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kl/roM 

d;nGb÷z}lIfs ;fdu|L x/]s JolQmsf] b}lgs hLjgsf] nflu cTofj:s a:t' e} ;s]sf] 5 . lzIfs, ljBfyL{, 

sd{rf/L, ljleGg k]zf / Jofj;fodf cfj4 JolQm b]lv lnP/ ;fdfGo u[x0fL ;d]tnfO{ cfk\mgf] cWoog-cWofkg 

ug{ xf];\ jf b}lgs lx;fa lstfa ug{ xf];\ jf laeGg n]v, /rgf, l6kf]6 tof/ ug{ xf];\, d;nGb÷z}lIfs ;fdu|L 

cfjZos kb{5 . pQm sfo{sf] nflu b]z leq k|;:t dfqfdf d;nGb÷z}lIfs ;fdu|L pTkfbg ug]{ pBf]ux? 

:yfkgf ePsf 5g\ t/ lt pBf]ux?df bIf hgzlQmsf] cefj /x]sf] kfOG5 . clwsf+z o:tf pBf]ux?df ljb]zL 

sfdbf/x? sfo{/t /x]sf] kfOG5 . t;y{ d;nGb÷z}lIfs ;fdu|L pTkfbg ug]{ pBf]ux?sf] nflu cfjZos kg]{ 

bIf hgzlQm pTkfbg u/L /f]huf/L tyf :j/f]huf/L ;[hgf tyf pBf]ux?sf] pTkfbsTj a[l4 ug{ cfjZos 

b]lvPsf]n] of] kf7\oqmd lgdf{0f u/L nfu' ug]{ k|of; ul/Psf] xf] . 

 

lzIf0f ;+:yf, ;+3 ;+:yf, sfof{no tyf JolQmx?sf] nflu b}lgs cTofjZos d;nGb÷z}lIfs ;fdu|L pTkfbg ug{ 

;Sg] ;Lko'Qm hgzlQm tof/ kfg]{ p2]Zon] of] kf7\oqmd lgdf{0f ul/Psf] xf] . o; k]zfdf ;+nUg x'g rfxg] 

hgzlQmn] of] kf7\oqmsf] cfwf/df tfnLd kfPkl5 o; k]zfnfO{ bIftfk"j{s ;+kGg ug{ cfjZos kg]{ 1fg, ;Lk / 

Jojxf/ ;d]t l;Sg]5g\ . o; kf7\oqmdaf6 b]z / ljb]zdf ;d]t of] k]zfsf nflu cfjZos kg]{ bIf hgzlQm 

tof/ kfg{ d2t k'Ug] ljZjf; lnOPsf]5 . of] kf7\oqmd cg';f/ k|lzIf0f lnPsf k|lzIffyL{n] ;}4flGts 1fg sIff 

sf]7fdf / k|of]ufTds ;Lk sfo{zfnf / pBf]udf cEof; ug]{5g\ . of] kf7\oqmddf k|lzIffyL{x?n] d;nGb÷z}lIfs 

;fdu|L pTkfbg ug]{ ;DaGwL ;Lkx?sf] cEof; ug{]5g\ . oL ;Lkx?df bIftf xfl;n ul/;s]kl5 k|lzIffyL{x?n] 

;DalGwt pBf]u Joj;fodf /f]huf/L k|fKt ug]{ kof{Kt cj;/ kfpg] jf Jojzfo u/L :j/f]huf/ ;[hgf ug{ 

;Sg]5g\ / ul/aL Go"gLs/0f u/L d'n'ssf] ljsf;df of]ubfg lbg]5g\ . of] kf7\oqmddf /flvPsf l;sfOaf6 

k|lzIffyL{x? cfkm";+u ePsf k/Dk/fut ;Lk / 1fgnfO{ gjLg k|ljlw cg'hDdf ;'wf/ Nofpg / ;DalGwt If]qdf 

cfjZos bIf d;nGb÷z}lIfs ;fdu|L pTkfbssf] ?kdf sfo{ ug{ ;dy{ x'g]5g\ . 

 

nIo 

of] kf7\oqmdsf] d'Vo nIo pBf]uf]Gd'v d;nGb÷z}lIfs ;fdu|L lgdf{0f ug{ ;Sg] ;Lko'Qm bIf hgzlQm tof/ ug'{ 

/x]sf] 5 . 

 

p4]Zox?M 

of] kf7\oqmdsf] p2]Zo lgDgfg';f/ /x]sf] 5; 

 lzIf0f;+:yf, ;+3;+:yf tyf sfof{nox?sf] nflu cfjZos u'0f:tl/o d;nGb÷z}lIfs ;fdu|L pTkfbg 

ug{sf] nflu cjZos kg]{ ;Dk"0f{ 1fg / ;Lk k|bfg u/L ;+rfngdf /x]sf d;nGb÷z}lIfs ;fdu|L 

pTkfbg ug]{ pBf]ux?nfO{ cfjZos kg]{ ;Lko'Qm bIf hgzlQm tof/ ug]{ . 

 k|lzIffyL{x?nfO{ JolQmut tyf k]zfut :jf:Yo / ;'/Iff cjnDag ug{ ;fIfd agfpg] . 

 pBf]u;+u ;DalGwt cf}hf/ pks/0f tyf ;fdu|L klxrfg tyf k|of]u ug{ ;Ifd agfpg] . 

 bIf sfdbf/sf] k|of]u u/L pBf]usf] pTkfbsTjdf a[l4 u/L b]z ljsf;df 6]jf lbg ;Ifd gful/s 

tof/ kfg]{ .  

 d;nGb÷z}lIfs ;fdu|L pTkfbg ug]{ pBf]u :yfkgf u/L :j/f]huf/L ;[hgf ug]{ . 

 ;Lko'Qm bIf hgzlQm tof/ kf/L /f]huf/L tyf :j/f]huf/Lsf] dfWodaf6 b]zdf JofKt a]/f]huf/L 

;d:ofsf] ;dfwfg ug]{ . 

 /f]huf/L tyf :j/f]huf/Lsf] dfWodaf6 cfocfh{gdf a[l4 u/L ljkGg kl/jf/sf] hLjg:t/df ;'wf/ 

Nofpg] . 

 pBf]u / z}lIfs ;+:yfaLr ;xsfo{ u/L pBf]udf cfPsf gof+ k|ljlw cg'?k tfnLd ;+rfng ug]{ . 

 o; If]qdf sfo{/t j}b]lzs hgzlQmnfO{ lj:yflkt ug]{ . 

 

kf7\oqmdsf] ljj/0f 

of] kf7\oqmd d;nGb÷z}lIfs ;fdu|L pTkfbg ug]{ k]zf;+u cfwfl/t 5 . of] kf7\oqmddf k|lzIffyL{x?nfO{ 

d;nGb÷z}lIfs ;fdu|L pTkfbg ug{ cfjZos kg]{ cfwf/e"t 1fg / ;Lk ;dfj]; ul/Psf] 5 . of] kf7\oqmddf 

k]zfsf] kl/ro, ;'/Iffsf pkfox?, d]lzg ;+rfng tyf d;nGb tyf z}lIfs ;fdu|L pTkfbgdf cfjZos kg{] 
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;Dk"0f{ ;Lkx?sf] bIftf xfl;n u/fpg]] p2]Zo /flvPsf] 5 . o; k]zfdf ;/;kmfO{sf] clt dxTj x'g] x'gfn] 

sfdbf/ :j:y /xg cfjZos kg]{ 1fg / ;Lk ;d]t ;dfj]; ul/Psf] 5 .  sfo{:yndf x'g ;Sg] laleGg b'3{6gf 

/ To;af6 aRg] pkfox? tyf tTsfn ug{ ;lsg] k|fylds pkrf/x? ;d]t o; kf7\qmddf ;dfj]; ul/Psf] 5 . 

pTkfbgsf] qmddf x'g;Sg] Wastage nfO{ sfd u/L pTkfbsTj a[l4 ug]{ tk{m o; kf7\oqmddf hf]8 lbOPsf] 5 . 

k|lzIffyL{x?df d}n] sfd ug]{ pBf]u d]/f] / d]/f] k]zf ;Ddflgt xf] eGg] efjgf hufpg vf]lhPsf] 5 . 

 

tfnLd cjlwM 

of] tfnLd sfo{qmdsf] ;dofjlw pBf]udf cfwfl/t cEof; ;d]t #() 306fsf] x'g]5 .  

 

nlIft :yfgM 

 g]kfn clw/fHo e/L . 

 

k|lzIffyL{ ;+Vof 

 Ps ;d"xdf clwstd @) hgf . 

 

k|lzIf0fsf] dfWod 

 g]kfnL/c+u|]hL tyf :yfgLo efiff .  

 

k|lzIffyL{ pkl:ylt 

 tfnLd cjlwe/ k|lzIffyL{sf] pkl:ylt slDtdf ()Ü k'u]sf] x'g'kg]{5 cGoyf k|df0f–kq kfpg of]Uo 

dflgg] 5}gg\ . 

 

k|j]zsf cfwf/x? 

tnsf cfwf/ k"/f u/]sf JolQmx? o; tfnLddf k|j]z kfpg]5g\  

 ;fdfGo n]vk9 ug{ ;Sg] 

 !* jif{ k'/f ePsf] :j:y g]kfnL gful/s 

 

k|lzIfssf] Go"gtd of]Uotf 

 ;DalGwt k]zfdf slDtdf % aif{sf] sfo{ cg'ej ePsf] . 

 /fd|f] ;+rf/ tyf k|lzIf0f ;Lk ePsf] . 

 

k|lzIfs–k|lzIffyL{ cg'kft 

 k|of]ufTds sIffsf] nflu cg'kft M– ! M !) 

 ;}4flGts sIffsf] nflu cg'kft M– sIff sf]7fsf] cj:yf cg';f/ to ug]{ . 

 

k|lzIf0fsf dfWod / ;fdu|L 

k|efjsf/L k|lzIf0f tyf k|bz{gsf nflu cfjZos ;fdu|Lx? 

 5fk]sf ldl8ofsf ;fdu|Lx? -cEof; k'l:tsf, ?h' ;"rL_ 

 Non-Projected ;fdu|Lx? -l8:Kn] gd"gfx?, lkmNd rf6{, kf]i6/, af]8{, dfs{/_ 

 Project Media  ;fdu|L -dlN6ld8of k|f]h]S6/, :nfO{8 cflb_ 

 >Job[io -6]k, lkmNd, :nfO86]k, lel8of] l8:s cflb_ 
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k|lzIf0f l;sfO{ ljlw 

of] tfnLd sfo{qmd k|lzIf0f lb+bf pbfx/0fo'Qm JofVof, k|bz{g, cg's/0f, lgb]{lzt cEof;, k|of]ufTds cEof; / 

cGo JolQmut l;sfO{ x'g]5 .  

;}4flGtsM k|jrg, 5nkmn, sfof{b]z, ;d"x 5nkmn . 

k|of]ufTdsM k|bz{g, cjnf]sg, lgb]{lzt cEof;, :j–cEof; .  

 

k|df0f–kq 

of]] tfnLd ;kmntfk"j{s ;DkGg ug]{ k|lzIffyL{x?nfO{ ;DalGwt tflnd lbg] ;+:yfn] æd;nGb÷z}lIfs ;fdu|L 

pTkfbsÆ sf] k|df0fkq k|bfg ug]{5 . 

 

;Lk k/LIf0fsf] Joj:yf 

of] tfnLdsf] k|df0fkq k|fKt u/]sf k|lzIffyL{x¿n] /fli6«o ;Lk k/LIf0f ;ldltåf/f lgwf{/0f ul/Psf] dfkb08÷k"j{ 

zt{x¿ k'/f u/]df pQm k]zfsf] ;Lk k/LIf0f k/LIffdf ;xefuL x'g ;Sg]5g\ .  

 

k|lzIfsnfO{ ;'emfj 

of] kf7\oqmd /f]huf/ ljlxg ;fIf/ o'jf o'jtLnfO{ nlIft u/L lgdf{0f ul/Psf] 5 . of] kf7\oqmd lgdf{0f ubf{ 

lglZrt dfkb08x? ckgfOPsf 5g\M 

 tfnLd kf7\oqmd k"0f{ ?kdf cWoog ug]{ . 

 ;Lksf clGtd ;"rs, 1fgsf af/] cWoog ug]{ . 

 k|lzIffyL{nfO{ ;Lksf] ;"rL lbO{ k|lzIf0fsf] ljlw, ;do tyf cGo hfgsf/L tfnLd z'? x'gf;fy 

cled'vLs/0f ug]{ .  

 kf7\o of]hgf agfpg] / cfjZos >Jo b[iosf ;fdfgx? k|of]u ug]{ – ;Lk, 1fg, k]zf k|ltsf cjwf/0ff . 

 k|lzIffyL{nfO{ sfd u/fOPdf s]lGb|t u/fpg] .  

 lbOPsf] ;do, ;Ldf leq k|lzIfsn] 1fg / ;Lk l;sfO{ lbOPsf ;"rf+s k|fKt ug]{ .  

 ;Lksf] cEof; kl5 k|lzIffyL{nfO{ cfjZos sfo{ of]hgf lbg] . 

 

k|lzIf0fsf nflu ;'emfj 

 p2]Zo rog ug]{ -;+VofTds, dgf]lqmofTds, efjgfTds_ 

 ljifo j:t' 5gf]6 ug]{ .  

 k|lzIf0fsf ljlw -k|lzIfs s]lGb|t÷k|lzIffyL{ pGd'v_ ckgfpg] 

 pko'Qm d"Nof+sg ljlw ckgfpg] 

 ;Lk sfo{sf] k|bz{g ug]{ / cg'z/0f ug{ nufpg] 

 k|lzIffyL{nfO{ ;Lk cEof;sf] k|z:t cEof; u/fpg]  
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kf7\o ;+/rgf 

d;nGb÷z}lIfs ;fdu|L pTkfbs 

qm=;+= df]8\o"n :jefj 

;do -306f_ 

;}4flGts Jofjxfl/s hDdf 

      

df]8\o"n ! kl/ro ;} *  * 

df]8\o"n @ k]zffut :jf:Yo / ;'/Iff ;}Jof % % !) 

df]8\o"n # d;nGb/z}lIfs ;fdu|L pTkfbg     

;a–df]8\o"n #=! sfkL pTkfbg ;}Jof % !) !% 

;a–df]8\o"n #=@ kmfOn pTkfbg ;}Jof % !% @) 

;a–df]8\o"n #=# vfd pTkfbg ;}Jof $ (    !# 

;a–df]8\o"n #=$ :kfO/n gf]6 a's pTkfbg ;}Jof # ^ (  

;a–df]8\o"n #=% 8fo/L pTkfbg ;}Jof % !) !% 

df]8\o"n $ d;nGb/z}lIfs ;fdu|L k]l:6Ë 
;}Jof 

# (  !@ 

df]8\o"n % d;nGb/z}lIfs ;fdu|L afOlG8Ë 
;}Jof 

!) $) %) 

df]8\o"n ^ ;+rf/ tyf pBdzLntf ljsf; 
 

   

;a–df]8\o"n ^=! Joj;flostf ljsf; ;}Jof * !) !* 

;a–df]8\o"n ^=@ pBdzLntf ljsf; ;}Jof !* @@ $) 

 hDdf  *) !#) @!) 

df]8\o"n & sfo{ut tfnLd -pBf]u÷sf/vfgfdf_ Jof  !*) !*) 

  s'n hDdf  ^% #@% 390 
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df]8\o"n ! M kl/ro 

o; df]8\o'ndf k|lzIffyL{x?NffO{ d;nGb÷z}lIfs ;fdu|L pTkfbs kf7\os|dsf] ljwfut hfgsf/L, d;nGb÷z}lIfs 

;fdu|Lsf] Oltxf;, d;nGb÷z}lIfs ;fdu|L pTkfbg ug{ cfjZos kg]{ sRrf ;fdu|Lsf] kl/ro, ljleGg lsl;dsf 

d;nGb÷z}lIfs ;fdu|Lx?sf] kl/ro tyf k|sf/, dxTj tyf pkof]lutf, d;nGb÷z}lIfs ;fdu|Lx?sf] pkof]u 

ug]{ sfof{no, z}lIfs ;+:yf tyf ;+3 ;+:yfx?, d;nGb÷z}lIfs ;fdu|Lx?sf] k|of]u gLlt ;DaGwL ;}4flGts 1fg 

k|bfg ul/G5 .  

 

;do M  * 306f -;}_ 

j0f{gM 

o; df]8\o"ndf ljleGg d;nGb÷z}lIfs ;fdu|Lsf] kl/ro tyf pQm Aoj;fo;+u ;DalGwt sfo{x?sf] 1fg tyf 

;Lkx¿ ;dfj]z ul/Psf 5g\ . 

 

p2]Zox¿M 

of] df]8\o'nsf] ;dfkg kl5 k|lzIffyL{x¿n] lgDg laifodf ;}4flGts 1fg k|fKt ug]{5g\ . 

 ljleGg lsl;dsf d;nGb÷z}lIfs ;fdu|Lx?sf] kl/ro 

 d;nGb÷z}lIfs ;fdu|Lx?sf] k|sf/ 

 d;nGb÷z}lIfs ;fdu|Lsf] Oltxf; 

 d;nGb÷z}lIfs ;fdu|L pTkfbg ug{ cfjZos kg]{ sRrf ;fdu|Lsf] kl/ro 

 ljleGg lsl;dsf d;nGb÷z}lIfs ;fdu|Lx?sf] dxTj tyf pkof]lutf 

 d;nGb÷z}lIfs ;fdu|Lx?sf] pkof]u ug]{ sfof{no, z}lIfs ;+:yf tyf ;+3 ;+:yfx? 

 d;nGb÷z}lIfs ;fdu|Lx?sf] k|of]u ;DaGwL gLlt 
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df]8\o'n @M k]zfut :jf:Yo / ;'/Iff 

:j:y / ;'/lIft sfdbf/ g} clwstd pTkfbg / ;Lk k|of]u ug{ ;Ifd x'g] x'gfn] o; df]8\o'ndf k|lzIffyL{x?NffO{ 

k]zfut :jf:Yo / ;'/Iff÷;fjwfgLsf af/]df k|lzIf0f u/fOG5 . o; df]8\o'ndf k]zfut sfo{ ubf{ x'g;Sg] 

;+efljt b'3{6gfaf6 ;'/lIft /fVg / ljleGg vfn] /f]uaf6 aRg, sfo{:ynsf] ;'/Iff ug{, d]lzg÷cf}hf/, 

pks/0fx? k|of]u ug{, cUgL lgoGq0f ug{ cfjZos kg]{ 1fg / ;Lk k|lzIffyL{x?nfO{ lbOG5 .  

