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I. f~wgKv: 

 

mwVK I ¯^”QZv c×wZ ev wbqg wnmvewefvM Ges cÖkvmb wefv‡Mi GKwU ¸iæZ¡c~b© welq| ïay ZvB bq Bnv 

GbwRIi  Rb¨I A‡bK ¸iæZ¡ enb K‡i| hviv f~wgnxb, AwaKZi Mixe Ges A‡bK Amyweavi g‡a¨ emevmiZ 

Rb‡Mvwói Rb¨ A_© e¨envi K‡i _v‡Kb | hvnv nDK cÖ‡`qK…Z Z‡_¨i gva¨‡g GB c×wZ ev wbqg¸wj Aek¨B 

mwVK, mgq Dc‡hvMx  Ges †evaMg¨ nB‡Z n‡e |  

 

mgZvi wbR¯^ Kó †m›Uvi¸wj Ges Askx`vi GbwRI ¸wj‡Z Avw_©K MvBWjvBb mwVKfv‡e e¨envi n‡”Q wK bv 

Zv wbðqZv cÖ`vb Kiv | GB Avw_©K MvBWjvBb Ggb GKwU Uzj hv mgZvi wbR¯^ Kó †m›Uvi Ges Askx`vi 

GbwRI¸wj‡K avibv w`‡q _v‡K cwieZ©b, cÖ‡qvM ev cÖ‡qvRb‡ev‡a cwinvi Kiv | 

 

my›`i MVb I ¯^”QZv c×wZ GKwÎZ K‡i GKwU we‡kl mZ¡v wnmv‡e mgZv I Zvi Askx`vi GbwRI ¸wji  g‡a¨ 

MÖnb‡hvM¨ wnmve †cªKwU&m Kvh©Kix Avw_©K bxwZ e¨envi Kiv | hvnv nDK cÖ‡`qK…Z Z‡_¨i gva¨‡g GB c×wZ 

ev wbqg¸wj Aek¨B mwVK, mgq Dc‡hvMx  Ges †evaMg¨ nB‡Z n‡e | 

 

GB g¨vbyqv‡ji gva¨‡g mgZvi B”Qv GKwU m¤ú~©bœ MvBWjvB‡ib gva¨‡g mwVK Avw_©K bxwZ I c×wZmg~n Avi¤¢ 

Ki‡Z hv‡”Q hv †Rbv‡ij GK‡¯ú‡UW GKvDw›Us wcÖwÝcvj I †cªKwU&m mv‡_ wgj †i‡L ms¯’vi wbR¯^ Kó 

†m›Uvi¸wj I Askx`vi GbwRI ¸wj‡Z e¨envi Kiv Ges GB¸wji Dci AwaK avibv _vKv †hgb; Avw_©K 

wbqš¿b, ¯^”QZv c×wZ Ges Kg©xi `vwqZ¡ wK fv‡e Zv‡`i cÖwZw`‡bi Kvh©µg Pvjv‡bv|    

 

GB g¨vbyqv‡ji D‡`k¨ I welqe ‘̄y mnR I †evaMg¨ n‡e hv‡Z K‡i ms¯’v hvi gva¨‡g mwVK Ges fvjfv‡e 

Avw_©K bxwZ I c×wZmg~n †cªKwU&m Ki‡e, hv‡Z GB g¨vbyqvj e¨env‡ii mgq m‡›`n Ges fyj eySveywS K‡g 

Av‡m |  
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II. Avw_©K e¨e¯’vcbv: 

 

wKQy g~j j¶‡K gv_vq †i‡L Zv ev¯—evqb Ki‡Z wM‡q Avw_©K e¨e ’̄vcbvi GKwU welq ev m¤úK©hy³  A_© msMÖn, 

wewb‡qvM Ges m¤ú‡`i e¨e ’̄vcbvi K_v | myZivs Avw_©K e¨e ’̄vcbvi Dci Kvh©Kix wm×vš—¸wj‡K g~j wZbwU Gwiqvq 

fvM Kiv hvq | †hgb: wewb‡qvM, Avw_©K Ges e¨e ’̄vcbvi wm×vš— | 

 

mgZvq wbe©vnx cwiPvj‡Ki mycviwfk‡b GKwU c„_K A_© wefvM ev wdb¨vÝ wWcv©U‡g›U Av‡Q hvi KvR n‡jv; ms¯’vi 

cwiKíbv‡K Dbœqb, mgš^q Ges cwiPvjbv gva¨‡g wbqš¿b, gwbUwis Ges wi‡cvwUs Kiv| A_© wefvM ev wdb¨vÝ 

wWcv©U‡g‡›Ui Kvh©µg¸wj n‡jv; K›Uªvjvi, †UªRvix, ev‡RU, MÖ¨vb&Um dvÛ g¨v‡bRg¨v›U Gi Kvh©µg Ges mwVKfv‡e, 

Kvh©Kifv‡e, Ges `¶Zvi mv‡_ Avw_©K wi‡cv©U †Zix Kivi wbðqZv cÖ`vb Kiv | GB wWcv©U‡g‡›Ui j¶¨ Ges mg¯— 

A_© msµvš— wel‡qi mdjZv I e¨_©Zv mgqgZ Ges `¶Zvfv‡e ms ’̄vi wbev©nx cwiPvjK‡K cÖ‡qvRbxq Z_¨vw` cÖ`vb 
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Kiv | GB wWcv©U‡g‡›Ui `vwqZ¡ n‡jv mgZvi me Kó †m›Uv‡ii Ges Zvi Askx`vify³ GbwRI ¸wji wdb¨vÝ 

Kgx©‡`i‡K cÖ‡qvRbxq cÖwk¶b †`Iqv ev cÖ`vb Kiv | 

 

A_© wefvM ev wdb¨vÝ wWcv©U‡g‡›Ui Kvh©µg¸wj cwiPvjK (A_©) Gi gva¨‡g cwiPvwjZ n‡e | GB wWcv©U‡g‡›Ui 

Kvh©µg mwVKfv‡e, Kvh©Kifv‡e, Ges `¶Zvi mv‡_ mgqgZ m¤úbœ Kivi Rb¨ Av‡Q †hvM¨ I `¶ Kgx© |   

 

wdb¨vÝ wWcv©U‡g‡›U †h mg¯— Kgx© wb‡qvM n‡q‡Qb Zv‡`i‡K GKwU c„_K Q‡K ev IiMv‡bvMÖv‡gi AvIZvq †i‡L cÖ‡Z¨K 

c‡`i Rb¨ Kv‡Ri weeibx ev Re †Wmwµckb ‰Zix Kiv Av‡Q | GB Kv‡Ri weeibx ev Re †Wmwµckb ˆZixi D‡Ïk¨ 

GKRb Kgx©i Kv‡Ri g~j¨vqb wbi“cb K‡i Zvi `ye©j w`K¸wj evwni K‡i cÖ‡qvRbxq cÖwk¶b w`‡q fwel¨‡Z Kgx©i 

Kg©kw³‡K e„w× Kiv | Bnv cÖ‡_¨KwU Kgx©i Rb¨ cÖ‡hvR¨ | 

   

QK ev IiMv‡bvMÖvg: 

      

      

       

 

       

        

 

       

 

   

      

wbgœwjwLZ c`¸wji Rb¨ ÕKv‡Ri weeibx ev Re †WmwµckbÕ ‰Zix Kiv n‡q‡Q:            (Annexure: AG) 

 cwiPvjK  (A_©) 

 Dc-cwiPvjK  (A_© I wnmve)  

 mgš^qKvix  (A_© I wnmve)  

 Awdmvi  (A_© I wnmve)  

 GKvD›U‡U›U Kvg K¨vwkqvi 

 

wbev©nx cwiPvjK 

cwiPvjK (A_©) 

Dc-cwiPvjK (A_© I wnmve) 

mgš^qKvix (A_© I wnmve) 

Awdmvi (A_© I wnmve) 

GKvD›U‡U›U Kvg K¨vwmqvi 
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cÖwZ Re‡nvìvi ÕKv‡Ri weeibx ev Re †WmwµckbÕ Zvi Kibxq `vwqZ¡, ¶gZv Ges Zvi g~j¨vq‡bi wb‡`©kK hvnv mgZvi 

KZ…©c¶ Ges  Re‡nvìvi KZ…©K ¯^v¶i Kiv _vK‡e | ¯^v¶i nIqvi ci ÕKv‡Ri weeibx ev Re †WmwµckbÕ Gi GKwU Kwc 

cÖ‡Z¨K Kgx©i e¨w³MZ dvB‡j iw¶Z n‡e | 

III.  K¨vk Ges K¨vk wbqš¿b: 

 

K¨vk Ggb GKwU Zij m¤ú` hvnv †h †Kvb mgq Zmi“d ev AvZ¥mvr n‡Z cv‡i | GB Kvi‡b K¨vk cÖvwß, K¨vk 

i¶bv‡e¶b Ges K¨vk cÖ`v‡bi RwVj mgm¨v mgvav‡b †gŠwjK Avf¨š—ixb wbqš¿b c×wZ ’̄vcb Kiv | 

 

G. K¨vk cÖvwß: 

 

1. GKwU wPý ev ms‡KZ cÖ`vbKvix‡K wbwðZ K‡i †h K¨vwkqvi ¯̂v¶i K‡i‡Q wVK †m (cÖ`vbKvix) ‡h cwigvb A_© 

cwi‡kva K‡i‡Qb | Bnv wbwðZ n‡Z n‡e †h K¨vwkqvi ev K¨vk-Bb-PvR© wVKfv‡e I mgqgZ cÖvwß A‡_©i Rb¨ 

cÖ‡qvRbxq KvMRcÎvw` Ges K¨vkewn/LwZqv‡b wjwce× Kiv n‡q‡Q | 

 

2. K¨vwkqvi ev K¨vk-Bb-PvR© Aek¨B cÖvwß A‡_©i Rb¨ c~e©b¤^i (Pre-numbered) Awdwmqvj iwm` w`‡Z n‡e, 

cÖ`vbKvix ‡h cwigvb A_© Zv‡K cwi‡kva K‡i‡Qb Ges †h A‡_©i Rb¨ K¨vwkqvi ev K¨vk-Bb-PvR© ¯̂v¶i K‡i‡Qb 

|  

 

3. GKRb Kgx© GKvDw›Us Gw›Uª Kivi mgq Aek¨B wbwðZ Ki‡Z n‡e †h K¨vwkqvi ev K¨vk-Bb-PvR© †h b¤^i e¨envi 

Ki‡Q Zv cybivq GKB A‡_©i Rb¨ e¨envi n‡”Q bv | cÖvwßi ci †Kvb b¤^i ev` co‡Q wK bv Zvnv I †Lqvj Ki‡Z 

ev †`L‡Z n‡e | cÖ‡qvRb‡ev‡a Z`š— K‡i †`L‡Z n‡e cÖvwß A_© Rgv wk­ ‡ci gva¨‡g wbwÏó e¨vsK wnmv‡e Rgv 

n‡q‡Q (†hLv‡b ms ’̄vi e¨vsK wnmve Av‡Q) Ges e¨vs‡Ki wmj, e¨vsK Kgx©i mv¶i I ZvwiL Av‡Q |      

 

4. K¨vkcÖvwß KL‡bv LyPiv K¨vk Znwe‡ji mv‡_ e¨envi Kiv DwPZ n‡e bv | K¨vkcÖvwß ci hZ kxNÖB Ges h_v m¤¢e 

e¨vs‡K Rgv w`‡Z n‡e | hw` e¨vsK mgq bv cvIqv hvq Zv n‡j c‡ii w`b Aek¨B e¨vs‡K Rgv w`‡Z n‡e, †hLv‡b 

e¨vs‡Ki wnmve †bB †mLv‡b wnmv‡e c„_Kfv‡e K¨vkcÖvwß LwZqv‡b Aš—©fy³ K‡i Ges wbivc` ’̄v‡b ZvjvPvwe w`‡q 

ivL‡Z n‡e | GKgvÎ K¨vwkqvi ev K¨vk-Bb-PvR© Gi Kv‡Q H Pvwe _vK‡e ev `yBwU Pvwe n‡j `yÕR‡bi mgš^‡q 

ivLvi e¨e ’̄v _vK‡Z n‡e |       

 

5. wnmv‡e Aš—©fy³ Kib (GKvDw›Us Gw›Uª) ev †iKW©© Ges †h mg¯— †jb‡`b KZ…©c¶ Aby‡gv`b K‡i‡Q †mB¸wj 

K¨vwkqvi ev K¨vk-Bb-PvR© ‡Kvb fv‡e cwieZ©b Ki‡Z cvi‡e bv | Ggb wK Aby‡gvw`Z e¨vsK ‡jb‡`b¸wj 

K¨vwkqvi ev K¨vk-Bb-PvR© ‡Kvb fv‡e wgjKi‡bi ev wiKbwm‡jkb Ki‡Z cvi‡e bv |   

 

6. ‡h Kgx© K¨v‡ki mv‡_ RwoZ bq Ges hvi K¨vk †j`‡`b Kivi Aby‡gv`b †bB †mB Kgx©i Øviv nVvr (mvicÖvBR) ev 

†h †Kvb mgq K¨vk g~j¨vqb Ki‡Z n‡e | GB g~j¨vqb djvdj wjwLZ n‡Z n‡e hvnv‡Z _vK‡e K¨vk MYbv 

(KvD›U) Gi weeib | nv‡Z K¨v‡ki UvKv Ges K¨v‡ki ‡Kvb cv_©K¨ _v‡K ‡bvU mn Zvi GKvDw›Us †iKW© c„_K 

fv‡e ivL‡Z n‡e, †mB †iKW© Dfq e¨w³M‡bi A_v©r K¨vwkqvi ev K¨vk-Bb-PvR© Ges K¨vk KvD›Uv‡ii ¯̂v¶i 

_vK‡Z n‡e | hw` K¨v‡ki ‡Kvb cv_©K¨ nq Zv g~j¨vqb wi‡cv©U G D‡j­ L K‡i ms ’̄vi cwiPvjK (A_©) ev Zvi 

cÖwZwbwai Kv‡Q Rgv w`‡Z n‡e Ges cvkvcvwk GKwU Kwc ¯̂ ¯̂ Awd‡mi Bb-PvR©†K cÖ`vb Ki‡Z n‡e cÖ‡qvRbxq 

e¨e ’̄v †bevi Rb¨ |   
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we: K¨vk i¶bv‡e¶b: 

 

1. mgZv †hLv‡b e¨vs‡Ki gva¨‡g ms ’̄vi Znwej ev dvÛ †gBb‡UBb ev i¶bv‡e¶b K‡i †mLv‡b Avw_©K m”PjZv 

eRvq ivL‡Z n‡e | hZUzKz m¤¢e mgZvi dvÛ e¨vsK¸wj‡Z wVKfv‡e Rgv n‡”Q Zv wbwðZ Kiv | 

  

2. mgZvi me e¨vsK¸wj‡Z †jb‡`b¸wj Kviv Aby‡gv`b Ki‡eb Zv‡`i wb‡qvM ms ’̄vi wbev©nx cwiPvjK Øviv Aek¨B 

Aby‡gvw`Z n‡Z n‡e | 

 

3. e¨vs‡Ki Pzw³c‡Î ms ’̄vi A_© ev Znwej e¨vsK n‡Z D‡Ëvj‡bi cÖw³qvq †PK e¨wZZ Ab¨fv‡e D‡Ëvjb Kiv hv‡e 

(†hgb ’̄vš—vZi cÎ) | hw` ms ’̄v ‡PK e¨wZZ mg-cwigvb dvÛ e¨vsK n‡Z D‡Ëvj‡bi cÖ‡qvRb †eva K‡i ZLb 

†h †Kvb Aby‡gvw`Z wmM‡bUwii ¯̂v¶i Øviv Pvwn`vgvwdK cwigvb A_©  D‡Ëvjb Ki‡Z cvi‡e | 

 

4. e¨vs‡Ki Pzw³c‡Î D‡j­ L _vKv DwPZ †h, KL‡bv hw` Abby‡gvw`Z wmM‡bUwii ¯̂v¶i Øviv ‡Kvb A_© e¨vsK n‡Z  

D‡Ëvjb n‡j Zvi `vwqZ¡ e¨vsK KZ…©c¶‡K enb Ki‡Z n‡e | 

 

5. wjwLZ fv‡e e¨vsK KZ…©c¶‡K Rvbv‡bv n‡Z n‡e †h †Kvb cÖKvi †d· RvwZq `wjjvw`i gva¨‡g Aby‡gvw`Z 

†jb‡`b Zviv †hb MÖnb bv K‡i |  

 

6. ‡h Kgx© A_© ev dv‡Ûi mv‡_ RwoZ bq Ges hvi AwjwLZ e¨vsK †PK _v‡K †mB Kgx©i Øviv e¨vsK ‡jb‡`b¸wj 

wgjKi‡bi ev wiKbwm‡jkb KvR ms ’̄vi mKj e¨vs‡Ki Rb¨ gvwmKwfwË‡Z ˆZix/cÖ ‘̄Z Ki‡Z n‡e Ges Zvnv 

cwiPvjK (A_©) ev wb‡qvwRZ e¨w³ Øviv hvPvB Ki‡Z n‡e |  cÖ ‘̄ZKvix Ges hvPvBKvix‡Z Aek¨B e¨vsK wgjKib 

ev wiKbwm‡jkb wi‡cv©‡U ¯̂v¶i Ki‡Z n‡e | e¨vsK wgjKib ev wiKbwm‡jkb wi‡cv©‡U ‡h mg¯— e¨vs‡Ki Rb¨ 

Kiv m¤¢e b‡n †mB¸wji wjwLZ wi‡cv©U cÖ‡qvRbxq e¨e ’̄v †bevi Rb¨ ms ’̄vi wbev©nx cwiPvjK‡K cÖ`vb Ki‡Z n‡e 

|   

 

7. cÖ‡Z¨KwU e¨vsK †PK Aek¨B wd«-b¤^iW Ges ‡PK Kv‡óvwWqvb/i¶bKvixi Øviv wnmv‡e †iKW© Ki‡Z n‡e | 

wbqgm¤§Z/ˆeafv‡e †h mg¯— †PK¸wj e¨envwiZ, evwZj †PK Ges hv wnmvefy³ n‡q‡Q †mB¸wj AwjwLZ †PK 

i¶bKvix Øviv wbw`©ó mg‡q A_v©r gvwmK, ˆÎgvwmK hvPvB K‡i †`Lv DwPZ Ges wbwðZ Kiv †h †Kvb †PK 

Awbqgfv‡e wjLv nqwb |     

 

8. mKj Aby‡gvw`Z e¨vsK wmM‡bUwi ev e¨vsK ¯̂v¶iKvixMb, K¨vk Kv‡óvwWqvb/i¶bKvixi Ges †PK Kv‡óvwWqvb/ 

i¶bKvixi Aek¨B h‡_ó AsMxKv‡i Ave× n‡Z n‡e | 

 

K¨vk e¨e¯’vcbv/†n‡Ûwjs: 

 

1. `vwqZ¡: K¨vk e¨e ’̄vcbv ev K¨vk †n‡Ûwjs G Kgc‡¶ wZb Rb e¨w³ Øviv Aek¨B PvwjZ nIqv DwPZ | 

 

K. ‡n‡Ûwjs: Ggb GKRb Kgx© wb‡qvwRZ _vK‡eb, †m ïay †PK †jLv, fvDPv‡ii gva¨‡g K¨vk/†PK ‡jb‡`b 

Kiv, K¨vk/†PK MÖnb Kiv Ges  fvDPv‡ii gva¨‡g Zvnv e¨vs‡K Rgv w`‡e | 
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L. ‡iKwW©s Ges GKvDw›Us: Ggb GKRb Kgx© wb‡qvwRZ _vK‡eb, †m ïay mKj ‡jb‡`‡bi fvDPvi ¸wj 

K¨vk/e¨vsK ewn †iKwW©s Ges wbw`©ó LwZqvb ewn‡Z Gw›Uª w`‡e | 

 

M. Aby‡gv`b: Ggb GKRb Kgx© wb‡qvwRZ _vK‡eb hvi e¨vsK wmM‡bUwii ¶gZv Av‡Q, wZwbB mKj †jb‡`‡bi 

fvDPvi I mshy³ `wjjvw`‡Z Aby‡gv`b Ki‡eb I e¨vs‡Ki †PK ¯̂v¶i Ki‡eb Ges cÖ‡qvRb †ev‡a Ab¨vb¨ 

e¨vsK wmM‡bUwi ev e¨vsK ¯̂v¶iKvixMb I ¯̂v¶i Ki‡eb | 

 

 

2. K¨vk Rgv Ges †iKwW©s c×wZ: 

 

K. mKj cÖvwß K¨vk cÖwZw`‡bB e¨vs‡K Rgv †`Iqv Avek¨K | 

 

L. K¨vk †jb‡`b A_v©r K¨vk Av`vb cÖ`vb fvDPv‡ii ev cÖgvb `wjjvw`i gva¨‡g Kiv Avek¨K | 

 

M. ‡PK/K¨vk cwi‡kva/weZib fvDPvi, µ‡qi Av‡`kcÎvw`, Ges mKj Bbf‡qP/wej Gi Dci Õcwi‡kvaÕ/ 

Õ‡cBWÕ wmj gvi‡Z n‡e | 

 

