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nqivbx I Drcxob gy³ bxwZgvjv 

 

GwcGm MÖæc- G Kg©iZ mKj Kg©Pvix fvB-‡evb‡`i m¤§vb I gh©v`vi cÖwZ j¶¨ †i‡L m¤ú~Y© 

nqivbx I Drcxobgy³ Kg© cwi‡ek eRvq ivL‡Z wb‡¤§v³ bxwZgvjv AbymiY K‡i Ges G 

e¨vcv‡i mK‡ji mn‡hvMxZv Kvgbv K‡i | 

 

GwcGm MÖæc  G Kg©Pvix fvB-‡evb‡`i cÖwZ nqivbx I Drcxobg~jK Kg©KvÛ m¤ú~Y© wbwl×| 

Gme Kg©KvÛ n‡”Qt 

 

1. kvixwiK wbhv©Zb Kiv | 

2. Mvwj MvjvR Kiv I n~gwK cÖ`vb Kiv | 

3. Ggb ai‡bi gvbwmK wbhv©Zb Kiv hvi Kvi‡b Kgx©i Kv‡Ri ¯ú„nv n«vm cvq ev bó nq | 

4. ‡h †Kvb cÖKvi †hŠb nqivbx Kiv | 

5. cvbxq Rj, Uq‡jU, ¯̂v ’̄¨ gvbweK cÖ‡qvR‡bi Dci wewa-wb‡la Av‡ivc Kiv | 

6. A‡hŠw³Kfv‡e Kg©x‡`i PjvP‡ji Dci wb‡lavÁv Av‡ivc Kiv | 

7. wb‡qvM Gi mgq  bvix  kÖwgK†K ‡Kvb AevwÂZ cÖkœ A_ev Wv³vi/bvm© KZ©…K †Kvb e¨w³MZ  

kvwiixK, gvbwmK,‡hŠb nqivwb g~jK cÖkœ Kiv| 

  

 ‡h †Kvb ai‡bi AvµgbvZ¡K AvPibKvix e¨w³i weiæ‡× AvBbvbyM e¨e ’̄v †bqv n‡e | KZ„©c‡¶i  

wbKU Drcxob msµvšÍ Awf‡hv‡Mi †cÖw¶‡Z Awf‡hvMKvix Kg©Pvix †K †Kvb cÖKvi kvw Í̄i m¤§yLxb n‡Z 

n‡e bv| GB bxwZgvjv mKj Kg©Pvix/Kg©KZ©v Ges KviLvbv‡Z AvMZ †h Kv‡iv Rb¨B cÖ‡hvR¨ n‡e| 

 

GwcGm MÖæc KZ…©c¶ d¨v±ixi mKj kªwgK, Kg©Pvix I Kg©KZ©vMb‡K Zvnv‡`i‡K †h †Kvb 

nqivbx I Drcxobgy³ ivLv Ges G RvZxq †h †Kvb Awf‡hvM-Aby‡hvM d¨v±ixi m‡e©v”P 

Kg©KZ©vi Kv‡Q Rvbv‡bvi Rb¨ Drmvn cÖ`vb K‡i| ‡h mKj Dcv‡q Kg©PvixMY Zv‡`i 

Awf‡hvM e¨e ’̄vcbv KZ©„c¶‡K Rvbv‡Z cvi‡e †m¸‡jv n‡”Qt 

1. cÖwZwU Uq‡jU ivLv Awf‡hvM ev gZvgZ ev‡Kªi gva¨‡g wbf©‡q †h †Kvb Kg©Pvix    

     Zvi Awf‡hvM Rvbv‡Z cv‡i| 

2. Awf‡hvM c‡Î Awf‡hvMKvix Kgx©©©©i bvg ev KvW©  bv¤^vi †jLvi †Kvb cÖ‡qvRb bvB| 

3. Kgx©iv kªwgK †dvivg m`m¨‡`i gva¨‡g Zv‡`i Awf‡hvM KZ©„c¶‡K Rvbv‡Z cv‡i| 

4. kÖwgKiv Zv‡`i Awf‡hvM kÖwgK AskMÖnb KwgwU A_ev I‡qj‡dqvi Awdmv‡ii gva¨‡gI Rvbv‡Z 

cvi‡e| 

4. cÖ‡qvR‡b mivmwi DaŸ©Zb e¨e ’̄vc‡Ki Kv‡Q Z_¨ cÖ`vb Ki‡Z cvi‡e †Kvb ai‡bi evav QvovB Ges 

G‡¶‡Î m¤ú~Y© †MvcbxqZv i¶v Kiv n‡e |  

kÖwgKMb AM©vbvB‡Rkb c×wZ e¨env‡ii gva¨‡g Zv‡`i nqivbx I Drcxobg~jK mgm¨vi K_v Rvbv‡Z 

cvi‡eb| 

 

 
 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
        

                                    

                                                                                                

                                            
             

                                                                                  

   

 

 

  

       

 

 

 

 

 

 

 

 

 

 

 

kªwgK ,Kg©PvixMb Awf‡hvM / Aby‡hvM Rvbv‡Z †h c×wZ MÖnb Ki‡Z cv‡i| 

 

 

 

 

 

 

 

kªwgK 

 

 

cwiPvjK/wbe©vnx cwiPvjK/gnve¨e ’̄vcK 

 

 

e¨e¯’vcK (gvbe m¤ú`,cÖkvmb I Kgcøv‡qÝ)  

 

 

 

e¨e¯’vcK (Kgcøv‡qÝ) 

 

 

mnte¨e¯’vcK 

(gvbe m¤ú`,cÖkvmb) 

 

I‡qj‡dqvi Awdmvi 

 

 

kÖwgK AskMÖnbKvix KwgwU  

 
 

Awf‡hvM ev· 

 

wcGg/GwcGg/‡d¬vi BbPvR©/ 

jvBbPxd/mycvifvBRvi 
 

nUjvBb 

01811456033 

018442194790

01811446684 

01847081982 

01844054082 

01847081994 

01678083640 

 

Awf‡hvM 

m¤ú„³ M„nxZ 

c`‡¶c 

AewnZKib 



m‡PZb Kgx© ‰Zixi j‡¶¨ wb¤§wjwLZ  cÖwk¶‡bi e¨e ’̄v MÖnb Kiv nq hvi gva¨‡g Kgx©iv mwVKfv‡e nqivbx 