;do M  % 306f -;}_ ± % 306f -Aof_ Ö  !) 306f 

j0f{gM 

o; df]8\o"ndf d;nGb tyf z}lIfs ;fdu|L pTkfbgsf] k]zfdf ckgfpg' kg]{ k]zfut :jf:Yo / ;'/Iff;Fu ;DalGwt 

1fg / ;Lkx¿ ;dfj]z ul/Psf 5g\ . 

p2]Zox¿M 

of] df]8\o'nsf] ;dfkgkl5 k|lzIffyL{x¿ lgDg sfo{ ug{ ;dy{ x'g]5g\  

1= JolQmut ;'/Iff ckgfpg 

2= sfo{:ynsf] ;/;kmfO{ ug{ 

3= cf}hf/ pks/0fsf] ;/;kmfO ug{  

4= sfo{:ynsf] ;'/Iff ug{  

5= kmfo/ Pl:6ËUo';/ k|of]u ug{  

6= k|fylds pkrf/sf] Joj:yf ug{  

sfo{x¿M 

1= JolQmut ;'/Iff ckgfpg] 

2= sfo{:ynsf] ;/;kmfO{ ug]{ 

3= cf}hf/ pks/0fsf] ;/;kmfO ug{] 

4= sfo{:ynsf] ;'/Iff ug{] 

5= kmfo/ Pl:6ËUo';/ k|of]u ug{] 

6= k|fylds pkrf/sf] Joj:yf ug{] 
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sfo{ ljZn]if0f 

 

 

lglb{i6 sfo{ !M JolQmut ;'/Iff ckgfpg] . 

;}4flGts M   ! 306f 

Jofjxfl/s M%  306f 

s'n ;do M  ^  

306f 

sfo{ r/0fx¿ k|fljlws lj|mofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 lgb]{zg k|fKt ug]{ . 

2 cfjZos cf}hf/ ;fdu|L ;+sng ug]{ . 

3 d;nGb÷z}lIfs ;fdu|L agfpg k|of]u x'g] 

ljleGg k|sf/sf s]ldsnaf6 aRg kGhfsf], 

df:s k|of]u ug]{ . 

4 e'O{df kf]lvPsf s]ldsn jf /;fogx? tyf 

sf6\g ;Sg] cf}hf/af6 aRg ;]K6L ;'hsf] k|of]u 

ug]{ . 

5 /;fog hGo a:t' z/L/df gk/f]; eGgsf nflu 

Pk|f]g jf ;]km\6L Hofs]6 k|of]u ug]{ . 

lbOPsf] M  

sfo{:yn, JolQmut ;'/Iffsf] 

nflu rflxg] cf}hf/ pks/0fx? . 

 

 

lglb{i6 sfo{ M 

JolQmut ;'/Iff ckgfpg] . 

 

 

dfkb08  M–  

1 dfS;, Unf]j ;]km\6L ;'h / 

Pk|f]g k|of]u ul/Psf] . 

2 cf}hf/ pks/0fx? plrt 

:yfgdf /flvPsf] .+ 

1 :jf:YonfO{ c;/ ug]{ 

s]ldsn ;DaGwL 

1fg . 

2 ;]km\6Lsf nflu k|of]u 

ug]{ pks/0f ;DaGwL 

1fg . 

3 k|of]u ug]{ ljlw 

;DaGwL 1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M 

dfS;, Unf]j -k~hf_, ;]km\6L ;'h, Pk|f]g jf ;]km\6L Hofs]6, cfOUnf; . 

 

;'/Iff tyf ;fjwfgLM 

1 dfS;, k~hf, Pk|f]g tyf ;]km\6L ;'h k|of]u ug]{ . 
2 s]ldsn, cfuf] Uof;sf] k|of]u ubf{ ;fjwfgL ckgfpg] . 
3 cf}hf/ pks/0fsf] k|of]u ubf{ plrt Joj:yfkg ug]{  . 
4 cfuf] lgefpg] pks/0f plrt tyf tof/L cj:yfdf /fVg] . 
5 e]lG6n]zg tyf pHofnf]sf] kof{Kt JojZyf ePsf] . 
  

;}4flGtsM ! 306f 

Jofjxfl/sM 306f 

hDdf ;doM ! 306f  



10 

 

sfo{ ljZn]if0f 

 

 

lglb{i6 sfo{ g+ @M sfo{:ynsf] ;/;kmfO{ ug]{ . 

;}4flGts M   ! 306f 

Jofjxfl/s M%  306f 

s'n ;do M  ^  

306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 lgb]{zg k|fKt ug]{ . 

2 cfjZos cf}hf/ ;fdu|L ;+sng ug]{ . 

3 sfo{:yndf sfd ;'? ug'{eGbf klxnf ;/;fdfg 

ldnufpg] . 

4 e'O{ /fd|f]l;t s'rf]n] a9fg]{ . 

5 a9f/]/ lg:s]sf] w'nf]nfO{ s'g} 8i6ljg jf 

ef+8f]df p7fP/ /fVg] . 

6 sfd ;s]kl5 klg sfo{:ynnfO{ s'rf]n] ;kmf 

u/L a9fg]{ . 

7 w'nf]nfO{ s'g} ef+8f]df p7fO{ ;'/lIft :yfgdf 

/fVg] . -of] sfo{ lgoldt ug'{k5{ _ 

 

lbOPsf] M 

sfo{:yn, s'rf], 8i6ljg jf efF8f] 

. 

 

 

lglb{i6 sfo{ M 

sfo{:ynsf] ;/;kmfO{ 

 

 

dfkb08 M 

1 sfo{:yn ;kmf ul/Psf] . 

2 w'nf]nfO{ 8i6ljgdf hDdf 

u/]sf] . 

1 ;/;kmfO{ ;DaGwL 

1fg . 

2 s'rf] k|of]u ;DaGwL 

1fg . 

3 w'nf]df dl;gf sRrf 

kbfy{sf efu x'G5g\ 

eGg] s'/f]sf] 1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx?M 

s'rf], k~hf, dfS;, Pk|f]g, ;]km\6L ;'h, 8i6ljg, 8i6kfgcflb . 

 

;'/Iff tyf ;fjwfgLM 

1 dfS;, k~hf, Pk|f]g tyf ;]km\6L ;'h k|of]u ug]{ . 
2 ;]km\6L hGo pks/0fsf] plrt Joj:yfkg ug]{ . 
  

;}4flGtsM 306f 

Jofjxfl/sM ! 306f 

hDdf ;doM ! 306f 



11 

 

sfo{ ljZn]if0f 

 

 

lglb{i6 sfo{ g+ #M  cf}hf/ pks/0fsf] ;/;kmfO ug]{  .  

;}4flGts M   ! 306f 

Jofjxfl/s M%  306f 

s'n ;do M  ^  

306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 lgb]{zg k|fKt ug]{ . 

2 cfjZos cf}hf/ ;fdu|L ;+sng ug]{ . 

3 cf}hf/ pks/0fx? h:t} s}+rL, ltnL, x]Dd/, 

s6/ h:tf ;fdfgnfO{ b}lgs ;kmfO ug]{ . 

4 s}rL tyf s6/nfO{ wf/ nufO{ ;'/lIft 

:yfgdf /fVg] . 

5 cf}hf/ pks/0fx?nfO{ k|of]udf Nofpg' eGbf 

cufl8 ;w} sfd ug]{ cj:yfdf 5 5}g r]s 

ug]{ . 

6 cGo cf}hf/ pks/0fx?nfO{ sfd ug'{ cuf8L 

/ sfd ;s]kl5 ;/;kmfO{ u/L plrt :yfgdf 

;'/lIft /fVg] . 

 

lbOPsf] M 

sfo{:yn, cf}hf/ pks/0fx? 

 

 

lglb{i6 sfo{ M 

cf}hf/ pks/0fsf] ;/;kmfO{ . 

 

 

dfkb08 M 

1 ltnL, efF8L ;kmf / rDs]sf] . 

2 s}rLnfO{ wf/ nufO{Psf] . 

3 pks/0fx?sf] lgoldt ;kmfO{ 

ul/Psf] . 

1 cf}hf/x?sf] jf/]df 

1fg . 

2 cf}hf/ ;kmfO{ ug{ 

k|of]u x'g] s]ldsn 

;DaGwL 1fg . 

3 cf}hf/nfO{ ;kmfO{ 

u/]kl5 plrt 

Joj:yfkg ug]{ 1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx?M 

lnxL, efF8L, ;fg 9'+uf, kfgL, sk8f, t]n cGo ljleGg k|sf/sf cf}hf/x? . 

 

;'/Iff tyf ;fjwfgLM 

1 k~hf, Pk|f]g tyf dfS;sf] k|of]u ug'{kg]{ . 
2 ;kmfO{ ug{ k|of]u x'g] pks/0f tyf s]ldsnsf] pkof]u tyf Joj:yfkg ug'[{ kg]{ .  
  

;}4flGtsM ! 306f 

Jofjxfl/sM ! 306f 

hDdf ;doM @ 306f 
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sfo{ljZn]if0f 

 

 

lglb{i6 sfo{ g+ $M sfo{:ynsf] ;'/Iff ug]{ . 

;}4flGts M   ! 306f 

Jofjxfl/s M%  306f 

s'n ;do M  ^  

306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 lgb]{zg k|fKt ug]{ . 

2 cfjZos cf}hf/ ;fdu|L ;+sng ug]{ . 

3 sfd ug]{ b/fh jf 8«o/ -3/f{_ df ns jf 

rfjL nufpg] .  

4 ckl/lrt JolQmnfO{ sfo{:yndf k|j]z glbg] . 

5 sfo{:yndf CCTV k|of]u ug]{ . 

6 k|j]zåf/ jf 9f]sfdf Rofgnu]6sf] k|of]u ug]{ . 

7 sfo{:yndf k|j]z ubf{ jf lg:s+bf, lkm+u/ lk|G6 

u/]/ dfq In - Out x'g] . 

8 In Out x'Fbf d]6n l8S6]6/ (Metal Detector 

k|of]u u/L z/L/sf] vfGftnf;L lng] . 

9 ;]So'l/6L uf8{sf] k|of]u ug]{ .  

10 cfuGt's k'l:tsf /fVg] . 

 

lbOPsf] M  

sfo{:yn, Sefty hGo pks/0fx? . 

 

 

 

lglb{i6 sfo{ M 

sfo{:ynsf] ;'/Iff ug]{  . 

 

 

dfkb08 M–  

1 ;'/IffhGo pks/0fx/sf] 

k|of]u ePsf] . 

2 plrt Joj:yf u/L 

sfo{:ynsf] ;'/Iff ul/Psf] . 

1 CCTV ;DaGwL 

1fg . 

2 In/Out Machine 

(Finger Print 

Machine) k|of]u 

;DaGwL 1fg . 

3 d]6n l86]S6/ k|of]u 

;DaGwL 1fg .  

 

cf}hf/, pks/0f / ;fdu|Lx?M 

tfnf, rfjL, CCTV, Metal Detector Finger Print Mechine cflb .  

 

;'/Iff tyf ;fjwfgLM 

1 ;'/IffhGo pks/0fx/sf] k|of]u ug]{ . 

  

;}4flGtsM ! 306f 

Jofjxfl/sM ! 306f 

hDdf ;doM @ 306f 
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sfo{ljZn]if0f 

 

 

lglb{i6 sfo{ g+ %M kmfo/ Pl:6ËUo';/ k|of]u ug]{ . 

;}4flGts M   ! 306f 

Jofjxfl/s M%  306f 

s'n ;do M  ^  

306f 

sfo{ r/0fx¿ k|fljlws lj|mofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 lgb]{zg k|fKt ug]{ . 

2 cfjZos cf}hf/ ;fdu|L ;+sng ug]{ . 

3 kmfo/ l:6ËUo';/ k|of]u ub{f ;fdfGotof 

lgDg ljlw ckgfpg]M 

Pass kmd'{nfsf] k|of]u ug]{ .  

h:t} P = Pull the pin l;ln08/sf] 6«]u/ 

ns u/L /fv]sf] kLg lgsfNg] .  

A =Aim atthe base of the fire. 

4 cfuf]sf] tNnf]sf] efudf lgzfgf nufpg]  

S =Squeeze the Trigger. 

5 3f]8LnfO{ tn lyRg] jf bjfpg] . 

S =Sweep Side to Side. 

6 bfFof afofF xNnufpg] . 

7 kmfo/ l:6ËUo';/sf] k|of]u ubf{ cfuf]sf] 

k|sf/ cg';f/ pks/0f k|of]u ug]{ . 

h:t}M– ABC ;fdfGo cfuf]M– kfgL jf 

Dry Powder -w'nf] kfp8/_ 

8 On]lS6«s kmfo/ M– ABC Powder -w'nf] 

kfp8/ jf sfj{g 8fO{ cS;fO8 Uof; 

(BC) Oil Fire Foam  jf Anf+s]6 k|of]u 

ug{ ;lsG5 . 

9 ;fgf] cfuf] lgefpgsf nflu aflN6gdf 

afn'jf e/]/ /fVg] .   

lbOPsf] M 

sfo{:yn, cfuf] lgefpg k|of]u 

x'g] pks/0fx? . 

 

 

 

lglb{i6 sfo{ M 

kmfo/ Pl:6ËUo';/ k|of]u ug]{ . 

 

 

dfkb08 M 

1 Fire Extinguisher sf] 

k|of]u ubf{ Pass kmd'{nf 

pkof]u u/]sf] .  

2 cfuf]sf] k|s[lt cg';f/sf] 

pks/0f k|of]u u/]sf] .  

1 Fire Extinguisher 

;DaGwL  1fg . 

2 cfuf]sf] k|s[lt 

;DaGwL 1fg . 

3 cfuf] lgefpg k|of]u 

x'g] ljlw ;DaGwL 

1fg .  

 

cf}hf/, pks/0f / ;fdu|Lx?M 

dfS;, kGhf, ;]km\6L ;'h, ;]km\6L Hofs]6, Fire Jocket, Fire Extinguisher x? -Dry Powder ABC, 

Carbondioxide Gass BC_, kfgL, Fire Blanket, Foam . 

 

;'/Iff tyf ;fjwfgLM 

1 dfS;, Pk|f]g jf kmfo/ Hofs]6, ;]km\6L ;'h, cflbsf] k|of]u ug]{  . 
2 cf}hf/ pks/0fsf] k|of]u kl5 plrt :yfgdf ;'/lIft /fVg] .  
  

;}4flGtsM ! 306f 

Jofjxfl/sM ! 306f 

hDdf ;doM @ 306f 
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sfo{ljZn]if0f 

 

 

lglb{i6 sfo{ g+= ^M k|fylds pkrf/sf] Joj:yf ug]{ .  

;}4flGts M   ! 306f 

Jofjxfl/s M%  306f 

s'n ;do M  ^  

306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 lgb]{zg k|fKt ug]{ . 

2 cfjZos cf}hf/ ;fdu|L ;+sng ug]{ . 

3 sfo{zfnfdf sfo{ ubf{ ;dfGo 3fp 

rf]6k6s nfu]df cfjZos kg]{ 8]6f]n / 

skf;,a]6fl8g, l:k|6, s6g, sk8f, 6]k, 

AofGb]h tyf cf}iflwsf] Aoj:yf ug]{ . 

4 tL ;fdu|Lx? First aid box df clgjfo{ 

/fvL Aojl:yt ?kdf sfo{:yndf 

;'/lIft /fVg] . 

5 6fpsf] b'Vbf jf ;fdfGo Hj/f] cfpFbf 

k|of]u x'g] cf}ifwL 8fS6/sf] ;Nnfx lnO{ 

;'/lIft :yfgdf /fVg] / cfjZos kbf{ 

vfg lbg] .  

lbOPsf] M 

sfo{:yn First aid box 

 

 

 

lglb{i6 sfo{ M 

k|fylds pkrf/sf] Joj:yf . 

 

 

dfkb08 M 

1 ;fdfGo /f]u cg';f/sf] 

cf}ifwLsf] Aoj:yf u/]sf] .  

2 cf}ifwL k|of]u ubf{ /f]u;+u 

;DaGwLt lj1x?;+u ;Nnfx 

lnPsf] . 

1 First aid ;DaGwL 

1fg . 

2 ;fdfGo /f]u h:t} 

Hj/f] cfpg' 6fpsf] 

b'Vg' ;DaGwL 1fg . 

3 xft xltof/n] sf6\bf 

k|of]u x'g] ;fdfGo 

cf}ifwL pkrf/ 

;DaGwL 1fg .  

 

cf}hf/, pks/0f / ;fdu|Lx?M 

First aid box, strecher 

 

 

;'/Iff tyf ;fjwfgLM 

1 dfS;,;]km\6L ;'h / x]08 Unf]j k|of]u ug]{  . 
2 First aid box k|of]u kl5 ;'/lIft :yfgdf /fVg] .  

 

  

;}4flGtsM ! 306f 

Jofjxfl/sM ! 306f 

hDdf ;doM @ 306f 
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df]8\o"n #M z}lIfs ;fdu|L÷d;nGb pTkfbg 

;j–df]8\o"n #=!M sfkL pTkfbg  

;do M  % 306f -;}_ ± !) 306f -Aof_ Ö !% 306f 

j0f{gM 

o; df]8\o"ndf ljlEGg lsl;dsf sfkL agfpg] sfo{;Fu ;DalGwt 1fg / ;Lkx¿ ;dfj]z ul/Psf 5g\ . 

 

p2]Zox¿M 

of] df]8\o'nsf] ;dfkg kl5 k|lzIffyL{x¿n] lgDg sfo{ ug{ ;dy{ x'g]5g\ . 

1= ;fwf/0f sfkL agfpg 

2= k]l:6Ë sfkL agfpg 

3= l;nfO{ sfkL agfpg 

4= :s"n÷sn]hsf] hfFr slk -n'h l;6_ agfpg] 

5= ?n k]k/ -n'h l;6_ agfpg] 

 

sfo{x¿M 

6= ;fwf/0f sfkL agfpg] 

7= k]l:6Ë sfkL agfpg] 

8= l;nfO{ sfkL agfpg]  

9= :s"n÷sn]hsf] hfFr slk -n'h l;6_ agfpg] 

10= ?n k]k/ -n'h l;6_ agfpg]  
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sfo{ ljZn]if0f 

 

 

lglb{i6 sfo{ g+= !M ;fwf/0f sfkL agfpg] . 