N. ‡h Kgx© †jb‡`‡bi fvDPvi †iKwW©s Gi mv‡_ RwoZ bq Ggb GKRb Kgx©i Øviv wbw`©ó mgq ev gvwmK ev 

ˆÎgvwmK ev ‡h †Kvb mgq †ib‡Wgwj †jb‡`‡bi fvDPvi I Ab¨vb¨ cÖgvbvw` wVKfv‡e †iKW©Kvix Øviv 

wbqwgZfv‡e †iKW© n‡q‡Q wK bv Zvnv hvPvB K‡i †`Lv DwPZ | 

 

wm: ‡cwU/Lymiv K¨vk: 

 

1. K¨vk nv‡Z ivLvi †P‡q K¨vk e¨vs‡K ivLv A‡bK wbivc` ‡h‡nZz bM` K¨vk †h †Kvb mgq Zmi“d ev AvZ¥mvr 

nIqvi m¤¢ebv _v‡K | †cwUK¨vk G A‡_©i cwigvb Ggb nIqv DwPZ hv `¶fv‡e cvIbv`vi‡`i‡K K¨vk cwi‡kva 

hvq | hLb cvIbv`viMb †PK Gi gva¨‡g cwi‡kva MÖnb Ki‡Z AvMÖnx †mLv‡b †cwUK¨vk †_‡K cwi‡kva Kiv DwPZ 

bq |   

 

2. mgZvi cÖwZwU Awd‡mi wbR wbR Pvwn`vgvwdK †cwUK¨v‡ki A‡_©i cwigvb wVK Kiv DwPZ | mKj †cwUK¨v‡ki 

c×wZ cÖwZôv Kiv Ges A‡_© cwigvb e„w×  Kiv cÖ‡Z¨‡Ki Rb¨ wbev©nx cwiPvj‡Ki ev Zvi wb‡qvwRZ e¨w³i c~e© 

AbygwZ wb‡Z n‡e | 

 

3. h‡_ó ‡cwUK¨v‡ki A‡_©i cwigvb cÖwZôv Kivi mgq Aek¨B wjwLZ `wjjvw` Ki‡Z Ges ivL‡Z n‡e |   

 

4. h‡_ó ‡cwUK¨v‡ki A‡_©i cwigvb GKwU gv‡mi cÖ‡qvR‡b cÖZ¨vwkZ K¨v‡ki †P‡q †ekx nIqv DwPZ n‡e bv | 

Aby‡gvw`Z †cwUK¨v‡ki cwigvb hLb ZLb (evwl©Z ev lvb¥vwmK wfwË‡Z) ‡Kvb MÖnb‡hvM¨ Kvib Qvov cwieZ©b Kiv 

hv‡e bv |  

 

5. wbwðZ Ki‡Z n‡e †h mKj wejmg~n mwVK ev Aby‡gvw`Z e¨w³i Øviv Aby‡gv`‡bi ci cwi‡kva Kiv n‡q‡Q | 

†cwUK¨vwkqvi KL‡bB ‡cwUK¨v‡ki †Kvb wej wb‡R Aby‡gv`b K‡i cwi‡kva Ki‡Z cvi‡e bv | 

 



Avievb Avw_©K e¨e ’̄vcbv Ges Acv‡ikbvj MvBWjvBb 

cÖ¯‘ZKib: Rvbyqvix 2010 

 - 7 - 

6. ‡cwUK¨vk †_‡K ‡h †Kvb cwi‡kv‡ai c~‡e© ‡PK ¯̂v¶iKvix Aek¨B mKj wej ev Bbf‡qm/Pvjv‡b Aek¨B ¯̂v¶i 

Ki‡Z n‡e  Ges ZL‡bB †m¸wj ‡jb‡`‡bi gva¨‡g wnmv‡e Avbv n‡e| fvDPv‡ii mv‡_ Aek¨B   Õ†c‡g›U wiwmfÕ 

(Form: D) mshy³ Ki‡Z n‡e hv‡Z _vK‡e cÖvwßKvixi ¯̂v¶i hv cÖgvb Ki‡e †h, ‡m K¨vk †_‡K UvKv eywSqv 

cvBqv‡Q | 

 

7. ‡h Kgx©i K¨vk e¨e ’̄vcbvq h‡_ó AwfÁZv Ges `¶Zv Av‡Q †mB ai‡bi Kgx©‡K K¨vk †n‡Ûwjs Gi `vwqZ¡ †`Iqv 

BwPZ | 

 

8. K¨vk n‡Z mKj wej/Bbf‡qm cwi‡kv‡`i ci †mB¸wji Dci Õcwi‡kvaÕ/ Õ‡cBWÕ wmj gvi‡Z n‡e | 

 

9. †cwUK¨vk ïay Lymov ev †QvU ‡QvU wej Ges †hLv‡b †Kvb e¨vsK I †PK Bmyi e¨e ’̄v †bB †mKv‡bB †cwUK¨vk 

e¨envi Kiv n‡e |  mvavibZ 10,000 (`k nvRvi) UvKv ev Zvi wb‡gœ †h †Kvb A‡_©i cwigv‡bi wej ev cvIbv 

cwi‡kva Kiv nq | 

 

10. †cwUK¨vk ewn/LwZqvb cÖwZw`‡bB ‡iKW© (Avc‡WBU&W) m¤úbœ  K‡i ivL‡Z n‡e Ges Aby‡gvw`Z K¨vk e¨v‡jÝ 

†Kvb fv‡e AwZwi³ n‡Z cvi‡e bv | cÖwZw`‡bi ‡k‡l Aby‡gvw`Z K¨v‡ki mv‡_ e›UbK…Z Znwe‡ji mv‡_ GK n‡Z 

n‡e | 

 

11. †h Kgx© K¨v‡ki Gi mv‡_ RwoZ bq Ggb GKRb Kgx©i Øviv w`‡bi †k‡l ev¯—‡e bM‡` KZ UvKv Av‡Q Zvnv Mbbv 

ev hvPvB K‡i †`L‡Z n‡e | 

 

12. ‡cwUK¨v‡ki cÖgvbcÎ/`wjjvw` Ges K¨vk †iwRóvi/K¨vkewn wnmve wefv‡Mi GKRb Kgx©i Øviv hvPvB I g~j¨vqb 

K‡i †`Lv DwPZ | Bnvi Rb¨ GKwU †cwUK¨vk hvPvB dig Av‡Q Zv‡Z K¨vwkqvi Ges hvPvBKvix‡K Aek¨B ¯̂v¶i 

Ki‡Z n‡e | 

 

13. ‡cwUK¨vk †jb‡`‡bi mgqKvjxb K¨vwkqvi‡K Aek¨B †cwUK¨vk dvÛ ev Znwej †gUvjev‡· ZvjvPvwe w`‡q ivL‡Z 

n‡e Ges Kvh©w`e‡mi †k‡l †cwUK¨vk ev· Aek¨B wbivc` ’̄v‡b ivL‡Z n‡e|  

 

14. †cwUK¨vk ev· ZvjvPvwe w`‡q Aek¨B wbivc` ’̄v‡b ivL‡Z n‡e| †cwUK¨vk ev‡·i Pvwe ms ’̄vi GKRb `vwqZ¡evb 

e¨w³i Kv‡Q _vKv Avek¨K | 

 

wW: K¨vk cÖ`vb/wWmevm‡g›U: 

 

†h‡nZz K¨vk GKwU Zij m¤ú` hv‡Z A‡bK SzuwK Ges RwVj wRwbl, †h †Kvb †¶‡Î Awbq‡gi gva¨‡g K¨vk cÖ`vb ev 

wWmevm‡g›U Kiv  hvq | †m‡nZz LyeB wbqš¿b Ges mgqgZ mKj †¶‡Î wbq‡gi gva¨‡g K¨vk cÖ`vb Kivi `iKvi nq | 

Ab¨ GKwU SzuwK Gwiqv n‡jv K¨vk cÖ`v‡bi ci `vZv‡K fyj PvwR©s, K¨vk cÖ`v‡bi †¶‡Î wnmv‡e fyj †kªbxwefvM | 

Ae‡k‡l Av‡iv GKwU SzuwK n‡jv `vZvms ’̄vi wbqg‡K cwinvi K‡i `vZv KZ…©K Aby‡gvw`Z ev‡R‡Ui †P‡q †ekx ev Kg 

LiP Kiv ev hvnv ev‡R‡U †bB Zvnv‡Z LiP Kiv | 
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1. ‡h Kgx© fvDPvi †iKwW©s Ges cwieZ©b Kiv ev †PK ¯̂v¶‡ii mv‡_ RwoZ bq Ggb †h †Kvb Kgx©i Kv‡Q AwjwLZ 

†P‡Ki cvZv ev AwjwLZ †PKewn ivLvi `vwqZ¡ w`‡Z n‡e | †h †Kvb QywUi mgq AwjwLZ †PK¸wj ivLvi Rb¨ 

`vwqZ¡ e¨w³ ev Zvi Zvi wb‡qvwRZ e¨w³ †Kv_vq †m¸wj ivL‡e Zv Zv‡`i `vwqZ¡ | †Kvb Kvi‡b hw` ‡h Kgx© 

fvDPvi †iKwW©s Ges cwieZ©b Kiv ev †PK ¯̂v¶‡ii mv‡_ RwoZ Ggb †Kvb Kgx©i Kv‡Q AwjwLZ †P‡Ki cvZv ev 

AwjwLZ †PKewn ivLvi `vwqZ¡ _v‡K, †mB‡¶‡Î me ai‡bi wnmvewbKvk Ges RwoZ cÖgvbvw` /`wjjvw` cwiPvjK 

(A_©©) ev Zvi wb‡qvwRZ e¨w³ Øviv hvPvB Ki‡Z n‡e | 

 

2. `yB ev `yB‡qi AwaK †PK¯^v¶iKvix‡K †PK ev †P‡Ki mgZzj¨ c‡Î (†hgb †jUvi Ae UªvÝdvi) | 

 

3. †PK¯^v¶iKvixi †Kvb fvDPvi †iKwW©s, †jb‡`b, Ges wnmve wbKv‡ki ‡Kvb cwieZ©b Ki‡Z cvi‡e bv | 

 

 

 

 

IV. e¨vsK wnmve Acv‡ikb: 
 
1. mgZv I Zvi cÖwZwU Kó †m›Uv‡i GKwU K‡i c„_K e¨vsK wnmve _vK‡e Ges GKwU Aby‡gvw`Z †PK wmM‡bUwii 

ZvwjKv `vZv‡`i Aby`v‡bi Rb¨ ivL‡Z n‡e | 

 

2. hLb †Kvb mgZvi †PK¯^v¶iKvix e`wj ev PvKzwi †_‡K wew”Qbœ n‡q hvq, mv‡_ mv‡_ cÖ‡qvRb n‡q c‡o †K›`ªxq 

Awd‡mi Øviv Zvi bvg mwi‡q †djv Ges wbw`©ó e¨vsK KZ…©c¶‡Z wjwLZfv‡e Rvwb‡q †`Iqv Zvi cwie©‡Z †K 

†PK¯^v¶iKvix/wmM‡bUwi n‡e Zvi bvg, ¯̂v¶i Ges cwiPqKvixi ¯̂v¶i Øviv mbv³ n‡Z n‡e | bZzb 

†PK¯^v¶iKvix/wmM‡bUwi ¯̂v¶i †Kvb w`b †_‡K Kvh©Kix n‡e Zv wbw`©wkZ _vK‡Z n‡e | RwoZ mKj 

KvMRcÎvw`i GK‡mU Kwc mgZvi Acv‡ikbvj Awd‡mi KZ…©c¶‡K Zv‡`i AeMwZi Rb¨ cvVv‡Z n‡e | 

 

3. GKRb †PK¯̂v¶iKvix/wmM‡bUwi †PK †jLv Ges fvDPvi cÖ ‘̄Z Ki‡Z cvi‡eb bv A_v©r whwb K¨vk cÖ`vb ev 

cÖvwß‡Z Aby‡gv‡`b w`‡q _v‡Kb wZwb †Kvb cÖKv‡ii †jb‡`‡bi fvDPvi cÖ ‘̄Z Ki‡Z cvi‡eb bv 

 

4. K¨vk cÖvwßi ci Zvnv mv‡_ mv‡_ Aek¨B e¨vs‡K Rgv w`‡Z n‡e | e¨vs‡Ki Kvh©µg eÜ nIqvi ci hw` K¨vk 

cÖvwßi nq Zv n‡j c‡ii e¨vswKs Kvh©w`e‡m Aek¨B e¨vs‡K Rgv w`‡Z n‡e | 

 

5. K¨vwkqvi e¨wZZ †Kvb Kgx© KZ…©K cÖvwß K¨vk n‡j Zvi †Kvb Rvbv©j Gw›Uª ev †Kvb wbw`©ó Awd‡mi e¨vsK wnmv‡ei 

†Kvb cÖKvi e¨vsK †jb‡`‡bi wgjKib ev e¨vsK wiKbwm‡jkb Kiv n‡e bv | 

 

6. mKj evwZj †P‡Ki cvZvi Dci ÕevwZj/f‡qWÕ wPwýZ Ki‡Z n‡e Ges †mB¸wj‡K fvDPv‡ii dvB‡j Ab¨vb¨ 

`wjjvw`i mv‡_ evL‡Z n‡e | 

 

7. mgZvi cÖ‡Z¨K Kó †m›Uvi¸wji Rb¨ c„_K c„_K fv‡e cÖwZ Awd‡mi Rb¨ e¨vsK wmM‡bUwii ZvwjKv ev 

†PK¯^v¶iKvixi wj÷ ivLv Avek¨K | 

 

8. cwi‡kva c×wZmg~n: 

 



Avievb Avw_©K e¨e ’̄vcbv Ges Acv‡ikbvj MvBWjvBb 

cÖ¯‘ZKib: Rvbyqvix 2010 

 - 9 - 

K. cvIbv`vi‡`i‡K 10,000/=(`k nvRvi) UvKvi Dc‡i ÕGKvD›U †cwG †P‡KiÕ gva¨‡g cwi‡kva/c‡g›U Ki‡Z n‡e | 

cÖwZôv‡bi ‡Kvb e¨w³i bv‡g ‡PK bv ‡j‡L †PK wjL‡Z n‡e cÖwZôv‡bi ev ms¯’vi ev GbvcÖvB‡Ri bv‡g ev AbyKz‡j | hw` 

†Kvb Kvi‡b Zvnv m¤¢e bv nq Zv n‡j ‡fÛv‡ii wbKU n‡Z wjwLZ cÎ msMÖn Ki‡Z n‡e †Kb cÖwZôv‡bi bv‡g †PK bv wb‡q 

e¨w³i bv‡g Pv‡”Q, Kvib¸wj hw` ms¯’vi KZ…©c‡¶i gva¨‡g MÖwnZ Ges Aby‡gvw`Z nq Zvnv n‡j  e¨w³i bv‡g ‡PK ‡jLv 

‡h‡Z cv‡i |  

 
L. cvIbv`vi‡`i‡K 10,000/=(`k nvRvi) UvKvi Dc‡i †P‡K cwi‡kva/c‡g›U bv Kiv †h‡Z cv‡i Zv‡Z hw` MÖnb‡hvM¨ Kvib 

ev hyw³ _v‡K Zvnv n‡j K¨v‡k cwi‡kva/c‡g›U cwinvi Kiv hv‡e bv A_v©r ‡m mg¯— cvIbv`vi‡`i‡K K¨v‡k 

cwi‡kva/c‡g›U Kwi‡Z n‡e | 

 
M. cvIbv`vi‡`i ‡Kvb we‡ji UvKv 10,000/=(`k nvRvi) Dc‡i K¨v‡k cwi‡kva/c‡g›U Ki‡Z n‡j †mLv‡b K¨v‡k 

cwi‡kva/c‡g›U Kivi c~‡e© ‡fÛv‡ii wbKU n‡Z wjwLZ cÎ msMÖn Ki‡Z n‡e Ges Zv Aby‡gvw`Z e¨w³ Øviv ¯^v¶i K‡i 

cwi‡kvwaZ wej ev fvDPv‡ii mv‡_ Aek¨B mshy³ K‡i ivL‡Z n‡e | 

 
N. cvIbv`vi‡K ‡h ‡Kvb we‡ji UvKv cwi‡kva/c‡g›U Kivi ci Aek¨B Zv‡`i KvQ †_‡K cÖvwß iwm` msMÖn K‡i Zvnv 

fvDPv‡ii mv‡_ Aek¨B mshy³ K‡i ivL‡Z n‡e |  

GKK e¨vsK wnmv‡ei Rb¨ cÖ‡qvRbxq `wjjvw` Ges c×wZmg~n: 

 
wbgœewb©Z wZbwU wi‡cvU© GKwU e¨vsK wnmv‡ei cÖ‡qvRbxq `wjjmgyn| wewfbœ fv‡e Z_¨ msMÖ‡ni gva¨‡g †mB¸wj cÖ ‘̄Z 

Ki‡Z nq| 

 

1. K¨vk wiK¨vc evB e¨vsK wnmve 

 

2. e¨vsK wiKbwm‡jkb wi‡cvU© 

 

3. e¨vsK ‡÷BUg¨vb&U 

 

1.  K¨vk wiK¨vc evB e¨vsK wnmve: GB wi‡cv‡U©i gva¨‡g ms ’̄vi PjwZ gv‡mi GKwU e¨vsK wnmv‡ei Avw_©K Kvh©µg 

msw¶ß fv‡e cÖKvk Kiv nq, †hgb GKwU wbw`©ó e¨vsK wnmv‡e PjwZ gv‡mi cÖvi‡¤¢ KZ UvKv wQj, ‡gvU cÖvwß 

UvKv, †gvU KZ UvKv D‡Ëvjb Ges PjwZ gv‡mi †klv‡š— KZ UvKv Av‡Q Zvnv GB wi‡cv‡U©i gva¨‡g Rvbv hvq | 

Dc‡iv³ Z_¨vw` ms ’̄vi e¨vsK ewn ev †iKW© †_‡K msMÖn Kiv nq | cÖwZ gv‡m cÖwZwU e¨vsK wnmv‡ei Rb¨ ÕK¨vk 

wiK¨vcÕ (Form: I) cÖ ‘̄Z Ki‡Z n‡e | 

 

2.  e¨vsK wiKbwm‡jkb wi‡cvU©: GB wi‡cv‡U©i gva¨‡g ‡Kvb GKwU wbw`©ó mg‡q Ges wbw`©ó e¨vsK wnmv‡ei mv‡_ ms ’̄vi 

wnmve wgj Av‡Q wK bv Zv †`Lvi Rb¨ e¨vsK †_‡K cÖ‡qvRbxq Z_¨vw` A_v©r e¨vsK ‡÷BUg¨vb&U Gi gva¨‡g msMÖn 

K‡i Zv ms ’̄vi e¨vsK ewni ev †iK‡Wi© mv‡_ wgwj‡q †`Lv | cÖwZ gv‡m cÖwZwU e¨vsK wnmv‡ei Rb¨ Õe¨vsK 

wiKbwm‡jkb wi‡cvU Õ (Form: J) cÖ ‘̄Z Ki‡Z n‡e | 

 

D‡Ïk¨: 

 

GB wi‡cv‡U©i g~j D‡Ïk¨ ms ’̄vi wbw ©̀ó mg‡q Ges wbw`©ó e¨vsK wnmv‡e KZ UvKv Rgv nIqvi K_v, KZ UvKv D‡Ëvjb 

nIqvi K_v Ges PjwZ gv‡mi †klv‡š— KZ UvKv _vKvi K_v wQj A_v©r wnm‡e †Kvb fyj, Awbqg Ges cv_©K¨ Av‡Q wK 

bv Zv ms ’̄vi e¨vsK ewni ev †iK‡Wi© mv‡_ wgwj‡q evwni Kiv | 
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cv_©‡K¨i Kvibmg~n: 

 

K. K¨vk ev cÖvwß †PK e¨vs‡K Rgv †`Iqvi ci ms ’̄vi †iK‡W© †WweU Kiv n‡q‡Q wKš‘ e¨vsK ‡÷BUg¨vb&‡U ‡µwWU Kiv 

nqwb A_v©r ‡PK Rgvi c‡_ | 

 

L. cvIbv`vi‡K †PK †`Iqvi ci ms ’̄vi †iK‡W© †µwWU Kiv n‡q‡Q wKš‘ e¨vsK ‡÷BUg¨vb&‡U ‡WweU Kiv nqwb A_v©r 

BmyK…Z †PK D‡Ëvj‡bi A‡c¶vq | 

 
M. ms ’̄vi ewn‡Z †WweU bv K‡iB e¨vsK ‡÷BUg¨vb&‡U ‡µwWU Kiv n‡q‡Q A_v©r ‡PK e¨vs‡K Rgv n‡q‡Q Zvnv ms ’̄v 

Rv‡b bv | 

 

N.  ms ’̄vi ewn‡Z †µwWU bv K‡iB e¨vsK ‡÷BUg¨vb&‡U ‡WweU Kiv n‡q‡Q A_v©r e¨vsK PvR© ev Ab¨fv‡e D‡Ëvjb 

n‡q‡Q Zvnv ms ’̄v Rv‡b bv | 

 

 

V.  wdb¨vwÝqvj WwKD‡g›U ev A_© msµvš— `wjjvw`: 

 

wewfbœ `vZv‡Mvwói KvQ n‡Z Aby`v‡bi cÖvwß A_© mgZv Ges Zvi mKj Kó †m›Uvi¸wji Aek¨B wbgœwjwLZ 