I Drcxo‡bi K_v KZ©©„c‡¶i Kv‡Q mwVK wbq‡g Rvwb‡q Zvi cÖwZKvi Avkv Ki‡Z cv‡i| †hgbt 

 

1. bZzb Kgx©‡`i cÖwk¶Y| 

2. Kgc‡¶ gv‡m GKevi jvBbPxd, mycvifvBRvi, Ges e¨e ’̄vcbv Kgx©‡`i cÖwk¶Y| 

3. Kgc‡¶ gv‡m GKevi mw¤§wjZ mfvi gva¨‡g Kwg©‡`i g‡a¨ gZ wewbgq| 

4. Kgc‡¶ wekªvg ’̄jmn cÖavb cÖavb ’̄v‡b GB bxwZgvjv Szjv‡bv| 

 

‡Kvb bvwjk ev Awf‡hvM DÌvwcZ n‡j mywbw`©ó e¨w³i gva¨‡g Zv Zr¶Yvr Z`šÍ mv‡c‡¶ wb‡¤§ v³ 

Z_¨¸‡jv wjwce× Kiv n‡e t 

 

    Awf‡hvM cÖ`v‡bi ZvwiL, NUbv msNwUZ nIqvi ZvwiL, Awf‡hv‡Mi mwVK aiY, Awfhy³ e¨w³ Ges 

Awf‡hvMKvixi bvg, Z`‡šÍi ZvwiL Ges Z`šÍKvixi bvg, Z`‡šÍi c×wZ, Z`šÍ wi‡cvU©, wm×všÍ `v‡bi 

ZvwiL Ges wm×všÍ cÖ`vbKvixi bvg , Av‡ivwcZ kvw Í̄ Ges Av‡ivc‡bi ZvwiL, kvw Í̄ cÖvß e¨w³‡K kvw¯Zi 

ivq Rvbv‡bvi ZvwiL, Awf‡hvMKvix‡K Z`‡šÍi wi‡cvU © Abyhvqx M„nxZ wm×všÍ Rvbv‡bv n‡e Ges ¯̂v¶i 

Ki‡bi gva¨‡g bw_e× Kiv n‡e| 

2. AMv©bvB‡Rkb 

 

GwcGm MÖæc - G Kg©iZ mKj Kg©Pvix fvB-‡evb‡`i m¤§vb I gh©v`vi cÖwZ j¶¨ †i‡L m¤ú~Y© 

nqivbx I Drcxobgy³ Kg© cwi‡ek eRvq ivL‡Z wb‡¤§v³ bxwZgvjv AbymiY K‡i Ges  

G e¨vcv‡i mK‡ji mn‡hvMxZv Kvgbv K‡i | 

 

d¨v±ix‡Z kªwgK‡`i‡K †h †Kvb cÖKvi nqivbxgy³ ivL‡Z GKwU 

bxwZgvjv MVb Kiv nq| d¨v±ix‡K mve©¶wbK nqivbxgy³ wbwðZ KivB 

GB bxwZgvjvi j¶¨|  

G wel‡q ‡h bxwZgvjv cÖbqb K‡i‡Q Zv ev Í̄evq‡bi cÖwµqv ch©‡e¶b 

I Dc‡iv³ wel‡qi Dci Kv‡iw±f G¨vKkb cÖbqb Kiv Ges Zv cÖ‡qvM 

Kivi wbwg‡Ë wb¤§wjwLZ 08 (AvU) m`m¨‡`i GKwU mgš̂q KwgwU MVb 

K‡i‡Q| 

 

01. wbe©vnx cwiPvjK 

02. gnv e¨e¯’vcK (gvbe m¤ú` I cÖkvmb) 

03. e¨e¯’vcK (gvbe m¤ú`, cÖkvmb I Kgcøv‡qÝ) 

04. e¨e¯’vcK (Kgcøv‡qÝ) 

05. mn:e¨e¯’vcK (cÖkvmb I gvbe m¤ú`) 

06. Kgcøv‡qÝ Awdmvi 

07. I‡qj †dqvi Awdmvi 

08. kªwgK AskMÖnbKvix KwgwUi cÖwZwbwa 



2.1 AMv©bvB‡Rkb PvU© 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I‡qj‡dqvi Awdmvi 

 

kªwgK AskMÖnbKvix 

KwgwUi cÖwZwbwa 

 

wbe©vnx cwiPvjK 

e¨e¯’vcK (Kgcøv‡qÝ) 

 

mn:e¨e¯’vcK (Kgcøv‡qÝ) 

 

gnve¨e¯’vcK (gvbe m¤ú` I 

cÖkvmb) 

 

e¨e¯’vcK  

(gvbe m¤ú`,cÖkvmb ) 

 

 

Kgcøv‡qÝ Awdmvi 

 



2.2 nqivbx I Drcxobgy³ bxwZgvjv 

 

d¨v±ixi kªwgK I Kg©Pvix†`i †h †Kvb nqivbxgy³ ivLvi Rb¨ wb¤§wjwLZ Dcvq¸‡jv ev¯Ze m¤§Z 

c_ wn‡m‡e †e‡Q wb‡Z cv‡i| 
 

 

