldrk gSA cM+h vyekjh esa Qkby j[kus dk LFkku dsfcusV ds LFkku ls nqxquk gks ldrk gSA 

laxBu dh vko';drkvksa dh iw£r ds fy, bu lkt&lkekuksa dks vksj vfèkd vkèkqfud cuk;k tk ldrk gSA bu 

vkèkqfud vkSj lokZfèkd ifj"Ñr lkt&lkekuksa esa fuEufyf[kr 'kkfey gSaA 

¼d½ yVdrh Qkby i)fr dk lkt&lkeku] vkSj 

¼[k½ ekbØksfQYe cukus dk lkt&lkekuA 

¼d½  yVdrh Qkby i)fr% tc Qkbyksa dks njktksa esa [kMs+ <ax ls j[kk tkrk gS rc og mudh izo`fÙk gks tkrh gS fd ;s 

vius LFkku ls uhps fxj tk, vFkok f[kld tk,aA ,sls esa Qkby DydZ ds fy, vko';drk iM+us ij Qkby dk LFkku 

fuèkkZj.k djuk dfBu gks tkrk gSA bl dfBukbZ ij dkcw ikus ds fy, Qkby dh yVdrh i)fr dks viuk;k tk 

ldrk gS vkSj lkekU; dsfcusVksa dh njktksa dks gh mi;qDr :i fn;k tk ldrk gSA blds fy, njktksa esa èkkrq ds Ýse 
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yxk, tkrs gSa ftuds Åij NM+ yxh gksrh gSaA Qkbyksa dks bu NM+ksa esa yxk fn;k tkrk gSA Qkbyksa ds 'kh"kZ IykfLVd 

ds ikjn'khZ dkxtksa esa j[k fn, tkrs gSa vkSj mUgsa [kM+h fLFkfr esa ckgjh [kkus esa tksM+ fn;k tkrk gSA 

 
fp= 6-9 

¼[k½  ekbØksfQYe Qkby i)fr% Qkby djus dh lHkh i)fr;ksa esa lcls cM+h leL;k laxzg LFkku dh gS] fo'ks"k :i ls 

nLrkostksa ds laxzg LFkku dh ftudk iz;ksx izk;% ugha gksrkA ekbØksfQYe bl laxzg leL;k dk vkn'kZ mÙkj gSA os 

laxBu tks bldk [kpkZ ogu dj ldsa muds fy, fQYe ds }kjk laxzg.k loksZÙke gSA 

ekbØksfQYe cukuk ,d QksVksxzkfQd izfØ;k gS ftlesa nLrkostksa dk QksVksxzkQ fy;k tkrk gS vkSj mUgsa cgqr vfèkd 

NksVs vkdkj dk cuk fn;k tkrk gSA QksVksxzkQ ys ysus ij nLrkostksa ls Hkjh gqbZ Qkbyksa ds LFkku ij fQYeksa dh NksVs jhysa gh 

dsoy  laxzg.k djus ds fy, jg tkrh gSA fQYe ysus ds ckn ewy nLrkostksa dks u"V fd;k tk ldrk gSA tc fdlh nLrkost 

dh vko';drk iM+s rc ,d LdSuj ij ekbØksfQYe dks ns[kk tk ldrk gSA bleas uSxsfVo dks LØhu ij cM+k djds iznf'kZr 

fd;k tkrk gSA 

[kqys 'ksYQ ij Hkh Qkby O;oLFkk dh tk ldrh gSA ;g fofèk lkekU;r;k iqLrdky;ksa esa iz;qDr dh tkrh gSA blds 

vUnj Qkbyksa dks [kqys [kkuksa esa lery <ax ls vFkok [kM+s <ax ls j[k fn;k tkrk gSA bu [kkuksa dh Nr dh ÅapkbZ bruh 

Åaph cuk;h tkrh gS fd Qkbyksa dks fudkyus ds fy, DyZdksa dks ,d lh<+h dk iz;ksx djuk  iM+rk gSA bl fofèk esa nLrkostksa 

dh lqj{kk ds fy, èkwyjfgr {ks=k dh vko';drk gksrh gSA 
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fp= 6-10 

 

6-10   lkjka'k 

izR;sd dk;kZy; esa izfrfnu fofHkUu izdkj ds lSadM+ks ysu&nsu gksrs jgrs gSA O;olk; dks lqpk: :i ls pykus ds 

fy, bu ysu&nsuksa dk fjdkMZ j[kuk vR;ar vko';d gSA fjdkMZ ds vUrxZr laLFkk ds fyf[kr ifji=ksa] foys[kksa] i=&O;ogkjksa] 

iqLrdksa] fp=ksa] Q+keks±] dk;Z&fooj.kksa dks lfEefyr fd;k tkrk gSA fjdkMZ laLFkk dh uhfr;ksa] dk;Z&jhfr;ksa o dk;Zokfg;ksa dk 

lk{kh gksrk gS] vkèkqfud ;qx esa fjdkMks± dk rS;kj djuk ,oa mudh mfpr ns[k&js[k djuk vR;ar egÙoiw.kZ gSA fdlh Hkh laLFkk 

dk izcUèk fofHkUu izdkj dh lwpukvksa ,oa rF;ksa ds vkèkkj ij pyk;k tkrk gSA ;s lwpuk,¡ ,oa rF; dsoy fjdkMks± ls gh izkIr 

gks ldrs gSaA 

fdlh Hkh i= vFkok mldh izfrfyfi dks Qkbfyax djuk mldh fo"k;&lkexzh ds fjdkMZ j[kus ds leku gSA O;olk; 

esa dke vkus okys lHkh izi=ksa ,oa izys[kksa dks laHkkydj j[kuk iM+rk gS] ftlls t:jr ds le; mUgsa dke esa yk;k tk ldsA 

vPNh Qkbfyx i)fr dk izHkko dk;kZy; dh dk;Zdq'kyrk ij iM+rk gSA  

6-11   'kCnkoyh 

oxhZdj.k (Classification)­ Qkbyksa dks fdUgh lkekU; fo'ks"krkvksa ds vkèkkj ij njktksa vFkok vyekfj;ksa esa j[kus dh izfØ;k 

dh oxhZdj.k djuk dgrs gSaA  
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dky&Øe ;k le;kUrj Øe&i)fr (Chronological order) bl i)fr ds vUrxZr fofHkUu o"kks± ls lacafèkr Qkbysa fofHkUu 

LFkkuksa ij j[k nh tkrh gSaA 

lw{ke fQYe Qkbfyax i)fr (Micro Film Filing System) bleas i=k ,oa izys[kksa ds lw{e fp= fQYeksa ij mrkj fy, tkrs 

gSaA fQYeksa ij yh xbZ izi=ksa dh udyksa dks n'kZd ;a= (Viewer) dh lgk;rk ls foLrkj ls ns[kk tk ldrk gSA  

6-12 cksèk iz'u ,oa muds mÙkj 

¼d½ bl bdkbZ dks i<+us ds i'pkr~ vki vius Kku dks igpkus & 

 crkb, fd fuEufyf[kr vfHkdFku lgh gSa ;k xyr % 

 ¼1½ izR;sd laxBu esa Qkby O;oLFkk lEcfUèkr foHkkx }kjk dh tkrh gS] lfpo dk blls dksbZ lEcUèk ugha gksrkA 

              ¼xyr½ 

 ¼2½ vfHkys[k us dsoy O;olk; dk bfrgkl crkrs gSa vfirq Hkkoh fu.kZ;ksa ds fy, vkèkkj Hkh iznku djrs gSaA 

              ¼lgh½ 

 ¼3½ mPp vfèkdkjh ds ikl vkus okys izR;sd dkxt dks mldh Qkby esa Qkby djuk vkids fy, vko';d gSaaA

              ¼xyr½ 

 ¼4½ lwpuk dh ftl :i esa vkSj tc vko';drk iM+s Qkby O;oLFkk mldks djkus esa lgk;rk djrh gSA 

              ¼lgh½ 

 ¼5½ fdlh nLrkost dks izkIr djus ds i'pkr vkidks mls dsoy lEc) Qkby esa gh Qkby djuk pkfg,A 

              ¼lgh½ 

LrEHk (I) esa nh xbZ 'kCnkoyh dk LrEHk (II) esa nh xbZ mi;qDr fo'ks"krkvksa ds lkFk feyku djsa­ 

 dkWye (I)   mÙkj ds fy, LFkku  dkWye (II) 

1- Qkby O;oLFkk ds mís';   1- i= O;ogkj ds foLrkj vFkok ladqpu ds fy, mls ljy cukukA 

2- ljy Qkby iz.kkyh    2- igqap eas vklkuA 

3- lqjf{kr Qkby iz.kkyh 3- bl Mj ls eqDr fd i= [kjkc gks tk,axs] [kks tk,axs vFkok xyr bLrseky gksaxsA 

4- yphyh Qkby iz.kkyh      4- iwoZorhZ vfHkys[kksa dh vko';drk gksrh gSA 

5- ubZ ifj;kstukvksa dh ;kstuk cukukA     5-  dkxtksa dk LFkku fuèkkZj.k vklkuh ls vkSj 'kh?kzrk ls gks ldsA 

¼[k½ mi;qDr 'kCn dks nsrs gq, fjDr LFkkuksa dh iwfrZ dhft, & 

 1- LFkku ds uke ds vUrxZr Qkby ds j[kjjoko dks ----------------------------------------------- dgrs gSaA ¼o.kkZRed@HkkSxksfyd½ 

 2- Qkby O;oLFkk dh --------------------------------------------------- iz.kkyh ls gekjk vfHkizk; gS dkxtksa dks frfFk Øe esa yxkukA  

  ¼dkykuqlkj Øe@la[;kRed½A 

 3- fcØh foHkkxksa esa lkekU;r;k Qkby dh ---------------------------------------- fofèk dk iz;ksx gksrk gSA ¼HkkSxksfyd@o.kkZRed½ 



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               143 

4- -------------------- fofèk esa izR;sd Qkby dks ,d la[;k nh tkrh gS vkSj mlds vuqlkj gh mldk LFkku fuèkkZj.k 

fd;k tkrk gSA   ¼la[;kRed@dkykuqlkj½ 

¼x½ miq;Dr 'kCnksa ds }kjk fjDr LFkkuksa dh iwfrZ dhft,A 

 1- Qkby djus dh nks fofèk;ka ------------------------------------------------------ vkSj ----------------------------------------------------- gSaA  

2- Qkby djus dh ------------------- fofèk esa nLrkostksas dks èkkrq dh pkikdkj 'yk[kkvksa }kjk fuf'pr fLFkfr esa j[kk 

tkrk gSA  

3- Qkby djus dh ---------------------------------------- esa Qkbyksa dks dsfcusV ds vkj&ikj yxh gqbZ NM+ksa ls yVdk;k tkrk 

gSA  

 4- vfHkys[k ds j[kj[kko dh izkphure fofèk ----------------------------------------------------------------------------------------------- gSA  

5- Qkby djus dh ----------------------------------- esa [kkuksa ls Qkbysa fudkyus ds fy, vaxwBk Mkyus dk LFkku cuk jgrk 

gSA 

 6- ----------------------------------------------------------- vfèkdk'kar% gekjs Mkd?kjksa }kjk i=kksa dks NkaVus esa iz;ksx eas ykbZ tkrh gSA  

 7- Qkby djus dh 'kh"kZ i)fr ds fy, ---------------------------------------- vkSj ---------------------------------------- lkt&lkeku gSA  

 8- [kqys [kkuksa esa Qkby djus ds fy, -------------------------------------------------------------------------------------- {ks=k gksuk pkfg,A  

¼?k½ ;g crkb, fd fuEufyf[kr vfHkdFku lgh gS vFkok xyrA 

¼1½ ;g Qkby DydZ dk dÙkZO; gS fd og dk;kZy; ds vfHkys[kksa dh iwjh tkudkjh j[ksA ,d lfpo dk blls 

fcYdqy Hkh lEcUèk ugha gSA 

¼2½ fdUgh egRoiw.kZ dkj.kksa ls ;fn vki dksbZ Qkby gVkrs gSa] rks vkidks mlds LFkku ij funsZ'k Qhrk j[kuk 

t:jh ugha gSA 

¼3½ nLrkost dh tkap&iM+rky Hkyh&Hkkafr dhft, vkSj rc fu'p; dhft, fd Qkby dks fdl LFkku ij Qkby 

djuk gSA 

 ¼4½ iwoZ fuf'pr mfpr Øe eas Qkbyksa dks njkt esa O;ofLFkr dhft,A  

mÙkj ­1- ¼d½ ¼1½ 1&5] ¼2½ 2&2] ¼3½ 3&3] ¼4½ 4&1] ¼5½ 5&4A 

  ¼[k½ ¼1½ o.kkZRed] ¼2½ dkykuqlkj Øe] ¼3½ HkkSkxksfyd] ¼4½ la[;kRedA 

  ¼x½ 1- lery Qkby fofèk] 'kh"kZ Qkby fofèk] 2- pkikdkj] 3- yVdrh i)fr] 4- uksdnkj rkj Qkby] 5- 

       lUnwduqek fofèk]  6- [kkusnkj vyekjh] 7- QksYMj] dsfcusV 8- èkwy jfgrA 

  ¼?k½ ¼1½ xyr] ¼2½ xyr] ¼3½ lgh] ¼4½ lghA 

6-13   Loij[k iz'u 

1- nLrkostksa vkSj dkxtksa dks Qkby djus dh D;k vko';drk gS\ 

2- Qkby djus ds lkekU; fl)karksa dh O;k[;k djsa\ 
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3- nLrkostksa ds fo"k;kuqlkj Qkby djus dh i)fr dks mnkgj.k lfgr le>k,¡\ 