M   ! 306f 

Jofjxfl/s M%  306f 

s'n ;do M  ^  

306f 

sfo{ r/0fx¿ k|fljlws lj|mofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/ pks/0f tof/ kfg]{ . 

2 gd'gf tof/ ug]{ .  

3 lglZrt ePsf] skLsf] ;fOhdf se/ l8hfOg 

ug]{ . 

4 se/ lk|G6LË ug]{ . 

5 se/nfO{ n]ldg]zg ug'{kg]{ xf] eg] n]ldg]zg 

u/L tof/ kfg]{ . 

6 lglZrt ;fOh cg';f/ slt k]hsf] skL tof/ 

kfg]{ xf] ;f]xL adf]lhd sfuh kmf]N8LË ug]{ . 

7 kmf]N8LË u/]sf] sfuhsf] aflx/L efudf cl3 

5fk]/ tof/ kf/]sf] se/ nufpg] . 

8 se/ nufO ;s]kl5 se/ / sfuhnfO{ /fd|f];+u 

ldnfP/ 7f]Sg] .  

9 se/ nufO{ 7f]s]/ l7s kf/]sf]nfO{ ;]G6/df kg]{ 

u/L sDtLdf @ 7fpFdf :6Lr d]lzgaf6 :6Lr 

nufpg] . 

10 skLnfO{ /fd|f] agfpg :6Lr u/L ;s]kl5 

skLsf] ;fO8df kf]6 agfpgsf] nflu kf]6 

d];Lgdf /fvL kf]6 tof/ kfg]{ . 

-kf]6 d]lzg gePsf] cj:yfdf kf]6sf] sfd 

xftaf6 klg ug{ ;lsG5 _ 

11 kf]6 agfO;s] kl5 lk; uGtL u/L s6LËaf6 

lkmgLl;Ë ug]{  . 

12 lkmgLl;Ë ul/ ;s]kl5 cfjZostf cg';f/ 

a08n afWg] . 

cj:yf -lbOPsf]_M  

cf}hf/ pks/0f / ;fdu|L;lxtsf]] 

sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

;fwf/0f sfkL agfpg] . 

 

 

dfkb08 -:t/_ M– 

1= sfkLsf] se/ l8hfO{g 

cfsif{s ePsf] . 

2= se/ / leqL sfuhsf] ;fOh 

ldn]sf] . 

3= sfkLsf] sl6Ë tyf lkmlgl;Ë 

/fd|f] ePsf] . 

1= ?lnË d]lzg 

÷c6f]?n d]lzgsf] 

1fg 

2= kmf]lN8Ë ug]{ 

hfgsf/L . 

3= l:6r d]lzgsf] 

kl/ro / dxTj . 

4= kf]6 d]lzg rnufpg] 

1fg . 

5= sl6Ë d]lzgsf] 

kl/ro / dxTj . 

 

 

cf}hf/, pks/0f / ;fdu|Lx?M – k]k/ se/, ln;l6s af sf7, sl6Ë d]l;g, :6Lr d]l;g, kf]6 d]lzg . 

 

 

;'/Iff tyf ;fjwfgLM – 

1 dfS; Pk|f]g k~hf nufpg] . 

2 h'Qf rKkn nufpg] . 

;}4flGtsM ! 306f 

Jofjxfl/sM @ 306f 

hDdf ;doM # 306f 
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sfo{ ljZn]if0f 

 

 

lglb{i6 sfo{ g+= @M k]l:6Ë sfkL agfpg] .  

;}4flGts M   ! 306f 

Jofjxfl/s M%  306f 

s'n ;do M  ^  

306f 

sfo{ r/0fx¿ k|fljlws lj|mofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/ pks/0f tof/ kfg]{ . 

2 gd'gf lglZrt ug]{ . 

3 se/ l8hfOg u/L se/ lk|G6 ug]{ . 

4 gd'gf adf]lhdsf] k]h luGtL u/L sfuh kmf]N8 

ug]{ . 

5 sfuh kmf]lN8Ë -;a}sf] Pp6} ;fO8af6_ ug]{ . 

6 kmf]lN8Ë u/]sf] sfuhnfO{ /fd|f];+u 7f]Sg] . 

7 7f]s]/ ldnfPsf] sfuhnfO{ ;]G6/ kf/]/ slDtdf 

@ j6f l:6r ug]{ . 

8 l:6r u/L ;s]kl5 cfwf sfuh ;dfP/ 

kN6fpg] / ltnLn] 3f]6]/ kmf]N8 ug]{ . 

9 ltnLaf6 kmf]N8 u/]kl5 pQm sfkLsf] kfgfdf 

df8 jf km]ljsn nufpg] . 

10 km]ljsn nufO;s]kl5 5kfO u/]/ cfPsf] 

se/nfO{ ud g;'Sb} 6f:g] / kf]6 agfpg] . 

11 yfsL tof/ ug]{ . 

12 tLg lt/ sl6Ë u/L lkmlgl;Ë ug{] . 

13 sl6Ë u/L;s] kl5 a08n tof/ ug]{ . 

cj:yf -lbOPsf]_M  

cf}hf/ pks/0f / ;fdu|L;lxtsf]] 

sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

k]l:6Ë sfkL agfpg] . 

 

 

dfkb08 -:t/_ M–  

1= kmf]N8LË lgoldt / se/ 

/fd|/L 6fFl;Psf] . 

2= sl6Ë / lkmlgl;Ë /fd|f] 

ePsf] sfkL tof/ u/]sf] . 

1= k]l:6Ësf] kl/ro 

k|of]u / dxTj . 

2= sfuh kmf]lN8Ë ug]{ 

1fg . 

3= :6Lr nufpg] 1fg . 

4= sl6Ësf] 1fg . 

5= k]l:6Ësf] 1fg . 

6= sfuhsf] u|fd / 

;fOhsf] 1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx?M– k]k/, sf7sf] 6'qmf -ltnL_, sl6Ë d]lzg, :6LlrË d]lzg . 

 

;'/Iff tyf ;fjwfgLM 

1 dfS; Pk|f]g k~hf nufpg] . 

2 h'Qf rKkn nufpg] . 

  

;}4flGtsM ! 306f 

Jofjxfl/sM # 306f 

hDdf ;doM $ 306f 
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sfo{ ljZn]if0f 

 

 

lglb{i6 sfo{ g+ #M  l;nfO{ sfkL agfpg] .  

;}4flGts M   ! 306f 

Jofjxfl/s M%  306f 

s'n ;do M  ^  

306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/ ÷pks/0f / ;fdu|L ;+sng 

ug]{  . 

2 gd'gf tof/ kfg]{ . 

3 gd'gf adf]lhdsf] se/ tof/ ug]{ . 

4 ;fbf sfuhnfO{ ?lnË ug]{ . 

5 ?lnË u/]sf] sfuhnfO{ a9Ldf * l;6 sfuh 

kmf]N8 ug]{ . 

6 Kfmf]N8 u/]sf] sfuhnfO{ 7f]s]/ slt k]hsf] sfkL 

agfpg] xf] ;f]xL cg';f/ h'; ldnfP/ xft jf 

d]lzgn] l;nfO{ ug]{ . 

7 sfkLsf] kfgfx? /fd|/L 6fFl;gsf] nflu kf]6df 

k]mlasn jf df8 nufpg] . 

8 k]mlasn jf df8 nufO{ ;s]kl5 se/ nufpg] . 

9 s]lx ;do ;'Sg lbg] . 

10 yfs÷rfË nufpg] . 

11 ;'s]sf] sfkLnfO{ tLglt/af6 sl6Ë u/L 

lkmlgl;Ë ug]{ . 

12 a08n agfpg]÷KoflsË ug]{ . 

 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

l;nfO{ sfkL agfpg] . 

 

dfkb08 -:t/_ M–  

!= sfkLsf] se/ l8hfO{g 

cfsif{s ePsf] . 

@= se/ / leqL sfuhsf] ;fOh 

ldn]sf] . 

#= k]l:6Ë /fd|f] ePsf] . 

$= sfkLsf] sl6Ë tyf lkmlgl;Ë 

/fd|f] ePsf] . 

 

1= sfuh uGg] tl/sf . 

2= k]li6Ë ug]{ tl/sf . 

3= sl6Ë ug{ tl/sf . 

4= l;nfO{ ug{ tl/sf . 

 

cf}hf/, pks/0f / ;fdu|Lx? M– snd, :s]n, l;of], wfuf], ud, sl6ª d]lzg . 

 

;'/Iff tyf ;fjwfgLM 

1 dfS;, Pk|f]g k~hf nufpg] . 

2 h'Qf rKkn nufpg] .  

  

;}4flGts M ! 306f 

Jofjxfl/s M @ 306f 

hDdf ;do M # 306f 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ $M :s"n/sn]hsf] hfFr slk -n'h l;6_ agfpg] .  

M   ! 306f 

Jofjxfl/s Ms'n ;do M  ^6f 

sfo{ r/0fx¿ k|fljlws lj|mofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|L ;+sng 

ug]{  . 

2 gd'gf tof/ ug]{ . 

3 ;fbf sfuhnfO{ ?lnË ug]{ . 

4 cfjZostf cg';f/sf] kfgf uGg] . 

5 ?lnË u/]sf] sfuhnfO{ k]h cg';f/ cfjZos 

kfgf kmf]N8 ug]{ . 

6 s'g :s"n jf sn]hsf] nflu slk tof/ ug]{ xf] 

To;sf] se/ 5kfO{ u/\L aflx/af6 nufpg] . 

7 se/ nufO ;s]kl5 b]a|] ;fO8df ! jf b'O{ 

:6Lr nufpg] . 

8  sl6ª u/L n'h l;6 lkmlgl;Ë ug]{ . 

 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

:s"n÷sn]hsf] hfFr slk -n'h 

l;6_ agfpg] . 

 

dfkb08 -:t/_ M–  

 ?lnË  / lkmlgl;Ë /fd|f] 

ePsf] n'h l;6 tof/ 

u/]sf] . 

 Kofs]lhË /fd|f] ePsf] . 

1= sfuh uGg] tl/sf . 

2= kmf]N8 ug]{ tl/sf . 

3= sl6Ë ug{]tl/sf . 

4= ?lnË d]lzg ;DaGwL 

1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M– ?lnª d]lzg, sl6ª d]lzg . 

 

;'/Iff tyf ;fjwfgLM 

1 dfS;, Pk|f]g k~hf nufpg] . 

2 h'Qf rKkn nufpg] .  

  

;}4flGts M ! 306f 

Jofjxfl/sM @ 306f   

hDdf ;doM # 306f 
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sfo{ ljZn]if0f 

 

 

lglb{i6 sfo{ g+ %M ?n k]k/ -n'h l;6_ agfpg] . 

;}4flGts M   ! 306f 

Jofjxfl/s M%  306f 

s'n ;do M  ^  

306f 

sfo{ r/0fx¿ k|fljlws lj|mofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/ ÷ pks/0f / ;fdu|L ;+sng 

ug]{  . 

2 ?n k]k/sf] ;fOh÷9f+rf tof/ kfg]{]{ . 

3 ?lnª ug]{ . 

-tof/L ?n u/]]sf] klg cfp5_ 

4 luGtL u/L aLraf6 sl6ª ug]{ jf luG6L u/L 

cfjZostf cg';f/ kmf]lN8Ë u/L sl6Ë ug]{ . 

5 sl6Ë u/L ;s]kl5 tn / dfly /km sfuh 

/fvL= 8f]/Ln] afWg] . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

n'h l;6 agfpg] . 

 

dfkb08 -:t/_ M–  

 ?lnË  / lkmlgl;Ë /fd|f] 

ePsf] n'h l;6 tof/ 

u/]sf] . 

 Kofs]lhË /fd|f] ePsf] . 

1= sfuh uGg] hfgsf/L  

2= kmf]N8 ug]{ hfgsf/L 

3= sl6Ë ug]{ hfgsf/L . 

 

cf}hf/, pks/0f / ;fdu|Lx? M– ?lnª d]lzg, sl6ª d]lzg . 

;'/Iff tyf ;fjwfgLM 

1 dfS;, Pk|f]g k~hf nufpg] . 

2 h'Qf rKkn nufpg] .  

;}4flGtsM ! 306f 

Jofjxfl/sM ! 306f  

hDdf ;doM @ 306f 



;j–Dff]8\o"n #=@M kmfO{n pTkfbg 

;do M  % 306f -;}_ ± !% 306f -Aof_ Ö @) 306f 

j0f{gM 

o; df]8\o"ndf ljlEfGg lsl;dsf kmfOn agfpg] sfo{;Fu ;DalGwt 1fg / ;Lkx¿ ;dfj]z ul/Psf 5g\ . 

 

p2]Zox¿M 

of] df]8\o'nsf] ;dfkgkl5 k|lzIffyL{x¿n] lgDg sfo{ ug{ ;dy{ x'g]5g\ . 

!= /]s8{ kmfOn÷Go'h lk|G6 kmfOn agfpg 

@= l/Ë kmfOn agfpg 

#= Practical File agfpg 

$= Index File agfpg 

%= Box File agfpg 

^= sf]a|f kmfOn agfpg 

&= Vertical / Magazine file agfpg 

 

 

sfo{x¿M 

1= /]s8{ kmfOn agfpg] 

2= l/Ë÷lSnk kmfOn agfpg] 

3= Practical File agfpg] 

4= Index File agfpg] 

5= Box File agfpg] 

6= sf]a|f kmfOn agfpg] 

7= Vertical / Magazine file agfpg]]  

 

 

 

 

  



22 

 

sfo{ ljZn]if0f 

lglb{i6 sfo{ g+ !M /]s8{ kmfOn agfpg] . 

M   ! 306f 

Jofjxfl/s'n ;do M    

306f 

 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? ;+sng 

ug]{  . 

2 kmfOnsf] gd"gf÷9f+rf tof/ ug]{ . 

3 Go"hlk|G6 / klqsf b'j}sf] rfËdf kfgL 5s{g] . 

4 Pslbgkl5 k'g kfgL 5s{g] . 

5 @)X#) cyjf @)X@& sf] Go'hlk|G6 klqsf 

;lxt udn] k]l:6Ë ug]{ .  

6 k]l:6ËnfO{ Pp6f Pp6f u/L 3fddf ;'sfpg] .  

7 k]l:6ª eP/ ;'s]sf] sfuhsf] nDafOlt/af6 

kmf]N8/n] laraf6 kmf]N8 ug]{ / lyr]/ /fVg] . 

8 (=%X !$=%÷(=@%X!#=@% cyjf ;fOh 

cg';f/ To;nfO{ sl6Ë d]lzgn] sf6\g] . 

9 sfl6Psf] kmfOn vf]n]/ lqmh dflyaf6} 

3f]K6\ofpg] . 

10 To;kl5 lqmhaf6 Ps OGr km/s kg]{ u/L 

kGrsf] ;fOhdf kmfOn dfi6/n] b'O{j6f Kjfn 

kfg]{ . 

11 Kjfn ePsf] 7fp+df aflx/af6 b'O{j6f cfOn]6 

xfNg] . 

12 l5gf / xDd/sf] k|of]un] km'nL s'Rofpg] . 

13 km'nL gePsf] ;fO8df 5fKg] d]lzgn] cfjZos 

cIf/ 5fKg] . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

lglb{i6 sfo{ -s]_M 

/]s8{ kmfOn agfpg] . 

 

dfkb08 -:t/_ M–  

1= ;fOh ldnfO{ Kjfndf cfOn]6 

/fd|f];+u 7f]lsPsf] . 

2=  ;kmf lk|G6 ePsf] /]s8{ 

kmfOn tof/ u/]sf] .  

1= k]l:6ª ug]{ 1fg . 

2= kmfOn kmf]N8 ug]{ 

1fg . 

3= sl6ª ug]{ 1fg . 

4= cfOn]6 7f]Sg] 1fg .  

5= kmfOn 5fKg] 1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M–  

Go'hlk|G6 k]k/, klqsf, 8]SrL, @)X#) sf] lksf{, bfp/f, d}bf, km'nL÷cfOn]6, xDd/, l5gf, xDd/, kmnfdsf] Kn]6, 8f]/L, 

af]/f, 6«nL,kmf]N8/ ud,sl6Ë d]lzg, kmfOn df:6/ . 

 

;'/Iff tyf ;fjwfgLM 

1 k]l:6ª ubf{ df:s, Pk|f]g / k~hf nufpg] . 

2 sl6ª ubf{ clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 

  

;}4flGtsM  ! 306f  

Jofjxfl/s M @ 306f  

hDdf ;do M # 306f 
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sfo{ ljZn]if0f 

lglb{i6 sfo{ g+ @M l/Ë kmfOn agfpg] . 

M   ! 306f 

Jofjxfl/s'n ;do M  ^  

306f 

 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/ ÷ pks/0f / ;fdu|Lx? 

;+sng ug]{  . 

2 l/ª kmfOn sf] ;fOhdf lkr af]8{nfO{ sl6Ë ug]{  

3 ;fOhdf kmfOn dfi6/n] rf]8fO{ lt/af6 ljrdf 

!=% OGr km/s kg]{u/L b'O6f lqmh ug]{ . 

4 l8hfOg eP/ n]ldg]zg ul/Psf] se/n] lqmh 

eO;s]sf] af]8{nfO{ udsf] ;xfotfn] aflx/af6 

6fF:g] . 

5 ;fbf sfuhnfO{ ;fOhdf sl6Ë u/]/ leqaf6 

6fF:g] . 

6 l/Ë lSnk lkm6 ug]{ :yfgdf kGr u/L !=% 

OGrsf] lsnfn] Kjfn kfg]{ . 

7 ;f] Kjfndf d]n lkmd]n a6gsf] ;xfotfn] l/Ë 

lSnk lkm6 ug]{ .  

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

l/Ë kmfOn agfpg] . 

 

dfkb08 -:t/_ M–  

1= kmfOndf lSnkdf ;xL 

tl/sfn] l/lk6 nufOPsf] . 

2= lk|G6 / n]ldg]zg /fd|f] . 

3= /fd|f] lkmlg;Ë ePsf] . 

1= lkr af]8{ sl6Ësf] 

1fg . 

2= ;lx dfqfdf ud 

nufpg] 1fg . 