1. I‡qj‡dqvi Awdmvi t KZ©„c¶ I‡qj‡dqvi Awdmvi wb‡qvM Kwiqv‡Q| hvnvi gva¨‡g 

kªwgK I Kg©PvixMb Zvnv‡`i  †h †Kvb cÖKvi nqivbx I Drcxo‡bi K_v ej‡Z cv‡i Ges 

Dc‡`k MÖnb Ki‡Z cv‡i| 

2.  AskMÖnbKvix KwgwU t  kªwgK I Kg©Pvix‡`i my‡hvM myweav A_ev ‡h †Kvb cÖKvi nqivbxi 

K_v m‡e©v”P KZ©„c¶‡K AewnZ Kivi Rb¨ kªwgK / Kg©PvixMb kªwgK AskMÖnbKvix KwgwUi 

m`‡m¨i gva¨‡g AewnZ Ki‡Z cv‡i| 
 

3. mnvqZv †K› ª̀ t kªwgK I Kg©PvixMb ‡h †Kvb cÖKvi nqivbxgy³ _vKvi Rb¨ mnvqZv 

†K‡› ª̀i mvnvh¨ wb‡Z cv‡i| 
 

4. Awf‡hvM e· t KZ©„c¶ cÖwZwU Uq‡j‡Ui Awf‡hvM e· ¯’vcb Kwiqv‡Q| kªwgK, Kg©Pvix I 

Kg©KZ©vMb Zvnv‡`i nhivbxi K_v gy‡L bv ej‡Z cvi‡j  Zv Awf‡hvM e‡Kª wj‡L  †dj‡Z 

cv‡i| 

5. Kgcøv‡qÝ Awdmvi t kªwgK I Kg ©PvixMb‡`i †h †Kvb cªKvi nqivbxgy³ ivL‡Z kÖwgK‡`i wbKU 

†_‡K Awf‡hvM mivmwi MÖnb K‡i e¨e ’̄v MÖnb Ki‡Z cv‡i| 
 

6. wc.Gg /GwcGg/‡d¬vi BbPvR©/jvBbPxd/mycvifvBRvi t kªwgK I Kg©PvixMb Zvnv‡`i †h 

†Kvb cÖKvi nqivbxi  K_v wc.Gg/GwcGg/†d¬vi BbPvR©/jvBbPxd/mycvifvBRvi‡`i‡K ewj‡Z 

cv‡i Ges Dc‡`k MÖnb Ki‡Z cv‡i| 
 

7. e¨e¯’vcK (cÖkvmb I gvbe m¤ú`)t kªwgK I Kg©PvixMb Zvnv‡`i ‡h †Kvb nqivbxg~jK 

mgm¨vi K_v  e¨e ’̄vcK (cÖkvmb I gvbe m¤ú`) †K ewj‡Z cv‡i Ges Dc‡`k MÖnb Kwi‡Z  

cv‡i| 

8.  e¨e¯’vcK (Kgcøv‡qÝ) t kªwgK I Kg©PvixMb Zvnv‡`i h †Kvb nqivbxg~jK mgm¨vi K_v  

e¨e ’̄vcK (Kgcøv‡qÝ) †K ewj‡Z cv‡ib Ges Dc‡`k MÖnb Kwi‡Z cv‡ib| 

9. wbev©nx cwiPvjKt  cÖ‡qvR‡b mivmwi wbev©nx cwiPvj‡Ki gva¨‡g Rvbv‡bv hv‡e| hw` 

Zv‡ZI †Kvb dj bv nq Zvn‡j mivmwi KZ©„c¶‡K Rvbv‡Z cvi‡e Ges †m‡¶‡Î Aek¨B 

†MvcbxqZv i¶v Kiv n‡e, Ges GUvI g‡b ivL‡Z n‡e †h, †Kvb AcÖvmw½K ev wg_¨v 

ev‡bvqvU ejv ev wjLv DwPr n‡e bv| [ 

 

GQvovI kªwgK/Kg©PvixMb Zv‡`i nqivbxg~jK Awf‡hv‡Mi K_v wb¤§wjwLZ †gvevBj bv¤^v‡i mivmwi 

Rvbv‡Z cv‡i| 

wbev©nx cwiPvjK                             t   01811456033 

gnve¨e ’̄vcK (gvbe m¤ú`, cÖkvmb)          t   01844219479 

e¨e ’̄vcK (gvbe m¤ú`, cÖkvmb )                           t   01847081982 

e¨e ’̄vcK (Kgcøv‡qÝ)                    t   01811446684 

mn:e¨e ’̄vcK (Kgcøv‡qÝ)                            t   01819557847 

wmwKDwiwU †cvó                          t   01811448038 

 



2.3 ev¯ÍevqbKvix KZ©„c‡¶i `vwqZ¡mgyn 

 

wbe©vnx cwiPvjK 

 

# nqivbxg~jK Awf‡hvM welqK mKj cÖKvi Revew`wnZv wbwðZ Kib| 
 

# PzovšÍ wm×všÍ cÖ`vb| 

 

gnve¨e ’̄vcK (gvbe m¤ú`, cÖkvmb) 

 

# nqivbx I Drcxobgy³ bxwZgvjv ev Í̄evq‡bi wel‡q mKj Z_¨ ev Í̄evqb mswkó 

KZ…©c¶ †K `ªyZ wm×všÍ w`‡eb| 

 

# Drcv`b mswkó I Ab¨vb¨ Kg©KZv©M‡bi nqivbx I Drcxobgy³ bxwZgvjv wel‡q 

†Kvb Awf‡hvM/mgm¨v _vK‡j Aek¨B gnv e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) `ªyZ 

wm×všÍ w`‡eb| 

e¨e ’̄vcK (cÖkvmb I gvbe m¤ú`) 

 

# cwjwm ev Í̄evq‡bi e¨vcv‡i mKj †mKk‡bi mv‡_ mgš^q Kiv| 

# cwjwm ev Í̄evq‡bi e¨vcv‡i †Kvb wePz¨wZ NU‡j cÖkvmwbK e¨e ’̄v MÖnb Kiv|  

# kªwgK/Kg©Pvix‡`i †g․wjK AwaKvi ¶zbœ n‡j cÖkvmwbK e¨e ’̄v MÖnb Kiv|  

# kªwgK/Kg©Pvix‡`i Kg©ms ’̄vb, ‡eZb, my‡hvM-myweav, AwMÖg cÖ`vb Gi †¶‡Î 

RvwZ, ag©, eY©, †MvÎ, wj½, •eevwnK ev Mfv©e ’̄v A_ev ivR‣bwZK gZv`k© ev 

eq‡mi Kvi‡b †f`v‡f` m„wó Kiv nqbv G welqwU wbwðZ Kiv| 

# kªwgK/Kg©Pvix‡`i wb‡qv‡Mi †¶‡Î RvwZ, ag©, eY©, †MvÎ, wj½, •eevwnK ev 

Mfv©e ’̄v A_ev ivR‣bwZK gZv`k Abymib Kiv nqbv G welqwU wbwðZ Kiv| 

# kªwgK/Kg©Pvix‡`i ‡h․b nqivbx, kvixixK wbhv©Zb, MvwjMvjvR ev ûgwK cÖ`vb 

Kiv, A‡h․w³Kfv‡e Kg©Pvix‡`i Pjv‡divq evav cÖ`vb Kiv G mKj 

Awf‡hv‡Mi weiy‡× cÖkvmwbK e¨e ’̄v MÖnb Kiv| 

# kªwgK/Kg©Pvix‡`i †eZb, IfviUvBg I nvwRiv †evbvm msµvšÍ Awf‡hvM 

¸iy‡Z¡i m‡½ MÖnb Kiv Ges cÖ‡qvRbxq e¨e ’̄v MÖnb Kiv|  

 