4- Qkby djus ds fuEufyf[kr lktks&lkeku dks Li"V djsa% 

 ¼1½ lUnwduqek Qkby 

 ¼2½ pkikdkj yhoj Qkby 

 ¼3½ dsfcusV 

 ¼4½ Qkby dh yVdrh i)fr dk lkt&lkeku 

dqN mi;ksxh iqLrdsa 

 vkj-lh-HkkfV;k % dk;kZy; izcU/k] ,VykafVd ifCy'klZ ,.M fMLVªhO;wVlZ ¼izk-½ fy- 7@22] vUlkjh jksM] nfj;kxat] ubZ 

fnYyh&110002 

 lgk;] ,l- ds- % dk;kZy; izcU/k] lkfgR; izdk'ku] vkxjk 

 xqIrk] caly ,oa efyd % dk;kZy; izcU/k] fnYyh fo'ofo|ky; fgUnh ehfM;e] fnYyh&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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bdkbZ 7  dk;kZy; e'khusa rFkk midj.k 

bdkbZ dh :ijs[kk 

7-0 mís';  

7-1 izLrkouk 

7-2 egÙo  

7-3 e'khuksa ds pquko dh leL;k 

7-4 lgh e'khuksa dk pquko vFkok p;u ds fl)kUr 

7-5 e'khusa [kjhnuk ;k fdjk;s ij ysuk  

7-6 n¶rjh e'khuksa ds mís'; 

7-7 n¶rjh e'khuksa ds ykHk ,oa gkfu;k¡  

7-8 bZ&esy 

7-9 b.VjusV  

7-10 b.VjusV ds iz;ksx ,oa leL;k,a 

7-11 tu lEidZ  

7-12 tu lEidZ dk;Z ds mís'; 

7-13 fdu O;fDr ls lEidZ&turk vko';d 

7-14 lkjka'k 

7-15 'kCnkoyh 

7-16 cksèk iz'u ,oa muds mÙkj 

7-17 Loij[k iz'u 

7-0   mís'; 

bl bdkbZ dk vè;;u djus ds i'pkr~ vki bl ;ksX; gks ldsaxs fd­ 

 dk;kZy; e'khuksa dk egÙo crk ldsa 
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 e'khuksa dk pquko djrs le; vkus okyh leL;kvksaa dks crk ldsa 

 lgh e'khuksa dk pquko vFkok p;u ds fl)kUr crk ldsa 

 e'khuksa dks [kjhnuk ;k fdjk;s ij ysuk crk ldsa 

 n¶rjh e'khuksa ds D;k mís'; gSa crk ldsaa 

 n¶rjh e'khuksa ds ykHk ,oa gkfu;k¡ crk ldsa 

 bZ&esy fdls dgrs gSa crk ldsa 

 b.VjusV fdls dgrs gSa crk ldsa 

 b.VjusV dk iz;ksx fdu dk;ks± ds fy, gksrk gS crk ldsa 

 b.VjusV ds iz;ksx ls mRiUu leL;k;sa crk ldsa  

 tu&lEidZ dh ifjHkk"kk crk ldsa 

 tu&lEidZ fdu O;fDr ls lEidZ&turk vko';d crk ldsa A 

7-1   izLrkouk 

vkt fHkUu&fHkUu dk;kZy; esa] pkgs os O;kolkf;d laLFkk dk vax gksa ;k ljdkjh rU= dk] n¶rjh e'khuksa dk iz;ksx 

c<+rk tk jgk gSA blds vusd dkj.k gSaA loZizFke vc dk;kZy; esa DydksZ dks j[kus o muls dke ysus dh izR;{k rFkk vizR;{k 

ykxr (Cost of Clerks) dkQh c<+ xbZ gS vkSj blds ckn Hkh ;g fo'okl ds lkFk ugha dgk tk ldrk  fd dke lgh vkSj 

le; ij gks ik;sxk ;k ughaA f}rh;] O;kolkf;d okrkoj.k esa gq, ifjorZuksa] tSls­ O;olk; esa ljdkj dk T;knk gLr{ksi] 

cktkj izfr;ksfxrk ds Lo:i {ks=k] vkSj mldh rhozrk esa ifjorZu vkfn ds dkj.k laLFkk esa ubZ&ubZ lwpukvksa ds rRdky 

ladyu] laxzg.k&izfØ;.k rFkk fuxZeu ls lEcfUèkr t:jrsa (Data needs) bruh T;knk c<+ xbZ gSa fd bUgsa e'khuksa ds fcuk 

iwjk ugha fd;k tk ldrkA r`rh;] n¶rjh dke ds izekihdj.k o ljyhdj.k (Work Standardisation and Simplification) 

us Hkh ;g t:jh cuk fn;k gS fd n¶rjh dke dks ,d izdkj ls vkSj T;knk lqfoèkk vkSj dq'kyrk ds lkFk djus ds fy, 

e'khuksa dk T;knk&ls&T;knk mi;ksx fd;k tk;sA ysfdu mi;qZDr o.kZu dk ;g vFkZ ugha fd bu e'khuksa dks gj txg vkSj 

gj le; Dydks± ds LFkku ij iz;qDr fd;k tk ldrk gSA bu e'khuksa dh Hkh viuh izR;{k rFkk vizR;{k ykxrsa gSaA tSls­n¶rjh 

e'khuksa dks yxkus dh ykxr] bUgsa pykus dh ykxr] e'khuksa ds le;&le; ij #dus ;k cUn gksus dh ykxr] deZpkfj;ksa ds 

lkekU; mRlkg o dk;Z larks"k esa deh dh ykxr] mi;qZDr izR;{k rFkk vizR;{k ykxrksa ds vfrfjDr ;s e'khusa n¶rj eas dke 

djus okys deZpkfj;ksa dh rqyuk esa dgha vfèkd csyksp Hkh gSa D;ksafd os dsoy ,d ;k lhfer izdkj ds dk;Z dj ldrh gSa vkSj 

tc ;g dk;Z u gksa rks ;s e'khusa csdkj iM+h jgrh gSa] mUgsa dkeksa ij ugha yxk;k tk ldrkA blds foijhr] deZpkfj;ksa dks 

FkksM+k&lk izf'k{k.k nsdj gh vU; dkeksa ij yxk;k tk ldrk gSA blh izdkj ,d izdkj dh e'khuksa dk iz;ksx 'kq: dj ysus 

ds ckn dk;kZy; izcaèkd n¶rj eas pquh xbZ dk;Ziz.kkyh esa vklkuh ls ifjorZu ugha dj ldrs D;ksafd e'khusa ubZ dk;Ziz.kkyh 

esa fQV ugha gks ikrha] tcfd deZpkfj;ksa dks] flok; ekufld vojksèk ds bleas fdlh izdkj dh dfBukbZ ugha gksrh gSA 
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7-2   egÙo 

dk;kZy; esa iz;ksx gksus okyh e'khuksa ds dkj.k u dsoy Je rFkk le; dh cpr gksrh gS] cfYd dk;kZy; ds Åijh 

[kpksZ esa Hkh deh gksrh gS rFkk dk;Z dh mRikndrk Hkh c<+rh gSA e'khuksa ds dkj.k dk;Z tYnh lekIr gks tkrk gS ,oa fn[kus 

esa Hkh lqUnj yxrk gS rFkk deZpkfj;ksa dh dk;Z{kerk Hkh c<+rh gSA e'khu ,sls dk;Z dj ldrh gS ftudks deZpkjh djuk 

ilUn ugha djrsA cgqr ls dk;Z mDrk nsus okys rFkk uhjl izÑfr ds gksrs gSaA ;fn bu dk;ks± dks e'khuksa ls dj fy;k tk;s 

rks deZpkjh mdrkgV ls cp ldrs gSaA ftlls dk;kZy; dk okrkoj.k vkuUne; cu tkrk gSA tSls­,d tek&?kVk djus 

okyh e'khu pkj Dydks± dk dk;Z dj ldrh gS rFkk mu Dydks± dh lsokvksa dk fdlh vU; mRiknd o egÙoiw.kZ dk;Z ds fy, 

iz;ksx fd;k tk ldrk gSA vktdy lwpukvksa ds ladyu rFkk fo'ys"k.k djus o bu lwpukvksa ds vkèkkj ij rqjUr fu.kZ; ysus 

dh vko';drk bruh c<+ xbZ gS fd fcuk midj.kksa ds iz;ksx ds lwpukvksa dk ladyu o fo'ys"k.k dk dk;Z fd;k gh ugha tk 

ldrkA dEI;wVj lwpukvksa dk laxzg.k] ladyu o fo'ys"k.k bruh rsth ds lkFk dj ldrs gSa fd ftl dke dks djus esa 10 

deZpkfj;ksa dks pkj fnu yx ldrs gSa] dEI;wVj og dke dqN feuVksa esa dj ldrk gSA 

fiNys dqN o"kks± esa ubZ&ubZ n¶rjh e'khuksa dk bruk fodkl gqvk gS fd dqN dk;ks± dks gkFk ls djus dh vkt dYiuk Hkh 

ugha dh tk ldrhA c<+rh gqbZ egaxkbZ ds dkj.k dk;kZy; deZpkfj;ksa ds osru o HkÙks brus c<+ x;s gSa fd vkt izR;sd izcaèkd 

Je dh ykxr ds fo"k; esa lkspus ij foo'k gks x;k gSA dk;kZy; dh ykxr de djus ds fy, vc e'khuksa dk vfèkd&ls&vfèkd 

iz;ksx fd;k tkus txk gSA 

7-3   e'khuksa ds pquko dh leL;k 

n¶rj ds fy, e'khuksa dk pquko djrs le; dk;kZy; izcaèkd dks nks ckrksa ij fopkj djuk pkfg,A loZizFke] D;k 

n¶rj esa ml izdkj dh e'khuksa dh okLro esa t:jr gS\ f}rh; ;fn mldh t:jr gS rks og e'khu fdl izdkj dh gksuh 

pkfg,A bldk mÙkj fuEufyf[kr ckrksa ij fuHkZj djsxk­ 

¼1½ dk;Z Hkkj fo'ys"k.k (Work Load Analysis)­ D;k n¶rj esa og dke bruk vfèkd c<+ x;k gS fd deZpkfj;ksa ls 

dke djkus ij èkhjs&èkhjs gksrk gS] mlesa dfBu ifjJe djuk iM+rk gS vkSj dkQh [kpkZ mBkuk iM+rk gS\ mnkgj.kkFkZ] 

;fn dk;kZy; esa dbZ dkxt+krksa dh vDlj cgqr lkjh izfrfyfi;k¡ cukuh iM+rh gksa vkSj os Vkbi e'khu ij dkcZu }kjk 

vklkuh ls ugha fudkyh tk ldsa rks ml dk;kZy; esa cgq&izfrfyfidj.k e'khusa yxkuk mi;ksxh jgsxkA 

¼2½ fo'kq)rk dh t:jr (Need for Accuracy)­ D;k bl dke dks djus ds fy, ftruh fo'kq)rk (Accuracy) dh 

t:jr gS] og deZpkfj;ksa }kjk iznku ugha dh tk ldrh\ mnkgj.kkFkZ] ;fn fdlh dk;kZy; esa [kkrs&lEcUèkh cgqr 

lkjs ysu&nsu gksa rFkk mudk rRdky ifj.kke tkuuk t:jh gks] tSls­ cSadksa esa] rks lgh rFkk 'kh?kz x.kuk djus ds 

fy, x.kd e'khuksa dk iz;ksx djuk t:jh gSA 

¼3½ dke dh izÑfr (Nature of Work)­ D;k og dke ckj&ckj fd;k tkrk gS] dkQh le; ysrk gS rFkk uhjl 

(Monotonous) fdLe dk gS\ mnkgj.kkFkZ] ,d lqij cktkj esa fHkUu&fHkUu foHkkxksa esa izkIr dS'k&eheksa dh 'kq)rk dh 
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tk¡p&iM+rky djus rFkk mlds cjkcj jde izkIr djus ds fy, jksdM+ jftLVj e'khu (Cash Register Machine) 

dk bLrseky  djuk mi;ksxh jgrk gSA 

¼4½ rRijrk dh t:jr (Need for Promptness)­ D;k bl dke dks dq'kyrkiwoZd djus ds fy, bruh 'kh?kzrk ls dke 

djuk t:jh gS tks n¶rjh deZpkfj;ksa ds fy, laHko ugha\ mnkgj.kkFkZ] ,d cM+h O;kolkf;d laLFkk esa tgk¡ jkst 

lgL=kksa i=k vkrs gSa] mUgsa 'kh?kzrk ls [kksyus dk  dke gkFkksa ls ugha fd;k tk ldrkA vr% e'khusa bLrseky djuk 

t:jh gSA 

blds vfrfjDr e'khuksa dk iz;ksx djus ;k [kjhnus ds igys dqN vkSj ckrksa ij Hkh è;ku fn;k tkuk pkfg,­ 