3= lSnk lkm6sf] 1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M–  

lkr af]8{, l8hfOg / n]ldzg ul/Psf] se/, ;fbf sfuh, l/Ë lSnk, d]n lkmd]n a6\g, ud, ud nufpg] a|'; . 

 

;'/Iff tyf ;fjwfgLM 

1 sl6ª ubf{ df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzgdf sfd ubf{ clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] .  

;}4flGts M !/@ 306f 

Jofjxfl/s M @ 306f  

hDdf ;do M @ !/@ 306f 
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sfo{ ljZn]if0f 

lglb{i6 sfo{ g+ #M Practical File agfpg]  

  

sfo{ r/0fx¿ k|fljlws lj|mofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/ ÷ pks/0f / ;fdu|Lx? 

;+sng ug]{  . 

2 !!=%X*=&% jf !!=%X&==&=% OGrdf 7'nf] 

;fOhdf cfPsf] lkr af]8{nfO{ sl6Ë ug]{ . 

3 Art paper  df kmfOnsf] l8hfOg u/L !%X 

@) df 5kfO{ u/L n]ldg]zg ug]{ . 

4 n]ldg]zg ul/Psf] se/sf] leqL efudf sl6ª 

ul/Psf] lkr af]8{nfO{ udsf] ;xfotfn] 6fF:g] 

. 

5 !!=% X ! / !!=% X !÷@ OGrsf] lkr 

af]8{sf] kl§nfO lardf yf]/} vfnL 7fFp /fv]/ 

6fF:g] . 

6 l8hfOg ul/Psf] leqL sfuhnfO{ ;fOhdf 

sl6ª u/]/ leqaf6 udsf] k|of]un] 6fF:g] . 

7 aflx/ se/ / leq leqL nufPsf] lkr 

af]8{nfO{ /fd|f];+u 3fddf ;'sfpg] . 

8 ;'s]sf] lkr af]8{nfO{ cfNd'lgod cfOn]6 lkm6 

ug'{ kg]{ :yfgdf k~r u/L $ j6f Kjfn kfg]{ 

. 

9 ;f] Kjfndf cfNd'lgod cfOn]6 nfO{ xDd/ 

l5gfsf] ;xfotfn] s'Rofpg] . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

Practical File agfpg ] . 

 

dfkb08 -:t/_ M–  

1= cfOn]6 7f]lsPsf] /fd|f] ePsf]  

2= \l8hfOg l;wf x'g]u/L se/ 

6fFl;Psf] lkmlgl;Ë ePsf] 

kmfOn tof/ u/]sf] . 

1= sl6Ë ug]{ 1fg . 

2= se/ / leqL 6fF:g] 

1fg . 

3= se/ l8hfOg / 

n]ldg]zgsf] 1fg . 

4= km'nL 7f]Sg] 1fg .  

cf}hf/, pks/0f / ;fdu|Lx? M–  

lkr af]8{, l8hfOg / n]ldg]zg Art k]k/, cfNd'lgod cfOn]6, l8hfOg ul/Psf] leqL sfuh, xDd/, l5gf, ud, a|; . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzgdf sfd ubf{ clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] .  

3 lkr af]8{nfO{ 9';L nfUg glbg /fd|f];+u 3fddf ;'sfpg] . 

 

  

;}4flGts M !/@ 306f 

Jofjxfl/s M @ 306f  

hDdf ;do M @ !/@ 306f 
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sfo{ ljZn]if0f 

lglb{i6 sfo{ g+ $M Index File agfpg] . 

  

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/ ÷ pks/0f / ;fdu|Lx? 

;+sng ug]{  . 

2 !#=@%X@$ OGrdf 7'nf] ;fOhdf cfPsf] lkr 

af]8{nfO{ sl6Ë ug]{ . 

3 sl6Ë ePsf] af]8{df rf]8fO{ lt/af6 %=%  

OGrsf] afOlG8ª sk8f lardf udn] 6fF:g] . 

4 kmfOn dfi6/n] rf}8fOlt/af6 lardf #=% OGr 

Uofk ePsf] lqmh ug]{ . 

5 rf}8fO{ kl§sf] 5]p 5]pdf ;f]sL sk8fn] s'gf 

nufpg] .  

6 s'gf kl§sf] aflx/sf] lar efudf ;fOh 

cg';f/sf] dfa{n nufpg] .  

7 s'gf / kl§sf] / leqsf] lar efudf ;fOh 

cg';f/sf] ;fbf sfuhsf] leqL nufpg] . 

8 leqkl§ ;fOh cg';f/sf] ;fbf sfuhsf] leqL 

nufpg] . 

9 sk8fsf] kl§ ePsf] 7fp+df n]an 6fF:g] / @–$ 

306f 3fddf ;'sfpg] .  

10 ;'s]sf] kmfOnnfO{ kmfOn dfi6/sf] ;xfotfn] 

5Nnf 7f]Sg] Kjfn kf/L 5Nnf nufO{ 7f]Sg] . 

11 To; kl5 Index Clip lkm6 ug]{ :yfgdf kmfOn 

dfi6/n] rf/ Kjfn kfg]{ . 

12 rf/ Kjfn kf/]sf] 7fp+df l/lk8 l5/fP/ lSnk 

/fVg] / xDd/sf] ;xfotf l/lk8 s'Rofpg] .  

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

Index File agfpg ] . 

 

dfkb08 -:t/_ M–  

1= udn] /fd|f];+u sfuh sk8f 

kmfOnfdf 6fFl;Psf] . 

2= lkmlgl;ª /fd|f] ePsf] / lSnk 

lkm6 ePsf] kmfOn tof/ 

u/]sf] .   

1= kmfOn sl6Ë ug]{ 

1fg . 

2= kmfOn dfi6/ k|of]u 

ug]{ 1fg . 

3= dfa{n, leqL sk8f 

6fF:g] 1fg . 

4= Clip Fit ug]{ 1fg .  

 

cf}hf/, pks/0f / ;fdu|Lx? M– lkr af]8, afOlG8ª sk8f, dfa{n k]k/, leqL sfuh, l/lk8,Index  Clip, xDd/, sl6ª 

d]lzg, n]jn, kmfOn dfi6/, ud, a|;, . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzgdf sfd ubf{ clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] .  

  

;}4flGts M !/@ 306f 

Jofjxfl/s M @ 306f 

hDdf ;do M @ !/@ 

306f 
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sfo{ ljZn]if0f 

lglb{i6 sfo{ g+ %M Box File agfpg] . 

  

sfo{ r/0fx¿ k|fljlws lj|mofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? ;+sng 

ug]{  . 

2 rf}sf];sf] nflu 7"nf] ;fOhdf cfPsf] lkr 

af]8{nfO{ !#=%X@ OGr/ *=%X@ OGr x'g] u/L 

sf6\g] jf sf7sf] rf}sf];af6 tof/ ug]{ . 

3 l:6r d]lzgn] cfjZos df]6fO{ cg';f/ 

sfl6Psf] lkr af]8{df l:6r ug]{ . 

4 l:6r ul/Psf] af]8{nfO{ nfdf] ;fO8sf] af]8{ 

aflx/ kg]{ u/L ! OGrsf] lsnf 7f]s]/ rfs/s'gf 

ldnsf] rf}sf]; tof/ ug]{ . 

5 To;dfly ;fOhdf sfl6Psf] dfa{n k]k/df ud 

nfP/ rf}sf]zsf] jl/kl/ 6fF:g] . 

6 aS; kmfOn se/ agfpg] !$X(=@% / !$X@ 

df lkr af]8{ sf6\g] . 

7 !$X(=@% df sfl6Psf] af]8{df nDafO{kl§ Ps 

;fO8df b'O j6fsf] s'gf nufpg] . 

8 !%=%X% df sfl6Psf] afOlG8ª sk8fdf ud 

nfP/ lardf !$X@ sf] lkr af]8{ /fVg] / b'O{ 

;fO8df xNsf 7fp+ 5f]8]/ !$X(=@% sf] af]8{ 

s'gf aflx/ kg]{ u/L /fv]/ sk8fnfO{ df]8\g] . 

9 af]8{df ;fOh cg';f/ sfl6Psf] dfa{nnfO{ 

sk8f ePsf] ;fO8df nufpg] . 

10 leqkl§ Ps ;fO8df ;fbf sfuhsf]  

-!#=@%X*=&%_ leqL 6f+:g] . 

11 rf}sf]zsf] nDafOsf] Ps ;fO8df df]lasn 

bn]/ se/ af]8{ dfa{n aflx/ kg]{ u/L To;df 

/fvg] / b'O{ ;fO8df b'O–b'Oj6f sfnf] lsnf -! 

OGr_ 7f]Sg] . 

12 af]8{sf] leqL nfPsf] ;fO8kl§ gplSsg] u/L 

dlasn nfP/ 5]p 5]pdf % j6f ! OGr sfnf] 

lsnf 7f]Sg] . 

13 lSnk /fVg] :yfgdf !=% OGr lsnfn] b'Oj6f 

Kjfn kfg]{ / b'O{j6f l/lk8 /fv]/ lSnk lkm6 ug]{  

14 !#X@ OGrdf sfl6Psf] sk8f ud nfP/ 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

lglb{i6 sfo{ -s]_M 

Box File agfpg] . 

 

dfkb08 -:t/_ M–  

1= /fd|f];+u df]lasn nufP/ 

lsnf 7f]lsPsf] . 

2= b'O{ ;fO8 rf}sf]zdf a/fa/ 

af]8{ lg:s]sf] . 

3= gxlNng] u/L lSnk lkm6 

ePsf] . 

4= rf}sf]zdf rfp/L gk/L dfa{n 

nfOPsf] . 

1= af]8{ sl6Ë ug]{ 1fg  

2= af]8{df l:6r ug]{ 

1fg . 

3= sk8fsf] ;xfotfn] 

af]8{ hf]8\g] 1fg . 

4= lSnk lkm6sf] 1fg .  

5= dfa{n÷leqL nufpg] 

1fg . 

;}4flGts M ! 306f 

Jofjxfl/s M @ 306f 

hDdf ;do M # 306f 
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rf}sf]z / leqL gnfOPsf] af]8{ e]6\g] u/L 

nufpg]  

15 leqL gePsf] ;fO8df leqL nufpg] / rf}sf]z 

kl§ !#X!=% OGrsf] dfa{n sk8f xNsf 5f]lkg] 

u/L nufpg] . 

16 sk8f ePsf] af]8{df n]an nufpg] .  

 

cf}hf/, pks/0f / ;fdu|Lx? M– lkr af]8{, l:6r d]lzg, sl6Ë d]l;g, dfa{n, leqL, lsnf -;]tf] / sfnf]_ xDd/, aS; 

kmfO{n lSnk, afOlG8ª sk8f, l/lk6, n]jn, ud, a|'; . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 sl6Ë d]lzg rnfp+bf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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sfo{ ljZn]if0f 

lglb{i6 sfo{ g+ ^M sf]a|f kmfOn agfpg] . 

  

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/ ÷ pks/0f / ;fdu|Lx? 

;+sng ug]{  . 

2 kmfOn af]8{df l8hfOg lk|G6 ug]{ . 

3 lk|G6 u/]sf] kmfOnaf]8{nfO{ n]ldg]zg ug]{ . 

4 n]ldg]zg u/]sf] af]8{nfO{ sf]a|f kmfOnsf] 

;fOhdf sl6Ë ug]{ . 

5 kmfOn dfi6/n] kmfOnaf]8{df nDafOlt/af6 

;ftj6f lqmh ug]{ . 

6 lSnk lkm6 ug'{kg]{ :yfgdf kmfO{n dfi6/n] Kjfn 

kfg]{  

7 ;f] Kjfndf cfO{n]6 /fv]/ sf]a|f lSnk lkm6 ug]{ 

. 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

lglb{i6 sfo{ -s]_M 

sf]a|f kmfOn agfpg] . 

 

dfkb08 -:t/_ M–  

1= lSnk /fd|f];+u nufO{ 

lkmlgl;ª /fd|f] u/]sf] . 

2= lk|G6 / n]ldg]zg /fd|f] ePsf]  

1= kmfOnaf]8{sf] 

u'0f:t/sf] 1fg . 

2= l8hfOg agfpg] 

t/Lsfsf]1fg . 

3= n]ldg]zg ug]{ 

Knfli6ssf] ;fOhsf] 

1fg . 

4= sl6ª / lqmh ug]{ 

1fg .  

5= lSnk lkm6 ug]{ 

tl/sfsf] 1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M– xDd/,  sl6Ë d]l;g, kmfOn dfi6/, l5gf, kmfOnaf]8{, sf]a|f lSnk 6]k, :s]n, snd . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzg rnfp+bf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 

  

;}4flGts M !/@ 306f 

Jofjxfl/s M @ 306f  

hDdf ;do M @ !/@ 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ &M Vertical / Magazine file agfpg] . 

}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/ ÷ pks/0f / ;fdu|Lx? 

;+sng ug]{  . 

2 $* cfpG;sf] lkr af]8{nfO{ @%X!!=% OGrsf] 

;fOhdf sf6\g] / @% OGr ePsf] b'Oj6} 

s'gfaf6 ^ OGr gfk]/ nDafO{ rf}8fO{ tkm{ 

sndn] lqe'h cfsf/ x'g] u/L sf]g]{ . 

3 lqe'h cfsf/nfO{ sf6]/ kmfNg] . 

4 sfl6Psf] af]8{ rf}8fO{ kg]{ u/L lardf $ OGr 

Uofk u/fO{ b'Oj6f lqmh ug]{ . 

5 lqmh a;]sf] ;fO8df ;f]xL ;fOhsf] ;fbf leqL 

6f+:g] . 

6 kl§sf] nflu $* cfpG;s} af]8{df ;fbf leqL 

nufpg] / !)=%X$ / %=%X$ OGrdf sf6\g] / 

!)=%X$ sf] af]8{sf] $ OGr Pp6f ;fO8 

s}lrn] b'O{s'gf clncln sf6\g] . 

7 %=%X$ OGrsf] $ OGrsf] efudf $ X @ 

OGrsf] PVC k]k/ ud nfP/ df]8]/ nufpg] .  

8 af]8{sf] -!!=%X@%_ cfsf/sf] ;a} ;fO8df !=% 

OGr a9L x'g] u/L PVC k]k/ sf6\g] . 

9 sfl6Psf] PVC k]k/df ud nufpg] / leqL 

gePsf] efu lardf kf/]/ /fVg] . 

10 lqe'h sfl6Psf] efu / !# OGrdf sfl6Psf] 

efudf PVC k]k/ df]8\g] / lqmh ePlt/ kmf]N8 

ug]{ . 

11 !)X % kl§sf] 5]p -Border_ df ;a}lt/ a|;n] 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

lglb{i6 sfo{ -s]_M 

Vertical / Magazine file 

agfpg ] . 

 

dfkb08 -:t/_ M–  

1= kl§ / kmfOn /fd|/L 6f+l;Psf]   

2= PVC gv'lDrPsf]] .  

3= lkmlgl;Ë / lk|G6 /fd|f] ePsf] 

kmfOn tof/ u/]sf] . 

1= sl6Ë ug]{ 1fg . 

2= kmfOn dfi6/ 

rnufpg]  1fg . 

3= PVC k]k/ af]8{df 

nufpg] 1fg . 

4= kl§ hf]8\g] 1fg . 

;}4flGts M ! 306f 

Jofjxfl/s M # 306f  

hDdf ;do M $ 306f 
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dlasn nufpg] / @% OGrsf] tnsf] ;fO8df 

s'gf sfl6Psf] efunfO{ lqmh ePtkm{ / leqL 

nfOPsf] efu kmfOnkl§ kmls{g] u/L 6f+:g] / 

PVC Paper df]8]/ nufpg] . 

12 %=%X$ OGrsf] s'gf nfPsf] efu afx]s # 5]p 

-Border_ df dlasn nufpg] / ldnfP/ 6f+:g] 

/ PVC df klg dlasn nfP/ df]8\g] . 

13 !%X$ df PVC k]k/ sf6\g] / b'O{j6f kl§ 

5f]Kg] u/L 6fNg] .  

 

cf}hf/, pks/0f / ;fdu|Lx? M– $* cfpG; lkr af]8{, PVC k]k/, leqL sfuh, dlasn, a|;, ud, sl6Ë d]l;g, kmfO{n 

dfi6/, n]jn . 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 sl6ª d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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;a–df]8\o"n #=#M vfd pTkfbg 

 

;do M  $ 306f -;}_ ± ( 306f -Aof_ Ö !# 306f 

j0f{gM 

o; df]8\o"ndf ljlEGg lsl;dsf vfd agfpg] sfo{;Fu ;DalGwt 1fg / ;Lkx¿ ;dfj]z ul/Psf 5g\ . 

 

p2]Zox¿M 

of] df]8\o'nsf] ;dfkgkl5 k|lzIffyL{x¿n] lgDg sfo{ ug{ ;dy{ x'g]5g\ . 

1= ;fwf/0f vfd agfpg 

2= Box vfd agfpg 

3= k]k/ Aofu agfpg 

4= g]kfnL sk8fsf] vfd agfpg 

5= Knfli6s n]ldg]zg vfd agfpg 

 

sfo{x¿M 

1= ;fwf/0f vfd agfpg] 

2= Box vfd agfpg] 

3= k]k/ Aofu agfpg] 

4= g]kfnL sk8fsf] vfd agfpg] 

5= Knfli6s n]ldg]zg vfd agfpg] 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ ! M ;fwf/0f vfd agfpg] . 

;}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? 

;+sng ug]{  . 

2 vfd agfpg] sfuhdf ;fOh cg';f/sf] 

l8hfOg lk|G6 ug]{ . 

3 lk|G6 ePsf] sfuh Ps}lt/ kg]{ u/L 7f]s]/ 

ldnufpg] . 

4 7f]lsPsf] sfuh ug]/ 5'§ofpg] . 

5 8fO{ sl6ª d]lzgn] lk|G6sf] ;fOh cg';f/ 

k]k/ sf6\g] . 

6 sl6ª ePsf] sfuh rf/ s'gf ldNg] u/L 

xft / xyf}8fsf] ;xfotfn] lqmh ug]{ . 

7 ud gbNg] ;fO8 lqmh cg';f/ kN6fpg] . 

8 ud bNg] ;fO8df ud nfP/ ud ntkt 

gx'g] u/L kN6fpg] . 