 

e¨e ’̄vcK (Kgcøv‡qÝ) 

 

# kªwgK/Kg©Pvix‡`i wb‡qv‡Mi †¶‡Î,Kg©ms ’̄vb, ‡eZb, Kg©cwi‡ek, my‡hvM-

myweav, BZ¨vw` †¶‡Î RvwZ, ag©, eY©, †MvÎ, wj½, •eevwnK ev Mfv©e ’̄v A_ev 

ivR‣bwZK gZv`k© ev eq‡mi Kvi‡b †Kvb cÖKvi nqivbx m„wó †hb bv nq Zv   

ch©‡e¶b Kiv| 

# kªwgK/Kg©Pvix‡`i wb‡qv‡Mi †¶‡Î RvwZ, ag©, eY©, †MvÎ, wj½, •eevwnK ev 

Mfv©e ’̄v A_ev ivR‣bwZK gZv`k © Abymib Kiv nq bv G welqwU ch©‡e¶b 

Kiv| 



# kªwgK/Kg©Pvix‡`i ‡h․b nqivbx, kvixixK wbhv©Zb, MvwjMvjvR ev ûgwK cÖ`vb 

Kiv,A‡h․w³Kfv‡e Kg©Pvix‡`i Pjv‡divq evav cÖ`vb Kiv G mKj welq 

Zx¶èfv‡e ch©‡e¶b Kiv| 
  

# kªwgK/Kg©Pvix‡`i †eZb I IfviUvBg msµvšÍ †Kvb nqivbx msMwVZ nq 

wKbv ch©‡e¶b Kiv| 

# kªwgK/Kg ©Pvix‡`i †g․wjK AwaKvi †hb ¶zbœ bv nq, †m welqwU ch©‡e¶b 

Kiv| 

# ‡Kv¤úvbx KZ…©K M„wnZ bxwZgvjv ev Í̄evq‡b †h †Kvb jsNb ev e¨Zq 

cwijw¶Z n‡j Zv KZ…©c‡¶i †MvPixfyZ Kiv| 

#  kªwgK AskMÖnbKvix KwgwUi gvwmK mfv Av‡qvR‡bi e¨cv‡i mn‡hvwMZv 

Kiv| 

#  kªwgK/Kg©Pvix‡`i mv‡_ wgW‡j‡fj Kg©KZv©‡`i AvPib welqK gvwmK mfv 

Av‡qvR‡bi e¨cv‡i mgš^q Kiv| 

 

 
 

 

 
 

Kgcøv‡qÝ Awdmvi/I‡qj‡dqvi Awdmvit 

 

# ‡g․wjK AwaKvi m¤ú‡K© kªwgK/Kg©Pvix‡`i m‡PZb Kiv|  

# cwjwm ev Í̄evqb m¤úwK©Z †h †Kvb Awf‡hvM wjwce× Kiv | 

# AÎ d¨v±ixi kªwgK/Kg©Pvix‡`i nqivbx I Drcxobgy³ bxwZgvjv I ‡Kvb 

cÖKvi nqivbxi wkKvi n‡j Zv Rvbv‡bvi mKj P¨v‡bj m¤ú‡K© AewnZ Kivi 

Rb¨ mKj wmwou‡Z ’̄vwcZ †bvwUk †ev‡W© cwjwm cÖ`wk©Z Av‡Q wKbv Zv 

ch©‡e¶b Kiv| 

# bZyb I cyivZb Kg©iZ kªwgK/Kg©Pvix‡`i wbqwgZ cwjwm msµvšÍ wel‡q 

cÖwk¶b cÖ`v‡bi e¨e ’̄v MÖnb Kiv| 

# ‡Kv¤úvbx KZ…©K M„nxZ bxwZgvjv ev Í̄evq‡b †h †Kvb jsNb ev e¨Zq 

cwijw¶Z n‡j Zv KZ…©c‡¶i †MvPixfyZ Kiv| 

# kªwgK/Kg©Pvix‡`i ‡h․b nqivbx, kvixixK wbhv©Zb, MvwjMvjvR ev ûgwK cÖ`vb 

Kiv, A‡h․w³Kfv‡e Kg©Pvix‡`i Pjv‡divq evav cÖ`vb Kiv G mKj Awf‡hvM 

m‡ev©”P KZ…©c¶‡K AewnZ Kiv| 

# nqivbxg~jK AvPib †gvKv‡ejvq d¨v±ix wK wK e¨e ’̄v MÖnb Ki‡e †m m¤ú©‡K 

kªwgK/Kg©Pvix‡`i AewnZ Kiv| 

#  wbqwgZ kªwgK AskMÖnbKvix KwgwUi gvwmK mfv Abyôvb Kiv Ges mfvi 

Kvh©weeibx wjwce× Kiv Ges kªwgK Kg©Pvix‡`i †bvwUk †evW© I wcG wm‡óg 

Gi gva¨‡g AewnZ Kiv| 

 

 
  

 

 

 

 

 



kªwgK AskMÖnbKvix KwgwUi cÖwZwbwat 

 