WwKD‡g›U/`wjjvw` cÖ¯‘ZKi‡Z n‡e Ges cÖwZwU †jb‡`‡bi m¤úwK©Z `wjjvw` `vZv‡`i Rb¨ ev Zv‡`i‡K †`Iqvi Rb¨ 

msiw¶Z K‡i ivL‡Z n‡e | GBmg ’̄ `wjjvw` Kgc‡¶ mvZ †_‡K `k eQi ch¨©š— fwel¨‡Z wbix¶vi D‡Ï‡k¨ Aek¨B 

msiw¶Z K‡i ivL‡Z n‡e | 

 

1. fvDPvimg~n 

 

2. LwZqvbmg~n 

 

3. e¨vsK WwKD‡g‡›Ukb 

 

4. cÖvwß I †c‡g‡›Ui wnmve 

 

5. Avq I e¨‡qi wnmve 

 

6. e¨v‡jÝ mxU 

 

7. `vZvms ’̄vi wi‡cvU© 

 

(†bvU: µwgK b¤^i 4 †_‡K 6 wi‡cvU©¸wj cÖ ‘̄Z Ki‡e ewn© wbix¶K Zv‡`i wbix¶v Kivi mgq)    

 
fvDPvi: 
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we‡ji m~Î: we‡µZv ev mieinKvix ev †mevKvix hLb `ª‡e¨ ev †mevi wewbg‡q A_© D‡j­ L K‡i †h Avw_©K 

`wjj/WwKD‡g›U cÖ ‘̄Z K‡i †µZv/†mev MÖnbKvix‡K cÖ`vb K‡i A_© cwi‡kv‡ai Rb¨ `vwe K‡i Zv‡K ejv nq wej | 

GKwU we‡j Aek¨B ‡µZvi bvg, ZvwiL, ª̀‡e¨i bvg/weeib, msL¨vi cwigvb , `i Ges †gvU g~j¨ As‡K Ges K_vq 

†jLv Ges we‡µZvi ¯̂v¶i I ZvwiL _vK‡Z n‡e | 

 
Pvjvb/Bbf‡q‡mi m~Î: we‡µZv ev mieinKvix ev †mevKvix hLb `ª‡e¨ ev †mevi we¯—vwiZ weeib, msL¨vi cwigvb, 

`i, `ª‡e¨ ev †mevi cÖvwßKvix, `ª‡e¨ mieivnKiv ’̄vb ev †mev Kv‡K cÖ`vb Kiv BZ¨vw`i Rb¨ †q `wjj/WwKD‡g›U 

cÖ ‘̄Z K‡i †µZv/†mev MÖnbKvix‡K cÖ`vb Zv‡K ejv nq Pvjvb/Bbf‡qm| Zv‡Z we‡µZv ev mieinKvix ev †mevKvixi 

Ges †µZv/†mev MÖnbKvixi ¯̂v¶i I ZvwiL _vK‡Z n‡e   

 
wej I Pvjvb/Bbf‡q‡mi g‡a¨ cv_©K¨: 

 
Pvjvb/Bbf‡qwms n‡jv wewjs cÖ ‘̄‡Zi c~e© c×wZ A_v©r wej ˆZixi c~‡e© Pvjvb/Bbf‡qm ˆZix Kiv nq | 

Pvjvb/Bbf‡q‡mi wfwË‡Z (Pvjvb/Bbf‡qm Abyhvqx `ª‡e¨i ev †mev cÖvwßi `wjj) wej ˆZix Kiv n‡q _v‡K |     

 
†µZv/†mev MÖnbKvix †h ‡Kvb `ªe¨ ev †mevi Rb¨ GKwU wej ˆZix Kiv nq Avi Pvjvb/Bbf‡qm ˆZix nq hLb †Kvb 

Õ`„k¨gvb `ªe¨Õ †µZv‡K wkc‡g›U ev Ab¨ fv‡e/c×wZ‡Z mieivn K‡i _v‡K †hgb ‡÷Bkvb&wi ev †Kv`vj wKš‘ 

cÖwk¶‡bi †mev bq |    

fvDPv‡ii m~Î: fvDPvi Ggb GKwU dig hv Avf¨š—ixb wbqš¿‡bi c×wZ ‡hLv‡b cÖ‡qvRbxq Z_¨vw` m¤^‡Ü Ges 

GKvDw›Us †jb‡`‡bi Aby‡gv`b m¤^‡Ü D‡j­ L Kiv nq | myZivs fvDPvi n‡jv ms ’̄vi Rvb©vj ev Rv‡e`v ev Avw_©K 

wi‡cvU© Kivi mn‡hvwM `wjjvw` |  

 
fvDPv‡ii †kªbx wefvM: 

 

1. ‡µwWU fvDPvi ev K¨vk wiwmc fvDPvi 

 

2. ‡WweU fvDPvi ev K¨vk wWmevm‡g›U fvDPvi 

 

3. Rvb©vj fvDPvi ev mgš^q fvDPvi 

 
1. ‡µwWU fvDPvi ev K¨vk wiwmc fvDPvi:   

 

‡µwWU fvDPvi ev K¨vk wiwmc fvDPvi (Form: A), cÖwZwU e¨vsK wnmv‡e cÖwZwU Rgvwk­ ‡ci gva¨‡g ms ’̄vi 

Znwe‡j †h A_© Rgv †`Iqv nq Zvi wfwË‡Z G fvDPvi ˆZix nq | mKj cÖvwß †hgb bM` A_©, †PK, wWgvÛ Wªvd&U, 

e¨vsK UªvÝdvi, my` Ges Ab¨vb¨ Rgv GB ‡µwWU fvDPv‡i †iKW© Ki‡Z n‡e (wmwf/wmAviwf) | 

 
2. ‡WweU fvDPvi ev K¨vk wWmevm‡g›U fvDPvi:  

 

‡WweU fvDPvi ev K¨vk wWmevm‡g›U fvDPvi (Form: B), cÖwZwU e¨vsK wnmve ‡_‡K cÖwZwU †P‡Ki gva¨‡g ms ’̄vi 

Znwej n‡Z †h A_© D‡Ëvjb Kiv nq Zvi wfwË‡Z G fvDPvi ˆZix nq | mKj D‡Ëvjb †hgb bM` A_©, †fÛvi‡K 

BmyK…Z †PK/wWgvÛ Wªvd&U/e¨vsK UªvÝdvi, e¨vsK PvR© Ges Ab¨vb¨ D‡Ëvjb mKj wej I Ab¨vb¨ `wjjvw`‡Z GKvDw›Us 

Gw›Uª Ges Aby‡gvw`Z e¨w³i Aby‡gv`‡bi ci GB ‡WweU fvDPv‡i †iKW© Ki‡Z n‡e (wWwf/wmwWwf) |  



Avievb Avw_©K e¨e ’̄vcbv Ges Acv‡ikbvj MvBWjvBb 

cÖ¯‘ZKib: Rvbyqvix 2010 

 - 12 - 

 

3. Rvb©vj fvDPvi ev mgš^q fvDPvi: 

 

Rvb©vj fvDPvi ev mgš^q fvDPvi (Form: C), cÖK…Z ev g~j ewn‡Z †Kvb wnmv‡e ev GKvDw›Us Gw›Uª‡Z mgš^‡qi 

cÖ‡qvRb n‡j Ges AwMÖg A_© mgš^‡qi mgq G fvDPvi ˆZix Ki‡Z nq | mvavibZ: wbgœwjwLZ cÖ‡qvR‡b G fvDPvi 

Kiv `iKvi | 

 
K. AwMÖg A_© mgš^‡qi mgq †h mg¯— GKvDw›Us Gw›Uªi `iKvi nq | 

 
L. GKvDw›Us mgq ev Avw_©K wnmv‡ei †k‡l †h LiP/e¨q nBqv‡Q ev †mev cvIqv wMqv‡Q wKš‘ cwi‡kva Kiv nqwb 

†mBme LiP/e¨q¸wj wnmv‡e Avb‡Z n‡j †h mg¯— GKvDw›Us Gw›Uªi `iKvi nq | 

 

M. c~‡e© gv‡m ev eZ©gvb gv‡m †WweU ev †µwWU fvDPv‡i †Kvb GKvDw›Us Gw›Uª‡Z †Kvb cÖKvi fyj n‡j Zvnv wVK Kivi 

Rb¨ †h mg¯— GKvDw›Us Gw›Uªi `iKvi nq | 

 

 

 

 

 

VI.  PvUm& Ae GKvD›Um ev wnmv‡ei Z_¨ÁvcK (COA): 

 

1. GKvD›Um& †Kv‡Wi m~Î: `wjjvw`i avivevwnKZv, wnmve ˆZix Ges Avw_©K wi‡cvU© ev Avw_©Z weeib cÖ ‘̄wZKi‡bi 

Rb¨ Bnv GKwU ¸i“Z¡c~b© hvnv m¤ú`, `vq, Avq Ges e¨q wnmv‡ei Z_¨ ÁvcK ev Lv‡Zi weeibx wnmve Ges ev‡R‡Ui 

GKB †KvW e¨envi n‡e A_v©r Dfq ‡¶‡Î ‡hb GKB A_© enb K‡i | GB‡¶‡Î mgZvi GKvD›Um& †KvW n‡e 12 

wWwR‡Ui/b¤^‡ii, hvnv wb‡gœ ewb©Z n‡jv: 

000    000   000    000 

‡cÖvMÖvg jvBb   A¨vKwUwfwU jvBb  Kó ‡m›Uvi/DBwbU  ‡Wvbvi †KvW 

 

K. ‡cÖvMÖvg jvBb (wcGj): 

     

cÖ‡Z¨KwU †cÖvMÖv‡g GKwU BDwbK b¤^i wZbwU wWwR‡Ui/b¤̂‡ii Rb¨ e¨envi Ki‡Z n‡e | mgZvi †K› ª̀xq Awdm cÖ‡Z¨K 

†cÖvMÖv‡gi b¤^i Zv‡`i Pvwn`v Abyhvqx eivÏ/wVK Kiv n‡e | 

 

100 000 000 000 : j¨vÛ ivBUm& / f~wgAwaKvi 

 

200 000 000 000 : †RÛvi  

 

300 000 000 000 : MYZš¿vqb 

 

400 000 000 000 : Drcv`b mnvqZv Kg©m~wP 

 

500 000 000 000 : j¨vÛ †bUIqvK© 



Avievb Avw_©K e¨e ’̄vcbv Ges Acv‡ikbvj MvBWjvBb 

cÖ¯‘ZKib: Rvbyqvix 2010 

 - 13 - 

 

600 000 000 000 : cwjwm GW‡fv‡Kwm 

 

700 000 000 000 : msMVb kw³kvjxKib 

 

000 000 000 000 : bZzb †cÖvMÖv‡gi Rb¨ I‡cb/†Lvjv 

 

L. A¨vKwUwfwU jvBb/KvRK‡g©i jvBb (GGj):  

 

†Wvbvi/`vZv‡`i ev‡R‡Ui cÖavb cÖavb Lv‡Zi wfwË‡Z PvUm& Ae GKvD›Um ˆZix Kiv nBqv‡Q | we¯—vwiZ KvRK‡g©i 

wfwË‡Z wKQy †¶‡Î cÖavb LvZ¸wj‡K †kªbxweb¨vm Kiv hvB‡Z cv‡i | A_v©r me ai‡bi Avw_©K ‡jb‡`b¸wj‡K GKwÎZ 

K‡i cÖwZwU cÖavb Lv‡Z †`Lv‡Z n‡e |  mgZvi †K›`ªxq Awdm GB †KvW¸wj Zv‡`i Pvwn`v Abyhvqx eivÏ Kiv n‡e | 

 

`vq mg~n:  (wmwiR 001 - 009) 

000 001 000 000 : †Wvbvi/`vZvi †KvW 

000 002 000 000 : cÖ‡`q `vq/GKvD›Um& †cB‡ej  

000 005 000 000 : KbwUªweDwUª cÖwf‡W›U dvÛ/cÖ`vbg~jK fwel¨r Znwej 

000 006 000 000 : ÷vdÕm MÖ¨vPzwqwU/ Kgx©Õi fvZv  

000 007 000 000 : KbwUªweDwUª MÖ“c exgv Znwej/ cÖ`vbg~jK `‡ji exgv Znwej 

000 008 000 000 : ÷vdÕm nvDwRs dvÛ/ Kgx©Õi evwo Kivi Znwej 

Avq mg~n:  (wmwiR 010 - 020) 

000 010 000 000 : mvwf©m PvR© †_‡K cÖvß Avq 

000 013 000 000 : ‡eZb †_‡K KZ©b   

000 014 000 000 : gUimvB‡Kj/evBmvB‡K‡ji Kó KZ©b  

000 015 000 000 : †Uªwbs †m›Uvi †_‡K cÖvß Avq  

000 016 000 000 : ‡MónvDR †_‡K cÖvß Avq 

000 017 000 000 : cÖvß Kwgkb  

 

m¤ú` mg~n:  (wmwiR 050 - 099) 

000 050 000 000 : e¨vsK wnmve 

000 052 000 000 : K¨vk wnmve   

000 053 000 000 : cvU©bvi GbwRI dvÛ/Askx`vi GbwRI Znwej  

000 055 000 000 : GKvD›Um& wiwm‡f‡ej / Av`vq†hvM¨ wej  

000 060 000 000 : wifjwfs dvÛ / N~Yv©qgvb Znwej 

000 065 000 000 : ‡cÖvMÖv‡gi Rb¨ AwMÖg  

000 066 000 000 : wd‡ìi Rb¨ AwMÖg 

000 067 000 000 : Ab¨vb¨ Kv‡Ri Rb¨ AwMÖg 

 

e¨q mg~n:  (wmwiR 100 - 999) 

000 100 000 000 : ‡eZb I myweavw` 

000 200 000 000 : g~jabRvZxq LiP   

000 300 000 000 : ivwbO LiP/Pjgvb LiP  
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000 400 000 000 : ‡gŠwejvB‡RBkb LiP/ AwaKvi jovB‡qi LiP  

000 500 000 000 : jwes GÛ GW‡fv‡Kwm LiP 

000 600 000 000 : wjM¨vj mv‡cvU© 

000 700 000 000 : wimvP©, gwbUwis Ges g~j¨vqb  

000 800 000 000 : Kgx©‡`i †Uªwbs LiP 

000 900 000 000 : MÖ“c I wmwfj †mvmvBwUi Rb¨ †Uªwbs LiP 

 

M. Kó †m›Uvi/BDwbU (wmwm): 

     

cÖ‡Z¨KwU Kó †m›Uvi/BDwb‡Ui cwiP‡qi Rb¨ GKwU BDwbK b¤^i wZbwU wWwR‡Ui/b¤^‡ii Rb¨ e¨envi Ki‡Z n‡e | 

mgZvi mKj Gwiqv Awdm, cvU©bvi GbwRI, wiRvIbj& (AvÂwjK) Awdm, wWwfkbvj (wefvMxq) Awdm Ges †K›`ªxq 

Awd‡mi Rb¨ GB b¤^i e¨envi Ki‡Z n‡e |  mgZvi †K›`ªxq Awdm cÖ‡Z¨K Awd‡mi b¤̂i Zv‡`i Pvwn`v Abyhvqx eivÏ 

Kiv n‡e | 

 

000 000 001 000 : †K› ª̀xq Awdm 

000 000 002 000 : wWwfkbvj (wefvMxq) Awdm 

000 000 010 000 : wiRvIbj& (AvÂwjK) Awdm 

000 000 030 000 : Gwiqv Awdm 

000 000 200 000 : cvU©bvi GbwRI 

 

 

N. ‡Wvbvi/`vZvi †KvW (wWwm): 

 

cªwZwU ‡Wvbvi/`vZvi cwiP‡qi Rb¨ GKwU BDwbK b¤^i wZbwU wWwR‡Ui/b¤^‡ii Rb¨ e¨envi Ki‡Z n‡e | mgZvi 

†K›`ªxq Awdm cÖ‡Z¨K cªwZwU ‡Wvbvi/`vZvi b¤^i Zv‡`i Pvwn`v Abyhvqx eivÏ Kiv n‡e | 

 
000 000 000 001 : †eªW diw` Iqvì© (weGdwUWwe­ I)  

000 000 000 002 : wWcvU‡g›U di B›Uvib¨vkbvj ‡W‡fjvc‡g›UÕ evsjv‡`k (wWGdAvBwWÕwe) 

000 000 000 003 : b‡iIwRqvb GRvbwm di ‡W‡fjvc‡g›U (bIivW) 

000 000 000 004 : myBP B›Uvib¨vkbvj ‡W‡fjvc‡g›U I_&iwU (wmWv) 

 

2. GKvD›Um& †Kv‡Wi (wmIG) cÖZ¨vwkZ djvdj: 

 
K¤úDUvivDR GKvDw›Us ‡c‡K‡Ri gva¨‡g GB mg¯— GKvD›Um& †KvW e¨envi K‡i cªwZw`b/gvm/ˆÎgvwmK/eQi 

†klv‡š— wb‡gœ ewb©Z cÖ‡qvRbxq wi‡cvU© ¸wj ‰Zix Ges cÖ‡qvRbxq Z_¨vw` Rvbv m¤¢e |    

 
K. ‡jRvi/LwZqv‡bi e¨v‡jÝ evwni Kiv ev Rvb‡Z cviv hvq | 

 
L. K¨vk ewni e¨v‡jÝ evwni Kiv ev Rvb‡Z cviv hvq | 

 

M. e¨vsK ewni e¨v‡jÝ evwni Kiv ev Rvb‡Z cviv hvq | 
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N. wdb¨vwÝqvj wi‡cvU© Ges weeibx ˆZix Kiv hvq | 

 

O. cÖwZ Ges mKj Kó †m›Uv‡ii Ges mgZv cvU©bvi GbwRI¸wji (†bU Iqv©K cvU©bvi) wdb¨vwÝqvj Ae ’̄v ˆZix Kiv 

hvq | 

 
P. KiwbK fyj, UvBwcs/†jLvi fyj, Ges fyj PvwR©s aiv ev evwni Kiv hvq | ev‡RU Õ†fwi‡qÝ GbvjvwmmÕ ev Õcv_©K¨ 

we‡k­ lbÕ wi‡cvU© ˆZix Kiv hvq ev evwni Kiv hvq |  

 

Q. g¨v‡bR‡g›U‡K mwVK cwiKíbv ‰Zix‡Z, ZworMwZ‡Z wm×vš— wb‡Z, Ges ms ’̄vi mKj ai‡bi m¤ú` e¨env‡ii 

mwVK cš’v, Kvh©Kifv‡e, Ges `¶Zvi mv‡_ mgqgZ mnvqZv K‡i | 

 

3. GKvD›Um& †Kv‡Wi (wmIG) weei‡bi eY©bv: 

 
`vq mg~n:  (wmwiR 001 - 009) 

 

cÖavb †KvW weeib eY©bv (msw¶ß fv‡e) 

001 †Wvbvi/`vZv ¯’vbxq Ges ‰e‡`wkK `vZv‡`i KvQ †_‡K Znwej cÖvwß | 

 

002 cÖ‡`q `vq/ GKvD›Um& 

†cB‡ej 

wbw ©̀ó Kó †m›Uv‡ii gva¨‡g cÖavb Kvh©µg¸wj n‡Z GB Znwe‡ji m„wó nq | 

†hgb; †eZb ’̄wMZ hv c‡i cwi‡kva Kwi‡Z n‡e, `ªe¨/†mev cvIqv‡Q wKš‘ 

GL‡bv cwi‡kva Kiv nqwb, LiP Kiv n‡q‡Q wKš‘ GL‡bv cwi‡kva Ki nqwb 

Ges `ª‡e¨i gva¨‡g mn‡hvwMZv cvBqv‡Q wKš‘ GL‡bv cwi‡kva Kiv nqwb | 

 

005 KbwUªweDwUª cÖwf‡W›U dvÛ/ 

cÖ`vbg~jK fwel¨r Znwej 

msMVb I wbw ©̀ó Kó †m›Uv‡ii wbw ©̀ó cÖK‡íi wbqwgZ Kgx©i Askx`vwi‡Z¡i 

gva¨‡g GB Znwe‡ji m„wó nq | †hgb; Kgx©i gvwmK †eZb †_‡K KZ©b Kiv 

nq wKš‘ KZ©bK…Z A_© †K›`ªxq e¨vsK †_‡K ¯’vbvš—i nq bv |  

006 ÷vdÕm MÖ¨vPzwqwU/ Kgx©Õi 

fvZv 

wbw ©̀ó Kó †m›Uv‡ii wbw`©ó cÖK‡íi wbqwgZ Kgx©i cÖ`v‡bi gva¨‡g GB 

Znwe‡ji m„wó nq | †hgb; Kgx©i gvwmK †eZb †_‡K KZ©b Kiv nq wKš‘ 

KZ©bK…Z A_© †K›`ªxq e¨vsK †_‡K ¯’vbvš—i nq bv | 

007 KbwUªweDwUª MÖ“c exgv 

Znwej/ cÖ`vbg~jK `‡ji 

exgv Znwej 

msMVb I wbw ©̀ó Kó †m›Uv‡ii wbw ©̀ó cÖK‡íi wbqwgZ Kgx©i Askx`vwi‡Z¡i 

gva¨‡g GB Znwe‡ji m„wó nq | †hgb; Kgx©i gvwmK †eZb †_‡K KZ©b Kiv 

nq wKš‘ KZ©bK…Z A_© †K›`ªxq e¨vsK †_‡K ¯’vbvš—i nq bv | 

008 ÷vdÕm nvDwRs dvÛ/ Kgx©Õi 

evwo Kivi Znwej 

wbw ©̀ó Kó †m›Uv‡ii wbw`©ó cÖK‡íi wbqwgZ Kgx©i cÖ`v‡bi gva¨‡g GB 

Znwe‡ji m„wó nq | †hgb; Kgx©i gvwmK †eZb †_‡K KZ©b Kiv nq wKš‘ 

KZ©bK…Z A_© †K›`ªxq e¨vsK †_‡K ¯’vbvš—i nq bv | 

 