9 vfdsf] d'vtkm{ ud gnufO{ lqmh ePlt/ 

kN6fpg] . 

10 %) yfgsf] Kofs]6 agfO{ %)) yfgnfO{ 

Knfli6s KoflsË ug]{ . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

;fwf/0f vfd agfpg] . 

 

 

dfkb08 -:t/_ M–  

1= rf/ s'gf /fd|f] ldn]sf] . 

2= ud /fd|f];+u nfu]sf] . 

3= lk|G6 /fd|f] ePsf] vfd tof/ 

u/]sf] . 

1= vfd sl6Ë ug]{ 1fg  

2= k]k/ /fd|f];+u 

ldnufpg] . 

3= ud nufpg] 1fg . 

4= vfddf lqmh ug]{ 

1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M– vfd agfpg] sfuh, 8fO{ sl6Ë d]l;g, 8fO{x?, kmnfdsf] xtf}8f, n]jn, ud .  

 

;'/Iff tyf ;fjwfgLM 

1 d]lzg rnfp+bf df:s, Pk|f]g / k~hf nufpg] . 

2 vfddf lqmh a;fNbf xyf}8fsf] k|of]udf cf}nf / xftdf xfGg'af6 hf]ufpg] . 

3 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 

  

;}4flGts M !/@ 306f 

Jofjxfl/s M ! !/@ 306f  

hDdf ;do M @ 306f 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ @ M  Box vfd agfpg] .;}4flGts M   ! 306fJofjxfl/s'n 

;do M  ^  306f 

;}4flGts M !/@ 306f 

Jofjxfl/s M ! !/@ 306f  

hDdf ;do M @ 306f 

 

sfo{ r/0fx¿ k|fljlws lj|mofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? 

;+sng ug]{  . 

2 8'Kn]S; af]8{df l8hfOg lk|G6 ug]{ . 

3 lk|G6 ul/Psf] 8'Kn]S; af]8{ ;fOh cg';f/ 

8fO{ sl6Ë d]lzgn] sl6Ë ug]{ . 

4 sl6Ë ul/Psf] 8'Kn]S; af]8{nfO{ tn dfly 

d'v v'Nnf ul/ ;fO8df ud nufO{ 6fF:g] .  

5 To;kl5 c8{/ cg';f/sf] cfsf/sf] aS; 

agfpg] .  

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

Box vfd agfpg] . 

 

dfkb08 -:t/_ M–  

1= lk|G6 /fd|f] ldn]sf] . 

2= /fd|f];+u aS; ;fOh lg:s]sf]  

3= /fd|f];+u ud 6fFl;Psf]/ aS; 

;fOh ldn]sf] kmfO{n tof/ 

u/]sf] . 

1= af]8{df l8hfOg / 

lk|G6sf] 1fg . 

2= 8fO{ sl6Ë 1fg . 

3= Box Size df 

ldnfP/ ud nufpg] 

1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M– 8'Kn]S; af]8{, 8fO{ sl6Ë d]l;g ud, . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ # M k]k/ Aofu agfpg] . 

;}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M @ 306f 

hDdf ;do M # 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? 

;+sng ug]{  . 

2 8'Kn]S; af]8{df l8hfOg lk|G6 ug]{ . 

3 8fO{ sl6Ë d]lzgn] Aofusf] ;fOhdf lqmh 

ug]{  

4 dflyNnf] efu d'v v'Nnf x'g] u/L rf/}lt/  

udn] 6fF;L Aofusf] cfsf/ lbg] . 

5 dflyNnf] efudf xftn] Aofu ;dfpg 

;lhnf] x'g] u/L Kjfn kf/]/ 8f]/L lkm6 ug]{ .  

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

lglb{i6 sfo{ -s]_M 

k]k/ Aofu agfpg] . 

 

dfkb08 -:t/_ M–  

1= lkmlgl;ª / lk|G6 /fd|f] ePsf] 

2= /fd|f] kmf]N8 eO{ ud 6flnPsf] . 

3= 8f]/L /d|f];+u lkm6 ePsf] k]k/ 

Aofu tof/ u/]sf] .  

1= l8hfOg lk|G6sf] 1fg  

2= lqmh ug]{ 1fg . 

3= ud nufpg] 1fg . 

4= 8f]/L lkm6 ug]{ 1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M–  8'Kn]S; af]8{, ud, 8fO{ sl6Ë d]l;g, 8f]/L . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ $ M g]kfnL sk8fsf] vfd agfpg] . 

M   ! 306fJofjxfl/s'n ;do M  ^  306f 

 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? 

;+sng ug]{  . 

2 @)X#) jf @)X@& Go'hlk|G6 sfuhdf 

sk8f sl6Ë u/]/ k]l:6Ë ug]{ . 

3 x/]s k]l:6ËnfO{ 5'§f5'§} # 306f;Dd 

3fddf ;'sfpg] . 

4 ;f] k]l:6ªnfO{ cfjZos ;fOh cg';f/ 

8fO{ sl6Ë d]l;gn] sl6Ë ug]{ . 

5 sk8fleq kg]{ u/L ;fwf/0f vfdsf] k|s[of 

cg';f/ vfd agfpg] . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

lglb{i6 sfo{ -s]_M 

g]kfnL sk8f vfd agfpg] . 

 

dfkb08 -:t/_ M–  

1= rf/s'gf ldn]sf] . 

2= ud /fd|f];+u nfu]sf]  . 

3= lkmlgl;Ë ePsf] vfd tof/ 

u/]sf]. 

1= vfd sl6ªsf] 1fg  

2= k]l:6ªsf] 1fg . 

3= vfddf lqmh ug]{ / 

ud nufpg] 1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M– vfd agfpg] sfuh, -Go'hlk|G6_ sk8f, ud, lqmh ug]{ xDd/, 8fO{ sl6Ë d]l;g . 

 

;'/Iff tyf ;fjwfgLM 

1 d]lzg rnfpbf df:s, Pk|f]g / k~hf nufpg] . 

2 vfddf lqmh a;fNf xyf}8fsf] k|of]udf cf}+nf / xftdf xfGg'af6 hf]ufpg] .  

3 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 

  

;}4flGts M ! 306f   

Jofjxfl/s M @ 306f 

hDdf ;do M # 306f 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ % M Knfli6s n]ldg]zg vfd agfpg] . 

;}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M @ 306f  

hDdf ;do M # 306f 

 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? 

;+sng ug]{  . 

2 kr{d]G6 jf uf]N8]g sfuh jf cf6{k]k/nfO{ 

;fOh cg';f/ sf6L n]ldg]zg ug]{ . 

3 n]ldg]zg ul/Psf] sfuhnfO 8fO{ sl6ª 

d]lzgn] ;fOh cg';f/ sl6Ë ug]{ . 

4  sl6Ë ul/Psf] sfuhnfO{ n]ldg]zg leq 

kg]{ u/L ;fwf/0f vfd h:t} agfpg] .  

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

n]ldg]zg vfd agfpg] . 

 

dfkb08 -:t/_ M–  

1= rf/ s'gf /fd|f] ldn]sf] . 

2= ud /fd|f];+u nfu]sf] . 

3= sfutdf Knfli6s /fd|f];+u 

n]ldg]6 ePsf] vfd tof/ 

u/]sf] . 

1= vfd sl6Ë ug]{ 1fg  

2= ud nufpg] 1fg . 

3= vfddf lqmh ug]{ 

1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M– vfd agfpg sfuh, ud, lqmh ug]{ xDd/, 8fO{ sl6Ë d]l;g . 

 

;'/Iff tyf ;fjwfgLM 

1 d]lzg rnfp+bf df:s, Pk|f]g / k~hf nufpg] . 

2 vfddf lqmh a;fNbf xyf}8fsf] k|of]udf cf}nf / xft hf]ufpg] . 

3 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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;a–df]8\o"n #=$ M :kfO/n gf]6a's pTkfbg 

;do M  # 306f -;}_ ± ^ 306f -Aof_ Ö ( 306f 

j0f{gM 

o; df]8\o"ndf ljlEGg lsl;dsf :kfO/n agfpg] sfo{;Fu ;DalGwt 1fg / ;Lkx¿ ;dfj]z ul/Psf 5g\ . 

 

p2]Zox¿M 

of] df]8\o'nsf] ;dfkgkl5 k|lzIffyL{x¿n] lgDg sfo{ ug{ ;dy{ x'g]5g\ . 

1= gd{n :kfO/n gf]6a's agfpg 

2= Wiro Spiral gf]6a's agfpg 

 

sfo{x¿M 

1= gd{n :kfO/n gf]6a's agfpg] 

2= Wiro Spiral gf]6a's agfpg] 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ ! M gd{n :kfO/n gf]6a's agfpg] . 

;}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M @ 306f 

hDdf ;do M # 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? ;+sng 

ug]{  . 

2 gd{n :kfO/nsf] gd"gf tof/ ug]{ . 

3 ;fbf sfuhnfO{ ?lnË  ug]{ . 

4 se/ 5kfO{ ug]{ .  

5 ?lnË u/]sf] sfuhnfO{ cfjZos kfgfdf uGg] . 

6 ulg;s]sf] sfuhnfO{ dfly se/ / tn ;fbf 

af]8{ /fv]/ cfjZos ;fOhdf rf/}lt/ sl6Ë 

u/L lkmlgl;Ë ug]{ . -h:t}M– ;fOh A5, B5, A4 

OToflb_ 

7 cfjZos ;fOhdf sl6Ë ul/;s]kl5 kmfOn 

dfi6/df Spiral /fVgsf] Kjfn agfpg] . 

8 Kjfndf Spiral ring /fv]/ Spiral tof/ ug]{ .  

9 bh{gsf] KoflsË ug]{ . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

lglb{i6 sfo{ -s]_M 

gd{n :kfO/n gf]6a's agfpg] . 

 

dfkb08 -:t/_ M–  

1= lkmlgl;Ë /fd|f] ePsf] . 

2= k]k/df Spiral l/Ë /fd|f];+u 

OG;6{ ePsf] . 

3= lk|G6 / lkmlgl;Ë /fd|f] ePsf]  

 

1= sl6ª ug]{ tl/sf . 

2= sfuhsf] ;fOh / 

tf}n / u'0f:t/sf] 

1fg . 

3= kmfOn dfi6/ 

rnufpg] 1fg . 

4= Spiral ring nufpg] 

1fg  

 

 

cf}hf/, pks/0f / ;fdu|Lx? M–   

sl6Ë d]lzg, kmfOn dfi6/, Spiral, 6]k, :s]n, snd . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ @M Wiro Spiral gf]6a's agfpg] M… .. ! 306fJofjxfl/s'n 

;do M  6f 

;}4flGts M @ 306f 

Jofjxfl/s M $ 306f 

hDdf ;do M ^ 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? ;+sng 

ug]{  . 

2 gd"gf tof/ ug]{ . 

3 ;fbf sfuhnfO{ ?lnË  jf 5kfO{  ug]{ . 

4 se/ 5kfO{ ug]{ .  

5 ?lnË jf 5kfO{ u/]sf] sfuhnfO{ cfjZos 

kfgfdf uGg] . 

6 ulg;s]sf] sfuhnfO{ dfly se/ / tn ;fbf 

af]8{ /fv]/ cfjZos ;fOh rf/}lt/ sl6Ë u/L 

lkmlgl;Ë ug]{ . -h:t}M– A5, B5, A4 OToflb_ 

7 cfjZos ;fOhdf sl6Ë ul/;s]kl5 kmfOn 

dfi6/df Wiro /fVgsf] nflu Kjfn agfpg] . 

8 Kjfndf Wiro /fv]/ closure d]lzgaf6 

Wiro Punch ug]{ . 

9 bh{gsf KoflsË ug{] . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

lglb{i6 sfo{ -s]_M 

Wire Spiral gf]6a's agfpg] . 

 

dfkb08 -:t/_ M–  

1= lkmlgl;Ë /fd|f] ePsf] . 

2= Wiro  /fd|f];+u nufPsf]  . 

3= lk|G6 / sl6Ë /fd|f] ePsf] . 

1= sl6ª ug]{ tl/sf . 

5= sfuhsf] ;fOh / 

tf}n / u'0f:t/sf] 

1fg . 

2= kmfOn dfi6/ 

rnufpg] 1fg . 

3= Wiro nufpg] 1fg  

 

cf}hf/, pks/0f / ;fdu|Lx? M– sl6Ë d]lzg, kmfOn dfi6/, Wiral, 6]k, :s]n, snd, Wire Punch ug]{ d]lzg. 

 

;'/Iff tyf ;fjwfgLM 

1 d]lzg rnfpbf df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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;a–df]8\o"n #=% M 8fo/L pTkfbg  

;do M  % 306f -;}_ ± !) 306f -Aof_ Ö !% 306f 

j0f{gM 

o; df]8\o"ndf ljlEGg lsl;dsf 8fo/L agfpg] sfo{;Fu ;DalGwt 1fg / ;Lkx¿ ;dfj]z ul/Psf 5g\ . 

 

p2]Zox¿M 

of] df]8\o'nsf] ;dfkgkl5 k|lzIffyL{x¿n] lgDg sfo{ ug{ ;dy{ x'g]5g\ . 

1= ;fwf/0f 8fo/L agfpg 

2= l;nfO{ 8fo/L agfpg 

3= /]UhLg 8fo/L agfpg 

 

sfo{x¿M 

1= ;fwf/0f 8fo/L agfpg] 

2= l;nfO{ 8fo/L agfpg] 

3= /]UhLg 8fo/L agfpg] 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ !M ;fwf/0f 8fo/L agfpg] . 

;}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M @ 306f 

hDdf ;do M # 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f tof/ kfg]{  . 

2 gd"gf tof/ ug]{ . 

3 ;fO{h tof/ eO{;s]kl5 8fo/Lsf] se/ 

l8hfOg ug]{ .  

4 sfuhnfO{ ?lnË jf lk|G6LË s] ug]{ xf] 

tof/ kfg]{ . 

5 se/ n]ldg]zg ug]{ eP n]ldg]zg klg ug]{ 

. 

6 sfuhnfO{ sltk]hsf] 8fo/L agfpg] xf] 

;f]xL adf]lhd sfuh kmf]N8LË ug]{ . 

7 se/ nufpg] .  

8 se/ nufP/ tof/ ePkl5 sfkLdf 

sDtLdf b'O{ j6f :6Lr nufpg] . 

9 tLglt/ sl6Ë u/L lkmlgl;Ë ug]{ _ . 

10 KoflsË ug]{ .  

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

lglb{i6 sfo{ -s]_M 

;fwf/0f 8fo/L agfpg] . 

 

dfkb08 -:t/_ M–  

lkmlgl;Ë / al6Ë tyf lk|G6 /fd|f] 

ePsf] 8fo/L tof/ u/]sf] . 

1= sl6ª ug]{ 1fg . 

6= sfuhsf] ;fOh / 

tf}n / u'0f:t/sf] 

1fg . 

2= :6Lr d]l;g 

rnufpg] 1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M–   

sl6Ë d]lzg, kmfOn dfi6/, Spiral, 6]k, :s]n, snd . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ @ M l;nfO{ 8fo/L agfpg] . 

;}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts  M @ 306f 

Jofjxfl/s M $ 306f 

hDdf ;do M ^ 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f tof/ kfg]{  . 

2 s'g ;fOhsf] 8fo/L agfpg] xf] gd"gf 

tof/ ug]{ . 

3 ;fO{h tof/ eO{;s]kl5 8fo/Lsf] se/ 

l8hfOg ug]{ .  

4 sfuhnfO{ ?lnË jf lk|G6LË s] ug]{ xf] 

tof/ kfg]{ . 

5 8fo/L slt k]hsf] agfpg] xf] ;f]xL 

adf]lhd a9Ldf * l;6sf] sfuh kmf]lN8ª 

ug]{ .  

6 kmf]lN8ª u/]sf] sfuhnfO{ l;nufpg] . 

7 l;nfO{ tof/ ePkl5 kf]6df ud nufP/ 

;'Sg lbg] . 

8 l;nfO{ tof/ ePsf]nfO{ ltglt/ sl6Ë u/L 

lkmlgl;Ë ug]{ .  

9 8fo/Lsf] ;fOhcg';f/ lkraf]8{sf] sl6Ë 

ug]{ . 

10 sl6Ë lkmlgl;Ë e};s]kl5 To;sf] aflx/ 

s'6 nufpg] . 

11 To;sf] aflx/L se/ udn] 6fF:g] . 

12 se/ nufO{ ;s]kl5 ! lbg ;'Sg lbg] . 

13 aflx/sf] s'6 ;lxtsf] se/ / leqL 

sfuhsf] lardf leqsf] sfuh eGbf 

afSnf] sfuhn] se/ / sfuhnfO{ udaf6 

6fF:g] . 

-h;n] ubf{ 8fo/L k6s k6s rnfp+bf 

se/ s'6 gpDsLof]; ._ 

14 KoflsË ug]{ .  

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

l;nfO{ 8fo/L agfpg] . 

 

 

dfkb08 -:t/_ M–  

lkmlgl;Ë , afOlG8Ë / lk|G6 /fd|f] 

ePsf] 8fo/L tof/ u/]sf] . 

1= sl6ª ug]{ tl/sf . 

7= sfuhsf] ;fOh / 

tf}n / u'0f:t/sf] 

1fg . 

2= 8fO{ k|]z/ rnufpg] 

1fg . 

3= l;nfO ug]{ 1fg . 

cf}hf/, pks/0f / ;fdu|Lx? M–   

sl6Ë d]lzg, kmfOn dfi6/, wfuf],6]k, :s]n, snd, /]UhLg sk8f sl6Ë ug]{ d]l;g . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 
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2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 

sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ # M /]UhLg 8fo/L agfpg] . 

;}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts  M @ 306f 

Jofjxfl/s M $ 306f 

hDdf ;do M ^ 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f tof/ kfg]{  . 

2 s'g ;fOhsf] 8fo/L agfpg] To;sf] gd"gf tof/ 

ug]{ .  

3 ;fOh tof/ ePkl5 ;f]xL adf]lhdsf] ;fOhdf 

sfuh tof/ ug]{ . 

4 Sfuh cfˆgf] cfjZostf cg';f/sf] lk|G6LË ug]{ . 

5 sfuh kmf]N8LË ug]{ -a9Ldf * l;6 ;Dd_ . 

6 df]6fO{ cg';f/ h';nfO{ ldnfP/ l;nfO{ ug]{ . 