# kªwgK I gvwj‡Ki g‡a¨ cvi¯úwiK Av ’̄v I wek¦vm, mg‡SvZv Ges 

mn‡hvwMZv e„w×I cÖ‡Póv Pvjv‡bv| 

# kªg AvB‡bi cÖ‡qvM wbwðZ Kiv| 

# k„s•Ljv‡ev‡a DrmvwnZ Kiv, wbivcËv, †ckvMZ ¯̂v ’̄¨ Ges Kv‡Ri Ae ’̄vi 

DbœwZ weavb I msi¶‡bi e¨e ’̄v Kiv| 

# e„wËg~jK cÖwk¶b, kªwgK wk¶v Ges cwievi Kj¨vb cÖwk¶‡b DrmvwnZ Kiv| 

# Drcv`‡bi j¶gvÎv AR©b, Drcv`bkxjZv e„w×, Drcv`b LiP n«vm Ges 

AcPq †iva Kiv Ges Drcvw`Z `ª‡e¨i gvb DbœZ Kiv| 

# AskMÖnbKvix KwgwUi Kvhv©ejx m¤úv`‡bi Rb¨ cÖ‡qvRbxq e¨e ’̄vi mycvwik 

Kiv I Zrm¤ú‡K© Av‡jvPbv I gZwewbg‡qi Rb¨ cÖwZ gv‡m GKevi mfvi 

Av‡qvRb Kiv| 

# gvwjK cÖ`Ë wewfbœ my‡hvM myweav kªwgK‡`i Rvbv‡bv| 

# ‡Kvb cÖKvi nqivbxi wkKvi n‡j kªwgK/Kg©Pvix‡`i I‡qj‡dqvi 

Awdmvi/mv‡Rkb e·/nUjvBb/Kgcøv‡qÝ/kªwgK AskMÖnbKvix KwgwU ev 

KZ©„c¶‡K Rvb‡bvi wel‡q AewnZ Kiv|  

 

3. Kvh©cÖbvjx I Kvh©‡cvKiY (Routines & Procedures) t 
 

AbvbyôvwbK c×wZ t AbvbyôvwbK ev †g․wLK fv‡e †h mKj nqivbxgyjK Aby‡hvM¸‡jv mgvav‡bi Rb¨ 

DÌvwcZ nq Zv wbgœwjwLZ Dcv‡q mgvavb Kiv nq| G‡K AbvbyôvwbK Dcv‡q wb®úwËi cÖ_g avc wnmv‡e 

we‡ePbv Kiv nq| 

AbvbyôvwbK c×wZi g~j avc¸‡jv n‡jv t  
 

cÖ_g avc  
 

1. nqivbxi ̄ ^xKvi nIqv e¨vw³ cÖ_‡g Zvi Awf‡hvM m¤ú‡K© Kj¨vb Kg©KZv©/Kgcøv‡qÝ Kg©KZv©©‡K  

Rvbv‡e| 

2. Kj¨vb Kg©KZv©/Kgcøv‡qÝ Kg©KZv© Awf‡hvM MÖn‡bi 1 Kg©w`e‡mi g‡a¨ cÖ‡qvR‡b Ab¨‡`i/mswkøó 

e¨vw³e‡M©i mv‡_ civgk© K‡i †g․wLK fv‡e Awf‡hvMwUi mwVK mgvav‡bi †Póv Ki‡eb Ges †m 

wel‡q wm×všÍ Awf‡hvMKvix‡K AeMZ Ki‡eb| 

3. nqivbxi ̄ ^xKvi nIqv e¨vw³, Kg©KZv©i wm×v‡šÍ Amš‘ó n‡j welqwU wb‡q cieZ©x av‡c AMÖmi n‡Z 

cvi‡eb| 

wØZxq avc  

1. mivmwi Zvi DaŸ©Zb Gi weiy‡× †Kvb nqivbxi Awf‡hvM DÌvwcZ n‡j ev Awf‡hvMKvix 

AbvbyôvwbKfv‡e wb®úwËK…Z wm×v‡šÍ  Amš‘ó n‡j welqwUi mwVK mgvav‡bi Rb¨ e¨e ’̄vcK (gvbe 

m¤ú` I cÖkvmb)/ e¨e ’̄vcK (Kgcøv‡qÝ)/kªwgK AskMÖnbKvix KwgwUi cÖwZwbwa ‡K Rvbv‡e| 

2. e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb)/ e¨e ’̄vcK (Kgcøv‡qÝ)/ kªwgK AskMÖnbKvix KwgwUi cÖwZwbwa 

Awf‡hvM MÖn‡bi 1 Kg©w`e‡mi g‡a¨ Dfq c‡¶i Dcw ’̄wZ‡Z m¤¢ve¨ nqivbx m¤ú‡K© mwVK fv‡e 

Rvbvi Rb¨ Ges hv‡`i Øviv nqivbx  cwiPvwjZ nw”Qj Zv‡`i AeMwZi gva¨‡g welqwUi mwVK 

mgvav‡bi †Póv Ki‡eb| 



  

Z…Zxq avc 

 e¨e ’̄vcK(gvbe m¤ú` I cÖkvmb)/ e¨e ’̄vcK (Kgcøv‡qÝ)/ kªwgK AskMÖnbKvix KwgwUi 

cÖwZwbwa‡`i wm×v‡šÍ Awf‡hvMKvix  Amš‘ó n‡j welqwU Dc-gnve¨e ’̄vcK/ gnv-e¨e ’̄vcK‡K 

Rvbv‡eb|  

gnve¨e ’̄vcK/e¨e ’̄vcK (hw` cÖ‡qvRb nq wbe©vnx cwiPvjK‡K welqwU AeMZ Ki‡Z n‡e) welqwU 

m¤ú‡K© AeMZ nIqvi 1 Kg©w`e‡mi g‡a¨ Dfq c‡¶i Dcw ’̄wZ‡Z m¤¢ve¨ fyj eySveywSi welqwU 

my¯úó avibv jvf Kivi Rb¨ Ges hv‡`i gva¨‡g welqwU cwiPvwjZ nw”Qj Zv‡`i‡K AeMZ K‡i 

msjv‡ci Av‡qvRb Ki‡e hvi gva¨‡g welqwUi/mgm¨vwUi ’̄vqx mgvavb n‡e|  

cwi‡k‡l mgvavbK…Z welqwU 1 Kg©w`e‡mi g‡a¨ hvi gva¨‡g nqivbxi Awf‡hvMwU Dc ’̄vwcZ n‡qwQj wZwb 

A_ev welfare A_ev e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) mivmwi Awf‡hvMKvix‡K Awf‡hv‡Mi mgvavb 

Zvi wefvMxq cÖav‡bi mvg‡b Rvbv‡eb Ges mKj mgvav‡bi  welq  gvbe m¤ú` wefv‡Mi HR Officer  

dvB‡j ev  wbw`©ó Register G wjwce× K‡i ivL‡eb| 

 

AvbyôvwbK/wjwLZ c×wZ t †g․wLK ev AbvbyôvwbK c×wZ‡Z nhivbxi mgvavb Kiv m¤¢e bv n‡j A_ev hw` 