Avq mg~n:  (wmwiR 010 - 020) 

 

cÖavb †KvW weeib eY©bv (msw¶ß fv‡e) 

010 mvwf©m PvR© †_‡K cÖvß Avq wbw ©̀ó Kó †m›Uv‡ii wbw`©ó cÖK‡íi wfwWwm Ges MÖ“cg‡W‡ji KvQ †_‡K 

wifjBfs dvÛ / N~Yv©qgvb Znwej n‡Z GB ai‡bi Avq nq | 

  

013 ‡eZb †_‡K KZ©b wbw ©̀ó Kó †m›Uv‡ii wbw`©ó cÖK‡íi Kgx©i Abby‡gvw`Z QywU Ges Ab¨vb¨ 

Kvi‡b GB ai‡bi Avq nq |  †hgb; Kgx©i †eZb KZ©‡bi ci KZ©bK…Z A_© 
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†K›`ªxq e¨vsK nB‡Z ¯’vbvš—i nq bv |  

014 gUimvB‡Kj/evBmvB‡K‡ji 

Kó KZ©b 

wbw ©̀ó Kó †m›Uv‡ii wbw`©ó cÖK‡íi Kgx©i Kv‡Q wKw¯—‡Z gUimvB‡Kj/ 

evBmvB‡K‡ji weµq Kiv nq Zv cÖwZ gv‡m Av`v‡qi gva¨‡g GB ai‡bi Avq 

nq |†hgb; wbw ©̀ó A_© Kgx©i gvwmK †eZb †_‡K KZ©b Kiv nq wKš‘ KZ©bK…Z 

A_© †K›`ªxq e¨vsK †_‡K ¯’vbvš—i nq bv |  

015 †Uªwbs †m›Uvi †_‡K cÖvß 

Avq 

Lvevi, _vKv, Ges Ab¨vb¨ cÖ`vbK…Z (ms¯’vi AvmevecÎ, nvwicvwZj, 

_vjv‡c­ U, IGBPwc/¯­ vBW cÖ‡R±i I cÖwk¶bvwÎ‡`i‡K Ab¨vb¨ 

mvwf©‡mi) my‡hvM myweav e¨envi ev ‡fvM Kivi wewbg‡q Kgx©i KvQ nB‡Z †h 

A_© cvIqv hvq Zvi gva¨‡g GB Znwe‡ji m„wó nq | †hgb; eZ©gv‡b we`¨gvb 

my‡hvM myweav e¨envi ev ‡fvM Kivi Rb¨ wbw`©ó †Uªwbs nB‡Z †h A_© cvIqv 

hvq |  

016 ‡MónvDR †_‡K cÖvß Avq †MónvD‡R _vKvLvIqv Ges Ab¨vb¨ cÖ`vbK…Z my‡hvM myweav e¨envi ev ‡fvM 

Kivi wewbg‡q †h A_© evwn‡ii Kgx© ev e¨w³i KvQ nB‡Z ‡h A_© cvIqv hvq 

Zvi gva¨‡g GB Znwe‡ji m„wó nq | †hgb; _vKvLvIqv Ges Ab¨vb¨ cÖ`vbK…Z 

my‡hvM myweav cÖ`v‡bi Rb¨ evwni nB‡Z †h A_© cvIqv hvq | 

017 cÖvß Kwgkb  

 

m¤ú` mg~n:  (wmwiR 050 - 099) 

 

cÖavb †KvW mve-‡KvW weeib eY©bv (msw¶ß fv‡e) 

050 001 e¨vsK wnmve †Wvbvi/`vZv‡`i Aby`v‡bi A_© e¨vs‡Ki gva¨‡g cvIqvi ci mgZvi 

†K›`ªxq e¨vs‡K Rgv nq | 

050 002 e¨vsK wnmve †K›`ªxq e¨vsK †_‡K cvVv‡bv A_© Ges Ab¨vb¨ LvZ †_‡K cÖvß A_© 

wWwfkbvj/wefvMxq Awd‡mi e¨vs‡K Rgv nq | 

050 010 e¨vsK wnmve †K›`ªxq e¨vsK †_‡K cvVv‡bv A_© Ges Ab¨vb¨ LvZ †_‡K cÖvß A_© 

wiRvIbvj (AvÂwjK) Awd‡mi e¨vs‡K Rgv nq | 

050 030 e¨vsK wnmve †K›`ªxq e¨vsK †_‡K cvVv‡bv A_© Ges Ab¨vb¨ LvZ †_‡K cÖvß A_© 

Gwiqv Awd‡mi e¨vs‡K Rgv nq | 

050 200 e¨vsK wnmve †K›`ªxq e¨vsK †_‡K cvVv‡bv A_© Ges Ab¨vb¨ LvZ †_‡K cÖvß A_© 

cvU©bvi GbwRI Awd‡mi e¨vs‡K Rgv nq | 

052 001 K¨vk wnmve KZ…©c‡¶i Aby‡gvw`Z Awd‡mi Pvwn`v Abymv‡i †K›`ªxq Awd‡mi 

K¨v‡ki cwigvb wb×v©ib Kiv n‡e | 

052 002 K¨vk wnmve KZ…©c‡¶i Aby‡gvw`Z Awd‡mi Pvwn`v Abymv‡i wWwfkbvj/wefvMxq 

Awd‡mi K¨v‡ki cwigvb wb×v©ib Kiv n‡e | 

052 010 K¨vk wnmve KZ…©c‡¶i Aby‡gvw`Z Awd‡mi Pvwn`v Abymv‡i wiRvIbvj 

(AvÂwjK) Awd‡mi K¨v‡ki cwigvb wb×v©ib Kiv n‡e | 

052 030 K¨vk wnmve KZ…©c‡¶i Aby‡gvw`Z Awd‡mi Pvwn`v Gwiqv Awd‡mi K¨v‡ki 

cwigvb wb×v©ib Kiv n‡e | 

052 200 K¨vk wnmve KZ…©c‡¶i Aby‡gvw`Z Awd‡mi Pvwn`v Abymv‡i cvU©bvi GbwRI 

Awd‡mi K¨v‡ki cwigvb wb×v©ib Kiv n‡e | 

053  cvU©bvi GbwRI dvÛ/ 

Askx`vi GbwRI 

Znwej 

`vZv‡Mvwó/†Wvbvi ms¯’vmg~n | 

055  GKvD›Um& wiwm‡f‡ej / 

Av`vq†hvM¨ wej 

wbw ©̀ó Kó †m›Uv‡ii cÖavb Kvh©µg¸wj gva¨‡g GB Znwe‡ji m„wó nq 

| †hgb; †eZb I myweavw`, g~jabRvZxq LiP, ivwbO LiP/Pjgvb 
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LiP, ‡gŠwejvB‡RBkb LiP/ AwaKvi jovB‡qi LiP, jwes GÛ 

GW‡fv‡Kwm LiP, wjM¨vj mvdU©, wimvP©, gwbUwis Ges g~j¨vqb, 

Kgx©‡`i †Uªwbs LiP, MÖ“c I wmwfj †mvmvBwUi Rb¨ †Uªwbs LiP, 

BZ¨vw` | 

060  wifjwfs dvÛ / 

N~Yv©qgvb Znwej 

wbw ©̀ó Gwiqvq Ges wbw`©ó mg‡qi Rb¨ †Kvb cvBjU cÖKí ev¯—

evq‡bi Rb¨ GB dvÛ ev Znwe‡ji e¨e¯’v Kiv | †hgb wfwWwmi 

wfwË‡Z Avw_©K mvwf©m g‡Wj Ges ‡mwfs/mÂq g‡W‡ji MÖ“c 

e¨e ’̄vcbv | 

065  ‡cÖvMÖv‡gi Rb¨ AwMÖg wbw ©̀ó †cÖvMÖv‡gi Kvh©µg m¤úbœ Kivi Rb¨ ms¯’vi Aby‡gvw`Z Kgx©‡K 

†h A_© AwMÖgfv‡e cÖ`vb Kiv nq | GB ai‡bi AwMÖg A_© ms¯’vi 

Aby‡gvw`Z wbqg Abymv‡i mgš^q Ki‡Z n‡e | 

066  wd‡ìi Rb¨ AwMÖg wd‡ìi Kvh©µg m¤úbœ Kivi Rb¨ ms¯’vi Aby‡gvw`Z Kgx©‡K †h A_© 

AwMÖgfv‡e cÖ`vb Kiv nq | GB ai‡bi AwMÖg A_© ms¯’vi Aby‡gvw`Z 

wbqg Abymv‡i mgš^q Ki‡Z n‡e | 

067  Ab¨vb¨ Kv‡Ri Rb¨ 

AwMÖg 

wd‡ìi Kvh©µg m¤úbœ Kivi Rb¨ ms¯’vi Aby‡gvw`Z Kgx©‡K Qvov 

Ab¨ †h Kgx© ev e¨w³‡K †h A_© AwMÖgfv‡e cÖ`vb Kiv nq |  

 

e¨q mg~n:  (wmwiR 100 - 999) 

 

cÖavb †KvW mve-‡KvW weeib eY©bv (msw¶ß fv‡e) 

100  ‡eZb I myweavw` Kgx©‡`i‡K (wbqwgZ I Pzw³wfwËK) Ges AY¨vb¨ †mev cÖ`vbKvixMb 

†K †eZb I Ab¨vb¨ myweavw` cÖ`vb Kiv LiP| 

 101 Kgx©‡`i †eZb I RwoZ 

gvwmK †eZ‡bi 

m¤úwK©Z LiP 

Kgx©i gvwmK I LÛKvjxb †eZb, IfviUvBg cwi‡kva, wmwU (kni) fvZv, 

SzuwKfvZv, cviwW‡qg fvZv Ges Avc¨vqb fvZv | 

 102 Drme fvZv `yBwU Drm‡ei c~‡e© `yBwU †ewmK †eZb | 

 103 cÖwf‡W›U dvÛ wbqwgZ Kgx©i Rb¨ ms ’̄vi KbwUªweDk‡bi cÖwf‡W›U dvÛ Gi Ask | 

 104 mb¥vwb fvZv ev 

Abv‡iAwiAvg LiP  

Bwm m`m¨‡`i, AMÖbx `j †bZvMb, I‡gb GKkb KwgwUi m`m¨Mb, 

Kvh©Kwi wk¶v, †¯̂”Qv‡meKMb, gvV mnKvix, Dc‡`óve„›`, †h mg¯— AMÖbx 

`j †bZvMb msMV‡bi Rb¨ KvR K‡i Aemi wb‡q‡Qb Zv‡`i RY¨ fvZv | 

(GKwÎZ/†_vK A_©) |  

 105 civgk©K‡`i fvZv we‡kl mvwf©‡mi/†mevi Rb¨ we‡klÁ ev `¶ e¨w³‡`i‡K fvZv cÖ`vb Kiv 

| (GKwÎZ/†_vK A_©) | 

 106 cvU©bvi GbwRI 

Kgx©‡`i †eZb 

wbw`ó As‡Ki A_© (GK‡Î)  j¨vÛ †bUIqvK© cvU©bvi GbwRI Kgx©‡`i 

gvwmK †eZb cÖ`vb Kiv | 

 107 ‡evbvm ‡h mg¯— Kgx©Mb DËg/Amvavib KvR K‡i‡Qb ms ’̄v Zv‡`i Rb¨ ‡evbvm 

cÖ`vb Kiv |  

200  g~jabRvZxq LiP ms¯’vi cÖKí¸wji ev¯—evq‡bi Rb¨ jwRw÷Km& mv‡cvU© Ges 

cÖvwZôvwbK mv‡cvU© cÖ`vb Kivi LiP |  

 201 mKj ai‡bi hvbevnb 

µ‡qi LiP  

 †h mg¯— Kgx©e„›`Mb gv‡V (mgZvi MÖ“c, gvVKgx©‡`i Ges wmwbqi Kgx©i 

Kv‡Ri Z`viwKi Kiv) mivmwi KvR K‡ib Zv‡`i Rb¨ evB‡mKj, 

gUimvB‡Kj,  Ges Pvi PvKvi hvbevnb µq Kiv | 

 202 AvmevecÎ, mvgMÖx Ges 

hš¿cvwZi LiP 

‡Uwej, †Pqvi, dvBj †Kwe‡bU, ÷xj/Kv‡Vi Avjwgiv, ÷xj/Kv‡Vi 

_vK/†iK, wmwjs d¨vb, Iqvj d¨vb, †mvcv‡mU, †Mvj‡Uwej, †nj‡gU, 

Kw¤úDUi (mnvqK e ‘̄ mn), wcÖ›Uvi, AviwU‡gU cvIqvi mvc­ vB 

(BDwcGm), ‡¯‹bvi, d‡UvKwcqvi, Gqvi KbwWkbvi, gvjwUwgwWqv, 
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¯­ vBW cÖ‡R±i, Ifvi‡nW cÖ‡R±i, K¨v‡giv, wgDwRK¨vj hš¿cvwZ, 

†Uwjwfkb, wfwRqvj/AwWI K¨v‡mU †c­ qvi (mnvqK e ‘̄ mn), †gvevBj 

†mU, †Uwj‡dvb †mU, wcGweG·, B›UviKg, d¨v· †gwmb, wi‡d«‡RUvi, 

jvB‡eªixi eyK, K¨v‡ej †bUIqvK©, †µvivwiR I Kv‡UjvwiR, ivbœvi 

wRwblcÎ Ges Kw¤úDUi md&UIqvi cÖ ‘̄Z Kib |      

 203 j¨vÛ ev f~wg I Dbœqb 

Kv‡Ri RwoZ LiP 

‡Uªwbs †m›Uv‡ii Rb¨ j¨vÛ/fywg µq, fywg DPzi KvR Ges Dbœq‡bi Rb¨ 

RwoZ LiP | 

 204 `vjvb ˆZix I ‰Zix 

Kv‡Ri RwoZ LiP 

ms ’̄vi Kgx© Ges myweav‡fvMx‡`i e¨envi Kivi Rb¨ hveZxq evDÛvwi 

Iqvj, cvKv/‡mwgcvKv B‡Ui `vjvb, ‡mwgcvKv `vjv‡bi Rb¨ Wej ev‡kui 

†eov ˆZixKi‡bi LiP mg~n | 

 205 wifjwfs dvÛ / 

N~Yv©qgvb Znwej cÖ`vb 

wewfbœ g‡W‡ji cÖK‡íi Rb¨ ¯̂í‡gqvw` Fb †`Iqv | 

300  ivwbO LiP/Pjgvb 

LiP 

ms¯’vi †cÖvMÖv‡gi Kvh©µg¸wj m¤úbœ Kivi Rb¨ cÖ‡qvRbxq  mv‡cvU© 

cÖ`vb Kiv LiP| 

 301 hvbevn‡bi dz‡qj, 

†givgZ Ges 

i¶bv‡e¶‡bi LiP 

gUimvB‡Kj Ges Pvi PvKvi hvbevnb PjvPj Kivi Rb¨ dz‡qj, I‡qj, 

hvbevn‡bi Rb¨ exgv, †iwR‡÷kb, wdUb¨vm, †ivW cviwgU, Ki/UzjPvR©, 

†givgZ Ges i¶bv‡e¶‡bi LiP |  

 302 Uªv‡fj Ges cviwW‡qg/ 

ågb I _vKvLvIqv 

Ab¨vb¨ LiP 

ågb LiP, hvZvqvZ LiP, ågb fvZv Ges cviwW‡qg (wdì åg‡bi mgq 

cvewjK UvªÝ‡cvU© fvov, _vKvLvIqvi LiP) Ges RwoZ Ab¨vb¨ LiP|  

           303 Kgx©‡`i Rb¨ 

my‡hvMmyweavw`i LiP 

ms ’̄vi wewk©ó Kgx©i Rb¨ ‡iBb‡KvU, QvZv, wdìe¨vM, BDwbdig/†Wªm, 

RyZv Ges Ab¨vb¨ cÖ‡qvRbxq wRwblcÎ µq |   

 304 wcÖw›Us LiP ‡cÖmwcÖw›Us welq, WvBwi, evrmwiK †K‡jÛvi, evrmwiK c­ vbvi, 

d‡UvKwc PvR©, Kw¤úDUv‡ii KvMR, wcÖw›Us Ges wimvP© dvBwÛsm cÖPvi 

Kiv, Ges RwoZ Ab¨vb¨ LiP |     

 305 ‡÷Bkbvwi I 

mvc­ vBi Rb¨ LiP 

wWmK¨vU, wieb, KvMR, †iwRóvi, LwZqvb, †÷cjvi, 

†¯‹PU¨vc,K¨vjKz‡jUvi, Kjg, †cbwmj, gviKvi,ivevi, G‡iRvi, 

†ccviI‡qU, cvÝ‡gwkb, Wv÷vi, Ges RwoZ Ab¨vb¨ LiP |  

 306 weÁvc‡bi Rb¨ LiP ‡cÖvMÖv‡gwUK Ges wb‡qvM Gi m¤úwK©Z Lei ’̄vbxq, RvZxq wgwWqv, weÁvcb 

Gi mv‡_ RwoZ LiP | 

 307 ‡hvMv‡hv‡Mi LiP ‡Uwj‡dvb, ‡gvevBj, d¨v·, B-‡gBj, Kzwiqvi Ges WvK LiP | 

 308 msev`c‡Îi LiP Z‡_¨i Rb¨ ˆ`wbK, mvßvwnK, gvwmK, ˆÎgvwmK Ges evrmwiK wbDR 

‡ccvi µq | 

 309 evwo ev feb fvov Awdm, †Mv`vg Ges AvevwmK N‡ii fvov cÖ`vb | 

 310 we` ÿr wej Awdm, †Mv`vg Ges AvevwmK N‡i we`y¨r e¨envi Kivi Rb¨ we`y¨r wej 

cÖ`vb| 

 311 Awdm i¶bv‡e¶b I 

†givgZ LiP 

Awdm, †Mv`vg, AvevwmK Ges ivbœvN‡ii, we ỳ¨r jvBb, AvmevecÎ, mvgMÖx 

Ges hš¿cvwZi mKj †givgZ I i¶bv‡e¶‡bi LiP | 

 312 Avc¨vqb LiP wfwRUi, AwZw_, `vZv, miKvix I GbwRIi wfwRU‡ii Rb¨ LiP | 

 

 313 wdj¥/wdj&g I wfwWI 

K¨v‡m‡Ui LiP 

ms ’̄vi Kvh©µ‡gi wfwRIqvj `wjjvw`i ‰Zix Kivi wRwbmcÎ | 

 314 e¨vsK PvR© e¨vs‡Ki mvwf©m PvR© cÖ`vb | 

 

 315 Puv`v cÖ`vb/A_©`vb  ‡ckvRxex‡K A_©cÖ`vb, mvgvwRK Kvh©K‡g Pvu`v cÖ`vb, cÖwZôvb‡K A_©`vb 

Ges e¨w³i wPwKrmv Kivi LiP cÖ`vb|  
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 316 wfwjR wW‡fjvcg›U 