7 l;nfOPsf]nfO{ ud nufP/ /fd|f];+u ;'sfpg]  

8 ;fOh cg';f/ aflx/ nufpg] s'6 sl6Ë ug]{ . s'6 

sl6Ë ubf{ # lt/ !MM a9L lg:sg] u/L s'6 

sf6\g' k5{ . 

9 ;fOh cg';f/ /]UhLg sl6Ë ug]{ . 

10 l;nfO{ u/L kf]6df sk8f nufO{ ;s]kl5 To;sf] 

aflx/ s'6 6fF:g] . 

11 s'6 nufO ;s]kl5 aflx/af6 /]UhLgdf ud 

nufP/ k|To]s  s'gfdf /fd|f];+u /]UhLgnfO{ kmf]N8 

u/L 6fF:g] . 

12 aflx/ 6fF;]sf] /]UhLgdf cfkm\gf] a|f08sf] :qmLg 

lk|G6af6 gfd n]Vg] af 8fOaf6 5fk nufpg] . 

13 /]UhLg nufO{;s]kl5 leqk§L s'6 / sfuhsf] 

ljrdf afSnf] sfuhn] s'6 / leqsf] sfuhnfO{ 

/fd|f];+u ks8\g] u/L 6fF:g] . 

14 aflx/ /fv]sf] s'6se/ / leqsf] sfuhsf] aLrdf 

dha'lt xf];\ / k6s k6s vf]Nbf klg gRofltg] 

u/L afOl08Ë ug]{ . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

/]UhLg 8fo/L agfpg] . 

 

 

dfkb08 -:t/_ M–  

lkmlgl;Ë / lk|G6 /fd|f] ePsf] 

/]UhLg 8fo/L tof/ u/]sf]. 

 

1= sl6ª ug]{ tl/sf . 

8= sfuhsf] ;fOh / 

tf}n / u'0f:t/sf] 

1fg . 

2= k|]z/ 8fO rnufpg] 

hfGg] . 

3= l;nfO{ ug]{ 1fg . 

4= k]l:6Ë ug{]1fg . 

cf}hf/, pks/0f / ;fdu|Lx? sl6Ë d]lzg, s}+rL, l;of], kmfOn dfi6/, wfuf],6]k, :s]n, snd, /]UhLg sk8f sl6Ë ug]{ 

d]l;g . 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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45 

 

df]8\o"n $ M d;nGb/z}lIfs ;fdu|L k]l:6Ë 

;do M  # 306f -;}_ ± ( 306f -Aof_ Ö !@ 306f 

j0f{gM 

o; df]8\o"ndf ljlEGg lsl;dsf k]l:6Ë ug]{ sfo{;Fu ;DalGwt 1fg / ;Lkx¿ ;dfj]z ul/Psf 5g\ . 

 

p2]Zox¿M 

of] df]8\o'nsf] ;dfkgkl5 k|lzIffyL{x¿n] lgDg sfo{ ug{ ;dy{ x'g]5g\ . 

1= n'F8f]÷r]; k]li6Ë ug]{   

2= Clip  Board k]li6Ë ug]{   

3= Handicraft k]l:6ª ug]{ 

 

sfo{x¿M 

1= n'F8f]÷r]; k]li6Ë ug]{   

2= Clip  Board k]li6Ë ug]{   

3= Handicraft k]l:6ª ug]{] 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ ! M n'F8f]÷r]; k]li6Ë ug]{  . 

! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M # 306f 

hDdf ;do M $ 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|L 

;+sng ug]{ . 

2 5kfO{M– 

 n'F8f] ÷ r]; 5kfO{ ug]{ . 

 se/ 5kfO{ ug]{ .  

3 lkr af]8{nfO{ sl6Ë ug]{ . 

4 sl6Ë u/]sf] lkr af]8{nfO{ se/ 6f+;]/ 

;'sfpg]  

5 se/ 6f+;]sf] lkr af]8{sf] k5f8L 

n'8f]÷r]; 5fk]sf] sfuhnfO{ 6f+:g] . 

gf]6M– 

se/ / n'8f]÷ r]; 5kfO{ u/]sf] 

sfuhnfO{ n]ldg];g ug'{ kb{5 . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

n'F8f]÷r]; k]li6Ë ug]{. 

 

 

dfkb08 -:t/_ M–  

lkmlgl;Ë / lk|G6 /fd|f] ePsf] 

k]l:6Ë u/]sf] . 

1= sl6ª ug]{ tl/sfsf] 

1fg . 

2= sfuhsf] u'0f:t/sf] 

1fg . 

3= k]l:6Ë ug]{ 1fg . 

 

 

cf}hf/, pks/0f / ;fdu|Lx? M– sl6Ë d]lzg, n]ldg];g d]lzg, lkr af]8{, 6]k, :s]n, snd, ud . 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ @ M Clip  Board k]li6Ë ug]{  . 

M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M # 306f 

hDdf ;do M $ 306f 

sfo{ r/0fx¿ 
k|fljlws lqmofsnfksf 

p2]Zox¿ 
;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|L ;+sng 

ug]{ . 

2 lkr af]8{nfO{ sl6Ë ug]{ . 

3 cf6{ k]k/nfO{ lk|G6 ug]{ .  

4 lk|G6 u/]sf] sfuhnfO{ n]ldg];g ug]{ . 

5 n]ldg];g o'Qm se/nfO{ lkraf]8{ tndfly 

6f+:g] . 

6 se/ o'Qm lkraf]8{nfO{ Clip xfNgsf] nflu 

kmfOn dfi6/af6 Kjfn agfpg] . 

7 Kjfndf Clip /fv/] l/lk6nfO{ xDd/sf] 

;xfotfn] 7f]s]/ Clip Board tof/ ug]{ . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

Clip Board k]li6Ë ug]{ . 

 

 

dfkb08 -:t/_ M–  

1= lkmlgl;Ë / lk|G6 /fd|f] 

ePsf] 

Clip ePsf] k]l:6Ë u/]sf] . 

 

 

 

1= sl6ª ug]{ tl/sfsf] 

1fg . 

2= sfuhsf] u'0f:t/sf] 

1fg . 

3= kmfOn dfi6/ 

rnufpg] 1fg . 

4= n]ldg];g d]lzg 

rnufpg] 1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M– xDd/,kmfOn dfi6/, Clip, l/lk6, 6]k, :s]n, snd ud, lkraf]8{ n]ldg];g d]lzg, sl6Ë 

d]l;g . 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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sfo{ ljZn]if0f 

lglb{i6 sfo{ g+ #M Handicraft k]l:6ª ug]{ . 

;}4flGts  M  ! 306f 

Jofjxfl/s M  # 306f 

hDdf ;do M $ 306f 

sfo{ r/0fx¿ k|fljlws lj|mofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? 

tof/ ug]{ . 

2 gd"gf tof/ ug]{ . 

3 tof/ ul/Psf] sfuhnfO{ kfgLn] lehfp+b} 

rfË nufpg] . 

4 @)X#) cyjf @)X@& sf] klqsfnfO{ tLg 

txdf k]l:6Ë u/L ;f]xL ;fOh cg';f/ 

tof/ ug]{ . 

5 ud blnPsf] Go'hlk|G6 / klqsfnfO{ !–@ 

306f 3fddf ;'sfpg] . 

6 ;'s]sf] k]l:6ª k]k/nfO{ rfË nufO{ lyr]/ 

/fVg] . 

7 Xof08Lqmfˆ6 k|f]8S6sf] nflu cfjZostf 

cg';f/ sl6Ë ug]{ . 

 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

Handicraftk]l:6ª ug]{ . 

 

dfkb08 -:t/_ M–  

 rfp/L gk/]sf] Pj+ ;Dd 

ePsf] k]l:6ª u/]sf] . 

 sl6Ë, klGrË , x\of08n 

;xL ePsf] . 

1= Go'hlk|G6sf] u'0f:t/ 

1fg . 

2= ud nufpg]] 1fg . 

3= k]l:6ªnfO{ ;xL 

dfqfdf 3fddf 

;'sfpg] 1fg . 

 

cf}hf/, pks/0f / ;fdu|Lx? M– Go'hlk|G6 sfuh,g]kfnL nf]Stf k]k/, klqsf, d}bfsf] ud, s]ldsn ud, ud bNg] n'F8f], 

k]l:6ª ug]{ lksf{, af]g kmf]N8/,k]k/ s6/,l;of], wfuf], klGrË lsnf, Xofd/, s}+rL . 

 

;'/Iff tyf ;fjwfgLM 

1 sfuhdf ud nfpFbf k~hf nufpg] . 

2 h'Qf rKkn nufpg] .  
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df]8\o"n % M d;nGb/z}lIfs ;fdu|L afOlG8Ë 

;do M  !) 306f -;}_ ± $) 306f -Aof_ Ö %) 306f 

j0f{gM 

o; df]8\o"ndf ljlEGg lsl;dsf afOl8Ë ug]{ sfo{;Fu ;DalGwt 1fg / ;Lkx¿ ;dfj]z ul/Psf 5g\ . 

 

p2]Zox¿M 

of] df]8\o'nsf] ;dfkgkl5 k|lzIffyL{x¿n] lgDg sfo{ ug{ ;dy{ x'g]5g\ . 

1= ljn Kof8 afOlG8Ë ug{ 

2= Canvas Binding agfpg 

3= Attendance Register afOlG8Ë ug{ 

4= la1fgsf k|of]ufTds skL afOlG8Ë ug{  . 

5= vl/b÷laqmL vftf afOlG8Ë ug{ -Vat register_ 

6= :6s a's afOlG8Ë ug{ 

7= Cash Book/Journal book afOlG8Ë ug{   

8= Ledger afOlG8Ë ug{ 

9= Register  afOlG8Ë ug{ 

10= Day Book afOlG8Ë ug{ 

 

 

sfo{x¿M 

1= ljn Kof8 afOlG8Ë ug{ 

2= Canvas Binding agfpg 

3= Attendance Register afOlG8Ë ug{ 

4= la1fgsf k|of]ufTds skL afOlG8Ë ug]{]  . 

5= vl/b÷laqmL vftf afOlG8Ë ug{ -Vat register_ 

6= :6s a's afOlG8Ë ug{ 

7= Cash Book/Journal book afOlG8Ë ug{   

8= Ledger afOlG8Ë ug{ 

9= Register  afOlG8Ë ug{ 

10= Day Book afOlG8Ë ug{ 

 

 



50 

 

sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ ! M ljn Kof8 afOlG8Ë ug]{ . 

;}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M $ 306f 

hDdf ;do M % 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? 

tof/ ug]{ . 

2 lan Kof8 agfpgsf] nflu ;'?df xl/of], 

kx]nf], /ftf] ;]tf] k]k/ tof/ ug]{ . 

3 $%X %^X$$ u|fd ;fOh ePsf] sn/ 

k]k/ tof/ ug]{ . -u|fd÷u]h cfjZostf 

cg';f/_ 

4 ;fbf sfuhdf Bill sf] Format lk|G6 

ug]{ . 

5 lan Kof8sf] ;fO{h cg';f/ sl6ª ug]{ . 

6 k|km]l6ª Kjfn kfg]{ . 

7 6]andf sl6ª ljnsf] efu tfGg] . 

8 6]andf sl6ª ljn Kof8df gDal/ª 

d]lzgn] gDa/ xfGg] . 

9 :6Lr d]lzgn] Pp6f ;fO8df :6Lr ug]{ 

. 

10 d}bf / lgnf] t'yf] ld;fP/ ud ksfpg] . 

11 lan Kof8sf] ;fO{h cg';f/ udsf] 

;xfotfn] sk8f 6f+:g] . 

12 lan Kof8sf] ;fOh cg';f/ d]lzgdf 

sl6ª ug]{ . 

13 kL; cg';f/sf] KoflsË tof/ ug]{ . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

ljn Kof8 agfpg] . 

 

 

dfkb08 -:t/_ M–  

lkmlgl;Ë /fd|f] ePsf] se/ 

;lxtsf] lan Kof8 agfPsf] . 

1= sl6ª ug]{ tl/sfsf] 

1fg . 

2= sfuhsf] u'0f:t/sf] 

1fg . 

3= sfuhsf] ;fO{hsf] 

1fg . 

 

 

 

cf}hf/, pks/0f / ;fdu|Lx? M– gDa/Lª d]lzg, d}bf, lgnf] t'yf], k/kmf]/];g d]lzg, :6Lr d]lzg, sl6Ë 

d]lzg, afOlG8Ë sk8f . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ @ M  Canvas Binding agfpg]  .M   ! 306fJofjxfl/s'n 

;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M $ 306f 

hDdf ;do M % 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/, pks/0f / ;fdu|L tof/ 

ug]{ . 

2 SofGef;sf] gd'gf tof/ ug]{ . 

3 SofGef; agfpsf] n\flu k|];af6 5fk]/ 

cfPsf] k]k/nfO{ a9Ldf cf7 l;6 kmf]N8 ug]{ 

. 

4 kmf]N8 u/L k]k/nfO{ laraf6 xfk ug]{ . 

5 pQm k]k/nfO{ wfuf] l;of]n] d]lzg cyjf 

xftn] l;nfO{ ug]{ . 

6 To;kl5 kf]6df ud nufpg] . 

7 ;fOh cg';f/ d]lzgdf sl6ª ug]{ . 

8 ud nufO{ ;s]kl5 kfgfdf gDa/ d]lzgn] 

gDa/ xfGg] . 

9 To;kl5 xDd/n] uf]nf] agfpg] . 

10 d}bf / lgnf] t'yf] ld;fP/ ud ksfpg] . 

11 uf]nf] kf/]sf] SofGef;df udn] sk8f 6fF:g] 

. 

12 To;kl5 SofGef;sf] ;fOh cg';f/ kLr 

af]8{ sf6\g] . 

13 SofGef;sf] dfly ud nufP/ afSnf] 

sfuhsf] 6'qmf 6fF:g] . 

14 sk8fnfO{ SofGef;sf] ;fOh cg';f/ sf6\g] 

. 

15 sk8fdf ud nufO{ b'O{j6f kLr af]8{ / 

Pp6f SofGef; /lhi6/ r]; ug]{ . 

16 SofGef;nfO{ sk8fn] km'n afOlG8ª ug]{ . 

17 km"n afOl8Ë ul/;s]kl5 s'6 ePsf] efu / 

leqsf] k]k/sf] aLrdf afSnf] k]k/n] OG8]S; 

6fF:g] h;n] ubf{ k6s k6s aflx/sf] se/ 

efu kN6fpbf gRofltof];\ . 

18 slt gDa/sf] /lh:6/ xf] kfgfsf] 5]pdf 

gDa/ xfGg] . 

19 Knfli6sdf Koflsª ug]{ .  

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

lglb{i6 sfo{ -s]_M 

Convas Binding agfpg]  . 

 

dfkb08 -:t/_ M–  

1= lkmlgl;Ë /fd|f] ePsf] . 

2= Convas Binding /fd|f] 

ePsf] . 

3= lk|G6 /fd|f] ePsf] .  

1= sl6ª ug]{ tl/sfsf] 

1fg  

2= sfuhsf] u'0f:t/sf] 

1fg  

3= k]li6Ë ug]{ 1fg . 

4= sk8f sl6Ë ug]{ 

1fg . 

5= afOl08Ë ug]{ 1fg . 

6= l;nfO{ ug]{ 1fg . 

cf}hf/, pks/0f / ;fdu|Lx? M– l;of], wfuf], ud, gDal/Ë d]lzg, d}bf, lgnf]t'yf], sk8f . 

;'/Iff tyf ;fjwfgLM 
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1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 

sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ # M Attendance Register afOlG8Ë ug]{ . 

M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M $ 306f 

hDdf ;do M % 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? 

tof/ ug]{ . 

2 40X65-64gsm (;fOh / u|fd 

cfjZostf cg';f/_ sf] k]k/ tof/ ug]{ 

. 

3 pQm k]k/ k|];df 5kfO{ ug{ k7fpg] .                   

4 k|];af6 5fk]/ cfPsf] k]k/nfO{ cfjZos 

k]h cg';f/sf] kmf]N8 ug]{ . 

5 sl6Ë d]lzgaf6 lardf xfkm ug]{ . 

6 kmf]N8 u/L xfkm u/]sf] k]k/nfO{ l;of] 

wfuf]n] d]lzg cyjf xftn] l;nufpg] . 

7 kf]6df ud nufpg] . 

8 xflh/L /lhi6/sf] # lt/ sl6ª ug]{ .  

9 kLr af]8{ ;fO{h cg';f/ sl6ª ug]{ . 

10 sk8f cyjf /]UhLg ;fOh cg';f/ 

sf6\g] . 

11 d}bf / lgnft'tf] ld;fP/ ud ksfpg] . 

12 /]UhLgdf ud nufpg] . 

13 b'O{j6f kLr af]8{ / Pp6f xflh/L 

/lhi6/ r]; ug]{ . 

14 k|];af6 ;fO{h cg';f/ 5fk]/ cfPsf] 

se/nfO{ xflh/L /lhi6/sf] ;fO{h 

cg';f/ sl6ª ug]{ . 

15 se/df ud nufP/ xflh/L /lhi6/df 

6f+:g] . 

16 s'6 / lelq sfuhdf c:t/ 6fF:g] . 

17 gDal/Ë d]lzgn] k|:6 x'g] u/L gDa/ 

xfGg] . 

18 Knfli6sdf Koflsª ug]{ . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

Attendance Register agfpg] . 

 

 

dfkb08 -:t/_ M–  

se/ / lkmlgl;Ë /fd|f] ePsf] 

Attendance Register agfPsf] .  

1= sl6ª ug]{ tl/sfsf] 

1fg . 

2= sfuhsf] u'0f:t/sf] 

1fg . 

3= k]li6Ë ug]{ 1fg . 

4= l;nfO{ ug]{ 1fg . 

5= afOl08Ë ug]{ 1fg .  

cf}hf/, pks/0f / ;fdu|Lx? M l;of], wfuf], ud, gDal/Ë d]lzg, d}bf, lgnf]t'yf], sk8f, sl6Ë d]lzg . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 
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2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 

 

 

 

 

sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ $ M la1fgsf k|of]ufTds skL afOlG8Ë ug]{]  . 

! 306fJofjxfl/s'n ;do M  ^  306f 

 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? 

tof/ ug]{ . 

2 ;'?df 18X22 ;fO{hsf] ;]tf] k]k/ tof/ 

ug]{ . 

3 k]k/nfO{ k|];df k7fO{ ?lnª 5kfO{ ug]{ . 