†Kvb ¯úk©KvZi wel‡q nqivbxi Awf‡hvM DÌvwcZ nq †m †¶‡Î AvbyôvwbK c×wZ Abymib Kiv nq|  

AvbyôvwbK c×wZi g~j avc¸‡jv n‡jv t  

 

cÖ_g avc 
  

1. hLb †Kvb nqivbx AbvbyôvwbK c×wZi gva¨‡g mgvavb m¤¢e nq bv ev Awf‡hvMKvix G c×wZ‡Z 

M„nxZ wm×v‡šÍ  mš‘ó bv n‡j †m †¶‡Î nqivbxi ¯̂xKvi nIqv e¨vw³ Zvi Awf‡hv‡Mi welq Ges 

Amš‘ó nIqvi Kvib D‡jøL K‡i wjwLZ fv‡e Kj¨vb Kg©KZ©v/Kgcøv‡qÝ Kg©KZv/kªwgK 

AskMÖnbKvix KwgwUi m`m¨‡`i gva¨‡g Ògvbe m¤ú`Ó wefv‡M welqwU AeMZ Ki‡e| e¨e ’̄vcK 

(gvbe m¤ú` I cÖkvmb) mgm¨vwUi mwVK mgvav‡bi Rb¨ cÖ‡qvRbvbymv‡i mswkøó e¨vw³ e‡M©i mv‡_ 

civgk© K‡i Awf‡hv‡Mi welqwU Z`šÍ Ki‡e| 

2. e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) Awf‡hvMwUi m¤¢ve¨ wb®úwËi Rb¨ mswkøó e¨w³ eM©‡K wb‡q 

mfvi Av‡qvRb Ki‡e Ges Av‡jvPbvi wfwË‡Z wm×všÍ  MÖnb Kiv n‡e I D³ wm×všÍ 2 Kg©w`e‡mi 

g‡a¨ mswkøó Awf‡hvMKvix‡K wjwLZfv‡e Rvbv‡e  Avi Zvi mv‡_ mv‡_ wjwLZ †iKW© ivL‡e| 

 

wØZxq avc  

1. nqivbxi ¯̂xKvi nIqv e¨w³ wefvMxq cÖav‡bi cÖ Í̄vweZ wm×v‡šÍ Amš‘ó n‡j my¯úó KviY D‡jøL 

c~e©K mswkøó gnve¨e ’̄vc‡Ki (gvbe m¤ú` I cÖkvmb)/e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) wbKU 

wjwLZ Av‡e`b Rvbv‡e|  

2. nqivbxi mwVK mgvav‡bi Rb¨ Av‡jvPbv mv‡c‡¶ GKg‡Z †c․Qv‡bvi j‡¶¨ gnve¨e ’̄vc‡Ki (gvbe 

m¤ú` I cÖkvmb)/e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb)mswkøó e¨w³eM©‡`i wb‡q mfvi Av‡qvRb 

Ki‡e Ges mfvq M„nxZ wm×všÍ/djvdj Awf‡hvMKvix‡K 3 Kg©w`e‡mi g‡a¨ wjwLZ fv‡e Rvbv‡e| 

 

 

 



Z…Z¡xq avc 

1. mswkøó gvbe m¤ú` e¨e ’̄vc‡Ki wm×v‡šÍ nqivbxi ¯̂xKvi e¨w³ Amš‘ó n‡j Zvi KviY D‡jøL c~e©K 

wjwLZfv‡e gnve¨ve¯’vc‡Ki (gvbe m¤ú` I cÖkvmb)/ e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) Gi 

wbKU Av‡e`b Ki‡Z cvi‡e| 

2. gnve¨ve¯ ’vc‡Ki (gvbe m¤ú` I cÖkvmb)/ e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) mswkøó mKj †K 

wb‡q mfv Av‡qvR‡bi gva¨‡g Awf‡hv‡Mi welq Ges †m e¨vcv‡i hv hv c`‡¶c †bqv n‡qwQj Zv 

mwVK fv‡e hvPvB c~e©K wKfv‡e mgm¨vwUi mwVK mgvav‡b †c․Qv‡bv hvq †m m¤ú‡K© Av‡jvPbv Ki‡e 

Ges Av‡jvPbvi wfwË‡Z wm×všÍ MÖnb Ki‡e Avi M„nxZ wm×všÍ /djvdj mswkøó e¨w³‡K 7 (mvZ) 

Kg© w`e‡mi g‡a¨ wjwLZfv‡e Rvbv‡e| 

3. nqivbxi Awf‡hvMwU hw` Disciplinary Matter G AvIZvfy³ nq †m‡¶‡Î Awf‡hvM m¤ú‡K© 

gnve¨e ’̄vc‡Ki (gvbe m¤ú` I cÖkvmb)/ e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) Gi gšÍe¨ Report 

G wjwce× _vK‡e Ges gnve¨e ’̄vc‡Ki (gvbe m¤ú` I cÖkvmb)/ e¨e ’̄vcK (gvbe m¤ú` I 

cÖkvmb) Gi mv¶i _vK‡e|  

4. nqivbxi Awf‡hvMwU wb®úwË ev mgvav‡bi wel‡q wbe©vnx cwiPvj‡Ki wm×všÍ P~ovšÍ e‡j Mb¨ n‡e| 

 

 

 

nqivbxg~jK Awf‡hv‡Mi mgvavb hw` 7 Kg©w`e‡mi g‡a¨ †`qv m¤¢e bv n‡j ev mwVK mgvav ‡b bv Avmv hvq 

Zvn‡j e¨e ’̄vcK Õgvbe m¤ú`ÕÕ Awfhy³Kvix‡K evsjv‡`k kªg AvBb 2006 Abyhvqx wjwLZ †bvwUk Ki‡eb 

Ges Zv‡K Reve w`‡Z ej‡eb, Rev‡e hw` e¨e ’̄vcK gvbe m¤ú` mš‘ó bv nb Zvn‡j Z`šÍ KwgwU MVb 