1- e'khuksa dks [kjhnus ds fy, fdrus èku dh vko';drk gksxh rFkk D;k og èku miyCèk gS\ 

2- e'khuksa dks j[kus ds fy, fdrus LFkku dh vko';drk gSA 

3- D;k e'khuksa ds lapkyu ds fy, izf'kf{kr O;fDr;ksa dh vko';drk gksxhA 

4- e'khuksa ds j[k&j[kko rFkk lapkyu esa fdruh ykxr vk;sxhA 

5- D;k e'khuksa ds iz;ksx ds fy, fo'ks"k izdkj dh ys[ku&lkexzh (Stationery) dh vko';drk gksxh\ bR;kfnA 

7-4   lgh e'khuksa dk pquko vFkok p;u ds fl)kUr 

;fn e'khusa okLro esa t:jh gSa mlls n¶rj dh dk;Z dq'kyrk eas o`f) gksxh rks e'khusa vo'; yxkbZ tkuh pkfg,A 

;g fu.kZ; ysus ds ckn fd n¶rj esa e'khusa yxkbZ tk,a] nwljk iz'u ;g mBrk gS fd mu e'khuksa dk pquko fdl izdkj fd;k 

tk, (How to Select Machines)A lkekU;rk n¶rjh e'khuksa dk pquko djrs le; fuEufyf[kr rÙoksa vFkok fl)kUrksa dks 

è;ku eas j[kuk pkfg,­ 

1- ykxr rFkk mi;ksfxrk (Cost and Usefulness)­ dk;kZy; izcaèkd dks ,d vksj rks ;g ns[kuk pkfg, fd e'khu dh 

ykxr mfpr lhek ds vUnj&gh&vUnj gks] rFkk nwljh vksj ;g Hkh è;ku j[kuk pkfg, fd dgha ,d mi;ksxh e'khu 

dsoy blfy, u R;kx nh tk, D;ksafd mldh ykxr T;knk gSA ;g Lej.kh; gS fd ,d eg¡xh e'khu dks Hkh] ;fn 

og okLro esa mi;ksxh rFkk vko';d gS rks [kjhnus esa fgpduk ugha pkfg,A 

2- mi;qDrrk rFkk vuqdwyuh;rk (Suitability and Adaptability)­ tks e'khu pquh tk, og u dsoy ml dke ds 

fy, loZFkk mi;qDr gksuh pkfg, ftlds fy, mldks [kjhnk tk jgk gSa] cfYd dk;kZy; ds okrkoj.k rFkk ogk¡ iz;qDr 

dk;Ziz.kkyh ds vuqdwy Hkh gksuh pkfg,A lkFk&gh&lkFk og e'khu ,slh gksuh pkfg, tks vko';drk iM+us ij mlh 

izdkj ds vU; dkeksa eas Hkh vk lds] ftlls ;fn fdlh ,d foHkkx esa mldk mi;ksx u jgs rks mls nwljs foHkkx esa 

mi;ksx fd;k tk ldsA mnkjg.kkFkZ cM+s jksyj okyh Vkbi e'khu [kjhnuk blfy, mi;qDr jgsxk D;ksafd ml ij 

lkekU; i=k Hkh Vkbi fd, tk ldrs gSa vkSj [kkrk cfg;ksa ds fooj.k HkhA 

3- ,d:irk rFkk izekihdj.k (Uniformity and Standardisation)­ tgk¡ rd gks lds] ;fn ,d gh izdkj dh nks ;k 

vfèkd e'khusa [kjhnh tk,a rks os ,d gh fdLe dh gksuh pkfg,A blds dbZ ykHk gSa­ 
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 1- lHkh e'khuksa dh ,d&lh ns[kHkky dh tk ldrh gS] ftlls ns[kHkky dh ykxr de vkrh gSA 

 2- D;ksafd dbZ e'khusa ,d ckj [kjhnh tkrh gSa bUgsa lLrh dherksa ij [kjhnk tk ldrk gSA 

3- n¶rjh e'khuksa dk izekihdj.k djus ls dk;kZy; izcaèkd dks fHkUu&fHkUu ,sls deZpkfj;ksa dh rqyukRed 

dk;Z&dq'kyrk dk] tks bu e'khuksa ij dke dj jgs gSa] lgh ewY;kadu djus esa vklkuh jgrh gSA 

 4- vUr esa] ,d gh izdkj dh e'khuksa dh fLFkfr esa deZpkfj;ksa dks izf'k{k.k nsus dk dke Hkh vklku gks tkrk gSA 

4- mfpr la[;k rFkk iw.kZ mi;ksx (Proper Number and Full Utilisation)­ n¶rj ds fy, e'khusa [kjhnrs le; Hkh 

è;ku j[kuk pkfg, fd ;s e'khusa lkjs foHkkxksa dh vko';drkvksa ds fy, i;kZIr gksaA lkFk gh] izR;sd e'khu dh 

dk;Z{kerk dk iwjk&iwjk mi;ksx fd;k tkuk pkfg,A ;fn fdlh foHkkx esa ml e'khu dh t:jr rks iM+s ysfdu iwjk 

dke ugha gks rks ml foHkkx dks e'khu ds mi;ksx ds fy, fdlh nwljs ,sls gh foHkkx ds lkFk tksM+ nsuk pkfg, vFkok 

ml foHkkx dh vko';drk dks iwjk djus ds fy, de {kerk dh e'khu ;fn dksbZ miyCèk gS] rks [kjhn ysuh pkfg,A 

5- ljy rFkk vkèkqfud (Simple and Modern)­ n¶rjh e'khu pykus esa vklku rFkk ns[kHkky esa ljy gksuh pkfg,A 

blls bldh lapkyu ykxr dks de&ls&de fd;k tk ldrk gSA ysfdu mldk vFkZ ;g ugha fd e'khu uohure 

lqèkkjksa ls ;qDr ugha gksA e'khuksa esa vizpyu (Obsolescence) dh nj dks ns[krs gq, dk;kZy; izcaèkd dks viuh 

vko';drkvksa ds vuq:i ysfdu uohure ekWMy dh e'khusa gh [kjhnuh pkfg,aA 

6- ifjpkyu o lapkyu dh ykxr (Cost of Operation and Maintenance)­ mi;qDr e'khu dk pquko djrs le; 

dk;kZy; izcaèkd dks bl e'khu dks yxkus] pykus o bldh ns[kHkky djus dh ykxr dk Hkh è;ku j[kuk pkfg,A ;fn 

dksbZ e'khu bruh vfèkd isphnk gS fd bldks pykus ds fy, fo'ks"k :i ls fuiq.k deZpkfj;ksa dh fu;qfDr djuh iM+s 

rks bldh ykxr dks Hkh è;ku esa j[kuk pkfg,A lkFk gh] dk;kZy; izcaèkd dks ;g Hkh ns[kuk pkfg, fd ml e'khu 

dh ejEer ds fy, dksbZ LFkkuh; O;oLFkk gS ;k ugha] VwV&QwV gksus ij mlds iqtsZ vklkuh ls fey ldrs gSa ;k ughaA 

vUr eas mls ;g ns[kuk pkfg, fd nh?kZdky esa bldh ykxr D;k cSBsxh\ lkekU; fu;e ;g gS fd e'khu dh ykxr 

blds mi;ksxh thoudky ds pkSFkkbZ le; esa okil gks tkuh pkfg,A 

7- ykHknk;d rFkk cgq&mi;ksxh ( Profitability and Multiple Use )­ n¶rj esa izk;% e'khuksa dh le;&le; ij 

vyx&vyx foHkkxksa esa Hkh t:jr iM+ ldrh gSA ,slh fLFkfr eas ;s e'khusa ,d LFkku ls nwljs LFkku ij ys tkus eas 

vklku gksuh pkfg,] fo'ks"kr;k rc tc budk ,d foHkkx eas iw.kZ mi;ksx lEHko ugha gksA lkFk gh] n¶rjh e'khuksa eas 

FkksM+k cgqr yksp dk xq.k iSnk djus ds fy, tgk¡ lEHko gks] izcaèkd dks cgq&mi;ksxh e'khuksa dk iz;ksx djuk pkfg, 

ftlls dk;ZHkkj ds mrkj&p<+ko dh fLFkfr eas bUgsa fofHkUu dkeksa esa iz;qDr fd;k tk ldsA 

dksbZ Hkh e'khu [kjhnrs le; dk;kZy; izcaèkd dks blds xq.k o nks"k] bldh ykxr] dq'kyrk] dk;Z{kerk miyCèkrk 

vkfn lHkh ckrksa dk lrdZrk ds lkFk voyksdu o ijh{k.k djuk pkfg, vkSj bls rHkh [kjhnuk pkfg, tc og bl fo"k; esa 

iw.kZr;k lUrq"V gks tk,A 

7-5   e'khusa [kjhnuk ;k fdjk;s ij ysuk  



dk;kZy; izcU/k  CCOM-01 

mRrjk[k.M eqDr fo’ofo|ky;                               150 

n¶rjh e'khuksa dh vko';drk vkSj bl vko';drk dks iw.kZ djus ds fy, t:jh e'khu dk fu.kZ; gks tkus ij 

vktdy dk;kZy; izcaèkd dks bl ckr dk Hkh fu.kZ; ysuk iM+rk gS fd og mu e'khuksa dks n¶rj ds fy, [kjhn gh ysa] ;k 

fdlh O;kolkf;d e'khuksa ds fuekZrk ;k O;kikjh ls fdjk;s ij ;k fdLrksa ij ys ysaA ;fn e'khu lLrh gS rks izk;% bls [kjhn 

gh fy;k tkrk gSA ysfdu egaxh] rduhdh :i esa cnyrh gqbZ e'khuksa dks izk;% fdjk;s ij ysus dh izo`fÙk Hkh gSA Hkkjr esa Hkh 

vc vusd dEifu;k¡ ;g lsok iznku djus yxh gSaA e'khuksa dks fdjk;s ij ysus ds fuEufyf[kr ykHk gSa­ 

¼1½ iw¡th fofu;ksx esa cpr (Saving in Capital Investment)­ e'khuksa dks fdjk;s ij ysdj dk;kZy; izcaèkd mUgsa [kjhnus 

esa viuh iw¡th Qalkus dh dfBukbZ ls cp tkrk gS vkSj ;g iw¡th vU; T;knk mRiknd fofu;ksxksa esa yxk;h tk ldrh 

gSA 

¼2½ vkèkqfud rFkk egaxh e'khuksa dh izkfIr (Availability of Modern and Costly Machines)­ bl i)fr ds }kjk laLFkk 

,dne u;s fdLe ds vkSj egaxs n¶rjh lktks&leku dks [kjhndj viuh dk;Z&dq'kyrk esa pkj pk¡n yxk ldrh gSA 

iqjkuh fdLe dh e'khuksa ds vizpfyr gksus ij dk;kZy; fuekZrk laLFkk ls ubZ fdLeksa dh e'khuksa dh ek¡x dj ldrk 

gSA 

¼3½ vLFkk;h vko';drk okyh e'khusa (Temporarily Needed Machines)­ ;fn laLFkk dks fdlh fo'ks"k n¶rjh e'khu 

dh dsoy dqN le; ds fy, t:jr gS rks bls fdjk;s ij izkIr djuk mldh t:jr dks Hkh iwjk dj nsrk gS vkSj 

ml e'khu dk ckn eas j[kuk Hkh t:jh ugha gksrkA 

¼4½ fo'ks"kKksa dh lsok dk ykHk (Benefit of the Service of Experts)­ n¶rjh e'khuksa dks fdjk;s ij ysus dh fLFkfr esa 

izk;% dk;kZy; dks e'khu yxkus] pykus rFkk ns[kHkky ds fy, e'khu nsus okyh dEiuh esa fu;qDr fo'ks"kKksa dh lsok  

dk ykHk Hkh feyrk gSA ;s yksx e'khuksa dh fu;fer ns[kHkky Hkh djrs gSa] vkSj dEiuh dh dk;Z&iz.kkyh dk izekihdj.k 

rFkk mlds deZpkfj;ksa dk fof'k"V izf'k{k.k HkhA 

¼5½ e'khu ds mi;ksx eas yksp (Flexibility in the Use of Machines)­ fdjk;s ij n¶rjh e'khusa izkIr djus dh voLFkk 

esa dk;kZy; izcaèkd tc budh vko';drk u gks] ;k tc n¶rjh dk;Ziz.kkyh cny tk;s rks bu e'khuksa dks okil dj 

ldrk gS vkSj budh fuf"Ø; ykxr ls cp ldrk gSA 

¼6½ vk;dj ds Hkqxrku esa ykHk (Benefit in Income Tax)­ fdjk;s ij fy;s x;s lktks&lkeku ds] u dsoy lkjs [kpZs 

vk;dj dh n`f"V ls dEiuh ds ykHkksa esa ls ?kVk;s tk ldrs gSa] cfYd dEiuh fo'ks"k ifjfLFkfr;ksa esa bu e'khuksa ij 

gzkl o dbZ vU; NwVsa Hkh izkIr dj ldrh gSA 

nks"k (Disadvantages) 