KwgwU I MÖ“c 

g¨v‡bRg¨v‡›Ui LiP 

wfwjR wW‡fjvcg›U KwgwU (wfwWwm) wfwË‡Z Avw_©K mnvqZv Ges MÖ“c 

g¨v‡bRg¨v›U (wRGg) Gi mÂ‡qi Rb¨ A_© cÖ`vb | 

400  ‡gŠwejvB‡RBkb 

LiP/AwaKvi 

jovB‡qi LiP 

ms¯’vi †cÖvMÖv‡gi Kvh©µg¸wj cÖKí Gwiqvq ev¯—evq‡bi Rb¨ 

cÖ‡qvRbxq mv‡cvU© cÖ`vb Kivi LiP | 

 401 mv‡f©/Rwic Kivi Ges 

Z_¨ msMÖ‡ni LiP 

LvmRwg ev j¨v‡Ûi Rwic Kiv Ges Z_¨vw` msMÖn Kiv Ges RwoZ Ab¨vb¨ 

LiP | 

 402 Kgx© I `ªe¨/†mev 

cÖ`vbKvixi mv‡_ 

wgwUs/mfvi LiP 

Gwiqv †W‡fjvc‡g›U KwgwUi (GwWwm) mfv, AMÖbx`j †bZv‡`i mfv, 

GjvKvwfwËK mfv, GbwRI †bZv‡`i mv‡_ mgš̂q mfv, ¯’vbxq wbev©wPZ 

m`m¨‡`i (GjBwe) Ges †fvUv‡`i mv‡_ msjv‡ci ˆeVK, ’̄vbxq wbev©wPZ 

m`m¨‡`i/`j‡bZv‡`i/gvbemgv‡Ri, wbev©nx KwgwU mfv, BDwbqb 

cwil‡`i bvixm`m¨‡`i mfv, f~wg mgš^q KwgwUi mfv, g¨v‡bR‡g›U wgwUs, 

Kgx©i wgwUs, Kgx©i Kg©kvjv, Kgx©i mgš^‡qi mfv, Kgx©i cÖwZdjb mfv, 

BDwbqb/MÖvg Dbœqb KwgwUi mfv, I‡gb GKkb KwgwUi mfv, GwWwm Ges 

BDwWwm †hŠ_ mfv, g¨vm ‡jv‡Ki mv‡_ BDwbqb cwil` ev‡RU †kqvwis 

mfv, BDwc cÖv_x©‡`i cwiwPwZ/cÖPvibv mfv, BDwc m`m¨‡`i Ges 

BDwWwmi mv‡_ †hŠ_ mfv, mvsevw`K‡`i mv‡_ †kqvwis mfv, Rbmgv‡Ri 

mv‡_ ‡kqvwis mfv, Aviwcwm mfv, Bmy †eBR&W mfv, Avw_©K e¨e ’̄vcbv 

mgš^q mfv, wcwRK¨vj Uvi‡MU we‡k­ lY mfv, m¤ú` hvPvB‡qi mfv, 

miKvix I ’̄vbxq wbev©wPZ m`m¨‡`i/†RvUfy³‡`i mv‡_ †kqvwis wgwUs, 

MÖ“c m`m¨‡`i Rb¨ AwaKvi, bvix AwaKvi Ges mgZvi fywg Av‡›`vi‡bi 

Dci ¯úó avibv wb‡q Av‡jvPbv Kiv, wW‡eBU (AvbyôvwbK Av‡jvPbv), 

wmGm Ges Ab¨vb¨‡`i mv‡_ ỳbx©wZ wb‡q †kqvi Kiv, †Mvj‡Uwej wgwUs, 

hvPvB wgwUs, RvZxq chv©‡qi miKvix I ’̄vbxq Kg©KZ©v‡`i mv‡_ wgwUs, 

wimvP© dvBwÛsm wgwUs, ewn©wbix¶K‡`i/g~j¨vqbKvixi mv‡_ wgwUs Ges 

Ab¨vb¨ msMV‡bi mv‡_ AwfÁZv wb‡q †kqvwis | 

     

 403 IqvK©kc(Kg©kvjv), 

†mwgbvi Ges m‡¤§j‡bi 

LiP 

mvsevw`K‡`i mv‡_ IqvK©kc(Kg©kvjv), ¯ú‡U cwiwPZ nIqv, ¸bMZ 

wb‡`©kK web¨¯— Ki‡bi Rb¨ IqvK©kc(Kg©kvjv), Pjgvb gwbUwis 

c×wZmg~n hvPvB‡qi Kg©kvjv, ’̄vbxq wbev©wPZ m`m¨‡`i (GjBwe) Rb¨ 

cwiKíbv Kg©kvjv, AvÂwjK Kg©kvjv, g~j/†Kvi cÖwk¶K‡`i wbev©wPZ 

Kiv, GgAvBGm (g¨v‡bR‡g›U Bbdi‡gkb wmóg) ˆZixKi‡bi Kg©kvjv, 

g~j/†Kvi gwbUwisUxg MV‡bi Kg©kvjv, †cÖvMÖvg ev¯—evq‡bi Ges 

Dbœqbkxj bxwZ wb×v©i‡bi Kg©kvjv,   bvMwiK mgvR I ’̄vbxq msMV‡bi 

mv‡_ Kg©kvjv, bvMwiK mgvR/GbwRI †bZvMb/ ’̄vbxq msMVb/mvsevw`K 

Ges wimvP©KvixM‡bi mv‡_ Kg©kvjv, ‡cÖvMÖvg cwiKíbv I wi‡cv©wUs Gi Rb¨ 

Kg©kvjv, ¸bMZ wb‡`©kK web¨¯— Ki‡bi Rb¨ I j¶ (Uv©‡MU) Abymv‡i 

fywg e›U‡bi hvPvB‡qi IqvK©kc, Pjgvb gwbUwis c×wZmg~n hvPvB‡qi 

Ges Lvmj¨vÛ cvIqvi we‡kl †KŠkj Dbœq‡bi Kg©kvjv, bZzb †KŠkj Ges 

Pjgvb †cÖvMÖv‡gi bxwZmg~n hvPvB‡qi Kg©kvjv,  GW‡fv‡Kwm †KŠkj 

(gwbUwis) DbœwZi Kg©kvjv, †cÖmKbdvivÝ, I‡gb GKkb KwgwUi 

KbdvivÝi, bvMwiK mgvR/GbwRI †bZvMb/ ’̄vbxq msMVb/mvsevw`K Ges 

wimvP©KvixM‡bi mv‡_ †mwgbvi Ges †hŠ_fv‡e †mwgbvi, Kg©kvjv Ges 

g~j‡cÖvMÖvg msMwVZ Kiv | 

 

 404 cÖKvwkZKib ågb ev 

B·‡cvRvi wfwRU Gi 

LiP 

avibv wewbg‡qi Rb¨ ågb, BD‡bv (Dc‡Rjvi wbev©nx Awdmvi) + 

Gwmj¨vÛ, bvix†dvivg, †Pqvig¨vb, cvU©bvi GbwRI, Ges `jxq m`m¨‡`b 

mv‡_ cÖKvwkZKib ågb ev B·‡cvRvi wfwRU | 
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 405 mvs¯‹…wZK I GKwÎZ 

RbM‡bi ev KvjPvi I 

g¨vm Kvh©µ‡gi Rb¨ 

LiP 

cvewjK bvUK, ‡jvKMxwZ, g¨vmi¨vwj, g¨vmM¨v`vwis, RbMb‡K m‡PZb 

Kivi Rb¨ `ªe¨mvgMÖx ‰ZixKib, AvÂwjK g¨vmi¨vwj, wWW‡nvìvi 

M¨v`vwis, Bmy‡eBR&W g¨vmi¨vwj, `ybx©wZ I †Kv‡bv `j/†Mvôx bxwZi Dci 

†g‡gv‡iÛvg (¯§viKwjwc) ˆZixKib I Rgv`vb |   

 406 `wjjvw`, cÖKvkbv Ges 

wk¶vi Rb¨ LiP 

cÖvgvY¨wPÎ ev wdj¥/wdj&g ˆZixKib, Kvh©Kwi wk¶v †m›Uv‡ii Acv‡ikbvj 

Kó, cy•Lvbycy•L/mv`¨š—fv‡e wi‡cv©wUs G mnKvwiZv Kiv, Kvh©Kwi wk¶vi 

wRwbmcÎ, wimvP© ch©‡e¶‡Yi Dci Rvbv©j/msev` cÖKvk Kiv, Le‡ii 

KvMR cÖKvk Kiv, b¨vkbvj/RvZxq mvsevw`K‡`i I ’̄vbxq msMV‡bi 

‡bZv‡`i Rb¨ ÷vwWågb,I‡qf‡cBR MVb, wimvP© ch©‡e¶‡Yi Dci cÖKvk 

Kiv, Bmy‡eBR Kg©kvjvi Dci `jxqm`m¨‡`i Rb¨ wbDR‡jUvi cÖKvk Kiv 

| 

    

 407 ch©‡e¶Y w`‡bi ev 

AeRv©‡fBkb ‡Wn&R 

cvj‡bi LiP 

RvZxq I Avš—©RvwZK Drme w`b¸wj Ges f~wg AwaKvi w`em cvjb Kiv | 

 408 ‡gŠwejvB‡RB†bi mv‡_ 

RwoZ Kv‡Ri  Ab¨vb¨ 

LiP 

I‡gb GKkb KwgwU (We­ DGwm) ˆZixKib, cÖavb cÖavb GbwRI‡`i‡K 

DrmvwnZ fvZv, Avš—©RvwZK †bUIqvw©Ks, GW‡ev‡Kwmi wRwbmcÎ, Ges 

mvgvwRK mv‡cvU© (mn‡qvwMZv) Kiv | 

    

500  jwes GÛ GW‡fv‡Kwm 

LiP 

wewfbœ miKvix, GbwRI Ges BDwbqb cwil` ch©v‡q mKj KZ…©c‡¶i 

mv‡_ wjAvRb †gBb‡UBb ev ms‡hvM ivLv Ges jwes GÛ GW‡fv‡Kwm 

cÖ`vb Kivi LiP |  

 501 ‡gBb‡UBb wjAvRb ev 

ms‡hvM i¶bv‡e¶‡bi 

LiP 

Dbœq‡bi GKRb Askx`vi wnmv‡e Dbœqb Kv‡R mKj †kªbxi miKvix 

I GbwRI Kg©KZv©‡`i mv‡_ m¤ú©K m„wó Kiv Ges ms‡hvM i¶v Kiv 

| 

 502 jwRw÷Km& mv‡cvU© ev 

e¨w³ I ª̀e¨ mieiv‡n 

mnvqZvi LiP 

BDwbqb cwil` I Ab¨vb¨ cÖwZôvb‡K cÖ‡qvRbxq jwRw÷Km& mv‡cvU© 

ev e¨w³ I `ªe¨ mieiv‡n mnvqZv Kiv | 

600  wjM¨vj mv‡cvU© mKj ai‡bi wjM¨vj mv‡cvU© (AvBbvbyM mn‡hvwMZv) cÖ`vb Kivi 

LiP | 

 601 wjR GMÖxÖ‡g›U ev BRviv 

/e›`e¯—Zvi Pzw³i 

LiP 

GKeQi Ges ’̄vqxfv‡e LvmRwg/Rjvkq ev¯—‡e `L‡j Avbvi cÖ‡m&m ev 

cÖwµqvi LiP |  

 

 602 wjM¨vj GBW mv‡cvU© ev 

AvBb msµvš— Avw_©K 

mnvqZvi LiP 

bvix wbh©vZb, j¨vÛ, MYZš¿vqb I Ab¨vb¨ AwaKvi Av`v‡qi Rb¨ wjM¨vj 

GBW mv‡cvU© ev AvBb msµvš— Avw_©K mnvqZvi |   

 603 ‡KB‡Pi/gvgjv ev 

gKÏgvi Rb¨ LiP 

cÖKvk¨ cÖwZ‡iva †KBP, wgm& †KBP, GKZidv wWwMÖ †KBP Ges kvwjm |  

 604 Lvmj¨vÛ cybi“×vi 

Kvh©µ‡gi LiP 

wW.wm.Avi., d‡UvKwc, ev¯—e Ae ’̄vi Z_¨ msMÖn, ’̄vbxq †hvMv‡hvM e¨e ’̄v 

Kvh©Ki Kiv, miKvix Rwic-Avwgb Øviv gvcv Ges RwoZ Ab¨vb¨ LiP | 

 

 605 wmGm, GmG, Ges 

AviGm †iKW© Ges 

hvPvB‡qi LiP 

‡iKW©mg~n hvPvB‡qi mKj cÖKv‡ii mn‡hvwMZvi Rb¨ LiP Kiv |  

700  wimvP©, gwbUwis Ges 

g~j¨vqb 

wimvP©, gwbUwis Ges g~j¨vqb Gi mv‡_ RwoZ mKj LiP | 
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 701 WvUv e¨vsK/Z_¨ msMÖn 

Ges wimv‡P©i LiP 

fywg AwaKvi, †RÛvi Ges MYZš¿vqb Dci PvIqv gvÎ cÖ‡qvRb Abymv‡i 

Z_¨ Rvbv I wimvP© Kivi Rb¨ Z‡_¨i msMÖn cÖwµqv m„wó Kiv |   

 702 ewn© g~j¨vq‡bi LiP wbw`©ó mgq c‡i ewn©g~j¨vqbKvixi gva¨‡g ms ’̄vi Kvh©µg¸wj hvPvB K‡i 

†`Lv | 

 703 ewn© wbix¶v LiP A_©eQi ev Avw_©K ermi †k‡l ms ’̄vi Avw_©K, cÖkvmwbK, gvbem¤ú`, 

gvjvgvj, m¤ú`, hvbevnb Gi Kvh©µg¸wj ewn©wbix¶v cÖwZóv‡bi Øviv 

wbix¶v Kiv | RwoZ mKj ewn© wbix¶vi LiP GB Lv‡Z PvR© Kiv |  

 704 Avf¨š—ixb gwbUwis 

Ges g~j¨vq‡bi LiP 

‡Kvb wbw`©ó †cÖvMÖvg ev mKj †cÖvMÖv‡gi wbqwgZ Kvh©µg¸wj i“wUb K‡i 

Avf¨š—ixb fv‡e gwbUwis Ges g~j¨vqb Kiv | 

 

 705 civgk©K mv‡cv‡U© 

cÖhyw³MZ ev KvwiMwi 

mnvqZvi LiP 

ms ’̄vi bxwZ I c×wZmg~n wVKfv‡e e¨envi n‡”Q Zvnv GKRb civgk©‡Ki 

Øviv wbw`©ó mgq cici msMV‡bi Kvh©µg¸wj hvPvB I we‡k­ lb K‡i 

†`Lv Ges cÖ‡qvRb‡ev‡a ‡m¸wj Dbœqb (Avc‡MÖW) Kiv| A_v©r cÖhyw³MZ 

mnvqZvi gva¨‡g civgk©K ms ’̄vi bxwZ, g¨vbyqvj, c×wZmg~n Dbœq‡bi 

KvR Kiv | 

800  Kgx©‡`i †Uªwbs LiP mKj Kgx©‡`i (mgZv I cvU©bvi GbwRI) cÖ‡qvRbxq mKj †Uªwbs 

Ges RwoZ Ab¨vb¨ LiP | 

 801 Kgx©‡`i KvR Kivi 

¶gZv Ges †hvM¨Zv 

Dbq‡bi Rb¨ †Uªwbs 

LiP 

mgZv Ges j¨vÛ †bUIqvK© Kgx©‡`i‡K Avw_©K †Uªwbs, †cÖvWvKkb mv‡cvU© 

†Uªwbs, fywg AvB‡bi Dci cÖwk¶b, MÖ“c e¨e ’̄vcbvi Rb¨  cÖwk¶b, 

g~j‡cÖvMÖv‡gi/msMV‡bi cwiPvjb c×wZ Ges g~j e¨e ’̄vcbvi Dci 

m‡PZbZvi †Uªwbs,  wUªbv‡ii/ †Uªwbs, mycviwfkb/gwbUwis Ges g~j¨vq‡bi 

KvR Kivi †Uªwbs, µmwfwRU, `y‡hv©M e¨e ’̄vcbv †Uªwbs, cwiKíbvi ˆZixi 

†Uªwbs, ‡Uªwbs Ab †hvMv‡hvM/DbœZ †bZ…Z¡`vb/jwRK¨vj †d«gIqvK© 

Gc&‡ivP/AwaKvi Av`v‡qi †jv‡Ki gyLvgywL we‡iva wgUv‡bvi GKwU 

c×wZ/‡jvK‡`i wb‡Ri Dci Av ’̄v Avbv/Avš—wefvM Kg©kvjv | †RÛvi 

Dbœqb Ges †RÛvi eûgywLZv, mnKvix cÖ‡R± Awdmvi‡`i†K Dbœqbg~jK 

†Uªwbs, Kgx©i `¶Zv Dbœq‡bi †Uªwbs,  BDwbqb GRyy‡KU‡ii Dbœqbg~jK 

†Uªwbs, Kgx©‡`i  Dbœqbg~jK †Uªwbs, mv‡cvU© Kgx©‡`i  Dbœqbg~jK †Uªwbs, 

†ÎgvwmKwfwË‡Z wdb¨vÝ Kgx©‡`i Iwi‡q›Ukb †`Iqv, wd« mvwf©m dvD‡Ûkb 

†Kvm© Gi Rb¨ †Uªwbs Ges  MYZvwš¿K I KZ…©‡Z¡i Dci wid‡ikvi †Kvm© Kiv 

|   

 802 cÖhyw³MZ ev KvwiMwi 

cÖwk¶‡bi LiP 

LvmRwg cybi“×vi Ges e›U‡bi Dci †Uªwbs, Lvm Rwg wPwýZ Kib/`vwe 

Kib/ cªwµqv Kib/e¨e ’̄vcbvi Dci †Uwbs, K…wl Dbœqb msMVK‡`i‡K 

(GwWI) Drcv`‡bi Dci †Uªwbs, wi‡cvU© †jLvi c×wZi Dci †Uªwbs, 

gwbUwis I g~j¨vq‡b AskMÖnbg~jK cÖwk¶b, GW‡fv‡Kwm welq I †KŠk‡ji 

Dci Iwi‡q‡›Ukb/cwiwPZ, cïcvjbKvix/grm¨Rxwe/K„wlKv‡Ri Dci 

†cÖvWvKkb mv‡cvU© †Uwbs cÖ`vb |  

 803 ÷vwWUzi/Aa¨qb ågb, 

Avš—R©vwZK m‡¤§jb/ 

Av‡jvPbv mfvq Ask 

MÖn‡bi LiP  

wbw`©ó Gwiqvi Dci Mfxifv‡e Ávb AR©‡bi hveZxq LiP | 

 804 `ªe¨vw`i Dbœqb Ab¨vb¨ 

RwoZ Kv‡Ri  LiP 

†Uwbs Gi cÖ‡qvRbxq wRwbmcÎ ˆZixKib I RwoZ Ab¨vb¨ LiP |  

 805 my‡hvM I myweavw` fvov 

cÖ`vb 

†Uwbs Gi Rb¨ e¨envwiZ ’̄vb (†fby) mn mKj my‡hvM I myweavw`i fvov |  

900  MÖ“c I wmwfj 

†mvmvBwUi Rb¨ †Uªwbs 

LiP 

MÖ“c/`jxq I wmwfj †mvmvBwUi Rb¨ †Uªwbs I RwoZ Ab¨vb¨ 

LiP | 
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 901 MÖ“c/`jxq m`‡m¨‡`i 

KvR Kivi ¶gZv Ges 

†hvM¨Zv Dbq‡bi Rb¨ 

†Uªwbs LiP 

mgZvi wbev©nx cwil‡`i m`m¨‡`i Rb¨ †Uªwbs, LvmRwg cyii“×vi I 

weZi‡bi Dci mgZv I j¨vÛ‡bUIqvK© Gi `jxqm`m¨‡`i‡K †Uªwbs, f~wg 

AvBb I e¨e ’̄vcbvi Dci wfwWwm m`m¨‡`i‡K †Uªwbs, wfwWwm/BDwWwm/ 

GwWwmi `jxq m`m¨‡`i‡K †Uªwbs, `jxq m`m¨‡`i‡K m‡PZbZvi 

(Gqvib¨vm) †Uªwbs, wk¶vKv‡Ri †¯̂”Qv‡mex‡`i‡K ‡Uªwbs, `y‡hv©M/ 

cïcvjbKvix/grm¨Rxwe/K„wlKv‡Ri Dci †Uªwbs, wfwWwm/BDwWwm/GwWwmi 

`jxq m`m¨‡`i‡K weKí ai‡bi †bZ…©Z¡`v‡bi †Uªwbs, msMV‡bi Dbœqb Ges 

e¨e ’̄vcbvi †KŠkjMZ cwiKíbv Dci wfwWwm/BDwWwm/GwWwmi `jxq 

m`m¨‡`i Rb¨ Kg©kvjv Ges AMÖbx `jxq m`m¨‡`i Kg©¶gZv e„w× Ki‡bi 

Dci †Uªwbs, †RÛvi m‡PZbZv, m¤ú©‡Ki I Dbœq‡bi Dci I‡gb GKkb 

KwgwUi m`m¨‡`i‡K †Uªwbs, I‡gb GKkb KwgwUi m`m¨‡`i Rb¨ 

cvwievwiK AvB‡bi Dci †Uªwbs, gvwmK wid‡ikvi †Kvm©, ¯úU †Uªwbs, 

`¶Zv Dbœq‡bi Rb¨ †Uªwbs Ges †¯̂”Qv‡mex Dbœq‡bi Rb¨ †Uªwbs cÖ`vb | 

       

 902 wmwfj †mvmvBwUi Ges 

Ab¨vb¨‡`i Rb¨ †Uªwbs 

LiP 

BDwbqb cwil‡`i bvix m`m¨‡`i Rb¨ †Uªwbs, miKvix Kg©KZ©v‡`i‡K f~wg 

†iKW© I Rwi‡ci Dci †Uªwbs, ’̄vbxq wbev©wPZe¨w³‡`i Rb¨ †Uªwbs, 

mvsevw`K‡`i Rb¨ †Uªwbs, wbev©wPZe¨w³‡`i/`jxqm`m¨Mb/bvMwiK 

mgvR/mvsevw`Ke„›`/DwKjM‡bi Rb¨ mgZvi g~j †cÖvMÖv‡gi D‡Ïk¨ I 

Kvh©µ‡gi Dci cwiwPZ Abyôvb, bvix †dvivg Dbœqb I e¨e ’̄vcbvi Dci 

†Uªwbs, BDwbqb cwil‡`i †Pqvig¨vbe„›`/ ’̄vbxq wbev©wPZe¨w³‡`i (bvix I 

cyi“l) Kg©`¶Zv e„w×i Rb¨ †Uªwbs, `y‡hv©M †gvKvwejvi cÖ ‘̄wZKi‡bi Dci 

BDwbqb cwil‡`i †Pqvig¨vbe„›`/ ’̄vbxq wbev©wPZe¨w³‡`i (bvix I 

cyi“l)/ wfwWwm/BDwWwm/GwWwmi `jxq m`m¨‡`i Rb¨ †Uªwbs cÖ`vb | 

     