4 pQm k]k/ cfjZos k]h cg';f/ kmf]N8 

ug]{ . 

5 sl6Ë d]lzgdf laraf6 xfkm ug]{ . 

6 kmf]N8 u/L xfkm u/]sf] k]k/nfO{ l;of] 

wfuf]n] d]lzg cyjf xftn] l;nufpg] . 

7 kf]6df ud nufpg] . 

8 d]lzgdf ;fO{h cg';f/ kLr af]8{ sf6\g]  

9 d}bfdf lgnf t'tf] ld;fP/ ud ksfpg]  

10 skLsf] ;fO{h cg';f/ s'6 6f:g] . 

11 skLsf] kf]6sf] ;fO{h cg';f/ sk8f 

sf6\g] .  

12 pQm sk8f skLsf] kf]6df 6f+:g] . 

13 k|];af6 5fk]/ cfPsf] se/nfO{ skLsf] 

;fO{h cg';f/ sf6\g] . 

14 sf6]sf] se/nfO{ skLdf 6f:g] . 

15 gDal/Ë d]lzgn] aflx/L se/df gDa/ 

xfGg] . 

16 sfkLsf] tLg tL/ d]lzgaf6 sl6ª ug]{ . 

17 Knfli6sdf KoflsË ug]{ . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

la1fgsf k|of]ufTds skL 

afOlG8Ë ug]{]  . 

 

 

dfkb08 -:t/_ M–  

lk|G6 /fd|f] / lkmlgl;Ë ePsf] 

la1fgsf k|of]ufTds skL 

(Chemistry/physics/botany/Z

oology Copy) afOlG8Ë u/]sf] . 

 

1= sl6ª ug]{ 

tl/sfsf] 1fg . 

2= sfuhsf] 

u'0f:t/sf] 1fg . 

3= k]li6Ë ug]{ 1fg . 

4= l;nfO{ ug]{ 1fg . 

5= afOl08Ë ug]{ 1fg 

. 

cf}hf/, pks/0f / ;fdu|Lx? M– l;of], wfuf], ud, gDal/Ë d]lzg, d}bf, lgnf]t'yf], sk8f, sl6Ë d]lzg . 

 

;'/Iff tyf ;fjwfgLM 

;}4flGts M ! 306f  

Jofjxfl/s M $ 306f   

hDdf ;do M % 306f 
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1 df:s, Pk|f]g / k~hf nufpg] . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 

sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ % M vl/b÷laqmL vftf afOlG8Ë ug]{ . 

;}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M $ 306f 

hDdf ;do M % 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? 

tof/ ug]{ . 

2 ;]tf] k]k/ tof/ u/ k|];df 5fKg k7fpg] . 

3 5fk]/ cfPsf] k]k/nfO{ cfjZos k]h 

cg';f/ kmf]N8 ug]{ . 

4 kmf]N8 u/L xfkm u/]sf] k]k/nfO{ l;of] 

wfuf]n] d]lzg cyjf xftn] l;nufpg]. 

5 kf]6df ud nufpg] . 

6 tLglt/ sl6ª ug]{ . 

7 sl6ª u/]sf] k|To]s kfgfdf ))! b]lv 

gDal/Ë d]lzgn] gGa/ xfGg] . 

8 kLr af]8{ ;fO{h cg';f/ sl6ª ug]{ . 

9 /]UhLg cyjf sk8f ;fO{h cg';f/ 

d];Lgn] sf6\g] . 

10 d}bfdf lgnf] t'yf] ld;fP/ ud ksfpg] . 

11 \/]UhLg cyjf sk8fdf ud nufpg] . 

12 b'O{j6f kLr af]8{ / Pp6f vl/b laqmL 

vftf /lhi6/ /fv]/ r]; ug]{ . 

13 sk8f cyjf /]UhLgsf] s'gf nufpg] . 

14 s'gfdf ud nufO{ vl/b laqmL /lhi6/df 

6f+:g] . 

15 k|];af6 5fk]/ cfPsf] se/nfO{ vl/b laqmL 

/lhi6/sf] ;fO{h cg;f/ sl6ª ug]{ . 

16 se/df ud nufP/ 6f+:g] . 

17 s'6 / leqsf] sfuh udn] 6f+:g] . 

18 cfjZostf cg';f/ gDal/Ë d]lzgn] 

se/df gDa/ xfGg] . 

19 Knfli6s k}lsª ug]{ . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

vl/b÷ljqmL vftf afO{l8Ë ug{] . 

 

 

dfkb08 -:t/_ M–  

lk|G6 /fd|f] / lkmlgl;Ë ePsf] 

vl/b÷ljqmL vftf afO{l8Ë ug]{ . 

1= sl6ª ug]{ tl/sfsf] 

1fg . 

2= sfuhsf] 

u'0f:t/sf] 1fg . 

3= gDal/Ë ug]{ 1fg .  

4= k]li6Ë ug]{ 1fg . 

5= l;nfO{ ug]{ 1fg . 

6= afOl08Ë ug]{ 1fg 

. 

 

cf}hf/, pks/0f / ;fdu|Lx? M– l;of], wfuf], ud, gDal/Ë d]lzg, d}bf, lgnf]t'yf], sk8f, sl6Ë d]lzg . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 
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2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 

 

sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ ^ M :6s a's afOlG8Ë ug]{ . 

;}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M $ 306f 

hDdf ;do M % 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? tof/ ug]{ . 

2 43X69 ;fOhsf] k]k/ tof/ ug]{ . 

3 k]k/ k|];df 5fKg] . -u|fdu]h cfjZostf cg';f/_ 

4 k|];af6 5fk]/ cfPsf] O08]S; cyjf :6s a's k]h 

cg';f/ kmf]N8 ug]{ . 

5 kmf]N8 u/L xfkm u/]sf] k]k/nfO{ l;of] wfuf]n] d]lzg 

cyjf xftn] O08]S; klg ldnfP/ l;nufpg] . 

6 l;nfO{ ul/;s]kl5 kf]6df ud nufpg] . 

7 d]lzgdf ;fO{h cg';f/ # lt/ k]k/ sl6ª ug{] . 

8 sl6ª u/]sf] kfgfdf gDal/Ë d]lzgn] k|To]s k]hdf 

)! b]lv gGa/ xfGg]] . 

9 To;kl5 d]lzg cyjf s}rLn] O08]S; sl6ª u/L A 

b]lv Z ;Dd l:6s/ 6f+:g] . 

10 d]lzgdf :6sa'ssf] ;fO{hcg';f/ kLraf]8{ sf6\g] . 

11 ;fO{h cg';f/ /]UhLg cyjf 5fnfnfO{ d]lzgn] 

sf6\g] . 

12 :6s a'ssf] ;fO{h cg';f/ 8f]/L sf6\g] .  

13 d}bf / lgnf] t'yf] ld;fP/ ud agfpg] .  

14 Pp6f Pp6f u/]/ /]UhLg cyjf 5fnfdf ud 

nufpg] . 

15 b'O{j6f kLr af]8{ Pp6f :6s a's ud nfu]sf] 

/]UhLgdf cyjf 5fnf ;lxt r]; agfpg] kf]6df 

s6g 8f]/L xfNg] . 

16 /]UhLgsf] s'gf cyjf 5fnfsf] s'gfdf ud nufpg] . 

17 s'gfsf] b'O{lt/ /]lUhg jf sk8f 6f+:g] . 

18 k|];af6 5fk]/ cfPsf] :6s a'ssf] se/nfO{ 

d]lzgdf cfjZos ;fO{h cg';f/ sl6ª u/]/ 

se/df ud nufpg] . 

19 pQm se/ :6s a'sdf 6f+:g] .  

20 gDal/Ë d]lzgn] se/sf] aflx/ gDa/ xfGg] . 

21 Knfli6sdf KoflsË ug]{ .  

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

:6s a's afOl8Ë ug]{ . 

 

 

dfkb08 -:t/_ M–  

lk|G6 /fd|f] / lkmlgl;Ë ePsf] 

:6s a's afOl8Ë u/]sf] . 

 

1= sl6ª ug]{ tl/sfsf] 

1fg . 

2= sfuhsf] u'0f:t/sf] 

1fg . 

3= gDal/Ë ug]{ 1fg .  

4= k]li6Ë ug]{ 1fg . 

5= l;nfO{ ug]{ 1fg . 

6= afOl08Ë ug]{ 1fg . 

cf}hf/, pks/0f / ;fdu|Lx? M–l;of], wfuf], ud, gDal/Ë d]lzg, d}bf, lgnf]t'yf], sk8f, sl6Ë d]lzg . 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg] . 
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2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 

 

sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ &M Cash Book afOlG8Ë ug]{  . 

! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M $ 306f 

hDdf ;do M % 306f 

sfo{ r/0fx¿ k|fljlws lqmofsnfksf p2]Zox¿ ;DalGwt k|fljlws 1fg 

!= cfjZos cf}hf/÷pks/0f / ;fdu|Lx? tof/ ug]{ . 

@= 43X69 ;fOhsf] k]k/ tof/ ug]{ . 

#= k]k/ k|];df 5fKg] . -u|fdu]h cfjZostf 

cg';f/_ 

$= k|];af6 5fk]/ cfPsf] O08]S; cyjf :6s a's k]h 

cg';f/ kmf]N8 ug]{ . 

%= kmf]N8 u/L xfkm u/]sf] k]k/nfO{ l;of] wfuf]n] 

d]lzg cyjf xftn] O08]S; klg ldnfP/ 

l;nufpg]  

^= l;nfO{ ul/;s]kl5 kf]6df ud nufpg] . 

&= d]lzgdf ;fO{h cg';f/ # lt/ k]k/ sl6ª ug{] . 

*= sl6ª u/]sf] kfgfdf gDal/Ë d]lzgn] k|To]s 

k]hdf )! b]lv gGa/ xfGg]] . 

(= d]lzgdf :6sa'ssf] ;fO{hcg';f/ kLraf]8{ sf6\g]  

!)= ;fO{h cg';f/ /]UhLg cyjf 5fnfnfO{ d]lzgn] 

sf6\g] . 

!!= :6s a'ssf] ;fO{h cg';f/ 8f]/L sf6\g] .  

!@= d}bf / lgnf] t'yf] ld;fP/ ud agfpg] .  

!#= Pp6f Pp6f u/]/ /]UhLg cyjf 5fnfdf ud 

nufpg] . 

!$= b'O{j6f kLr af]8{ Pp6f Cash Book ud 

nfu]sf] /]UhLg cyjf 5fnf ;lxt r]; agfpg] 

kf]6df s6g 8f]/L xfNg] . 

!%= /]UhLg cyjf 5fnfsf] s'gfdf ud nufpg] . 

!^= s'gfsf] b'O{lt/ /]lUhg jf sk8f 6f+:g] . 

!&= k|];af6 5fk]/ cfPsf] :6s a'ssf] se/nfO{ 

d]lzgdf cfjZos ;fO{h cg';f/ sl6ª u/]/ 

se/df ud nufpg] . 

!*= se/ :6s a'sdf 6f+:g] .  

!(= gDal/Ë d]lzgn] se/sf] aflx/ gDa/ xfGg] . 

@)= Knfli6sdf KoflsË ug]{ .  

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

Cash BookafOl8Ë ug]{ . 

 

 

dfkb08 -:t/_ M–  

lk|G6 /fd|f] / lkmlgl;Ë ePsf] 

Cash BookafOl8Ë u/]sf] . 

 

1= sl6ª ug]{ 

tl/sfsf] 1fg . 

2= sfuhsf] 

u'0f:t/sf] 1fg . 

3= gDal/Ë ug]{ 1fg .  

4= k]li6Ë ug]{ 1fg . 

5= l;nfO{ ug]{ 1fg . 

6= afOl08Ë ug]{ 1fg 

. 

cf}hf/, pks/0f / ;fdu|Lx? M– l;of], wfuf], ud, gDal/Ë d]lzg, d}bf, lgnf]t'yf], sk8f, sl6Ë d]lzg . 

 

;'/Iff tyf ;fjwfgLM 
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1 df:s, Pk|f]g / k~hf nufpg]  . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 

 

sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ * M Ledger afOlG8Ë ug]{   . 

f 

;}4flGts M ! 306f 

Jofjxfl/s M $ 306f 

hDdf ;do M % 306f 

sfo{ r/0fx¿ 
k|fljlws lqmofsnfksf 

p2]Zox¿ 
;DalGwt k|fljlws 1fg 

!=cfjZos cf}hf/÷pks/0f / ;fdu|Lx? tof/ ug]{ . 

@= 43X69 ;fOhsf] k]k/ tof/ ug]{ . 

#= k]k/ k|];df 5fKg] . -u|fdu]h cfjZostf cg';f/_ 

$= k|];af6 5fk]/ cfPsf] O08]S; cyjf Ledger a's 

k]h cg';f/ kmf]N8 ug]{ . 

%= kmf]N8 u/L xfkm u/]sf] k]k/nfO{ l;of] wfuf]n] d]lzg 

cyjf xftn] O08]S; klg ldnfP/ l;nufpg] . 

^= l;nfO{ ul/;s]kl5 kf]6df ud nufpg] . 

&= d]lzgdf ;fO{h cg';f/ # lt/ k]k/ sl6ª ug{] . 

*= sl6ª u/]sf] kfgfdf gDal/Ë d]lzgn] k|To]s k]hdf 

)! b]lv gGa/ xfGg]] . 

(= To;kl5 d]lzg cyjf s}rLn] O08]S; sl6ª u/L A 

b]lv Z ;Dd l:6s/ 6f+:g] . 

!)= d]lzgdf :6sa'ssf] ;fO{hcg';f/ kLraf]8{ sf6\g] . 

!!= ;fO{h cg';f/ /]UhLg cyjf 5fnfnfO{ d]lzgn] 

sf6\g] . 

!@= :6s a'ssf] ;fO{h cg';f/ 8f]/L sf6\g] .  

!#= d}bf / lgnf] t'yf] ld;fP/ ud agfpg] .  

!$= Pp6f Pp6f u/]/ /]UhLg cyjf 5fnfdf ud nufpg]  

!%= b'O{j6f kLr af]8{ Pp6f :6s a's ud nfu]sf] 

/]UhLgdf cyjf 5fnf ;lxt r]; agfpg] kf]6df 

s6g 8f]/L xfNg] . 

!^= /]UhLgsf] s'gf cyjf 5fnfsf] s'gfdf ud nufpg] . 

!&= s'gfsf] b'O{lt/ /]lUhg jf sk8f 6f+:g] . 

!*= k|];af6 5fk]/ cfPsf] :6s a'ssf] se/nfO{ 

d]lzgdf cfjZos ;fO{h cg';f/ sl6ª u/]/ se/df 

ud nufpg] . 

!(= pQm se/ :6s a'sdf 6f+:g] .  

@)= gDal/Ë d]lzgn] se/sf] aflx/ gDa/ xfGg] . 

@!= Knfli6sdf KoflsË ug]{ .  

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f 

/ ;fdu|L ;lxtsf] 

sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

Ledger agfpg] . 

 

 

dfkb08 -:t/_ M–  

lk|G6 /fd|f] / lkmlgl;Ë 

ePsf] Ledger afOl8Ë 

u/]sf]  

1= sl6ª ug]{ tl/sfsf] 

1fg . 

2= sfuhsf] u'0f:t/sf] 

1fg . 

3= gDal/Ë ug]{ 1fg .  

4= k]li6Ë ug]{ 1fg . 

5= l;nfO{ ug]{ 1fg . 

6= afOl08Ë ug]{ 1fg . 

7= ABC cIf/ 6fF:g] 

1fg . 

cf}hf/, pks/0f / ;fdu|Lx? M– l;of], wfuf], ud, gDal/Ë d]lzg, d}bf, lgnf]t'yf], sk8f, sl6Ë d]lzg . 
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;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg]  . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ ( M  Register  afOlG8Ë ug]{ . 

;}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M $ 306f 

hDdf ;do M % 306f 

sfo{ r/0fx¿ 
k|fljlws lqmofsnfksf 

p2]Zox¿ 
;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? tof/ ug]{ . 

2 40X65 ;fOh/ u|fdsf] k]k/nfO{ d]lzgaf6 ?nLË 

ug]{ . 

3 ;fO{h cg';f/sf] d]lzgdf sl6ª u/]/ kmf]N8 ug]{  

4 d]lzg jf xftn] l;nfO{ ug]{ / kf]6df ud 

nufpg] . 

5 d]lzgdf /lhi6/sf] ;fO{h cg';f/ sl6ª ug]{ . 

6 kLr af]8{ /lhi6/sf] cg';f/ sf6\g] . 

7 sk8f cyjf /]UhLg klg  /lhi6/sf] ;fO{hdf 

sf6\g] / kf]6df udsf] ;xfotfn] 6fF:g] . 

8 d}bf / lgnf]t'yf] ld;fP/ ud ksfpg] . 

9 /]UhLg jf sk8fdf ud nufpg] . 

10 b'O{6f kLr af]8{ Pp6f /lhi6/ ;lxt r]; ug]{ . 

11 k|];af6 5fk]/ cfPsf] se/nfO{ /lhi6/sf] 

;fO{hdf sl6ª ug]{ . 

12 se/df ud nufpg] / /lhi6/df 6f+:g] . 

13 s'6 / leqL sfuhsf] aLrdf c:t/ nufpg] . 

14 /lhi6/df gDa/ b]lvg] u/L se/df gDa/ 

nufpg] . 

15 Kkfli6sdf Koflsª ug]{ . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ 

pks/0f / ;fdu|L 

;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

Ledger agfpg] . 

 

 

dfkb08 -:t/_ M–  

lk|G6 /fd|f] / lkmlgl;Ë 

ePsf] Register 

afOl8Ë u/]sf] . 

 

1= sl6ª ug]{ tl/sfsf] 

1fg . 

2= sfuhsf] u'0f:t/sf] 

1fg . 

3= gDal/Ë ug]{ 1fg .  

4= k]li6Ë ug]{ 1fg . 

5= l;nfO{ ug]{ 1fg . 

6= afOl08Ë ug]{ 1fg . 

cf}hf/, pks/0f / ;fdu|Lx? M– l;of], wfuf], ud, gDal/Ë d]lzg, d}bf, lgnf]t'yf], sk8f, sl6Ë d]lzg . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg]  . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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sfo{ ljZn]if0f 

 

lglb{i6 sfo{ g+ !)M  Day Book  afOlG8Ë ug]{ . 