¼1½ e'khuksa dks fdjk;s ij ysus dh egaxh ykxr (High Cost of Lease)­ tc e'khusa fdjk;s ij yh tkrh gSa rks budh 

dqy ykxr e'khu dh [kjhn dj bLrseky djus dh ykxr ls dgha T;knk vkrh gS D;kasfd ,d vksj rks e'khu nsus 

okyh dEiuh bldh ykxr dks dEiuh ls olwy djrh gS vkSj nwljh vksj og bldk C;kt] bl ij ykHk vkSj bldh 
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tksf[ke dks de djus ds fy, vusd [kpZs tSls­ chek] fu;fer ns[k&js[k dh ykxr Hkh mi;ksxdrkZ dEiuh ls olwy 

djrh gSA 

¼2½ laLFkk ds dk;Z lapkyu dk vukoj.k (Exposure of Office Operations)­ n¶rjh e'khuksa dks fdjk;s ij ysus dh 

fLFkfr esa bUgsa yxkus] deZpkfj;ksa dks izf'kf{kr djus rFkk e'khuksa dh ns[kHkky djus ds lEcèk esa e'khuh dEiuh ds 

yksxksa dk n¶rj esa bruk T;knk vkuk&tkuk gksrk gS fd blds lkjs jgL; muds lkeus vukor̀ gks tkrs gSaA 

¼3½ vfuf'prk rFkk vfo'oluh;rk (Uncertainty and Unreliability)­ n¶rjh e'khusa fdjk;s ij ysdj dEiuh ml 

laLFkk ij bruh vfèkd fuHkZj gks tkrh gS fd dykUrj esa ;fn fdjk;s ij le>kSrk vkxs tkjh u fd;k tk lds ;k 

og laLFkk fdlh foÙkh; ;k vU; dfBukbZ eas Qal tk, rks e'khusa fdjk;s ij ysus okyh dEiuh ds fy, cgqr fodV 

leL;k iSnk gks tkrh gSA 

¼4½ dEiuh dh lk[k o izfr"Bk dks èkDdk (Jolt to the Credit and Prestige of the Company)­ n¶rjh e'khuksa dks 

fdjk;s ij ysus ls ,d vksj Lo;a dEiuh ds izcaèkdksa dks LokfeRo dk xoZ ugha feyrk vkSj nwljh vksj vkt ds lekt 

esa ,slk vuqHko fd;k tkrk gS fd 'kk;n dEiuh dh foÙkh; fLFkfr Bhd ugha gSA 

7-6   n¶rjh e'khuksa ds mís';  

n¶rjh e'khusa iz;ksx djus dk mís'; muds iz;ksx ls mRiUu gksus okys ykHkksa dks izkIr djuk gS] vr% tks n¶rjh e'khuksa 

ds iz;ksx djus ds ykHk gSa os gh vfèkdrj muds mís'; gSaA vkèkqfud dk;kZy;ksa ds le; o Je cpkus okys ;U=ksa dk iz;ksx 

fnu&izfrfnu c<+rk tk jgk gSA bl c<+rs gq, iz;Ru ds fuEu mís'; gSa­ 

¼1½ 'kkjhfjd Je o Je dh ykxr dh cpr (To Save Physical Labour and Labour Cost)- ;U=ksa dh lgk;rk ls 

dke djus esa deZpkfj;ksa dh le; dh cpr gh ugha gksrh cfYd 'kkjhfjd Je dh Hkh cpr gksrh gS D;ksafd ;U=ksa dh 

lgk;rk ls fd, x, dk;Z esa xfr vfèkd gksrh gSA 

¼2½ le; dh cpr (To Save Time)­ ;U=ksa dh lgk;rk ls dk;Z djus esa de le; yxrk gS D;kasfd e'khusa ?kaVksa dk 

dk;Z feuVksa esa dj nsrh gSa vkSj deZpkfj;ksa ds le; dh cpr gksrh gSaA 

¼3½ 'kq)rk c<+kus ds fy, (To Promote Accuracy)­ 'kq)rk c<+kus ds fy, e'khuksa dk iz;ksx gksrk gS ftuds iz;ksx ls 

v'kqf);ksa dh de lEHkkouk gksrh gS rFkk ;U=] deZpkfj;ksa }kjk fd, dk;Z dh tk¡p&iM+rky djus esa Hkh lgk;d gksrs 

gSaA 

¼4½ uhjlrk esa deh ds fy, (To Reduce Monotony)­ yxkrkj ,d tSlk dke djus esa deZpkfj;ksa dks Fkdku gks tkrh 

gSA dk;Z esa uhjlrk vk tkrh gSA mudk eu ugha yxrkA vr% mu dk;ks± dks djus esa ;U=kksa dk fo'ks"k egÙo gSA 

tksM+us] ?kVkus] xq.kk djus vkfn ds dk;Z yxrkj djus esa uhjlrk vk tkrh gSA vr% mudks fglkc yxkus dh e'khu 

(Colculator) ls djrs gSaA 
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¼5½ dk;Zdq'kyrk esa òf) (Increase in Efficiency)­ ;U=kksa ds iz;ksx esa deZpkfj;ksa ds Je] le; rFkk Je ykxr dh 

cpr gksrh gS rFkk uhjlrk esa deh vkrh gSA ifj.kkeLo:i dk;Zdq'kyrk c<+rh gSA 

¼6½ fofoèk (Miscellaneous Advantages)­ 

 1- deZpkfj;ksa ds dk;ks± dh tk¡p&iM+rkyA 

 2- dk;Z dh 'kh?kzrk esa fu"iknuA 

 3- vkèkqfudrk dh izrhd ekuh tkrh gSA 

 4- fof'k"Vhdj.k dks izksRlkgu feyrk gSA 

 5- deZpkfj;ksa dk dk;Z djus esa eu yxkukA 

7-7   n¶rjh e'khuksa ds ykHk ,oa gkfu;k¡ 

ykHk (Advantage) 

n¶rjh e'khuksa ds iz;ksx ds fuEufyf[kr ykHk gSa­  

¼1½ fdQk;r (Economy)­ n¶rjh e'khuksa dk bLrseky djus ls n¶rj esa gksus okys uSR;d dke dks] ftls igys dbZ 

deZpkjh Hkh dfBukbZ ls dj ikrs Fks dsoy ,d e'khu ds }kjk pqVdh ctkrs dj fn;k tkrk gSA ;gh ugha] deZpkfj;ksa 

ls fHkUu vusd e'khusa ,d gh le; esa dbZ izfØ;k,¡ Hkh dj ysrh gSa tSls­ dS'k jftLVj ds }kjk izR;sd lkSns ds vyx 

fooj.k rS;kj djuk] tksM+ yxkuk] budh dS'k jftLVj esa izfof'k"V djuk vkSj jksdM+ dk fujUrj tksM+ djuk] QyLo:i 

n¶rj dh ykxr esa deh vkrh gSA ;|fi ;g lgh gS fd bu e'khuksa dh izkjfEHkd ykxr dkQh T;knk gksrh gSA ysfdu 

nh?kZdky esa ;s deZpkfj;ksa dh rqyuk eas cgqr lLrh fl) gksrh gSa D;ksafd ,d vkSj budh mRikndrk deZpkfj;ksa dh 

rqyuk esa dgha T;knk gksrh gS vksj nwljh vkSj budh lapkyu o vizR;{k ykxr Hkh de gksrh gSA 

¼2½ lqfoèkk (Convenience)­ e'khusa dfBu&ls&dfBu rFkk isphns&ls&isphns dke dks lgh&lgh rsth ls djds deZpkfj;kas 

dh lqfoèkk dks c<+krh gSaA mnkgj.k ds fy,] ;fn dk;kZy; esa VsyhQksu ugha gks rks fdlh ls Hkh lEidZ LFkkfir djus 

ds fy, dk;kZy; izcaèkd dks ckj&ckj mlls feyus tkuk iM+sxk ;k mls i=k fy[kuk iM+sxkA blesa le;] Je vkSj 

èku rhuksa dk viO;; rks gksxk gh] lkFk gh dk;kZy; izcaèkd viuk nwljk dke Hkh vfèkd nÙkfpr gksdj ugha dj 

ldsxkA ysfdu vkarfjd VsyhQksu O;oLFkk ds dkj.k izcaèkd viuh dqlhZ ij cSBk&cSBk lkjs dk;kZy; vkSj O;olk; ds 

fHkUu&fHkUu foHkkxksa ls lEidZ j[k ldrk gS vkSj mudk lapkyu dj ldrk gSA 

¼3½ LoPNrk ,oa fo'kq)rk (Neatness and Accuracy)­ e'khuksa ls fd;k tkus okyk lkjk dke vis{kkÑr T;knk cf<+;k] 

lkQ&lqFkjk rFkk lgh gksrk gSA mnkgj.k ds fy,] [kkrk&cgh fy[kus o x.kuk,a djus ds fy, [kkrk&cgh o x.kuk 

e'khuksa dk iz;ksx cgqr ykHkdkjh fl) gksrk gSA blesa ys[ku lacaèkh =kfqV;k¡ (Clerical  errors) ugha gksrh rFkk 

vDlj buesa viuh xyfr;ksa dks <w¡<+us o mUgsa lgh djus dh O;oLFkk Hkh gksrh gSA 
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¼4½ dq'kyrk (Efficiency)­ n¶rjh e'khuksa ds mi;ksx ls dk;kZy; dh dq'kyrk esa òf) gksrh gS D;ksafd loZizFke] n¶rj 

dk lkjk dke le; ij] lgh <ax ls rFkk rsth ds lkFk lekIr gks tkrk gSA f}rh; dk;kZy; izcaèkd bu e'khuksa ds 

dkj.k laLFkk ds lapkyu lEcUèkh fofHkUu vko';d tkudkjh rqjUr izkIr dj ysrk gS vkSj QyLo:i lgh fu.kZ; ys 

ldrk gSA r`rh;] n¶rj ds vU; deZpkjh vusd uhjl dkeksa ls cp tkrs gSa] vr% vfèkd yxu vkSj mRlkg ls dke 

djrs gSa vkSj uhjlrktfur Fkdku vuqHko ugha djrsA QyLo:i mudh dq'kyrk o mRikndrk c<+rh gSA 

¼5½ [;kfr (Goodwill)­ e'khuksa ds iz;ksx ls dk;kZy; dh [;kfr esa òf) gksrh gSA blds dbZ dkj.k gSA dk;kZy; es dke 

djus okys deZpkjh vfèkd yxu o mRlkg ls dke djrs gSa D;ksafd os dBksj ifjJe o uhjl dke ls cp tkrs gSaA 

;gh ugha] os ,sls dk;kZy; ds izfr vfèkd fu"Bk j[krs gSa D;ksafd mudk dke vklku gks tkrk gSA ,sls dk;kZy;ksa esa 

dke vfèkd dq'kyrk ls fd;k tkrk gSA QyLo:i] lgh fu.kZ; fy, tkrs gSa vkSj lHkh i{k lUrq"V jgrs gSaA 

¼6½ xfr (Speed)­ n¶rj esa e'khuksa dk iz;ksx djus ls n¶rjh dke rsth ls fd;k tk ldrk gSA Vkbi e'khu] 

cgq&izfrfyfidj.k e'khu] VsyhQksu] fVdV vadu e'khu] lHkh vius&vius dkeksa dks cM+h 'kh?kzrk ls fuiVk nsrh gSaA 

dEI;wVj os x.kuk,a ftUgsa djus esa ,d deZpkjh dks o"kks± yx ldrs gSa] ,d ?kaVs esa djds lkeus j[k nsrs gSaA 

¼7½ fu;a=k.k (Control)­ n¶rjh e'khuksa ds iz;ksx ls ,d vksj vusd {ks=kksa esa diV] csbZekuh rFkk tkylkth dh lEHkkouk 

ls cpk tk ldrk gS vkSj nwljh vksj vfèkd o lgh lwpukvksa dh rRdky miyfCèk ds dkj.k n¶rjh dk;Z ds lapkyu 

ij Js"Brj fu;a=k.k j[kk tk ldrk gSA 

gkfu;k¡ (Disadvantages)  