Ki‡eb Ges Z`šÍ KwgwUi wi‡c©vU Abyhvqx AvBbvbyM e¨e ’̄v MÖnb Ki‡eb| 
 

mgvavbK…Z welqwU ev wi‡c©v‡Ui Kwc Awf‡hvMKvix‡K †`qv n‡e mv‡_ mv‡_ †g․wLK I wjwLZ fv‡e Zvi 

wefvMxq cÖav‡bi  m¤§y‡L Zv‡K Awf‡hv‡Mi mgvavb Rvbv‡bv n‡e| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3.1 ev¯Íevqb  iæwUb 

 

Kvh©µg mgyn/Activities 

(What) 

cÖwµqv/Procedure 

(How) 

ev Í̄evqbKvix KZ… ©c¶ 

(Who/Designation) 

ev Í̄evq‡bi 

mgq 

(When) 

ev Í̄evq‡bi 

mgqmxgv 

(Time Line) 
01. Kg©ms¯’vb, †eZb, my‡hvM-

myweav, AwMÖg cÖ`vb Gi †¶‡Î 

AÎ d¨v±ix‡Z RvwZ, ag©, eY©, 

†MvÎ, wj½, •eevwnK ev 

Mfv©e¯’v A_ev ivR‣bwZK 

gZv`k© Abymib Kiv nqbv| 

 †Kv¤cvbxi A-

c¶cvwZZ¡g~jK ev 

•elg¨nxbZv bxwZgvjv 

Abymib Ki‡Z n‡e| 

gnve¨e¯’vcK (gvbe m¤ú`,cÖkvmb I 

Kgcøv‡qÝ)/ e¨e¯’vcK(Kgcøv‡qÝ)/ 

e¨e¯’vcK (cÖkvmb I gvbe m¤ú`) 

 

bZzb kªwgK 

wb‡qv‡Mi mgq 

cÖwk¶Y mgqm~wP 

Abyhvqx 

02. c‡`vbœwZ I cÖwZwbwa‡Z¡i 

Gi †¶‡Î AÎ d¨v±ix‡Z 

RvwZ, ag©, eY©, †MvÎ, wj½, 

•eevwnK ev Mfv©e¯’v A_ev 

ivR‣bwZK gZv`k Abymib 

Kiv nqbv| 

‡Kv¤cvbxi A-

c¶cvwZZ¡g~jK ev 

•elg¨nxbZv bxwZgvjv 

Abymib Ki‡Z n‡e 

gnve¨e¯’vcK (gvbe m¤ú`,cÖkvmb I 

Kgcøv‡qÝ)/e¨e¯’vcK(Kgcøv‡qÝ)/ 

e¨e¯’vcK (cÖkvmb I gvbe m¤ú`) 

 

PvKzixiZ 

kªwgK/ 

Kg©Pvix‡`i 

†¶‡Î 

cÖwk¶Y mgqm~wP 

Abyhvqx 

03.  kªwgK/Kg©Pvix‡`i †h․b 

nqivbx, kvixixK 

wbhv©Zb/MvwjMvjvR/wPrKvi I 

†PuPv‡gwP/A‡h․w³Kfv‡e 

Pjv‡divq evav cÖ`vb I 

gwnjv kªwgK‡`i mv‡_ 

weeªZKi AvPib  Kiv 

hv‡ebv| 

 

†Kv¤cvbxi 

Awf‡hvM/Aby‡hvM 

bxwZgvjv Abymib 

Ki‡Z n‡e| 

gnve¨e¯’vcK (gvbe m¤ú`,cÖkvmb I 

Kgcøv‡qÝ)/e¨e¯’vcK(Kgcøv‡qÝ)/ 

e¨e¯’vcK (cÖkvmb I gvbe m¤ú`) 

  

nqivbx I 

Drcxob 

msµvšÍ †Kvb 

Awf‡hvM 

DÌvwcZ nB‡j| 

cÖ‡qvRb Abyhvqx 

04. kªwgK AskMÖnbKvix 

KwgwU/mv‡Rkb e·/nU 

jvBb/Awf‡hvM Rvbv‡bvi 

mKj P¨v‡bj mgyn| 

†Kv¤cvbxi 

Awf‡hvM/Aby‡hvM 

bxwZgvjv Abymib 

Ki‡Z n‡e| 

gnve¨e¯’vcK (gvbe m¤ú`,cÖkvmb I 

Kgcøv‡qÝ)/e¨e¯’vcK(Kgcøv‡qÝ)/ 

e¨e¯’vcK (cÖkvmb I gvbe m¤ú`) 

 

bZzb kªwgK 

wb‡qv‡Mi mgq 

cÖwk¶Y mgqm~wP 

Abyhvqx 

 

 

 

 

 

 

 

 

 



3.2 Kgy¨wb‡Kkb iæwUb 

 

Kvh©µg mgyn 

Activities 
(What) 

Kgy¨wb‡Kk‡bi aib 

Procedure 
(How)/types of 

communication 
tools 

ev¯ZevqbKvix (Who) ev Í̄evq‡bi mgq 

(When) 

mgqmxgv 

(Time Line) 

01. m`m¨‡`i 

AewnZ Kiv| 

mfvi gva¨‡g 

(mfvi Kvh©weeibx msi¶b 

Kiv nq) 

wbe©vnx cwiPvjK Awf‡hvM/Aby‡hvM bxwZgvjv 

cÖwZôxZ / cwiea©b Gi ci 

cÖwk¶Y mgqm~wP 

Abyhvqx  

02. wgW‡j‡fj 

Kg©KZv©‡`i AewnZ 

Kiv|  

mfvi / cÖwk¶‡bi gva¨‡g 

(mfv/cÖwk¶‡bi mgq I 

Kvh©weeibx msi¶b Kiv 

nq) 

gnve¨e¯’vcK (gvbe 

m¤ú`, cÖkvmb )/ 

ve¨e¯’vcK(gvbe m¤ú`, 

cÖkvmb I Kgcøv‡qÝ) 

Awf‡hvM/Aby‡hvM bxwZgvjv 

cÖwZôxZ / cwiea©b Gi ci 

cÖwk¶Y mgqm~wP 

Abyhvqx  

 