;}4flGts M   ! 306fJofjxfl/s'n ;do M  ^  306f 

;}4flGts M ! 306f 

Jofjxfl/s M $ 306f 

hDdf ;do M % 306f 

sfo{ r/0fx¿ 
k|fljlws lqmofsnfksf 

p2]Zox¿ 
;DalGwt k|fljlws 1fg 

1 cfjZos cf}hf/÷pks/0f / ;fdu|Lx? tof/ ug]{ . 

2 %!X^^;fOh/ u|fdsf] k]k/nfO{ d]lzgaf6 lk|lG6Ë 

ug]{ . 

3 ;fO{h cg';f/sf] d]lzgdf sl6ª u/]/ kmf]N8 

ug]{ . 

4 d]lzg jf xftn] l;nfO{ ug]{ / kf]6df ud 

nufpg] . 

5 d]lzgdf /lhi6/sf] ;fO{h cg';f/ sl6ª ug]{ . 

6 kLr af]8{ /lhi6/sf] cg';f/ sf6\g] . 

7 sk8f cyjf /]UhLg klg  /lhi6/sf] ;fO{hdf 

sf6\g] / kf]6df udsf] ;xfotfn] 6fF:g] . 

8 d}bf / lgnf]t'yf] ld;fP/ ud ksfpg] . 

9 /]UhLg jf sk8fdf ud nufpg] . 

10 b'O{6f kLr af]8{ Pp6f /lhi6/ ;lxt r]; ug]{ . 

11 k|];af6 5fk]/ cfPsf] se/nfO{ /lhi6/sf] 

;fO{hdf sl6ª ug]{ . 

12 se/df ud nufpg] / /lhi6/df 6f+:g] . 

13 s'6 / leqL sfuhsf] aLrdf c:t/ nufpg] . 

14 /lhi6/df gDa/ b]lvg] u/L se/df gDa/ 

nufpg] . 

15 Kkfli6sdf Koflsª ug]{ . 

cj:yf -lbOPsf]_M  

cfjZos cf}hf/ pks/0f / 

;fdu|L ;lxtsf] sf/vfgf . 

 

 

lglb{i6 sfo{ -s]_M 

Ledger agfpg] . 

 

 

dfkb08 -:t/_ M–  

lk|G6 /fd|f] / lkmlgl;Ë 

ePsf]  

Day Book afOl8Ë u/]sf] 

. 

1= sl6ª ug]{ tl/sfsf] 

1fg . 

2= sfuhsf] u'0f:t/sf] 

1fg . 

3= gDal/Ë ug]{ 1fg .  

4= k]li6Ë ug]{ 1fg . 

5= l;nfO{ ug]{ 1fg . 

6= afOl08Ë ug]{ 1fg . 

cf}hf/, pks/0f / ;fdu|Lx? M– snd, :s]n, l;of wfuf], ud, s'6, sk8f sl6Ë ug]{ d]l;g . 

 

;'/Iff tyf ;fjwfgLM 

1 df:s, Pk|f]g / k~hf nufpg]  . 

2 d]lzg rnfpbf clgjfo{ ?kdf h'Qf cyjf rKkn nufpg] . 
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df]8\o'n ^M ;+rf/ tyf pBdlzntf ljsf; 

;j–df]8\o"n ^=!M ;+rf/ 

;do M * 306f -;}_ ± !) 306f -Aof_ Ö !* 306f 

j0f{gM 

o; df]8o'ndf k|lzIffyL{ Ps cfk;df ;k'/efOh/ tyf ;xof]uL;Fu k]zf;+u ;DalGwt ;+rf/sf ;Lkx? k|of]u 

ug]{5g\ . pgLx?nfO{ cfjZos kg]{ lgj]bg n]vg, ;fwf/0f lx;fa tyf k]zf;+u ;DalGwt ;"rgf k9\g], kmf/fd eg]{, 

sfo{af/] cfkm\gf] ;'k/efOh/nfO{ hfgsf/L u/fpg] / k]zfut cfr/0f, pBf]usf gLlt, lgod tyf lgb]{zgx? kfngf 

ug{ ;Sg]5g\ .  

 

p2]Zox¿M 

of] df]8\o'nsf] ;dfkgkl5 k|lzIffyL{x¿n] lgDg sfo{ ug{ ;dy{ x'g]5g\ . 

;Lksf] ;"lr 

!= gLlt, lgod tyf lgb]{zg kfngf ug]{ 

@= ;fwf/0f lx;fa ug]{ 

#= lgj]bg n]Vg] 

$=   kmf/fdx? eg]{ 

%=   ;+rf/ ug]{ 

^=  k]zfut cg'zf;g kfngf ug]{  
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sfo{ ljZn]if0f 

hDdf ;doM @ 306f  

k|of]ufTdsM  306f 

 ;}4flGtsM @ 306f 

sfo{ (Task) !M gLlt, lgod tyf lgb]{zg kfngf ug]{ . 

qm=;+= r/0fx? sfo{ ;+kfbgsf p2]Zo k|fljlws 1fg 

! 

@ 

 

# 

$ 

% 

 

 

^ 

 

& 

 

pBf]usf gLlt, lgod yfxf kfpg] . 

pBf]un] hf/L u/]sf gLlt, lgod tyf 

lgb]{zg a'em\g] / a'emfpg] . 

>d P]g af/] yfxf kfpg] . 

cfkm\gf] lhDd]jf/L af/] hfgsf/L lng] . 

pBf]udf sfo{/t ljleGg txsf 

hgzlQm tyf pgLx?sf] lhDd]jf/Laf/] 

yfxf kfpg] . 

pBf]udf ljleGg ljefu / tL 

ljefusf] sfdaf/] yfxf kfpg] . 

pBf]un] Display u/]sf lgb]{zgx? 

a'em\g] / cg';/0f ug]{ . 

 

cj:yfM 

sf/vfgf, k|lzIf0f sf]7f, 

pBf]u kl/;/ 

 

p2]ZoM 

pBf]usf gLlt, lgod 

lgb]{zg kfngf ug]{ . 

 

dfkb08M 

pBf]un] tf]s]sf] gLlt 

lgod kfngf ubf{ 

tf]lsPsf] lhDd]jf/L 

;kmntf k"j{s ;+kfbg 

;s]sf] . 

– lgod, gLlt tyf 

lgb]{zgsf] km/s 

– dxTj 

– P]g tyf P]gsf] 

kl/efiff 

– Display u/]sf 

;'rgfsf] dxTj 

– lhDd]jf/Lsf] kl/efiff 

– ljefusf sfo{x? 

cfjZoscf}hf/÷pks/0f ;fdu|L 

gLlt, lgod, lgb]{zgsf lstfax? 
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sfo{ ljZn]if0f 

hDdf ;doM ^ 306f  

k|of]ufTdsM $ 306f 

 ;}4flGtsM @ 306f 

sfo{ (Task) @M ;fwf/0f lx;fa ug]{ . 

qm=;+= r/0fx? sfo{ ;+kfbgsf p2]Zo k|fljlws 1fg 

! 

@ 

# 

$ 

% 

^ 

& 

* 

( 

c+s uGg] . 

c+s n]Vg] . 

b'gfO{ ug]{ -@ x!= @_  . 

hf]8 ug]{ . 

36fp ug]{ . 

efuf ug]{ . 

u'0ff ug]{ . 

dL6/÷kmL6÷OGr ;]=dL= af/] hfgsf/L lng] . 

cfkm\gf] sfo{ ug]{ kl/df0f / kfpg] z'Nssf] 

lx;fa lgsfNg] . 

cj:yfM 

sf/vfgf, k|lzIf0f sf]7f 

p2]ZoM 

;fwf/0f lx;fa ug]{ . 

dfkb08M 

;fwf/0f lx;fa ug{ 

;s]sf] . 

– lx;fasf] k|sf/ 

– c+ssf] klxrfg 

– ;+s]tx? 

– :s]nsf] 1fg 

cfjZoscf}hf/÷pks/0f ;fdu|L 

sfkL, snd, :s]n, lx;fasf] lstfa 
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sfo{ ljZn]if0f 

 hDdf ;doM @ 306f 

 k|of]ufTdsM ! 306f 

 ;}4flGtsM ! 306f 

sfo{ (Task) #M lgj]bg n]Vg] . 

qm=;+= r/0fx? sfo{ ;+kfbgsf p2]Zo k|fljlws 1fg 

! 

@ 

# 

$ 

% 

;+jf]wg n]Vg] 

7]ufgf n]Vg] 

ldlt n]Vg] 

lgj]bgsf] ljj/0f n]vL b:tvt ug]{ 

lgj]bg btf{ ug]{  

cj:yfM 

– pBf]u 

– k|lzIf0f sf]7f 

sfo{M 

lgj]bg n]Vg] 

dfkb08M 

z'4;+u lgj]bg n]Vg 

;Ifd ePsf] .  

– kl/efiff 

– dxTj 

– k|sf/ 

– n]Vg] tl/sf 

cfjZos cf}hf/÷pks/0f ;fdu|L 

sfkL, snd, af]8{ 

 

 



65 

 

 sfo{ ljZn]if0f 

 hDdf ;doM # 306f 

 k|of]ufTdsM @ 306f 

 ;}4flGtsM ! 306f 

sfo{ (Task) $M kmf/fd eg]{ . 

qm=;+= r/0fx? sfo{ ;+kfbgsf p2]Zo k|fljlws 1fg 

! cfjZos kmf/fdx? ;+sng ug]{ cj:yfM 

– pBf]u 

– k|lzIf0f sf]7f 

sfo{M 

kmf/fdx? eg]{  

dfkb08M 

z'4;+u kmf/d eg{ 

;Ifd ePsf] .  

– kl/efiff 

– dxTj 

– k|sf/ 

@ z'4;+u kmf/fd eg]{ 

# kmf/fd ?h' ug]{ 

$ kmf/fddf ePsf cz'l4 ;Rofpg]  

% ;DalGwt 7fpFdf kmf/fd a'emfpg]  

  

  

cfjZos cf}hf/÷pks/0f ;fdu|L 

sfkL, snd, af]8{ 
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 sfo{ ljZn]if0f 

 hDdf ;doM # 306f 

 k|of]ufTdsM @ 306f 

 ;}4flGtsM ! 306f 

sfo{ (Task) %M ;+rf/ ug]{ . 

qm=;+= r/0fx? sfo{ ;+kfbgsf p2]Zo k|fljlws 1fg 

! 

@ 

# 

 

$ 

 

% 

^ 

& 

 

;xof]uL Pj+ ;'k/efOh/nfO{ clejfbg ug]{ . 

;xof]uL;Fu 5nkmn tyf ;+jfb ug]{ . 

pTkfbgsf] u'0f:t/, sfdbf/ tyf d]lzgsf] 

cj:yfaf/] ;'k/efOh/nfO{ hfgsf/L lbg] . 

d]lzg dd{t ug'{k/] ;DalGwt JolQmnfO{ 

hfgsf/L u/fpg] . 

cfkm"n] ;Dkfbg u/]sf sfo{sf] ljj/0f /fVg]  

cfkm"n] ;Dkfbg u/]sf] OsfO{ af]8{df n]Vg] . 

;'rgfx? k9\g] . 

cj:yfM 

pBf]u, k|lzIf0f sf]7f 

 

p2]ZoM 

k]zfut ;+rf/ ug]{ . 

 

dfkb08M 

;';"lrt / hfgsf/ 

sfdbf/ . 

clejfbg ug]{ 1fg 

;+jfbsf] tl/sf 

– kl/ro 

– kl/efiff 

– k|sf/ 

cfjZoscf}hf/÷pks/0f ;fdu|L 

sfkL, snd, af]8{ 
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sfo{ ljZn]if0f 

 hDdf ;doM ! 306f 

 k|of]ufTdsM 306f 

 ;}4flGtsM ! 306f 

sfo{ (Task) ^M k]zfut cg'zf;g kfngf ug]{ . 

qm=;+= r/0fx? sfo{ ;+kfbgsf p2]Zo k|fljlws 1fg 

! 

@ 

# 

$ 

% 

^ 

 

& 

 

* 

k]zf;+u ;DalGwt cfr/0fx? yfxf kfpg] . 

k]zfut lgod cg'zf;g kfngf ug]{ . 

JolQmut ;/;kmfO{nfO{ Wofg lbg] . 

cfkm"n] nufPsf] o'lgkmd{ 7Ls;+u nufpg] . 

k]zf;+u ;DalGwt uf]kgLotf sfod /fVg] . 

o'lgogsf sf/0faf6 pBf]unfO{ xfgL gf]S;fgL 

gk'¥ofpg] . 

n}luË, juL{o, If]qLo, hfltut, ;dfgtfsf] 

Jojxf/ k|bz{g ug]{ . 

P]g lgodsfaf/] hfgsf/ /xg] . 

cj:yfM 

pBf]u, k|lzIf0f sf]7f 

 

p2]ZoM 

k]zfut cfr/0f kfngf 

ug]{ . 

 

dfkb08M 

gLlt lgoddf /xL 

k]zfut cfr/0f kfngf 

u/]sf] . 

 

– kl/efiff 

– dxTj 

– kfngf ug]{ t/Lsf 

– ;"rgfx? 

– uf]kgLo ljifo 

– o'lgog cjwf/0ff 

– o'lgogsf kmfObf 

a]kmfObf 

– o'lgogsf] lhDd]jf/L 

– cg'zf;gsf] dxTj 

– JolQmut ;'/Iffsf] 

dxTj   

cfjZoscf}hf/÷pks/0f ;fdu|L 

sfkL, snd, af]8 

 

  



;j-df]8\o'n ^=@M pBdlzntf ljsf; 

(Entrepreneurship Development) 

 
;do M !* 306f -;}_ ± @@ 306f -Aof_ Ö $) 306f 

j0f{gM 

cfk\mg} Joj;fo÷n3' pBd ;'? u/L :j/f]huf/ x'g rfxg] JolQmx?sf] nflu cfjZos 1fg tyf ;Lko'Qm 

hgzlQm tof/ ug]{ p2]Zon] of] pBdlzntf ljsf; ;DalGw df]8\o"n tof/ kfl/Psf] xf] . o;df pBdsf] 

kl/ro, pko'Qm Joj;flos ljrf/sf] vf]hL, Jofj;flos of]hgf tof/Lsf] nflu Jofj;flos ljrf/sf] ljsf; 

h:tf ljifo j:t'x? ;dfj]; ul/Psf 5g\ . 

 

p2]ZoM 

o; df]8\o"nsf] ;dfkgkl5 ljBfyL{x?n] lgDg sfo{x? ug{ ;Ifd x'g]5g\M 

!= pBd tyf :j/f]huf/sf] cjwf/0ff a'‰g] . 

@= cfk\mgf] Joj;fosf] nflu pko'Qm x'g] Joj;flos ljrf/sf] k|:km'6g ug]{ . 

#= Jofj;flos of]hgfsf] tof/L ug{ l;Sg] . 

$=Joj;flos clen]v /fVg k|lzlIft x'g] . 

 

sfo{x? 

!= Joj;fo÷pBdsf] cjwf/0ff JofVof ug]{ . 

@= pBdzLntf ;DaGwL dgf]j[lt ljsf; ug]{ . 

#= ;Defljt Joj;flos ljrf/sf] >[hgf ug]{ . 

$= Joj;flos of]hgfsf] tof/L ug]{ . 

%= Joj;fosf] cfwf/e"t clen]v tof/L ug]{ . 

 

qm=;+= sfo{x? ;DalGwt k|fljlws 1fg 
;do -306df_ 

;}= Aof= hDdf 

! Joj;fo÷pBdsf] cjwf/0ff 

JofVof ug]{ . 

 Joj;fo÷pBdsf] kl/ro 

 Joj;fo÷pBdsf] jlu{s/0f 

 n3', ;fgf tyf demf}nf pBf]usf] hfgsf/L 

 :j/f]huf/L / tnjL JolQmsf] kmfO{bf tyf 

a]kmfO{bfx? 

$  $ 

@ pBdzLntf ;DaGwL 

dgf]j[lt ljsf; ug]{ . 
 ;kmntfsf] lhjgrqm 

 Hff]lvd lng] dgf]j[lt 
#  # 

# ;Defljt Joj;flos 

ljrf/sf] >[hgf ug]{ . 
 Joj;flos ljrf/sf] >[hgf 

 Joj;flos ljrf/sf] d'NofÍg 
! @ # 

$ Joj;flos of]hgfsf] tof/L 

ug]{ . -k|To]s k|lzIffyL{n] 

!÷! j6f Jofj;flos 

of]hgf tof/ u/L k|:t'lt 

ug]{_ 

 

 ahf/ tyf ahf/Ls/0fsf] cjwf/0ff 

 j:t' tyf ;]jfsf] j0f{g 

 Joj;fo ug]{ :yfgsf] 5gf}6 

 ahf/ lx:;fsf] cg'dfg 

 k|j4{gfTds s[ofsnfk 

 crn ;DklQ tyf nfutsf] ljZn]if0f  

( !* @& 
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 sRrfkbfy{ tyf nfut d'NofÍg 

 sfo{fGjog k|s[ofsf] j0f{g 

 dfgj ;+;fwg tyf nfut ljZn]if0f 

 lzif{ef/ vr{ tyf o'l6lnl6h ljZn]if0f 

 rfn" k"+hLsf] cg'dfg tyf hDdf cfjZos 

k"+hLsf] ljZn]if0f 

 j:t'sf] pTkfbg nfut tyf d"No lgwf{/0f 

 nufgLdf k|ltkmn tyf kf/ ljGb' ljZn]if0f 

 ;"rgf ;+sng k|s[of tyf lgb]{lzsf 

% Joj;fosf] 

cfwf/e"tclen]v tof/L ug]{ 

. 

 b}lgs vftf (Day Book) 

 ljqmL vftf 

 vl/b tyf vr{ vftf 

 ;fx' c;fdL jf lng' lbg' kg]{ vftf . 

! @ # 

hDdf !* @@ $) 

 
Textbook: 

s_ k|lzIfsx?sf nflu lgld{t lgb]{lzsf tyf k|lzIf0f ;fdu|L, k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\,  @)^(  

v_ k|lzIffyL{x?sf nflu lgld{t kf7\o;fdu|L tyf sfo{k'l:tsf, k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\ -

ck|sflzt_,  @)^(  

Reference book: 
Entrepreneur’s Handbook, Technonet Asia, 1981 

 

 