¼1½ Å¡ph izkjfEHkd ykxr (Initial High Cost)­ vfèkdka'k e'khuksa dh izkjfEHkd ykxr dkQh T;knk gksrh gSA ;g ykxr 

e'khu [kjhnus dh ykxr ls lhfer ugha gksrh gS cfYd blesa bls yxkus] dk;Z&iz.kkfy;ksa esa fQV djus rFkk bldks 

pykus ds fy, fofHkUu deZpkfj;ksa dks mi;qDr izf'k{k.k nsus dh ykxr Hkh 'kkfey ekuh tkrh gSA vr% mUgsa rHkh yxk;k 

tkuk pkfg, tcfd mudk iwjk mi;ksx fd;k tk lds rFkk muls izkIr ykHk mudh ykxr ls T;knk gksaA mnkgj.kkFkZ] 

,d NksVh ls O;kolkf;d laLFkk eas] ftlds ysu&nsu dsoy LFkkuh; cktkj rd lhfer gksa] VSysDl e'khu yxkuk ,d 

fQtwy[kphZ gksxk] mi;ksxh ughaA 

¼2½ ykspghurk (Inflexibility)­ e'khusa csyksp gksrh gSa] muls fof'k"V izekf.kr dk;Z dks NksM+dj dksbZ vU; dk;Z ugha fd;k 

tk ldrkA QyLo:i ;fn dke de gks tkrk gS ;k mldh dk;Z&iz.kkyh cny tkrh gS rks muesa fd;k x;k fofu;ksx 

csdkj gks tkrk gSA blds foijhr] ;fn ;gh dke deZpkfj;ksa ls djk;k x;k gks rks bu deZpkfj;ksa dks FkksM+k&lk 

izf'k{k.k nsdj vU; dke djus ds fy, rS;kj fd;k tk ldrk gSA 

¼3½ vizpyu (Obsolescence)­ vkèkqfud ;qx esa izkS|ksfxdh fodkl (Technological Growth) ds dkj.k ,d izdkj dh 

e'khuksa ds izpyu dh vofèk cgqr NksVh gks xbZ gS] vFkkZr~ os 'kh?kz gh iqjkuh gks tkrh gSaA QyLo:i] dqN le; ckn 

mUgsa vius mi;ksxh thou ds [kRe gksus ls igys gh R;kxuk  iM+rk gS tks eg¡xk lkfcr gksrk gSA 
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¼4½ deZpkfj;ksa dk fojksèk (Opposition of Employees)­ izk;% buds mi;ksx dk ,d ifj.kke gksrk gS­deZpkfj;ksa dh 

NaVuhA deZpkjh la?k (Unions) bls mfpr ugha le>rsA QyLo:i vkS|ksfxd la?k"kZ iSnk gksrk gSA lkFk gh] ;s e'khusa 

deZpkfj;ksa ds egÙo dks ?kVkdj muds dk;Z&lUrks"k dks {kh.k djrh gSa] mUgsa u;s izf'k{k.k ds fy, ckè; djrh gSa rFkk 

muds dke esa ubZ fdLe dh uhjlrk dks tUe nsrh gSaA 

¼5½ dke dh {kerk (Capacity)­ e'khusa fu;r dke dks dkQh rsth ls djrh gSaA QyLo:i] mudh dk;Z{kerk cgqr 

T;knk gksrh gSA mu dk;kZy;ksa esa tgk¡ bruk vfèkd dke ugha gks] budk iwjk mi;ksx ugha fd;k tk ldrkA vr% 

bUgsa yxkuk gj laLFkk eas fdQk;rh ugha jgrk gSA 

¼6½ e'khuksa dk #duk o cUn gksuk (Shutdown Breakdown)­ e'khusa izk;% fctyh ls pyrh gSa vkSj bldh fujUrjrk 

,d viwokZuqes; ?kVd gSA ;gh ugha] buesa tc&rc gksus okyh VwV&QwV buds lapkyu dks cUn djus n¶rj ds 

dk;Z&lapkyu esa ,d cM+k O;oèkku iSnk dj nsrh gSaA 

¼7½ 'kksj (Noise)­ e'khuksa ds iz;ksx ls dkQh 'kksj mRiUu gksrk gS ftlls dk;kZy; dh 'kkafr Hkax gksrh gSA 

7-8   bZ&esy 

ftl izdkj Mkd }kjk ,d i= dks ,d LFkku ls nwljs LFkku dks iszf"kr fd;k tkrk gS] mlh izdkj vkt dEI;wVj ds 

}kjk i=k ,d LFkku ls nwljs LFkku ij Hksts tkrs gSaA bls bZ&esy dgk tkrk gSA ;|fi bZ&esy baVjusV ds iz;ksx dk ,d 

Lo:i gSA bZ&esy ds }kjk ,d lUns'k dks lEizs"k.k ds vU; lkèkuksa dh vis{kk rhozrk ls ,d LFkku ls nwljs LFkku ij lEizsf"kr 

fd;k tk ldrk gSA bZ&esy ds }kjk ftl lUns'k ;k i= dks izsf"kr djuk gksrk gS mldh lkexzh oMZ izkslslj (Word 

Processor) }kjk rS;kj dh tkrh gS] rRi'pkr~ ftl irs ij ;g i= izsf"kr djuk gksrk gS ogka rd bls VsyhQksu usVodZ@dscy 

usVodZ }kjk izsf"kr fd;k tkrk gSA i= ;k lans'k dh leLr tkudkjh lEcfUèkr O;fDr ds dEI;wVj LØhu@Vh-oh- LØhu ij 

iznf'kZr gks tkrh gSA vko';drk gksus ij lEcfUèkr O;fDr mls fizaV dj ldrk gSA lEcfUèkr O;fDr ds vuqifLFkfr gksus ij 

lUns'k@i= dEI;wVj dh Le`fr eas lafpr gks tkrk gSA lEcfUèkr O;fDr ds ykSVrs gh dEI;wVj }kjk ,d ?kaVh lwpuk nsxh fd 

dksbZ i=k mldh izrh{kk eas gSA 

bZ&esy ds }kjk O;fDr dEI;wVj }kjk lUns'k dks Vkbi djds fdlh nwljs dEI;wVj rd izsf"kr dj ldrk gS] 'krZ ;g 

gS fd nksuksa ds dEI;wVj baVjusV ls tqM+s gksaA bZ&esy iz.kkyh vR;Ur rhoz gSA blesa le; o dkxt nksuksa dh cpr gksrh gS 

rFkk ;g vR;Ur lLrh gksrh gSA lu~ 1960 esa bZ&esy dks ßdEI;wVj vkèkkfjr lEizs"k.k iz.kkyhÞ (Computer  Based Messaging 

System-CBMS) ds uke ls tkuk tkrk FkkA lu~ 1974 esa osLVuZ ;wfu;u }kjk bls Electronic Mail VsªMekdZ ds :i esa 

jftLVMZ djok;k x;kA 

bZ&esy Hkstus dh fofèk 

bZ&esy }kjk i=k@lUns'k izsf"kr djus ds fy, baVjusV vko';d gksrk gSA lkFk&gh&lkFk bZ&esy lEcfUèkr lkW¶Vos;j 

dh vko';drk gksrh gSA 
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;fn vki fdlh O;fDr dks bZ&esy izsf"kr djuk pkgrs gSa] rks loZizFke foaMksa ds "Start" okys fpUg ij "Click" djsaA vc vkidks 

dEI;wVj esa fo|eku leLr dk;ZØeksa dh lwph Li"V fn[kkbZ nsxhA bl lwph esa Outlook Express Hkh fn[kkbZ nsxkA bl 

Outlock 'Click' djus ij ;g pkyw gks tk;sxkA blds Screen ij ,d 'New Mail'  fpUg fn[kkbZ nsxkA bls  'Click' dhft, 

Click djus ij bleas 'New Messes' uked f[kM+dh [kqysxhA vki blesa 'To' ds vkxs ds [k.M esa 'Email' irk vafdr dj 

ns[ksa 'To' ds uhps lhlh okyk [k.M gksrk gSA ;fn vki vius lUns'k dks ,d ls vfèkd O;fDr;ksa rd Hkstuk pkgrs gSa] rks mu 

lHkh O;fDr;ksa dk E-mail dk irk vYifojke ¼]½ ls vyx djds ;gk¡ fy[k nhft;sA blds Bhd uhps Subject dk [k.M gSA 

;gk¡ ij vki vius lUns'k dk eq[; fgLlk fy[k nhft;s] rRi'pkr~ ikl esa gh ,d cM+h [kkyh txg fn[ksxh] bl [kkyh txg 

ij vki viuk lUns'k fy[ksaA iw.kZ lUns'k fy[kus ds ckn 'New Messes' f[kM+dh ds ckb± vksj Åijh dksus esa fLFkr 'Send' 

uked fpUg ij 'Click' dhft;sA ;fn vki 'Modem' }kjk 'Internet' ls tqMs+ gSa rks vkidk lUns'k vfoyEc rqjUr izsf"kr gks 

tkosxk] vU;Fkk vkidk lUns'k 'Out-box' uked LFkku ij lafpr gks tkosxk vkSj tc vki 'Internet' ls tqMsa+xs rks ;g lUns'k 

iszf"kr gks tk;sxkA vki pkgsa rks fgUnh esa Hkh 'E-Mail' dj ldrs gSa blds fy, vkidks vkbZ-,e-,e-] vkbZfyi] dhi vkWfQl] 

dhi ykbV] lh&Msd laLFkk }kjk fodflr lkW¶Vos;j ;k vU; ,sls Software dh vko';drk gksrh gS] ftldh lgk;rk ls vki 

E-Mail dj ldrs gSaA dhi ykbV o vkbZ&fyi baVjusV ij fu%'kqYd miyCèk gSA vkbZ&fyi dks vki www.n.l.c..gov.in ls 

dhi ykbV dks vki ww.dac.org. uke ls 'Download' dj ldrs gSaA bldh lgk;rk ls vki fgUnh esa E-mail vklkuh ls 

dj ldrs gSaA blds fy;s ,d vfuok;Z ;g gS fd lEizs"k.k izkIrdÙkkZ (Receiver) ds dEI;wVj esa Hkh fgUnh ds mDr lanfHkZr 

(Software) gksuk pkfg,A 

bZ&esy izkIr djus dh fofèk 

E-mail izkIr djuk vR;Ur gh vklku o ljy gSA ;fn vkids dEI;wVj eas Outlook Express ;k dksbZ E-mail 

Software yxk gks rks vki tSls gh Internet ls tqMs+axs] ;g Software Lor% gh vkidh Mkd ;k lUns'k dh tkap djsxkA dksbZ 

lUns'k ;k Mkd gksus ij Computer Secrecy ds fupys fgLls ij Task-bar esa ,d&,d lUns'k peddj vkidks lwfpr 

djsxkA vki Outlook Express dks 'Open' dj vius E-mail lUns'k dks i<+ ldrs gSaA E-mail }kjk lUns'k dks lEizsf"kr 

djus ds fy, lUns'k izkIrdÙkkZ ds ikl Hkh E-mail lqfoèkk gksuk vko';d gSA lkFk&gh&lkFk lUns'k dks lEizsf"kr djrs le; 

xyr E-mail Address u fy[kk tkos] ojuk E-mail Message vkids E-mail Address ij okil vkosxkA bls ckmaM esy 

dgk tkrk gSA 

Li"V gS fd E-mail lUns'k dks lEizsf"kr djus dk ,d vR;kèkqfud o lLrk ekè;e gSA blesa u rks dkxt] dye] 

nokr ¼L;kgh½ dk [kpkZ vkrk gS vkSj u gh LVsEi ¼fVfdV½ fyQkQksa dh vko';drk gksrh gSA dsoy vki DEI;wVj ds }kjk vius 

lUns'k dks ?kj cSBs] fo'o ds fdlh gh fgLls esa lEcfUèkr O;fDr dks lUns'k lEizsf"kr dj ldrs gSaA vkidk lUns'k dqN 

lsds.M~l esa lEcfUèkr O;fDr rd igq¡p tkrk gS] lUns'k izkIrdrkZ pkgs fdruh gh nwj D;ksa u gksA 

7-9   b.VjusV 
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b.VjusV ,d vR;fèkd cy'kkyh ,oa xfr'khy lEizs"k.k ekè;e gSA blds }kjk vkèkqfud fo'o ds fofHkUu LFkkuksa ij 

LFkkfir dEI;wVlZ ds usVodZ dks VsyhQksu ykbu dh lgk;rk ls tksM+dj ,d LFkku ls nwljs LFkku rd lwpuk;sa@lUns'k 

{k.kHkj esa gh vfoyEc igq¡p tkrs gSaA lwpuk izlkj.k ds bl c<+rs gq, ;qx esa b.VjusV dk egÙo c<+rk tk jgk gSA vc dksbZ 

Hkh O;fDr lekt vFkok ns'k lwpuk izkS|ksfxdh ds bl vn~Hkqr vax ls vNwrk ugha jg x;k gSA 

b.VjusV dk izkjaHk 1986 esa gqvkA vesfjdk ds izfrj{kk foHkkx us vius vkadM+ksa dks fofHkUu foHkkxksa rd igq¡pkus ds fy, ^,jik* 