 903 `ªe¨vw`i Dbœqb Ab¨vb¨ 

RwoZ Kv‡Ri LiP 

‡Uªwbs †m›Uvi †UªwbsGi Rb¨ †h mg¯— ª̀e¨vw` `iKvi Zvi Dbœq‡b †h mg¯— 

LiP `iKvi | 

 

 904 my‡hvM I myweavw` fvov 

cÖ`vb 

†hgb †Uªwbs †fbyi Rb¨ fvov cÖ`vb Kiv | 

 

 

 

VII. fvDPv‡i Aby‡gv`b: 

 
1. Aby‡gv`‡bi mwVK c×wZmg~n: 

 

 K. cÖwZwU GKvDw›Us †jb‡`b mwVKfv‡e Aek¨B wbw`©ó KZ…©c‡¶i Øviv Aby‡gv`b Ki‡Z n‡e | 

 
 L. mwVK n‡Z n‡e, Aby‡gv`b Aek¨B `wjjvw`‡Z _vK‡Z n‡e Ges `wjjvw`‡Z e¨w³i ¯̂v¶i ev †h e¨w³i 

GKvDw›Us †jb‡`b Aby‡gv`b Kivi ¶gZv †`Iqv Av‡Q ‡mB e¨w³i Øviv ¯̂v¶wiZ Ki‡Z n‡e |  

 

 M. mvZ †_‡K `k eQi ch¨©š— e¨vsK wmM‡bUwii ev †PK ¯̂v¶iKvixi ZvwjKv/wj÷ Ges GKvDw›Us †jb‡`b 

Aby‡gvw`Z e¨w³e„‡›`i ¯̂v¶i mn fwel¨‡Z wbix¶vi D‡Ï‡k¨ mgZv Awdm‡K msiw¶Z K‡i ivL‡Z n‡e | 

 

2. ‡h e¨w³ GKvDw›Us †jb‡`b Aby‡gv`b wnmv‡e ¯̂v¶i Ki‡eb Zv‡K Aek¨B wnmvewefv‡Mi evwn‡ii Kgx© n‡Z n‡e 

A_v©r wZwb †Kvb fv‡e wnmv‡ei Kvh©µ‡gi mv‡_ RwoZ nB‡Z cvi‡eb bv | 
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3. fvDPvi ˆZix Kwi‡e K¨vk-Bb-PvR©, †PK/hvPvB Ki‡e wdb¨vÝ-Bb-PvR© Ges Aby‡gv`b wnmv‡e ¯̂v¶i Ki‡eb 

e¨vsK wmM‡bUwi ev †PK ¯̂v¶iKvix ev cÖwZwU Kó †m›Uv‡ii Bb-PvR© Bnv Õ†WwjM¨vkb Ae A‡_v‡iwUÕ ev Awc©Z 

¶gZv ZvwjKv‡Z wbw ©̀ó K‡i †`Iqv n‡e | 

 
4. `vZvms ’̄vi Aby`v‡bi †kl w`b †_‡K mvZ-`k ermi ch¨©š— Avw_©K cÖgvb`wjjvw` (Wy‡Kv‡g›U)/wi‡cvU©/ 

LwZqvb¸wj ms ’̄v KZ…©K msi¶b K‡i ivL‡Z n‡e | 

 
5. A_©e›Ub I A_©cÖvwßi mv‡_ RwoZ mKj cÖgvb`wjjvw`; Bbf‡qm, wej, wiwmc, `icÎ, µ‡qi Pzw³ (hw` _v‡K), 

BZ¨vw` fvDPv‡ii mv‡_ Aek¨B mshy³ Ki‡Z n‡e | wnmvei¶‡K Aek¨B Kvix‡K cÖwZwU Bbf‡qm/wej/BZ¨vw`i 

Dci Li‡Pi LvZ wjL‡Z n‡e Ges Bb-PvR© Ae Kó †m›Uvi‡K Aek¨B hvPvB Ges Aby‡gv`b‡i c~‡e© wbwðZ n‡Z 

n‡e †h mKj fvDPvi ¸wj‡Z hv _vKv `iKvi Zvnv mshy³ Ges wgj Av‡Q|  

 

6. A ’̄vqx †WwjM¨vkb dig (dig : GwW) Aek¨B c~ib Ki‡Z n‡e hw` †Kvb Bb-PvR© `xN©w`‡bi Rb¨ (GK mßv‡ni 

†ekx) QywU wb‡Z Pvb | Bnv me Kó †m›Uv‡i mK‡ji AeMwZi Rb¨ weZib/cÖPvi Ki‡Z n‡e | 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

VIII. AwMÖg Ges Bnv mgš^‡qi c×wZmg~n: 

 
K. AwMÖg:  AwMÖg A_© cÖ`v‡bi gva¨‡g mvavibZ wZbwU LiP Kiv nq; †cÖvMÖvg, wdì Ges Ab¨vb¨ | 

 
1. hLb GK ev G‡Ki AwaK Kgx© Ges Kgx© b‡n Ggb m`m¨Mb hw` ms¯’vi c‡¶ †Kvb †cÖvMÖvg, wdì Ges Ab¨vb¨ e¨vcv‡i LiP 

Kivi Rb¨ AwMÖg A‡_©i `iKvi nq ZLb GKwU AwMÖg Aby‡iva dig (Form: AB) c~ib Ki‡Z n‡e Ges mgZvi we‡kl 

AwaKvi cÖvß e¨w³i (†hgb e¨vsK wmM‡bUwi/†PK ¯^v¶iKvix ev Aby‡gvw`Z e¨w³) Øviv ¯^v¶i Kiv‡Z n‡e | 

  

2. wdb¨vÝ Kgx© AwMÖg Aby‡iva digwU Aek¨B hvPvB K‡i wbwðZ n‡Z n‡e †h AwMÖg Aby‡ivaKvixi c~‡e©i mKj cÖKvi cÖ‡`q 

AwMÖg A_© mgš^q nBqv‡Q | 

 

3. hvPvB‡qi ci wdb¨vÝ Kgx© ÕAwMÖg Aby‡iva digwUÕ mv‡cvwU©s `wjjvw` wnmv‡e mycvwik A‡_©i Rb¨ GKwU †WweU fvDPvi ‰Zix 

Ki‡e | 
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4. hw` ÕAwMÖg Aby‡ivawUÕ GKRb Kgx©/e¨w³i Rb¨ nq Zv n‡j †WweU fvDPviwU ‰Zix Ki‡Z n‡e Aby‡ivaKvix e¨w³i bv‡g | 

hw` ÕAwMÖg Aby‡ivawUÕ  G‡Ki AwaK Kgx©/e¨w³i Rb¨ Ges Zv hw` GKB mg‡q nq Zv n‡j ‡gvU Aby‡ivaK…Z A‡_©i Rb¨ 

K¨vk-Bb-Pv‡R©i bv‡g/AbyKz‡j †WweU fvDPvi mn †PK wjL‡Z n‡e | hw` ÕAwMÖg Aby‡ivawUÕ †Kvb we‡kl †cÖvMÖv‡gi Rb¨ nq 

Zv n‡j †cÖvMÖvg cÖavb ev Zvi wb‡qvMK…Z e¨w³i bv‡g/AbyKz‡j †WweU fvDPvi mn †PK wjL‡Z n‡e | 

 
5. ÕAwMÖg Aby‡ivawUÕ hvnv Kgx©/e¨w³i Pvwn`vgvwcK ˆZixi Kiv nq Zv wdb¨vÝ Kgx© hvPvB K‡i †WweU fvDPviwU ‰Zixi KvR 

m¤úbœ K‡i | Zvici †WweU fvDPviwU e¨vsK wmM‡bUwi/†PK ¯^v¶iKvixi wbKU Zv‡`i Aby‡gv`‡bi I ¯^v¶‡ii Rb¨ 

Dc¯’vcb Ki‡Z nq | 

 
6. AwaK Kgx©/e¨w³i Rb¨ AwMÖg Aby‡iv‡ai UvKv K¨vk-Bb-Pv‡R©i bv‡g/AbyKz‡j hw` †Kvb †PK †jLv Ges e¨vsK n‡Z D‡Ëvjb 

Kiv nq Zvnv n‡j ZvwjKv Abyhvqx cÖ‡Z¨K Kgx© ev e¨w³‡`i‡K K¨vk-Bb-PvR© Zv‡`i Pvwn`vgvwcK A_© cÖ`vb Ki‡Z n‡e | 

cÖ‡Z¨K Kgx© ev e¨w³‡K AwMÖg UvKv K¨vk-Bb-Pv‡R©i wbKU n‡Z cÖvwßi ci ¯^¯^ bv‡gi Kjv‡g ¯^v¶i Ki‡Z n‡e | 

 
L. AwMÖg mgš^q:  

 
1. RwoZ †cÖvMÖv‡gi/wd‡ìi/Ab¨vb¨ Kvh©µg m¤úbœ nevi ci Ges †h D‡Ï‡k¨ AwMÖg A_© LiP n‡q‡Q Zv wbw`©ó AwMÖg A‡_©i 

Rb¨ (Form: E) c~ib Ki‡Z n‡e Ges MÖnb‡hvM¨ LiP¸w †K GKwÎZ Ki‡Z n‡e | KLb I †Kvb †¶Î we‡k‡l Kgx©‡K 

†Kvb cÖKvi AwMÖg A_© cÖ`vb QvovI wKQy Awdwmqvj LiP n‡q _v‡K, †m †¶‡Î Kgx©‡K GKBfv‡e †m mg¯— Li‡Pi UvKv 

Awdm ‡_‡K ‡bevi Rb¨ Õågb LiP wi‡cv©UÕ digwU e¨envi Ki‡Z n‡e |  

  

2. hw` †Kvb Kgx© †gvU AwMÖg A‡_©i †P‡q Kg LiP K‡i _v‡K, ZLb Zv‡K Ae¨envwiZ AwMÖg A‡_©i UvKv wdb¨vÝ †mKk‡b 

†diZ w`‡Z n‡e Ges †dir A‡_©i Rb¨ Kgx©‡K GKwU Õgvwb wiwmfÕ (Form: AA) K¨vk-Bb-PvR© Gi KvQ ‡_‡K msMÖn 

Ki‡Z n‡e | hw` †Kvb Kgx© †gvU AwMÖg A‡_©i †P‡q †ekx LiP K‡i _v‡K, ZLb Zv‡K Li‡Pi mgcwigvb UvKv Õågb LiP 

wi‡cv©‡Ui gva¨‡g wdb¨vÝ †mKkb ‡_‡K msMÖn Ki‡Z n‡e |  

 

3. wdìågb ev KvR †kl Kivi ci AwMÖg A‡_©i mv‡_ RwoZ mKj ‡cÖvMÖvg/wdì ågb Ges Ab¨vb¨ LiPmg~n wnmve 

Pvi Kvh©w`e‡mi g‡a¨ m¤úbœ& Ki‡Z n‡e | wdb¨vÝ wefvM AwMÖg A‡_©i mv‡_ RwoZ mg¯— LiPmg~n hvPvB K‡i 

cÖ‡qvRbxq fvDPv‡ii gva‡g i hvPvB‡qi ci e¨vsK wmM‡bUwi/†PK ¯^v¶iKvixi wbKU Zv‡`i Aby‡gv`‡bi I ¯̂v¶‡ii 

Rb¨ Dc¯’vcb Ki‡Z  n‡e |  

4. wdb¨vÝ wefvM mgš^q Kiv nqwb Ggb AwMÖg A‡_©i Rb¨ Õe‡Kqv AwMÖg wj÷Õ gvwmK wfwË‡Z ˆZix Ki‡Z n‡e 

(Form: AC) | 

 

wm. evav : 

 
mgZvi cÖwZwU Awdm ev Kó †m›Uvi AwMÖg A_© †Kvb Kgx©i Kv‡Q GK gv‡mi †ekx mgq a‡i ivLvi AbygwZ bv †`qv | 

hw` †Kvb Kvi‡bi wbw`©ó mg‡qi ci A_© ivL‡Z nq Zv n‡j mwVK Kvib¸wj D‡j­ L K‡i fvDPv‡ii mv‡_ hy³ K‡i 

ivL‡Z n‡e | 

 

IX. GKi“qvj (e‡Kqv) Ges Bnv mgš̂‡qi c×wZmg~n: 

 

m~Î: 

 

`ªe¨vw`/†mev MÖnb/cÖ`vb Kiv n‡q‡Q, wKš‘ cwi‡kva/cÖvwß nqwb †mBUv‡K ejv nq GKi“qvj (Accrual)| GKwU msMV‡bi 

Avw_©K †jb‡`‡bi `yBwU cÖwµqvi g‡a¨ Bnv GKwU cÖwµqv (A_v©r cÖ_gwU n‡jv K¨vk †ewmm Ges wØZxqwU n‡jv GKi“qvj 
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(Accrual basis Accounting) ‡ewmm GKvDw›Us | GKwU msMV‡b GB cÖwµqv e¨envi nq †hLv‡b Avw_©K †jb‡`‡bi ¯^xK…wZ 

jvf K‡i hLb †Kvb Znwej cÖvwß ev LiP nIqvi ci | 

 

‡Kb Ges KLb GB cÖwµqv `iKvi: 

 
1. cÖZ¨K ˆÎgvwmK, cÖZ¨K Avw_©K eQi ev †Kvb `vZvi Pzw³i †gqv` †klv‡š— ev Ab¨ ‡Kvb Kvi‡b Li‡Pi wnmve ˆZix‡Z †Kvb 

GKwU wbw`©ó mgq ch ©̈š— †hB mg¯— LiP Kiv n‡q‡Q wKš‘ cwi‡kva Kiv nqwb GB †¶‡Î GKi“qvj †ewmm GKvDw›Us Kiv 

hvB‡Z cv‡i |  

  

2. GB RvZxq GKi“W LiP¸wj GKvDw›Us c×wZ‡Z ïi“ Kivi mgq gvwmK/ˆÎgvwmK/evrmwiK wfwË‡Z `ª‡e¨i/†mev`v‡bi 

mKj Bbf‡qm/wej ¸wj msMÖn Ki‡Z n‡e ïay gvÎ †Kvb GKwU wbw ©̀ó mgq ch¨©š— †hB mg¯— `ªe¨/†mev MÖnb Kiv n‡q‡Q 

wKš‘ cwi‡kva Kiv nqwb | ª̀e¨/†mev MÖnb Kiv n‡q‡Q wKš‘ ‡Kvb wej cvIqv hvqwb ev †Kvb Dbf‡qm Kiv nqwb ‡hgb; 

e¨envwiZ (BDwUwjwUR), ‡dvb wej, †gvevBj wej, K›UvKU‡ii KvQ †_‡K †mev MÖnb, BZ¨vw` | msMVb‡K wKQy wKQy †¶‡Î 

AvbygvwbK ev Avmj LiPmg~n H mg¯—  `ªe¨/†mev MÖnb Gi Dci aiv DwPZ | 

  

3. hw` Avw_©K wi‡cv©Us mg‡qi g‡a¨ †h †Kvb µ‡qi Av‡`k/µ‡qi Pzw³c‡Îi wfwË‡Z gvjvgvj/†mev MÖnb Kiv nqwb, GB 

mg¯— LiP KL‡bv GKi“qvj wnmv‡e we‡ewPZ n‡e bv |  GKi“qvj LiPmg~n ciewZ© eQ‡i ¯’vš—vZi Kiv Ges Zvi Rb¨ 

GKwU †jRvi/LwZqvb ewn‡Z †iK©W K‡i n‡e | mKjcÖKvi GKi“qvj LiP mg~n gv‡P© 31 Zvwi‡Li g‡a¨ mgš^q Ki‡Z n‡e 

| 

 
4.  †h‡nZz GKi“qvj Avkvwš^Z AvbygvwbK LiP, hLb wej cvIqv hvq Zvi `yBwUi g‡a¨ cv_©K¨ n‡Z cv‡i | hLb GB 

mg¯— LiP¸wj cwi‡kva Kiv nq Ges cÖK…Z (GKi“qvj LiP) LiP mgvb bv I n‡Z cv‡i | cv_©K¨ ev e¨v‡jÝ 

/†Ri‡K mgš^q Gw›Uªi gva¨‡g wgjKib Ki‡Z n‡e | 

 

 

 

 

 

 

X. µ‡qi bxwZgvjv Ges c×wZmg~n: 

 
mgZvi µqbxwZgvjvq wKQy wKQy cÖavb welq Aš—©fy³ Av‡Q | †hgb µq cwiKíbvi D‡Ïk¨, µq ev‡RU, µq 

c×wZmg~n ˆZix, µqKwgwU MVb, µqKwgwUi m`m¨ msL¨v wb×v©ib, µqKwgwUi m`m¨‡`i `vqxZ¡, UvKvi cwigvb 

wb×v©ib, `ic‡Îi mv‡_ RwoZ Kvh©µg h_vµ‡g; `icÎ hvPvB I g~j¨vqb, †fÛvi wbev©wPZ Kiv Ges Gbwj÷g¨v›U, 

µq Av‡`k/Pzw³ mn mKj kZ©vejx, `ªe¨/†mevigvb, cwi‡kv‡ai gva¨g, ¯úU µq, ¸`vgRvZ, †h †Kvb i¶bv‡e¶‡Yi 

ev ‡Kvb wKQy †givgZ Kivi Av‡`k, miKv‡ii bxwZgvjv/`vZv‡`i Pvwn`v, Ges BZ¨vw` | µ‡qi `wjjvw`, dig Ges 

GKvDw›Us c×wZmg~n µq bxwZgvjvq e¨vL¨v _vK‡Z n‡e | µ‡qi bxwZgvjv I c×wZmg~n wb‡gœ ewY©Z n‡jv: 

 

1 µq cwiKíbvi D‡Ïk¨: 

 

GKwU µq cwiKíbvq †h mg¯— myweavw` cwijw¶Z nq †m¸wj n‡jv µq Av‡`k, Kwgkb †`Iqv, mgqgZ µq Kiv, 

g¨v‡bwRs K¨vk ‡d¬v Ges mKj †¶‡Î Kg A_©e¨q gvÎvq ivLv | µq cwiKíbv LyeB ¸i“Z¡ enb K‡i hw` †K›`ªxqfv‡e 

µq K‡i _v‡K Ges Bnv‡Z D‡j­ L‡hvM¨ Avq n‡Z cv‡i | 
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2 µq ev‡RU: 

 

cÖwZwU Ges cÖ‡Z¨KwU †cÖvMÖv‡gi wbR¯^ µq cwiKíbv _vKv DwPZ hv mswk­ ó †cÖvMÖv‡gi Kg©m~Px mwVKfv‡e Pvjv‡Z 

mvnvh¨ K‡i | mKj †cÖvMÖv‡gi †cÖvMÖvg Kg©m~Px Abyhvqx cÖwZwU Lv‡Zi wfwË‡Z evrmwiKfv‡e µq ev‡RU ˆZix Ki‡Z 

n‡e | cÖ‡Z¨K †cÖvMÖv‡gi µq ev‡R‡Ui Dci wfwË K‡i wdb¨vÝ wefvM `vZv‡`i Rb¨ Zv‡`i (ms ’̄vi) evrmwiK ev‡RU 

Ki‡e | 

 

3 µq c×wZmg~n ˆZix: 

 

Dc-cwiPvjK (cÖkvmb) ev Zvi `vwqZ¡cÖvß e¨w³‡K ms ’̄vi µ‡qi Kvh©µg¸wj wek¦v‡mi mv‡_ Pvjy Ges wbqš¿b Ki‡Z 

n‡e | µ‡qi Kvh©µg¸wj wb‡gœ ewY©Z n‡jv; 

 

K.  mKj µq, hv ˆ`bw›`b Kv‡R e¨envwiZ nq, †m mg¯— wRwbl ev‡RU e›U‡bi wfwË‡Z ˆÎgvwmK fv‡e µq Kiv | 

Dc-cwiPvjK (cÖkvmb) ev Zvi wb‡qvwRZ e¨w³‡K ˆÎgvwmK fv‡e µq e¨vcv‡i D‡`¨M wb‡Z n‡e Ges cwiPvjK 

(A_©) ev Zvi wb‡qvwRZ e¨w³‡K µ‡qi Pvwn`v ev‡R‡Ui mv‡_ wgj Av‡Q wKbv Zv hvPvB K‡i µ‡qi Aby‡gv`b 

w`‡Z n‡e | †cÖvMÖvg cÖavb Ges Af¨š—ixb wbix¶v †mj eZ©gvb ÷K ev e¨env‡ii MwZ µ‡qi Pvwn`vcÎ cªkvmb 

wefv‡M ‡`qvi c~‡e© †h †Kvb mgq ev †iÛgwj hvPvB Ki‡Z cv‡i | 

 

L.  cÖwZwU Ges cÖ‡Z¨KwU Kó †m›Uvi/Awd‡mi µq KwgwU MVb Ki‡eb mgZvi wbev©nx cwiPvjK |  wbw`©ó Kó 

†m›Uvi/Awd‡mi Rb¨ µq KwgwUi m`m¨Mb‡K mgZvi wbev©nx cwiPvjK wbev©wPZ Ki‡eb | µ‡qi P~ovš— Aby‡gv`b 

`vb Ki‡eb mgZvi wbev©nx cwiPvjK ev Zvi wb‡qvwRZ e¨w³ |  †hLv‡b GK‡Î ev GKwU wRwbl Gi µq g~j¨ hw` 