03. cyivZb 

kªwgK/Kg©Pvix‡`i 

AewnZ Kiv 

mfv/cÖwk¶b/wcG 

wm‡óg/†bvwUk †ev‡W©i 

gva¨‡g 

(mfv/cÖwk¶‡bi mgq I 

Kvh©weeibx msi¶b Kiv 

nq) 

e¨e¯’vcK(Kgcøv‡qÝ)/ 

e¨e¯’vcK (cÖkvmb I gvbe 

m¤ú`)/ Kgcøv‡qÝ 

Awdmvi /I‡qj‡dqvi 

Awdmvi  

hZ kxNÖB m¤¢e mKj 

cyivZb kªwgK/Kg©Pvix‡`i 

cÖwk¶Y mgqm~wP 

Abyhvqx 

04. Kv‡R 

†hvM`vbK…Z bZzb 

kªwgK/Kg©Pvix‡`i 

AewnZ Kiv nq| 

mfv/cÖwk¶b/wcG 

wm‡óg/†bvwUk †ev‡W©i 

gva¨‡g 

(mfv/cÖwk¶‡bi mgq I 

Kvh©weeibx msi¶b Kiv 

nq) 

e¨e¯’vcK(Kgcøv‡qÝ)/ 

    Kgcøv‡qÝAwdmvi/ 

I‡qj‡dqvi Awdmvi / 

kªwgK AskMÖnbKvix 

KwgwUi cÖwZwbwa 

 

Kv‡R †hvM`v‡bi ci hZ 

kxNÖB m¤¢e| 

cÖwk¶Y mgqm~wP 

Abyhvqx 

05. m‡ev©”P 

KZ…©c¶‡K AewnZ 

Kiv| 

 

 

 

mfvi gva¨‡g 

(mfvi Kvh©weeibx msi¶b 

Kiv nq) 

wbe©vnx cwiPvjK Awf‡hvM/Aby‡hvM bxwZgvjv 

cÖwZôxZ / cwiea©b Gi ci 

cÖwk¶Y mgqm~wP 

Abyhvqx 

 

 

 

 

 

 

 

 



3.3 wdWe¨vK Ges K‡›Uªvj iæwUb 
 

 

Kvh©µg mgyn 

Activities 

(What) 

Kgy¨wb‡Kk‡bi aib 

Procedure (How) 
ev Í̄evqbKvix (Who) ev¯—evq‡bi mgq 

(When) 

01. B›Uvibvj 

AwWU 

 

B›Uvibvj AwWU Kiv nB‡e 

wb‡gœv³ wel‡qi Dci wfwË K‡i t 

K) kªwgK/Kg©Pvix‡`i B›UviwfD| 

L) Kg©KZv©‡`i B›UviwfD| 

M) WKz‡g›U cwi¶v| 

N) Pv¶zl wbix¶b| 

# mv‡Rkb e· 

# nqivbxi †iwRóvi 

# kªwgK AskMÖnbKvix KwgwUi 

mfvi Kvh©weeibx I G‡RÛv| 

# nqivbx I Drcxob msµvšÍ 

Awf‡hv‡Mi wfwË‡Z cÖkvmwbK 

e¨e ’̄v MÖn‡bi cÖwµqv 

Awf‡hvM/Aby‡hvM bxwZgvjv 

Abymivb n‡q‡Q  wKbv Zv wbix¶b 

Kiv| 
 

# cÖwk¶b iæwUb I mgqmyPx 

mwVKfv‡e Abymib Kiv n‡”Q 

wKbv Zv ch©‡e¶b Kiv| 

B›Uvibvj AwWU wUg cÖwZóv‡bi ¸iæZ¡ Abymv‡i 

02. wi‡cvwUs # AwWU Gi gva¨‡g cÖvß 

mgm¨¸‡jvi wfwË‡Z wi‡cvU© •Zix 

Kiv| 

# m`m¨ I m‡ev©”P Kg©KZv©‡`i 

wb‡q mfv AbywôZ Kiv| 

# mgm¨vi Kvib wbY©q Kiv| 

# K¨vc •Zix Kiv|  

Awf‡hvM/Aby‡hvM 

bxwZgvjv ev Í̄evqb Kvix 

m‡ev©”P KZ…©c¶ 

hZ kxNÖB m¤¢e| 

03. K‡›Uªvj # cyYt †Kvb m¤¢ve¨ NUbvi Rb¨ 

wec` we‡kølb Kiv| 

# wbeviK Kvhv©ejx Ñ AvqZ¡vaxb 

†Kvb mgm¨v cybt n‡j wbevi‡bi 

Rb¨ wK c`‡¶c MÖnb Kiv 

nB‡e| 

Awf‡hvM/Aby‡hvM 

bxwZgvjv ev Í̄evqb Kvix 

m‡ev©”P KZ…©c¶ 

cÖwZôv‡bi ¸iæZ¡ Abymv‡i 

04. wi‡gwW‡qkb # hw` wdWe¨vK Gi djvd‡ji 

gva¨‡g ev Í̄evqb cÖwµqv cwieZ©b 

`iKvi nq, Z`vbymv‡i cwieZ©b 

Kwi‡Z nB‡e| 

nqivbx I Drcxobgy³ 

bxwZgvjv ev Í̄evqb Kvix 

m‡ev©”P KZ…©c¶  

cÖwZôv‡bi cÖ‡qvRb Abymv‡i 

 



4. ‡hvMv‡hvM I ev Í̄evqb 

 

    4.1  ‡hvMv‡hvM t  

Kgywb‡Kkb iæwUb (3.2) Abymib Ki‡Z n‡e| 

 

4.2 ev¯—evqb t 

ev Í̄evqb iæwUb (3.1) Abymib Ki‡Z n‡e| 

 

5. wdWe¨vK Ges K‡›Uªvj  

wdWe¨vK Ges K‡›Uªvj iæwUb (3.3) Abymib Ki‡Z n‡e|  
 

 

cÖ ‘̄ZKvixi bvg I ¯̂vÿi ‡PK cÖ`vbKvixi bvg I ¯̂vÿi Aby‡gv`bKvixi bvg I ¯̂vÿi 

 

 

 

  

 

 

 

 

 

 

‡gv: gbRyiyj nK                        

mn:g¨v‡bRvi (GBP Avi Ges 

Kgcøv‡qÝ) 

‡gRi GBPGg dinv` (Ae:) 

wRGg(GWwgb, GBP Avi GÛ 

Kgcøv‡qÝ) 

‡gv: nvwme DwÏb                    

†Pqvig¨vb| 

 

 

 

 
 

 



 

 

  