,Mokal fjlpZ izkstsDV ,tsUlh (Advance Research Project Agency) us ,d ;kstuk cukbZA bl ;kstuk esa lUns'kksa dks 

lEizsf"kr djus ds fy, mixzgksa o dscy usVodZ dk iz;ksx fd;k x;kA bl ;kstuk dks ^b.VjusV* dk uke fn;k x;kA 1990&91 

eas 'khr;q) dh lekfIr ds i'pkr~ b.VjusV ds }kjk tu lkekU; ds iz;ksx ds fy, [kksy fn, x;sA ^b.VjusV* vaxzsth ds nks 

'kCnksa b.Vj us'kuy o usVodZ dks feykdj cuk;k x;k gS] ftldk vfHkizk; fo'oO;kih rU= ls gSA lEizs"k.k ds lcls l'kDr 

;U=k b.VjusV dh 'kfDr dks fuEu dFku ls Li"V fd;k tk ldrk gS­ 

ß;fn ge lEizs"k.k ds fofHkUu ekè;eksa dh xfr o òf) dk voyksdu djsa rks ge ik;saxs fd jsfM;ks yxHkx 40 o"kks± esa 

50 fefy;u O;fDr;ksa rd igq¡pk] tcfd brus gh O;fDr;ksa rd igq¡pus ds fy, Vh-oh- o dEI;wVj us Øe'k% 13 o 16 o"kZ fy,] 

tcfd b.VjusV ek=k 4 o"kks± esa 50 fefy;u O;fDr;ksa rd igq¡p x;k gSAÞ 

b.VjusV ds eq[; Hkkx fuEufyf[kr gSa­ 

1- eq[; lwpuk lEizs"kd (Server) 

2- nwjHkk"k o eksMsl (Modem) 

3- {ks=kh; usVodZ vFkok ògr~ {ks=kh; usVodZ (Lan or Wan) 

4- mixzg lapkj (Satellite Communication) 

5- dscy usVodZ (Cable Network) 

b.VjusV ds iz;ksx (Uses of Internet) 

b.VjusV ls ge dbZ rjg dh lwpuk;sa vftZr dj ldrs gSa] ijUrq bldk lokZfèkd iz;ksx fuEu fo'ks"k dk;ks± ds fy, gksrk gS­ 

1- bZ&esy (E-mail)­ ;g b.VjusV dh lokZfèkd yksdfiz; lqfoèkk gSA blds }kjk ,d O;fDr {k.kHkj esa fo'o ds fdlh 

Hkh dksus esa lUns'k izsf"kr dj ldrk gSA ;g ,d dkxt jfgr lqfoèkk gSA blesa èku o le; nksuksa dh gh cpr gksrh 

gS] blds fy, nksuksa O;fDr;ksa vFkkZr~ lEizs"k.kdrkZ o lEizs"k.kxzkgh ds ikl ,d gh WebsiteYahoo,Hotmail gSA 

2- bZ&dkWelZ (E-commerce)­ b.VjusV ds ekè;e ls bZ&dkWelZ dk fo'kky dkjksckj yxkrkj c<+ jgk gSA blds ekè;e 

ls vki NksVh&NksVh o cM+h&ls&cM+h oLrqvksa dh [kjhn Qjks[r dj ldrs gSaA bl gsrq ØsfMV dkMZ dk gksuk vfuok;Z 

gSA 

3- bZ&cSafdax (E-Banking)­ b.VjusV us cSafdax {ks=k esa Hkh u;s ;qx dk lw=kikr fd;k gSA cSafdax dk;Ziz.kkyh esa bZ&cSafdax] 

ih-lh- cSafdax] VsyhcSafdax rFkk eksckby cSafdax dk iz;ksx yxkrkj c<+rk tk jgk gSA 
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4- foKkiu (Advertisement)­orZeku eas O;kolkf;d laxBu ,oa is'ksoj b.VjusV ds ekè;e ls foKkiu djkrs gSaA blds 

fy, mUgsa osclkbV tks foKkiu lsok miyCèk djkrh gS] dks pquuk iMs+xkA osclkbV vius lkbV ij foKkiu ds fy, 

O;; olwy djrh gSA 

5- lpZ batu­ miHkksDrk dks blls lEcfUèkr tkudkjh iznku djus ds fy, bldk iz;ksx fd;k tkrk gSA blds }kjk 

O;fDr ds fy, vko';d osclkbV dk irk yxkuk vklku gksrk gSA Yahoo fo'o dk lcls cM+k lpZ batu gSA 

6- OyMZokbM osc­ ;g E-mail ds ckn b.VjusV dh f}rh; lcls vfèkd yksdfiz; lqfoèkk gSA bls WWW(World Wide 

Web) ds uke ls tkuk tkrk gSA ;g lwpukvksa dks fo"k;kuqlkj izLrqr djus dk ,d rjhdk gSA 

7- VsysusV­ blds }kjk b.VjusV ls tqMs+ fo'o ds fdlh Hkh dEI;wVj ij log in djds ml ij bl izdkj dk;Z dj 

ldrs gSa tSls og dEI;wVj vkids fu;a=k.k esa gksA bls nwjLFk ykx bu (Remote log in) dgk tkrk gSA blesa 

,d dEI;wVj ls nwljs dEI;wVj ij vko';d ubZ ,oa mi;ksxh lwpukvksa dks mrkjk vFkkZr~ Down-load fd;k tkrk gSA 

8- iq'kusV­ bldh lgk;rk ls lUns'k dks bysDVªkfud cqysfVu cksMZ ij Hkstk tkrk gS] tgk¡ bls dksbZ Hkh O;fDr ns[k 

ldrk gSA 

9- ;qtusV­ bldh lgk;rk ls usVodZ esa lekfgr lwpukvksa dks fdlh fof'k"V fo"k; ds vkèkkj ij lewgksa esa ck¡Vk tk 

ldrk gSA blesa ,d fo"k; ij #fp j[kus okys O;fDr lwpukvksas dk vknku&iznku dj ldrs gSaA ;wtusV vkt vR;Ur 

yksdfiz; gS] D;ksafd og ,d ls vfèkd eas caV ldrh gSA 

10- pSV:e­ b.VjusV ds bl iz;ksx us nwfj;ksa dks utnhfd;ksa esa cny fn;k gSA blesa vlhfer ckr ds vfrfjDr lEcfUèkr 

O;fDr dks Web camera ds }kjk vius dEI;wVj LØhu ij ns[k ldrs gSa vkSj og Hkh vkidks ns[k ldrk gSA  

11- b.VjusV dk ;g iz;ksx vR;Ur lhfer gSA lkekU;r;k cM+h dEifu;k¡ bldk iz;ksx vius eq[;ky; o 'kk[kkvksa ls 

vkilh lEidZ cukus ds fy, djrh gaSA 

7-10   b.VjusV ds iz;ksx ls mRiUu leL;k,a 

b.VjusV vfèkd yksdfiz; gS] ijUrq blds iz;ksx eas dqN leL;k;sa gSa] tks fuEu gSa­ 

1- b.VjusV ij vlhfer Kku o tkudkfj;ka fufgr gSA ;g tkudkjh ftl jkLrs ls O;fDr rd igaaqprh gSa os vR;Ur gh 

HkhM+ Hkjs gksrs gSa] tcfd blds ekè;eksa vFkkZr~ VsyhQksu ds rkjksa o dscy dh xq.koÙkk esa lqèkkj ugha vk;k gSA vHkh Hkh 

blds fy, rkacs ds rkjksa dk iz;ksx fd;k tkrk gS] tks mfpr ugha gSA 

2- b.VjusV dh lcls cM+h leL;k cSafdax gSA blesa vkidk ikloMZ pqjkdj vkids vkadM+ksa o Qkbyksa dk nq#i;ksx gks 

ldrk gSA dkjfxy ;q) ds nkSjku ikfdLrkuh dEI;wVj fo'ks"kKksa us yxHkx 250 Hkkjrh; lkbVksa dks gSax dj fy;k 

FkkA 

3- b.VjusV ij vusd lkbcj vijkèkh ok;jl QSykus dk dk;Z djrs gSa] tks dbZ dEI;wVj ds fy, gkfudkjd gksrk gSA 
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4- b.VjusV dk nq#i;ksx v'yhy lkfgR; o v'yhy fQYeksa ds mÙke fdLeksa ds :i esa fd;k tkrk gS] tks lekt ds 

fo'ks"k mez o oxZ ds fy, o£tr gksrh gSA 

5- b.VjusV ij ce cukus dh rduhd ds lEcUèk eas tkudkjh nh tk jgh gS] tks vR;Ur gh [krjukd gSA 

6- b.VjusV ds iz;ksx eas ØsfMV dkMZ ds èkks[ks Hkh mtkxj gq, gSaA 

7- b.VjusV dh yksdfiz;rk esa Hkk"kk #dkoV Mkyrh gS] D;ksafd bleas eq[;r% vaxzsth Hkk"kk dk iz;ksx fd;k tkrk gSA  

;|fi mijksDr leL;kvksa ls fuiVus ds fy, dne mBk, tk jgs gSaA tSls­ v'yhy dk;ZØeksa dks jksdus ds fy, fofHkUu ns'kksa 

dh ljdkjsa dkuwu cuk jgh gSa vkSj dEI;wVj fo'ks"kK bls jksdus ds fy, lkW¶Vos;j cuk jgs gSaA blds }kjk ge ukilUn okyh 

tkudkjh dks fNik nsrs gSaA 

7-11   tu lEidZ  

dk;Z{ks= (Scope)­ fdlh Hkh O;kikfjd laLFkk ds fy, ;g vko';d gS fd ftl lekt esa og dk;Z dj jgh gS ml 

lekt ds fofHkUu oxks± ls mlds eèkqj lEcUèk cus jgsaA ;g dk;Z tu&lEidZ foHkkx dks lkSaik tkrk gS tks laLFkk ds oDrk ds 

:i esa dk;Z djrk gSA ;g foHkkx laLFkk ds vka[k o ukd dk dk;Z djrk gSA bldk dÙkZO; gS fd og Kkr djs fd laLFkk ds 

lEidZ eas vkus okys i{kksa dh laLFkk ds fo"k; eas D;k èkkj.kk,a gSa rFkk mu èkkj.kkvksa ls laLFkk ij D;k izHkko iM+rk gS\ 

tu&lEidZ foHkkx dk dk;Z gS fdlh orZeku ;k Hkkoh leL;k ds dkj.k mRiUu gksus okys xEHkhj ifj.kkeksa ds fo"k; eas izcaèkdksa 

dks lrdZ djsA tu&lEidZ foHkkx nksgjk dk;Z djrk gS] ,d rks og laLFkk ds fo"k; eas tu lkekU; dks lwpuk nsrk gS rFkk 

nwljs turk dh izfrfØ;kvksa ds fo"k; eas izcaèkdksa dks lwfpr djrk gSA 

ifjHkk"kk (Definition)­ßtu&lEidZ dk;Z eas os fØ;k,a vkrh gSa tks fdlh laLFkk dh uhfr;ksa o miyfCèk;ksa ds lEcUèk esa ckgjh  

;k vkUrfjd O;fDr;ksa dks tkudkjh nsrh gSa rFkk mudh lgkuqHkwfr vftZr djrh gSaA bu fØ;kvksa dk mís'; lwpukvksa dk nks 

rjQk izokg LFkkfir djuk gksrk gS rkfd izcaèkd] lEcfUèkr O;fDr;ksa dh bPNkvksa o vis{kkvksa dks tku lds rFkk turk dks 

izcaèkdksa dh izfrfØ;kvksa dh tkudkjh nh tk ldsAÞ "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 

mnkgj.kr% ;fn dqN yksx ;g vQokg QSyk jgs gksa fd ,d dEiuh }kjk fu£er lkcqu eas pchZ dk iz;ksx gks jgk gS] tcfd 

okLrfodrk ,slh u gks rks ;g tu&lEidZ foHkkx dk dk;Z gksxk fd og turk ds lEeq[k lPpkbZ dk izpkj djs rFkk ml 

vQokg dks jksdsA 

fczVsu ds bULVhV;wV vkWQ ifCyd fjys'kUl ds vuqlkj­ ßtu&lEidZ laLFkk rFkk mldk turk ds chp ikjLikfjd fo'okl 

dks LFkkfir djus o cuk;s j[kus dk tkucw>dj fd;k x;k fu;ksftr o fujUrj iz;kl gksrk gSAÞ 
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[Public relation practice is the deliberate, planned and sustained effort to establish and maintain mutual understanding 

between an organisation and its public.] 

bl ifjHkk"kk ds vè;;u ls ge ns[krs gSa fd tu&lEidZ ds fuEufyf[kr y{k.k gksrs gSa­ 