10,000 (`k nvRvi) UvKvi AwZwi³ nq †m †¶‡Î Kgc‡¶ wZbwU `icÎ _vKv `iKvi Ges GB †¶‡Î Õ`icÎ 

ch©‡e¶Y I g~j¨vqj weeibxÕ (Form: H) ˆZix Ki‡Z n‡e | weÎqKvix cÖwZôv‡bi bv‡g ev AbyK~‡j ÕGKvD›U 

†cwGÕ †P‡Ki gva¨‡g wRwb‡li µq g~j¨ cwi‡kva Kwi‡Z n‡e | †hLv‡b GK‡Î ev GKwU wRwbl Gi µq g~j¨ hw` 

10,000 (`k nvRvi) UvKvi Kg nq †m †¶‡Î ‡Kvb cÖKvi `icÎ `iKvi †bB Ges GB †¶‡Î weÎqKvix cÖwZôvb 

bM‡`/K¨v‡k  wRwb‡li µq g~j¨ cwi‡kva Kiv †h‡Z cv‡i | 

 

4 µqKwgwU MVb: 

 

mgZvi Rb¨ Bnv Avek¨K | µq KwgwU MV‡bi gva¨‡g µq c×wZmg~n ms ’̄vq mwVK fv‡e PvwjZ n‡”Q wK bv Zv 

wbwðZ nIqv | mKj Awd‡mi/Kó †m›Uv‡ii µq KwgwUi mKj m`m¨Mb wbev©wPZ Ki‡eb ms ’̄vi wbev©nx cwiPvjK| 

cÖ‡qvRb Abymv‡i µqKwgwUi g‡a¨ wbev©nx cwiPvjK †h †Kvb cwieZ©b Kivi ¶gZv ev AwaKvi iv‡Lb |   

 

K. KwgwU MVb: 

  

 µq KwgwUi m`m¨ msL¨v ‡Kv_vq KZ n‡e; 

Awdm m`m¨ msL¨v 

Gwiqv Awdm 05 e¨w³eM© 

AvÂwjK Awdm 05 e¨w³eM© 

wefvMxq Awdm 05 - 07 e¨w³eM© 

‡K›`ªxq Awdm 05 - 07 e¨w³eM© 
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L. µq KwgwUi m`m¨e„›`: 

 

mgZvi wbev©nx cwiPvjK KZ…©K Aby‡gvw`Z mKj †kªbxi Kgx©M‡bi ga¨ †_‡K cÖwZwU Awdm/Kó †m›Uv‡ii µq 

KwgwUi m`m¨ n‡eb | 

 

 KwgwUi c`mg~n: 

 ‡Pqvig¨vb 

 m`m¨e„›` 

 m`m¨ mwPe 

 

5 µq KwgwUi m`m¨‡`i `vwqZ¡: 

 

mswk­ ó µq KwgwUi m`m¨e„‡›`i (†gvU m`‡m¨i g‡a¨ ⅔rd As‡ki) cÖwZwU Õ`icÎÕ Ges Õ`icÎ ch©‡e¶Y I g~j¨vqj 

weeibx (BES)' (Form: H) Gi g‡a¨ cÖ‡Z¨‡Ki gš—e¨ I mycvwik mn ¯̂v¶i Kiv Avek¨K | `icÎ cÖvwß Ges 

Lyj‡Z ZvwiL n‡Z `yB mßv‡ni g‡a¨ wm×vš— MÖnb Ki‡Z n‡e Ges µ‡qi Av‡`kcÎ w`‡Z n‡e | mswk­ ó µq 

KwgwUi †gvU m`‡m¨i g‡a¨ Kg c‡¶ ⅔rd As‡ki Dcw¯’wZ‡Z `icÎ¸wj Lyj‡Z n‡e | 
 

µq KwgwUi mKj m`m¨‡`i‡K µqK…Z wRwblcÎ, mwVKfv‡e Kvh© m¤úbœ Ges / ev †mevi myweavw` KZUzKz mdj 

n‡q‡Q Zvi ¸bMZgvb Ges cwigvb wbwðZ cÖ`vb Ki‡Z n‡e | µ‡qi mv‡_ RwoZ mKj wel‡q mswk­ ó µq KwgwUi 

m`m¨‡`i‡K GKKfv‡e cÖwZwU wRwbl Gi cwigvb, gvb, g~j¨, mieiv‡ni mgq, e¨envi, ÷K, cwi`k©‡bi AMÖMwZ, 

†c‡g›U BZ¨vw` `¶Zvi mv‡_ mgš^qmvab Ges †hvMv‡hvM Ki‡Z n‡e |         

 

6 µ‡qi cÖwµqvmg~n: 

 

evrmwiK µq cwiKíbvi (Annual Procurement Plan) Ges cÖwµqvi c×wZ mg~n mgZv Rvbyqvix 01, 2005 Bs 

ZvwiL n‡Z cÖ‡qvM Ki‡e | ev‡R‡U D‡j­ wLZ wRwblcÎ Ges †mevw` Õµq Pvwn`vc‡Îi gva¨‡g Bb-PvR© Ae cÖkvmb 

ev †÷vi †K AewnZ Ki‡e | mgZvq µ‡qi Rb¨ Ggb GKwU bxwZ _vK‡Z n‡e, †h mg¯— wRwbm ev †mev ’̄vbxqfv‡e 

µq Kiv/‡mev cvIqv hvq †m¸wj Gwiqv Awd‡mi gva¨‡g Kiv Avi †h ¸wj ’̄vbxfv‡e µq Kiv ev †mev cvIqv `y¯‹i ev 

cvIqv †M‡jI Zv e¨qeûj †m ¸wj †K›`ªxqfv‡e µq Kiv/†mev †bIqv DwPZ|  

 

Dc‡iv³ welq¸wj we‡ePbv K‡i mgZvi e¨e ’̄vcbv ïay gvÎ e¨envi‡hvM¨ `ªe¨vw`  (Consumable Goods) `yBwU 

c‡_ µ‡qi Aby‡gv`b w`‡q‡Qb; wj÷-G (List-A) cÖ‡hvR¨ †K›`ªxq Awd‡mi gva¨‡g µq Kiv Ges wj÷-we (List-B) 

cÖ‡hvR¨ ’̄vbxq Awd‡mi gva¨‡g µq Kiv |         

 

wj÷-G (List-A):   †K›`ªxq Awd‡mi Rb¨ 

 

µwgK bs weeib     µwgK bs  weeib  

01.  AvU© †ccvi                                            50.  AvU© jvBb †cb 

02.  AvU© †cbwmj 51. AwMÖg w¯­ ­ c 

03.  G‡ivmj 52. Gqvi ‡d«kbvi 
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04.  ej‡cb (Kv‡jv) 53. ej‡cb (†e­ v)   

  

05.  ej‡cb (jvj) 54. evBwÛs †Uc     

06.  eªvDb Lvg (†QvU) 55. eªvDb Lvg (gvSvwi) 

07.  eªvDb Lvg (eo) 56. ‡evZvg dvBj 

08.  e· dvBj 57. ‡evW© eªvm     

09.  ‡evW© wcb 58. ‡evW© †¯úW     

10.  K¨vk ewn                                              59.  wK¬c dvBj 

11.  K¤úDUi †ccvi G4 60. K¤úDUi Uzbvi 

12.  Kvjvi dvBj 61. ‡µwWU fvDPvi 

13.  KvUvi †¯úW 62. K¨vjKz‡jUi     

14.  Kv‡iKkb †cb 63. ‡Pc‡Uwcb  

15.  KvUvi bvBd 64. Wv÷vi K¬_ 

16.  ‡WweU fvBPvi 65. Gw›Uª KvUvi 

17.  mgZvi Lvg (‡QvV) 66. mgZvi Lvg (eo)    

18.           ˆe`¨wZK evj¦ 60/W 67. ˆe`¨wZK evj¦ 100/W    

19.  G‡iRvi/ivevi 68. K¨v‡givi wdj¥  

20.  ‡M­ v w÷K 69. wMÖb †Rj †cb     

21.  nvB jvBU †cb 70. nviwcK    

22.  ‡Rg&m wK¬c                                            71.  bvBd 

23.  wjW ‡cbwmj 72. mgZvi †jUvi †cW 

24.  ‡jm wdUv 73. gv©Kvi †cb 

25.  gvmwKs †Uc 74. b¨vg KvW©     

26.  OHP †ccvi  75. ‡cb †Uª     

27.  ‡cbwmj e¨vUvix 76. ‡cbwmj mvcbvi 

28.  cvÝ †gwkb 77.        †ccvi I‡qU 

29.  ‡ccvi wK¬c 78. ‡ccvi †Uª    

30.  d‡UvKwc †ccvi 70 MÖvg 79. d‡UvKwc †ccvi 75 MÖvg    

31.  d‡UvKwc †ccvi 80 MÖvg 80. wcb wi‡gvfvi     

32.  wcÖ›Uvi Kvwj 81. d‡UvKwcqvi Kvwj   

  

µwgK bs weeib     µwgK bs  weeib  

                                                           82.        †cvóvi †ccvi 

33.  wdbvBj                                                83.  wi‡cv©U dvBj 

34.  ‡iwR÷vi 84. Um& jvBU e¨vUvix 

35.  ‡Uc KvUvi †gwkb 85. Uv‡qj 

36.  Ub wK¬c 86. wUmy †ccvi     

37.  Uq‡jU †ccvi 87. wUDe jvBU (eo)    

38.  wUDe jvBU (†QvU) 88.        †mfjb 

39.  mÂ‡qi cvk ewn 89. wmRvi 

40.  w÷j †¯‹j 90. ‡÷cjvi †gwkb    

41.  ‡¯‹vP †Uc 91. ÷v¤ú †cW     

42.  ‡÷cjvi wcb                                         92.  ¯‹zi“ W&ªvBfvi 
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43.  mvevb 93. wfc wcb 

44.  wfc KvW© 94. mv`v KvMR 

45.  Iqv÷ †ccvi evm‡KU 95. KvV †cbwmj     

46.  Kv‡Vi †¯‹j 96. Iqvwms cvIWvi  

47.  Iqvwms mvevb 97. ‡jLvi c¨vW (eo) 

48.  ‡jLvi c¨vW (†QvU) 98. njy` gv©Kvi †cb 

49.  njy` Lvg 99. Ab¨vb¨ cÖ‡qvRbxq wRwbl 

 

wj÷-we (List-B):  ’̄vbxq Awd‡mi Rb¨ 

 
µwgK bs weeib     µwgK bs  weeib  

01.  G‡ivmj                                               20.  ej‡cb (Kv‡jv) 

02.  ej †ci †e­ v 21. ej‡cb (jvj) 

03.  wK¬c dvBj 22. KvUvi bvBd 

04.  Wv÷vi K¬_ 23. ˆe`¨wZK evj¦ 60/W     

05.  ˆe`¨wZK evj¦ 100/W 24. G‡iRvi/ivevi     

06.  K¨v‡givi wdj¥ 25. ‡M­ v w÷K 

07.  nviwcK 26. ‡Rgm& wK¬c 

08.  ‡jm wdUv 27. ‡cb †Uª     

09.  ‡cbwmj e¨vUvix 28. ‡ccvi wK¬c    

10.  wdbvBj                                                29.  ‡cv÷vi †ccvi 

11.           †iwR÷vi 30. Um jvBU e¨vUvix 

12.  Uv‡qj 31. Uq‡jU †ccvi 

13.  wUmy †ccvi 32. wUDe jvBU (‡QvU)    

14.  wUDe jvBU (eo) 33. †mfjb  

15.  ÷v¤ú †cW 34. mvevb 

16.  Iqv÷ †ccvi evm‡KU 35. mv`v KvMR 

17.  Kv‡Vi †¯‹j 36. Kv‡Vi †cbwmj    

18.            Iqvwms mvevb  37. Iqvwms cvIWvi    

19.  njy` Lvg    

 

7 µ‡qi Pvwn`vcÎ dig: 

 

µ‡qi Pvwn`vc‡Îi (Form: F) gva¨‡g cÖ‡qvRbxq Z_¨vw` mnR fv‡e Rvbv hvq, hv µq Ki‡Z wbwðqZv cÖ`vb K‡i 

Ges wb‡`©kbv wnmv‡e DËg c_ |  Bnv‡Z we¯—vwiZ fv‡e cÖhyw³MZ bKkv ev wRwb‡mi bKkv (Technical 

specification) D‡j­ L Ki‡Z n‡e hv µqKvix‡K µq Ki‡Z mnvqZv Ki‡e | µ‡qi Pvwn`vcÎ (Purchase 

Requisition Form) ˆÎgvwmK wfwË‡Z cÖkvmwbK wefv‡M Rgv ‡`Iqv cÖ‡qvRb | µq Pvwn`vc‡Î mKj Z_¨vw` 

evrmwiK µq cwiKíbvi wfwË‡Z _vK‡Z n‡e | 

  

8 mvwf©wms Ges †givgZ Kv‡Ri Pvwn`vcÎ dig: 
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Awd‡mi AvmevecÎ, wRwbmcÎ, Kw¤úDUi, Gwm, ˆe`¨wZK wRwbmcÎ, Ges Ab¨vb¨ wRwb‡mi mvwf©m ev †Kvb cÖKvi 

†givg‡Zi cÖ‡qvRb n‡j Õm¤ú` I Ab¨vb¨ wRwbm i¶bv‡e¶b I †givg‡Zi Kv‡Ri Pvwn`vcÎÕ (Form: G) Gi gva‡g 

cÖkvmb wefv‡M †cÖib Ki‡Z n‡e | cÖK…Z ev Avmj Kv‡Ri Pvwn`vi wfwË‡Z mKj cÖKvi Z_¨vw` Õm¤ú` I Ab¨vb¨ 

wRwbm i¶bv‡e¶b I †givg‡Zi Kv‡Ri Pvwn`vcÎÕ (Form: G) G _vKv DwPZ | 

 

9 ‡fÛvi Gbwj÷g¨v›U Gi c×wZmg~n: 

 

‡fÛvi c~e© wbev©wPZ Kiv GKwU D‡Ï‡k¨i cÖwµqv hvi gva¨‡g AbywPZ/Am½Z `wjjvw` w`‡q µ‡qi SzuwK Kgv‡bv, 

A‡hvM¨ †fÛv‡ii KvQ ‡_‡K µq Kivi cÖeYZv Kwg‡q G‡b ‡hvM¨ Ges cÖK…Z †fÛvi wb‡qvM †`qv Ges µq e¨e ’̄vcbv‡K 

my`¶ I Kvh©KvwiZvi Rb¨ Dbœqb Kiv | g~jZ wZbwU ¯—‡ii cÖwµqvq †eÛvi wbev©Pb Kiv nq: 

 

 ‡fÛvi g~j¨vqb 

 ‡fÛvi Dbœqb Ges 

 ‡fÛv‡ii mv‡_ HKg‡Z¨ Avmvi Rb¨ Av‡jvPbv Kiv |  

  

Aby‡gvw`Z †fÛviMb‡K Aek¨B cÖwZwóZ Ki‡Z n‡e mgZvi wjwLZ µ‡qi KvR¸wji gva¨‡g| Aby‡gvw`Z †fÛviM‡bi 

Aek¨B GB Aa¨vq wb‡gœ ewY©Z mywbw`©ó cÖwZwóZ gvb`Ê c~ib Ki‡Z n‡e, hv wbev©wPZ µq KwgwUi gva¨‡g Aby‡gvw`Z 

n‡q‡Q | wbgœwjwLZ fv‡e Aby‡gvw`Z †fÛviMb‡Z †kªbxwefvM Kiv Ges AvL¨vwqZ Kiv n‡jv: 

 

µwgK bs ‡fÛv‡ii bvg ‡fÛv‡ii msÁv_© 

1 Gbwj÷‡UW †fÛvi Gbwj÷‡UW †fÛvi n‡jv ZvivB hviv `icÎ Aby‡iv‡ai wfwË‡Z cÖwZ‡hvwMZvi 

gva¨‡g wbev©wPZ nq | 

2 AMÖvwaKvi ‡fÛvi AMÖvwaKvi ev †cÖcvW †fÛvi Zviv hviv mgZvi mv‡_ wbw`©ó mg‡qi Rb¨ 

Pzw³iwfwË‡Z †vb cÖKvi `icÎ Avnevb QvovB `ªe¨vw` µq Kiv n‡q _v‡K | 

¯̂í mgq A_© GK ermi ch¨©š— | `xN© †gqvw` mgq n‡jv GK erm‡ii AwaK 

|  

3 A ’̄vqx ‡fÛvi †Kvb GKwU we‡kl wRwbm µq Kivi Rb¨ c~‡e© †Kvb cÖKvi †fÛvi wbev©wPZ bv 

K‡i A ’̄vqx †fÛvi†K wbev©wPZ Kiv nq |  

4 GKgvÎ (†mŠj) †fÛvi GKgvÎ (†mŠj) †fÛvi n‡jv ZvivB hv‡`i jvB‡mÝ/†mŠj G‡RwÝ 

mvwU©wd‡KU/wWjvimxc/GKK `ªe¨ ˆZiŠKvix cÖwZóvb | GBai‡bi cÖwZóvb 

†_‡K `ªe¨vw` µq Kivi mgq †Kvb cÖKvi `icÎ `iKvi nq bv, ïay gvÎ 

Zv‡`i ª̀‡e¨i wWRvBbmn GKK g~j¨ wj÷ msMÖn Kiv `iKvi |  

10 ‡h †Kvb †fÛvi wbev©wPZ Kivi mgq cÖ‡qvRbxq `wjjvw`/‡hvM¨Zvi gvcKvwV:  

 

GKRb †fÛvi Gbwjw÷s Kivi mgq ‡h mg¯— `wjjvw` _vKv cÖ‡qvRb †m¸wj n‡jv ˆea †UªW jvB‡mÝ Ges e¨emv cÖwZóv‡bi 

wVKvbv mn †hvMv‡hv‡Mi b¤^i, hvnv GKwU e¨emv cÖwZóv‡bi AvB‡bi w`K¸wj‡Z cÖgvb¯^i“c KvR K‡i | e¨emv‡qi Ab¨vb¨ 

`wjjvw` †hgb g~j¨ ms‡hvRb Ki  (Value Added Tax -VAT), Ki`vZvi cwiPq b¤^i (TIN) Ges 

mb`cÎ/†iwR‡÷ªkb mvwU©wd‡KU (Registeration Certificate) mgZvi Rb¨ AZ¨vek¨K/eva¨Zvg~jK | 

 

11 miKvwi i~jm/G± (GOB Rules/Act): 
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†h †Kvb ª̀e¨vw` µ‡qi Ges/ ev †mevi MÖn‡bi mgq mswk­ ó Awdm‡K Aek¨B miKvwi AvBb ev i“j/G± (†hgb U¨v·, f¨vU, 

†i›U U¨v·, Drm‡i U¨v· Ges †iwfwbD ÷v¤úm DZ¨vw`) Aek¨B cvjb Kiv DwPZ | f¨vU Ges U¨v· (VAT and Tax) 
cÖwZwU †PK †c‡g›U n‡Z KZ©b Ges KZ©bK…Z UvKv miKvwi AvBb Abyhvqx miKvix Lv‡Z Rgv w`‡Z n‡e |     

 

12 `icÎ Ges Õ`icÎ ch©‡e¶Y I g~j¨vqj weeibx:  

 

‡h †Kvb µq g~j¨ 10,001/=UvKv ev Zvi Dc‡i n‡j cÖK…Z mieivnKvix/†fÛviM‡bi KvQ †_‡K Kg c‡¶ wZbwU `icÎ msMÖn 

Kiv Avek¨K | wZbwU `ic‡Îi wfwË‡Z GKwU Õ`icÎ ch©‡e¶Y I g~j¨vqj weeibxÕ (Form: H)  ‰Zix Kiv Avek¨K | mew`K 

†_‡K Kg g~j¨ cÖ`vbKvix‡K Aek¨B MÖnbc~e©K gvj mieivn Kivi Acvi (accepting offer) w`‡Z n‡e | wKš‘ µ‡qi Rb¨ 

`ª‡e¨i ev †mevi cÖhyw³MZ w`K¸wji aib (technical in nature), †ckvMZw`K (professional), Ges cÖhyw³MZ gvb 

(technical quality) GBw`K¸wj‡K Aek¨B µqKwgwUi m`m¨‡`i‡K we‡ePbvi mgq cÖvavb¨ w`‡Z n‡e | g~j¨ ev Kó 

µqKwgwUi m`m¨‡`i Dcw¯’wZ‡Z  HKg‡Z¨ Avmvi Rb¨ Av‡jvPbv Kiv | 

 

hw` miKvwi G‡RwÝ KZ…©K, `ªe¨ Drcv`bKvix/‰ZixKvix ev ms¯’v, GKK `ªe¨ e›UbKvix ev cÖwZôvb, Aby‡gvw`Z wWjvi, GKK 

`ªe¨ Avg`vwbKvix e¨w³/cÖwZôvb †Kvb ª̀‡e¨i `i ev GKK g~j¨ wb×v©ib ev wVK K‡i _v‡K †mB‡¶‡Î †Kvb cÖKvi `icÎ 

Avnev‡bi `iKvi †bB | Z‡e, hw` GKB `ªe¨ ev wRwbm wKš‘ g~j¨ wfbœ †mB †¶‡Î mieivnKvix e¨w³/cÖwZôvb (miKvwi G‡RwÝ 