1- tu&lEidZ {k.ksd ugha gksrk­ tu&lEidZ ds iz;kl fujUrj o fu;ksftr <ax ls fd;s tkrs gSaA ;g dksbZ vkx cq>kus 

ds leku dk;Z ugha fd tc vkx yxh rks mls cq>k fn;k oukZ dksbZ dke ugha gSA tu&lEidZ dqN fnu ugha cfYd 

eghuksa o o"kks± rd pyus okyh izfØ;k gSA 

2- nks rjQk lEizs"k.k­ tu&lEidZ }kjk laLFkk vius fo"k; eas lwpuk;sa nsrh gS rFkk vius fo"k; eas nwljksa dh izfrfØ;kvksa 

dh lwpuk izkIr djrh gSA ;g dguk xyr u gksxk fd tu&lEidZ foHkkx laLFkk ds vka[k] dku o tcku dk dk;Z 

djrk gSA 

3- turk ls vknku&iznku­ ;gka turk ls vfHkizk; lkekU; turk ls u gksdj dqN fof'k"V lewgksa ls gSA bl lewg esa 

vkrs gSa deZpkjh] ljdkj] LFkkuh; vfèkdj.k] lkekftd laLFkk;sa] xzkgd bR;kfnA 

tu&lEidZ foKkiu rFkk izpkj eas vUrj 

tu&lEidZ dk mís'; viuh turk ¼fof'k"V lewgksa½ dks viuh laLFkk ds fo"k; esa tkudkjh nsuk o f'kf{kr djuk gS 

ftlls laLFkk dh lgh o vuqdwy Nfo tkxzr gksA ;g lwpuk;sa fo'oluh;] lekpkj ;ksX; o lgh gksuh pkfg,aA 

foKkiu dk vFkZ lekpkj&i=kksa] if=kdkvksa] Vsyhfotu] jsfM;ks] bR;kfn }kjk vius mRiknuksa dh iz'kalk djuk gS rkfd xzkgd 

eky [kjhnsaA izpkj esa Hkh ge vius mRiknuksa dk f<a<ksjk ihVrs gSa laLFkk dh Nfo ugha cukrsA 

7-12   tu&lEidZ dk;Z ds mís'; 

tu&lEidZ dk;Z ds rhu mís'; gSa­ 

1- laLFkk ds fo"k; esa tkudkjh nsuk­ tu&lEidZ foHkkx laLFkk ls lEcUèk j[kus okys O;fDr;ksa tSls&xzkgdksa] 'ks;jèkkfj;ksa] 

ljdkjh foHkkxksa] deZpkfj;ksa] lekpkj&i=kksa bR;kfn dks laLFkk ds fo"k; eas lwpuk,a iznku djrk gSA 

2- nwljs O;fDr laLFkk ds fo"k; esa D;k lksprs gSa ;g tkuuk­ tu&lEidZ foHkkx dk nwljk dk;Z gS izcaèkdksa dks ;g 

lwfpr djuk fd cká i{kdkj laLFkk ds fo"k; esa D;k lksprs gSaA 

3- laLFkk ds fo"k; eas yksxksa esa vuqdwy jk; cukuk o mls cuk;s j[kus eas lgk;rk djuk­ tu&lEidZ foHkkx dk ,d 

egÙoiw.kZ dk;Z ;g Hkh gS fd ftu O;fDr;ksa ls laLFkk dk dke iM+rk jgrk gS muds efLr"d eas laLFkk ds fo"k; eas 

vuqdwy jk; v£tr djs o cuk;s j[ksA 

vkt ls dqN o"kZ igys fnYyh esa enj Ms;jh uked laLFkk us lSdM+ksa feYd cwFkksa ds tfj;s nwèk cspuk vkjEHk fd;k] bl laLFkk 

ds nwèk ds ewY; cktkj ewY; ls dkQh de FksA nwfèk;ksa us ;g ckr QSykbZ fd bruk vlyh gS gh ugha] ;g lks;kchu ls cuk 

gqvk udyh nwèk gSA okLrfodrk ;g Fkh fd ;g nwèk Js"B DokfyVh dk FkkA bl xyr vQokg ds QSyus ls enj Ms;jh ds 
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nwèk dh ekax ?kVus yxh vkSj bl laLFkk dk vfLrRo gh ladV esa iM+ x;kA bl vQokg ds fo#) enj Ms;jh dks izsl 

foKfIr;ka] lekpkj lEesyu rFkk foKkiu nsus iM+sA tu&lEidZ foHkkx us bl laLFkk dks ladV ls mHkkjkA 

7-13   fdu O;fDr;ksa ls lEidZ&turk vko';d 

,d O;kikfjd ;k vO;kikfjd laLFkk dks vusd i{kdkjksa ftUgsa turk dgrs gSa ls lEcUèk cuk;s j[kus gksrs gSa] lqfoèkk ds fy, 

turk (Publics) dks fuEufyf[kr Jsf.k;ksa esa ckaVk tk ldrk gS­ 

1- lekt­ blesa fo'ks"kdj os leqnk; vkrs gSa tks laLFkk ds dkj[kkus] dk;kZy;] xksnke vkfn ds iM+kslh gksrs gSaA vPNh 

laLFkk;sa vius iM+ksfl;ksa ls ln~Hkkoukiw.kZ lEcUèk cuk;s j[kuk pkgrh gSaA laLFkk ls mRiUu 'kksj] èkwy] feV~Vh] nwxZUèk] 

dpjs bR;kfn ls iM+kslh izHkkfor gksrs gSaA vius iM+ksfl;ksa ls Js"B lEcUèk cuk;s j[kus ds fy, laLFkk dqN HkykbZ ds 

dke djds viuh Nfo dks dqN lqèkkj ldrh gSA Mªkekvksa] jkeyhykvksa] laxhr dk;ZØeksa] Qwy izn'kZfu;ksa] [ksydwn 

izfr;ksfxrkvksa dk vk;kstu djds o f'k{kk laLFkk,a] vLirky] fMLisUljh vkfn [kqyokdj laLFkk lekt ls tu&lEidZ 

lqèkkj ldrh gSA 

2- Hkkoh deZpkjh­ bl fo"k; esa tu&lEidZ dk mís'; yksxksa ds fny esa ;g èkkj.kk mRiUu djuk gS fd ;g ,d vPNh 

laLFkk gSA tu&lEidZ foHkkx Ldwyksa] dkWystksa] fo'ofo|ky;ksa esa laLFkk ds vuqdwy Nfo vPNh mRiUu dj ldrh gS 

rkfd ogka ds Nk=k laLFkk eas ukSdjh djuk ilUn djsaA 

3- deZpkjh­ fu;ksDRkkvksa o deZpkfj;ksa ds chp eèkqj lEcUèk cukus ds fy, tu&lEidZ vfr vko';d gSA deZpkfj;ksa dks 

laLFkk ds fo"k; eas lgh tkudkjh feyrh jgs rks muesa vkRefo'okl tkxzr gksxk vkSj mudk eukscy Åapk mBsxkA ;g 

dk;Z laLFkk }kjk izdkf'kr if=kdk o vU; lkfgR; Niokdj o ohfM;ks jhy cuokdj fd;k tk ldrk gSA 

4- eky o lsokvksa dh vkiw£rdrkZvksa ls­ tks O;fDr ;k laLFkk,a gekjh laLFkk dks dPpk eky] iSfdax dk lkeku] b±èku ;k 

fu£er eky iznku djrs gSa muls Hkh eèkqj lEcUèk cukus vko';d gksrs gSaA laLFkk dks fofHkUu lsok,a iznku djus okyksa 

ls Hkh tu&lEidZ Bhd j[kuk gksrk gSA bl Js.kh esa vkrs gSa laLFkk ds dkuwuh lykgdkj] vads{kd o vfXu'keu] 

VsyhQksu o LokLFk lsok,a bR;kfn iznku djus okys laLFkkuA 

5- foÙk cktkj­ laLFkk dks foÙk izkIr djus ds fy, vius 'ks;j] _.ki=k] bR;kfn turk dks cspus gksrs gSa] vr% 'ks;jksa ds 

nykyksa] cSadksa] 'ks;jksa ds laLFkkid [kjhnnkjksa] tSls­ chek dEifu;ka] ;wfuV] VªLV] E;wpqvy Q.M ds vfèkdkfj;ksa ls Hkh 

laLFkk dks vPNs lEcUèk cuk;s j[kus gksrs gSaA 

6- laLFkk }kjk mRikfnr eky ;k lsok ds forjd­ viuh laLFkk ds eky dks cspus okys vk<+fr;s] nyky] Fkksd o QqVdj 

foØsrk] lgdkjh Hk.Mkj] xyh eksgYys dh NksVh cM+h nqdkusa] Dyc] gksVy] fu;kZrd o fons'kh vk;krd bl Js.kh esa 

vkrs gSaA forjdksas ls eèkqj lEcUèk cuk;s j[kus gksrs gSaA 

7- miHkksDrk rFkk eky dh ekax djus okys vU; O;fDr­ miHkksDrk og gksrk gS tks eky dk iz;ksx djrk gS] mnkgj.kr% 

vki ?kj ds iz;ksx ds fy, rFkk ,d fcLdqV QSDVjh eas fcLdqV cukus ds fy, phuh [kjhnrs gSaA tu&lEidZ iz;klksa 
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dk O;; u;s] iqjkus o Hkkoh xzkgdksa dks eky dh tkudkjh nsuk gksrk gSA dHkh&dHkh xzkgdksa ls vius eky ds izfr 

vogsyuk] nqHkkZouk ;k dVqrk nwj djuk Hkh tu&lEidZ dk mís'; gks ldrk gSA 

8- lekt ds fopkjksa dks izHkkfor djus okys O;fDr­ bl oxZ esa os O;fDr vkrs gSa tks viuh izR;{k lÙkk vFkok vfèkdkjksa 

ls vU; O;fDr;ksa ds fopkjksa dks izHkkfor djus dh {kerk j[krs gSaA ,sls O;fDr;ksa ds fopkj o O;ogkj mRiknd ds eky 

ds fy, ?kkrd ;k lgk;d fl) gks ldrs gSaA fopkjksa dks izHkkfor djus okys O;fDr gSa­ 

ekrk&firk] vè;kid] f'k{kkfon~] MkDVj] èkeZ xq#] jktuhfrK] jktuSfrd ny] etnwj la?k ds usrk] ljdkjh vfèkdkjh] 

LFkkuh; vfèkdj.kksa ds vfèkdkjh] jsfM;ks o Vsyhfotu dk;ZØeksa ds izLrqrdrkZ] deSaVªsVj] i=kdkj o ys[kd] fo"k;ksa ds fo'ks"kK] 

fofHkUu lkslkbfV;ksa] laLFkkvksa] O;kikj la?kksa o O;kolkf;d laLFkkvksa ds inkfèkdkjh bR;kfnA 

mijksDr O;fDr tu&lEidZ ds dk;ZØeksa ds fy, egÙoiw.kZ fl) gksrs gSaA bu O;fDr;ksa ls cSBdksa] Hkkstksa] Hkze.kksa] Lokxr 

lekjksgksa bR;kfn ds ekè;e ls lEcUèk LFkkfir fd;s tk ldrs gSaA 

tu&lEidZ ds ekè;e 

turk ls lEcUèk lqèkkjus ds <ax vkSj ekè;e Hkh vyx&vyx gks ldrs gSaA dHkh lekpkj&i=kksa esa foKfIr tkjh dh 

tkuh gksrh gS rks dHkh izsl lEesyu cqykuk iM+rk gSA dHkh fdlh dks 'kkunkj Hkkst nsuk iM+rk gS rks dHkh dksbZ vPNk migkjA 

fdlh  dks ns'k&fons'k dh lSj djkuh iM+rh gS rks fdlh ds lEeku esa lekjksg dk vk;kstu djok;k tkrk gSA dHkh fdlh 

laLFkk dks pUnk nsuk gksrk gS rks dHkh fdlh [ksy izfr;ksfxrk dk vk;kstu djok;k tkrk gSA dHkh laLFkk dks dksbZ iqfLrdk 

izdkf'kr djuh iM+rh gS rks dHkh Hkk"k.k fn;s tkrs gSa rFkk dHkh dksbZ vfHk;ku gh pykuk iM+rk gSA 

lekpkj&i=kksa ls lEidZ (Liaison With Newspapers) 

lekpkj&i=k tu&lEidZ dk ,d vfr egÙoiw.kZ ekè;e gSA lekpkj&i=k o if=kdk;sa fdlh laxBu dh Nfo dks 

mHkkj Hkh ldrs gSa rFkk fcxkM+ Hkh ldrs gSa] vr% ;g vko';d gS fd fdlh Hkh laLFkk dks lekpkj&i=kksa ls eS=hiw.kZ lEcUèk 

cuk;s j[kus pkfg,A ;fn dksbZ O;fDr laLFkk ds fo#) dksbZ nq"izpkj QSyk jgk gks rks lekpkj&i=kksa vkfn ds le{k laLFkk dks 

viuk n`f"Vdks.k j[kuk pkfg,A if=kdkvksa dks fofHkUu voljksa ij laLFkk ds dkj[kkus] O;olk;&LFkku vkfn ij vkefU=kr 

djuk pkfg, rFkk laLFkk ds fo"k; eas izdkf'kr lkexzh lekpkj&i=kksa esa Hkstrs jguk pkfg,A 

izsl foKfIr (Press Release) 

tc laLFkk esa dksbZ fo'ks"k ?kVuk ?kV tk;s rFkk mldh lwpuk lekpkj&i=kksa] bR;kfn ds ekè;e ls tu lkèkkj.k rd 

igqapkuh gks rks izsl foKfIr tkjh dh tkrh gSA vki tks lwpuk lekpkj&i=kksa esa lekpkj ds :i esa izdkf'kr djokuk pkgrs 

gSa mls ,d dkxt+ ij Vkbi djok fy;k tkrk gS rFkk fofHkUu lekpkj&i=kksa ds dk;kZy; eas lUns'k okgdksa ;k Mkd ds tfj;s 

fHktok fn;k tkrk gSA ;fn lekpkj&i=k ml foKfIr dks tu lkekU; dh #fp ds vuqdwy le>rs gSa rks os ml foKfIr dks 

iw.kZ ;k laf{kIr :i esa izdkf'kr dj nsrs gSaA izsl dks laLFkk ds lEcUèk esa rF; o vkadM+s nsus dk ;g ljy o loZizpfyr 

ekè;e gSA 

izsl lEesyu (Press Conference) 
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izsl lEesyu esa fdlh egÙoiw.kZ O;fDr }kjk dksbZ ckr dgus ;k fdlh egÙoiw.kZ ?kVuk ds fo"k; esa tkudkjh nsus ds 

fy, fofHkUu lekpkj&i=kksa] if=kdkvksa] Vsyhfotu] bR;kfn ds laoknnkrkvksa dks vkefU=kr fd;k tkrk gSA izsl lEesyu dk 

ykHk ;g gS  fd dksbZ laLFkk ;k O;fDr ,d gh le; esa izpkj ds dbZ lkèkuksa ls vius vuqdwy le; o LFkku ij ckrphr dj 

ldrh gSA 

ljdkj ds lkFk lEidZ (Relations with Government) 

ljdkjh fu.kZ;ksa] uhfr;ksa o dkuwuksa ls O;kikfjd laLFkkuksa dh ykHk&{kerk o fØ;kvksa ij egÙoiw.kZ izHkko iM+rk gSA 

vkt lalkj ds 25 ls vfèkd ns'kksa esa dksdk dksyk] iSIlh dksyk blfy, curk vkSj fcdrk gS fd mu ns'kksa dh ljdkjksa us bu 

daifu;ksa dks ogka ;s is; cukus dh vkKk nh] bls dksdk dksyk o iSIlh dksyk ds tu&lEidZ dh djkekr gh dgk tk;sxkA 

;fn lÙkkèkkjh jktuSfrd ikVhZ o ljdkjh vfèkdkfj;ksa ls Bhd lEcUèk j[ks tk;sa rks laLFkk ds O;kikj ds fo#) cuus okys 

vokafNr dkuwuksa dks jksdk tk ldrk gS rFkk vius O;kikj ds fy, vfèkd lqfoèkk,¡ rFkk VSDl o mRiknu 'kqYd bR;kfn esa 

okaNuh; fj;k;rsa izkIr dh tk ldrh gSaaA ;fn dksbZ izHkkfor laLFkk ;k O;fDr viuh dfBukb;kas ds izfr lgkuqHkwfr izkIr djds 

vius m|ksx ;k O;kikj ds fy, oSèk lqfoèkk,a o dkuwu esa fj;k;rsa izkIr djrk gS rks ;g vuSfrd ugha gSA 

xzkgdksa ls lEidZ (Relations with Customers) 

fiNys dqN o"kks± eas miHkksDrk laj{k.k vkUnksyu dk egÙo cgqr c<+k gSA vkt dk miHkksDrk tkx:d gS] og lgh 

DokfyVh dk eky ;k lsok dh vis{kk djrk gS vkSj ;fn mls ?kfV;k DokfyVh dk eky feyrk gS rks mlds fo#) v[kckjksa esa 

o vU; ekè;eksa ls vkokt mBkrk gSA vc txg&txg ij miHkksDrk lqj{kk lfefr;ka cu x;h gSa tks miHkksDrkvksa ds fgrksa dh 

j{kk djrh gSaA ;fn fdlh miHkksDrk dks [kjhns gq, eky ds fo"k; esa dksbZ f'kdk;r gks rks ,d ,dkfèkdkj o izfrcfUèkr O;kikj 

deh'ku (Monopolies and Restricted Trade Practices Commission) ds n¶rj esa foØsrk ds fo#) fjiksVZ dj ldrk gS 

;k deh'ku foØsrk ds fo#) dk;Zokgh dj ldrk gSA 

vkt dh fLFkfr esa] mRikndksa dks xzkgdksa ds lkFk lEcUèkksa esa fo'ks"k lkoèkkuh cjrus dh vko';drk gS] ekewyh lh 

vlkoèkkuh ls O;kikj ij izfrdwy izHkko iM+ ldrk gSA gks ldrk gS vki igys eky Fkksd foØsrk dks csprs gksa og QqVdj 

O;kikfj;ksa dks vkSj os miHkksDrkvksa dks] ,slh n'kk eas vkidks bu nksuksa dfM+;ksa dk Hkh è;ku j[kuk gksxk] ijUrq ;g rks Li"V gS 

fd vfUre :i ls eky ds miHkksDrk dh lUrqf"V vfr vko';d gSA ;fn og gh eky dh ekax ugha djsxk rks Fkksd ;k QqVdj 

O;kikjh eky [kjhn dj D;k djsaxsA 

lekt ls lEidZ (Relations with Community) 

lekt&dY;k.k o O;kikj dk lEcUèk cgqr iqjkuk gSA ;fn O;kikj ds lekt ls lEcUèk vPNs gkasxs rks lekt esa ml 

O;kikfjd laLFkk }kjk mRikfnr eky dk Lokxr fd;k tk;sxkA izkphudky esa 'kgj ds lsB o O;kikjh vius uke dh èkeZ'kkyk,a 

cuokrs Fks] I;kÅ yxokrs Fks] èkeZ ds vfrfjDr bl dk;Z dk mís'; lekt ls lEidZ LFkkfir djuk Hkh gksrk FkkA ,d O;kikfjd 

laLFkk }kjk lekt dY;k.k ds dk;ks± esa fgLlk ysus dk dkj.k ;g Hkh gS fd nwljh O;kikfjd laLFkk,a ,slk djrh gSaA lekt 

lEidZ dh xfrfofèk;ksa esa Hkkx ysus ls lekt ds mu egÙoiw.kZ O;fDr;ksa o xzkgdksa ls ifjp; Hkh gks tkrk gS tks vU;Fkk lEHko 
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ugha FkkA ;fn lekt ls lEcfUèkr dksbZ dk;Z dEiuh dh fcfYMax] ikdZ ;k gkWy esa fd;k tkrk gS rks fo|eku o Hkkoh xzkgd 

laLFkk ds ifjlj esa vkrs gSa rFkk O;kikj ls ifjfpr gksrs gSaA 

 

 

7-14   lkjka'k 

vkt izk;% izR;sd dk;kZy; esa fofHkUu fØ;kvksa dks iwjk djus ds fy, e'khuksa ,oa nwljs midj.kksa dk cM+s iSekus ij 

iz;ksx fd;k tkrk gSA okLro esa ;g vkS|ksfxd Økafr dh nsu gSA dk;kZy; dk dk;Z ,d rjg ls uhjl rFkk useh fd+Le dk 

gksrk gSA dk;kZy; e'khuksa ,oa midj.kksa ds iz;ksx ls le; ,oa Je dh gh cpr ugha gksrh vfirq dk;Z dh uhjlrk Hkh lekIr 

gks tkrh gSA NksVs ,oa eè;e vkdkj okys dk;kZy; Hkh fdlh&u&fdlh izdkj dh e'khuksa dk iz;ksx djrs gSaA 

dk;kZy; izcUèkd dks e'khuksa ds lanHkZ esa vusdksa egÙoiw.kZ fu.kZ; ysus iM+rs gSa] tSls dkSu&dkSu lh e'khusa yxkbZ tk,¡] e'khuksa 

dks dc yxk;k tk,] muesa fdruh iwath yxkbZ tk,] vkfnA 

ßftl izdkj Mkd }kjk ,d i=k dks ,d LFkku ls nwljs LFkku dks izsf"kr fd;k tkrk gS] mlh izdkj vkt dEI;wVj ds 

}kjk i=k ,d LFkku ls nwljs LFkku ij Hksts tkrs gSA bls bZ&esy dgk tkrk gSA bZ&esy baVjusV ds iz;ksx dk ,d Lo:i gSA 

baVjusV ,d vR;fèkd cy'kkyh ,oa xfr'khy lEizs"k.k ekè;e gSA blds }kjk vkèkqfud fo'o ds fofHkUu LFkkuksa ij LFkkfir 

dEI;wVlZ ds usVodZ dks VsyhQksu ykbu dh lgk;rk ls tksM+dj ,d LFkku ls nwljs LFkku rd lwpuk;sa] lans'k {k.kHkj esa Hkh 

vfoyEc igq¡p tkrs gSaA vkt dksbZ Hkh O;fDr] lekt vFkok ns'k lwpuk izkS|ksfxdh ds bl vn~Hkwr vax ls vNwrk ugha jg x;k 

gSA 

7-15   'kCnkoyh 

bZ&esy (E-Mail)- Electronic Mail lans'k dks b.VjusV dh lgk;rk ls lEizsf"kr djus dk ,d vkèkqfud o lLrk ekè;e gSA 

tu&lEidZ (Public Relations)- tu lEidZ laLFkk rFkk mldk turk ds chp ikjLifjd fo'okl dks LFkkfir djuk o 

cuk;s j[kus dk fu;kstu o fujUrj iz;kl gSA 

dk;kZy; e'khus (Office Machines)­ dk;kZy; e'khuksa ls vfHkizk; mu midj.kksa ls gS tks O;olk; lacaèkh vkadM+ksa ds lalkèku] 

vfHkys[ku vFkok fjiksVZ ds fy[kus esa lgk;rk djrs gSaA 

7-16   cksèk iz'u ,oa muds mÙkj 

¼d½ bl bdkbZ dks i<+us ds i'pkr~ vki viuh mUufr dks igpkus­ 

 crkb, fd fuEu dFkuksa esa ls dkSu&dkSu ls lR; gSa rFkk dkSu&dkSu ls vlR;­ 

 (i) e'khuksa ds iz;ksx ls dk;Z dh mRikndrk c<+rh gSA 

 (ii) e'khusa csyksp gksrh gSaA 

 (iii) bZ&esy ,d isij ySl dk;Z gSA 
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 (iv) b.VjusV dk izkjaHk 1940 esa gqvkA 

 (v) tu&lEidZ dk mís'; lwpukvksa dk nks rjQk izokg LFkkfir djuk gksrk gSA 

¼[k½ dks"Bd esa fn;s x;s 'kCnksa esa ls mfpr 'kCn ds iz;ksx }kjk [kkyh LFkkuksa dks HkjksA 

 (i) vkt dk miHkksDrk ---------------------------------------------------------------------------------------------------- gSA ¼tkx:d@csodwQ½ 

 (ii) b.VjusV lEizs"k.k dk lcls ----------------------------------------------------------------------------------------- lkèku gSA ¼rst@èkhek½ 

 (iii) b.VjusV dh yksdfiz;rk esa Hkk"kk -------------------------------------------------------------------- Mkyrh gSA ¼#dkoV@#dkoV ugha½ 

(iv) n¶rjh e'khuksa ds fdjk;s ij ysuss ls dEiuh dh ------------------------------------- dks èkDdk yxrk gSA ¼lk[k@izcUèk 

lfefr½ 

 (v) e'khuksa ds iz;ksx ls dk;kZy; dh [;kfr esa -------------------------------------------------------------------- gksrh gSA ¼òf)@deh½ 

mÙkj­ ¼d½ (i) lR;] (ii) lR;] (iii) lR;] (iv) vlR;] (v) lR;A 

 ¼[k½ (i) tkx:d] (ii) rst] (iii) :dkoV] (iv) lk[k] (v) o`f)A 

7-17   Loij[k iz'u 

1- n¶rj ds fy, e'khuksa dk pquko djrs le; dk;kZy; izcaèkd dks fdu&fdu leL;kvksa dk lkeuk djuk iM+rk gSA 

2- b.VjusV dk iz;ksx fdu dk;ks± ds fy, gksrk gSA 

3- tu&lEidZ ds ekè;e ;k lkèku dkSu&dkSu ls gSa\ 

4- tu&lEidZ ls D;k vfHkizk; gSA 

dqN mi;ksxh iqLrdsa 

 vkj-lh-HkkfV;k % dk;kZy; izcU/k] ,VykafVd ifCy'klZ ,.M fMLVªhO;wVlZ ¼izk-½ fy- 7@22] vUlkjh jksM] nfj;kxat] ubZ 

fnYyh&110002 

 lgk;] ,l- ds- % dk;kZy; izcU/k] lkfgR; izdk'ku] vkxjk 

 xqIrk] caly ,oa efyd % dk;kZy; izcU/k] fnYyh fo'ofo|ky; fgUnh ehfM;e] fnYyh&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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