KZ…©K, `ªe¨ Drcv`bKvix/‰ZixKvix ev ms¯’v, GKK `ªe¨ e›UbKvix ev cÖwZôvb, Aby‡gvw`Z wWjvi, GKK `ªe¨ Avg`vwbKvix 

e¨w³/cÖwZôvb) GKvw`K nq †mB †¶‡Î mieivnKvix/†fÛviM‡bi KvQ †_‡K Kg c‡¶ wZbwU `icÎ msMÖn Kiv Avek¨K | 

‡fÛvi‡K µ‡qi Av‡`k †`qvi ZvwiL n‡Z `ic‡Îi g~j¨ 180 w`b ch ©̈š— Kvh©Kwi _vK‡e |  

 

13 ¯úU `icÎ/†Lvjv gv‡K©U µq cÖwµqvmg~n: 

 

wbgœ wjwLZ cwiw¯’wZ‡Z ev †¶‡Î ¯úU ev mivmwi µq Kiv hvB‡Z cv‡i; 

 

K.  `y‡hv©Mc~b© mg‡q ev Ri“ixwfwË‡Z †cÖvMÖv‡gi Pvwn`vc~i‡bi Rb¨ µqKiv | 

 

L. hLb †Kvb Gbwj‡÷W ev ZvwjKvfy³ †fÛvi ‡Kvb we‡kl `ªe¨ mieivn Kiv Rb¨ cvIqv hvq bv Ges mvavib mieivnKvix 

cÖwZôvb mywbw ©̀ó Pvwn`v mieivn Ki‡Z AcviM/A¶g | 

 

M.  hLb †Kvb Gbwj‡÷W ev ZvwjKvfy³ †fÛvi mgZvi µq c×wZi wbqgvbyhvqx `ªe¨ mieiv‡n AvMÖn bv †`Lv‡bv | 

 

N. hLb †Kvb bb-Gbwj‡÷W †fÛvi/†`vKvb`vi/LyPiv we‡µZv/cvBKvwi we‡µZv hviv K¨vk/†c-AWv©i/wWgvÛ Wªvd&U/†PK 

cÖvwßi wfwË‡Z `ªe¨vw` mieivn K‡i _v‡K | 

 

O. miKvwi Aby‡gvw`Z †c‡Uªj cv¤ú R¡vjvbx Ges jyewiK¨›U (h‡š¿ e¨envi‡hvMx †Zj) weµ‡qi Rb¨ Qvcv‡bv Ges wbw`©ó `i 

Av‡Q | 

 

 ¯úU `ic‡Îi wfwË‡Z †Kvb `ªe¨ ev gvjvgvj µ‡qi Rb¨ wb‡gœ ewY©Z ¯—‡ii e¨vL¨v Aek¨B †g‡b Pjv DwPZ: 

 

 wbev©nx cwiPvjK KZ…©K ¯úU µ‡qi Rb¨ GKwU I‡qfvi †jUvi (wavier letter)/µqbxwZ cÖ‡qvR¨ b‡n GB g‡g© QvocÎ 

Bmy¨ Kiv | 

 

 RwoZ e¨w³eM© Kg c‡¶ `yBwU ¯úU `icÎ msMÖn Kiv | 
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 µqKwgwU mivmwi msMÖnK…Z ¯úU `icÎ¸wj g~j¨vqb Ki‡eb Ges  Õ`icÎ ch©‡e¶Y I g~j¨vqj weeibxÕ (Form: H) ˆZix 

QvovB fvj `icÎ Abyhvqx †fÛvi wbev©wPZ Kiv | 

 

 wej/Pvjvb mg~n Ges Õ`icÎ ch©‡e¶Y I g~j¨vqj weeibxÕ (hw` ˆZix Kiv nq) `ic‡Îi mv‡_ mshy³ K‡i wbw`©ó Awd‡mi 

wdb¨vÝ wefv‡M †cÖib Kiv |  

  

14 ¯’vqx m¤ú` µq bxwZ: 

 

‡h mg¯— wRwb‡mi mvwf©m mgqKvj GK eQ‡ii AwaK Ges GKK wRwb‡mi g~j¨ Kgc‡¶ 5000 UvKv (cvuP nvRvi 

UvKv) †mB mg¯— wRwbm‡K ’̄vqx m¤ú` Ges g~jabRvwZq LiP wnmv‡e †`Lv‡Z n‡e | ‡h †Kvb ’̄vqx m¤ú` µq Kivi 

c~‡e© GKwU Dchy³/mwVK hyw³ ev mZ¨Zv (proper justification) _vKv `iKvi Ges Aek¨B Aby‡gvw`Z ev‡R‡U 

_vK‡Z n‡e Ges h‡_vh_ Aby‡gvw`Z e¨w³i KvQ †_‡K Aby‡gv`b (approval from the appropriate 

authority) wb‡Z n‡e | ‡fvM¨RvwZq wRwbm ‡¶‡Î ’̄vqx m¤ú` µ‡qi mv‡_ RwoZ mKj wbqg, wewagvjv Ges c×wZ 

mg~n cÖ‡hvR¨ n‡e bv Ges †h mg¯— wRwbm ‡fvM¨RvwZq Ges wRwb‡mi mvwf©m mgqKvj GK eQ‡ii Kg Ges GKK 

wRwb‡mi g~j¨ 5000 (cvuP nvRvi UvKv) UvKv †mB¸wj‡K †iwfwbD GKvD›U (g~bvdv wnmve) G PvR© Kiv A_v©r ’̄vqx 

m¤ú` Gi µqg~j¨ †iwfwbD GKvD›U (g~bvdv wnmve) G PvR© bv Kiv |   

 

15 wbgv©b KvR (Construction Works): 

 

mgZvi ‡h ‡Kvb wbgv©b Kv‡Ri A_v©r wUb†mW, Avavcuv°v `vjvb Ges/ev cvu°v `vjvb, gvwUfivU/gvwUi KvR, †`Iqvj 

ˆZix, wmwfj K›UvKkb/i¶bv‡e¶‡Yi KvR †KvbcÖKvi †UÛvi Ges/ev Kgc‡¶ wZbwU `ic‡Îi Qvov Kiv hvB‡Z cv‡i 

| myZivs msMV‡bi cÖ‡qvR‡b Ges hw` cwiw ’̄wZi Pvwn`v †gvZv‡eK µq cÖwµqv cwieZ©b Kiv `iKvi | GB ai‡bi 

†¶‡Î wbgœwjwLZ Pvwn`v¸wj `iKvi; 

 

 mswk­ ó Awd‡mi µq KwgwUi m`m¨Mb wbgv©b KwgwUi m`m¨ n‡Z n‡e | 

 

 GB ai‡bi KvR mgvß Kivi `vwqZ¡ mswk­ ó Awd‡mi wbgv©b KwgwUi m`m¨M‡bi | 

 

 mswk­ ó µq/wbgv©b KwgwU‡K Aek¨B wbev©nx cwiPvj‡Ki c~e© Aby‡gv`b mv‡c‡¶ †h †Kvb Kv‡Ri ïi“ ev GB RvwZq 

Kv‡Ri ev¯—evq‡bi ev †KbvKvUv Ki‡Z n‡e | 

 

 mswk­ ó Awd‡mi µq KwgwUi/wbgv©b KwgwU‡K Aek¨B Kv‡Ri cwiKíbv Ges Kv‡Ri ev‡RU wbev©nx cwiPvjK‡K Zvi 

hvPvB Ges P~ovš— Aby‡gv`‡bi Rb¨ ‡cÖib Ki‡Z n‡e | 

 

 GKRb †UKwbK¨vj e¨w³‡K GB ai‡bi Kv‡Ri mv‡_ Aek¨B m¤ú„³/RwoZ Ki‡Z n‡e | 

 

 

 µ‡qi mv‡_ RwoZ mKj †¶‡Î cÖwZ wRwb‡mi cwigvb, ¸bMZgvb, g~j¨, mieivn, e¨envi, gRy`, AMÖMwZ cwi`k©b, Ges 

cwi‡kva BZ¨vw` wel‡q mswk­ ó µq KwgwUi /wbgv©b KwgwU m`m¨e„‡›`i (†gvU m`‡m¨i g‡a¨ ⅔rd As‡ki) gv‡S mgš^q 

Ges †hvMv‡hvM fvj _vK‡Z n‡e | 
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 mswk­ ó µq KwgwUi/wbgv©b KwgwU m`m¨e„‡›`i (†gvU m`‡m¨i g‡a¨ ⅔rd As‡ki) µ‡qi mv‡_ RwoZ mKj Kvhv©µg 

(KvR¸wj/†mevMÖnb Ges myweavw`) fvjfv‡e Ges MÖnb‡qvM¨ Li‡Pi g‡a¨ A_v©r Aby‡gvw`Z mxgvi g‡a¨ Ges mgZvi Avw_©K 

e¨e ’̄vcbv Ges Acv‡ikbvj MvBW jvB‡bi bxwZgvjv Ges c×wZ Abyhvqx mwVKfv‡e ev¯—evq‡bi cyivcywi `vwqZ¡ | 

 

 hw` †Kvb Kvi‡bi mvavib Avw_©K mxgv (Aby‡gvw`Z Kv‡Ri ev‡RU Qvwo‡q hvq) AwZµg K‡i hvq, ZLb mswk­ ó µq 

KwgwUi/wbgv©b KwgwU m`m¨e„‡›`i (†gvU m`‡m¨i g‡a¨ ⅔rd As‡ki) Aek¨B wbev©nx cwiPvj‡Ki c~e© Aby‡gv`b wb‡Z n‡e | 

 mswk­ ó µq KwgwUi/wbgv©b KwgwU m`m¨e„‡›`i (†gvU m`‡m¨i g‡a¨ ⅔rd As‡ki) µ‡qi mv‡_ RwoZ mKj cÖKvi 

`wjjvw` Ges †iKW© mg~n †`Lvi AwaKvi _vK‡e Ges Zv‡`i ¯^v¶‡ii ci GKvDÝ †mKkb cwi‡kv‡ai e¨e¯’v wb‡e | 

 

16 f~wg µq (Procurement of Land): 

 

f~wg µq, hw` evwR‡Ui g‡a¨ e›Ub _v‡K Ges wbev©nx cwiPvj‡Ki c~e© Aby‡gv`b _v‡K, ZLbB mswk­ ó µq KwgwU 

cÖ‡qvRbxq cÖ`‡¶c wb‡Z cv‡i †hLv‡b ms ’̄vi myweav n‡e Ggb ’̄v‡b Dchy³ f~wg Ly‡R evwni Kiv | µq KwgwUi 

cvkvcvwk, wbev©nx cwiPvjK GKRb `¶ e¨w³ ev †UKwbK¨vj e¨w³‡K wb‡qvM w`‡eb whwb Zv‡`i mv‡_ KvR Ki‡eb 

f~wg †LvRv, evQvB, D³ f~wgi evRvi g~j¨ wK n‡Z cv‡i Zv †`Lv |  

 

e¨qfvi RwoZ gvwjKvbv ‡LvRv ev gvwjKvbvi Ae ’̄v, †iwR‡÷ªkb, f~wg Dbœqb, gvwUi KvR, Ges Ab¨vb¨ e¨q BZ¨vw` 

µ‡qi c~‡e© we‡ePbvq G‡b AvbygvwbK e¨q wbY©q Ges g~j¨ wbi“cb/wbY©qK…Z wbev©nx cwiPvj‡Ki Aby‡gv`b mv‡c‡¶ 

Rwg µq Ki‡Z n‡e | GB ai‡bi f~wg µ‡qi D‡Ïk¨ Ges Bnvi mg‡qi cwiKíbv mgZvi e¨env‡ii Rb¨ GKK fv‡e 

e¨env‡ii cwiKíbvi mv‡_ wgj n‡Z n‡e | µqK…Z f~wgi Pzw³ mgZvi bv‡g n‡Z n‡e |    

 

17 hvbevn‡bi R¡vjvbx µq (Procurement of Vehicle Fuel): 

 

mswk­ ó Awdm‡K Aek¨B hvbevn‡bi R¡vjvbx I I‡qj ZvwjKvfy³ dz‡qj †÷kb †µwWU w¯­ ‡ci gva¨‡g µq Kiv 

DwPZ | †µwWU w¯­ ‡ci ewn mieivn Ki‡e †fÛvi, cÖwZwU c„ôv n‡e wZbwU fv‡M wef³ | cÖwZwU Awd‡mi Rb¨ 

wbev©nx cwiPvjK KZ…©K g‡bvwbZ wKQy msL¨K Kgx© hviv †µwWU w¯­ ‡ci cÖZ¨KwU c„ôvq Aby‡gvw`Z e¨w³ wnmv‡e ¯̂v¶i 

Ki‡e | R¡vjvbx I I‡qj hvbevn‡b fivi mgq mswk­ ó PvjK/WªvBfvi †µwWU w¯­ ‡ci ewn dz‡qj †÷k‡bi Rb¨ 

enb Ki‡e, hv Aby‡gvw`Z e¨w³i Øviv ¯̂v¶wiZ n‡Z n‡e | GB ixwZ‡Z bM` ev K¨vk ‡jb‡`‡bi fvM  n«vm cv‡e Ges 

cieZx© gv‡mi ïi“‡Z dz‡qj cv‡¤úi AbyKz‡j ÕGKvD›U †cwG †P‡KiÕ  gva¨‡g cwi‡kva Kiv hv‡e | 

 

18 hvbevnb Ges gUimvB‡K‡ji †givgZ (Repair of Vehicle & Motor Cycles): 

 

mswk­ ó Awdm‡K Aek¨B hvbevn‡bi Ges /ev gUi mvB‡K‡ji †givgZ ZvwjKvfy³ ÕgUi/†fwnK¨vjm& wiwcqvwis 

IqvK©mcÕ gva¨‡g Kiv DwPZ | mswk­ ó PvjK/WªvBfvi‡K Aek¨B Õhvbevnb †givgZ Ges iK&kbv‡e¶‡bi Aby‡ivaÕ 

cÎ ev Request for Vehicle Repairs & Maintenance’  (Form: X) cÖwZwU Awd‡mi †fwnK¨vj Bb-Pv‡R©i 

wbKU Rgv w`‡Z n‡e, hw` Zvi hvbevnb /gUimvB‡K‡ji †Kvb cÖKvi †givg‡Zi cÖ‡qvRb nq | †givg‡Zi KvR ïi“i 

c~‡e© Aby‡gvw`Z e¨w³i KvR Kivi Aby‡gv`b wb‡Z n‡e |  GB ixwZ‡Z bM` ev K¨vk ‡jb‡`‡bi fvM  n«vm cv‡e Ges 

cieZx© gv‡mi ïi“‡Z ÕgUi/†fwnK¨vjm& wiwcqvwis IqvK©mcÕ bv‡g ev AbyKz‡j ÕGKvD›U †cwG †P‡KiÕ  gva¨‡g cwi‡kva 

Kiv hv‡e | 

19 we‡kl †¶‡Î µ‡qi bxwZmg~n (Procurement policies under Special Ground): 

 

mvavib µq bxwZgvjv Ges c×wZmg~‡ni evwn‡i wbgœ wjwLZ AwZwi³ wbqg¸wj we‡kl †¶‡Î †cÖvMÖv‡gi Kvh©m~wP¸wj 

mnR fv‡e Pvjv‡Z cÖ‡qvRb nq:  
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 ˆea Ges MÖnb‡hvM¨ Kvi‡b †Kvb wbw`©ó wRwbm ev KvR Kivi Rb¨ ev‡R‡Ui ‡h †Kvb jvB‡b dvÛ NvUwZ †`Lv w`‡j 

hv mgZvi g¨v‡bR‡g›U KZ…©K mywe‡ePbv Ges wbev©nx cwiPvj‡Ki Aby‡gv`‡bi (`vZv‡`i mv‡_ Avjvc mv‡c‡¶) 

wfwË‡Z AwZwi³ LiP Aby‡gvw`Z GKB ev‡R‡Ui Ab¨ jvB‡b AwZwi³ UvKvi mv‡_ mgš^q Ki‡Z cvi‡e |  

 

 Ri“ix †¶‡Î, hw` g‡b nq †cÖvMÖv‡gi Kg©m~wP ev¯—evq‡b Bnvi ¸i“Z¡ A‡bK, mswk­ ó †cÖvMÖvg cÖav‡bi e¨vL¨v 

cÖ`vb mv‡c‡¶ mgZvi g¨v‡bR‡g›U KZ…©K we‡ePbv Ges wbev©nx cwiPvj‡Ki Aby‡gv`‡bi (`vZv‡`i mv‡_ Avjvc 

mv‡c‡¶) chv©ß Znwe‡ji (dv‡Ûi) wbðqZv mv‡c‡¶ Aby‡gvw`Z †gvU ev‡R‡Ui GKB LvZ n‡Z †h †Kvb 

`ªe¨mvgMÖx Ges/ev †mevi Rb¨ A_© e¨q Ki‡Z cvi‡e | 

 

 Ri“ix †¶‡Î, hw` g‡b nq †cÖvMÖv‡gi Kg©m~wP ev¯—evq‡b Bnvi ¸i“Z¡ A‡bK ZviB wfwË‡Z wbev©nx cwiPvj‡Ki 

ev Zvi wb‡qvwRZ e¨w³i Aby‡gv`b Qvov mswk­ ó µqKwgwU †h †Kvb `ªe¨mvgMÖx Ges/ev †mev µq Ki‡Z cvi‡e 

| †Kvb cwiw ’̄wZ‡Z µqKiv n‡jv Zvi ˆea Ges MÖnb‡hvM¨ Kvib¸wj e¨vL¨v cÖ`vb mv‡c‡¶ Õ‡cvó †cK&‡Uv 

Aby‡gv`bÕ (Post Facto Approval) wbev©nx cwiPvj‡Ki ev Zvi wb‡qvwRZ e¨w³i KvQ †_‡K wb‡Z n‡e | 

 

20 A_© cwi‡kv‡ai aib (Mode of Payment): 

 

‡Kvb `ªe¨mvgMÖx ev †mevi MÖn‡bi cvIbv 10,000/= (`k nvRvi) UvKvi Dc‡i n‡j ‡fÛv‡ii cÖwZóv‡bi bv‡g ev 

G›UvicÖvB‡Ri AbyKz‡j GKvD›U †cwG †P‡Ki gva¨‡g Zv‡`i cvIbv cwi‡kva Ki‡Z n‡e | hw` m¤¢e bv nq, †mB †¶‡Î 

†fÛv‡ii KvQ †_‡K GKwU wjwLZ Aby‡ivacÎ Avb‡Z n‡e, †h †fÛvi Zvi gvwj‡Ki bv‡g ev evn‡Ki †P‡Ki gva¨‡g 

`ªe¨mvgMÖx ev †mev cÖ`vb Ki‡Z AvMÖnx | GB c‡Î gvwjK KZ…©K whwb `ªe¨ ev †mev MÖnbKvix cÖwZóvb †_‡K †PK 

MÖnbKvixi ¯̂v¶i mbv³ K‡i w`‡Z n‡e |  

 

 mgZv hLb †fÛv‡ii KvQ †_‡K `ªe¨mvgMÖx ev †mev MÖnb K‡i, hw` †fÛvi bM` UvKv Pvq, †mB †¶‡Î wbgœ ewY©Z 

c×wZ mg~n Aek¨B †g‡b Pjv DwPZ: 

 

 cÖwZwU `ª‡e¨i Pvwn`v cwigvb hv Õµq Pvwn`vc‡ÎÕ/µq Av‡`‡k D‡j­ L Av‡Q Ges †fÛv‡ii Kv‡Q chv©ß Av‡Q Zv 

†fÛ‡ii KvQ †_‡K µ‡qi mgq †R‡b wb‡Z n‡e | 

 

 µq Pvwn`vc‡Î/µq Av‡`kc‡Î ewY©Z `ª‡e¨i GKK g~j¨ Ges †fÛv‡ii Kv‡Q Pvw`vgvwcK `ªe¨mvgMÖx chv©ß Av‡Q 

GB mKj wel‡qi wfwË‡Z µq KwgwU wnmve K‡i †`L‡e Ges †fÛvi‡K Zvi cvIbv UvKv cwi‡kva Kiv | 

 

 µqKwgwU‡K cwi‡kv‡ai Rb¨ GKwU ÕK¨vk Pvwn`v †g‡gvÕ (Cash Request Memo) ˆZix K‡i wnmve wefvM‡K 

cÖ`vb Ki‡Z n‡e |  

 

 ÕK¨vk Pvwn`v †g‡gvÕ (Cash Request Memo) Aek¨B ¯^v¶iKixM‡bi ga¨ †_‡K Kvnv‡iv Øviv Aby‡gv`b Ki‡Z n‡e | 

 

 

 

21 µq †iwR÷vi (Procurement Register): 
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mswk­ ó Awd‡m 10,001/= UvKv ev Dc‡i hvnv `icÎ, Õ`icÎ ch©‡e¶Y I g~j¨vqb weeibxÕ, µ‡qi Av‡`k Ges/ev 

Pzw³c‡Îi gva¨‡g µq Kiv nq, †mB¸wji Rb¨ GKwU µq †iwR÷vi (Form: L) i¶bv‡e¶Y Kiv DwPZ | 

 

22 µq dvBj (Procurement File): 

 

mswk­ ó Awd‡mi cÖkvm‡bi ZË¡veav‡b µq msµvš— mKj cÖKvi bw_cÎ/`wjjvw`i (†hgb d‡UvKwc Ae µ‡qi 

Pvwn`vcÎ, `icÎ, Õ`icÎ ch©‡e¶Y I g~j¨vqb weeibxÕ, µ‡qi Av‡`k Ges/ev Pzw³cÎ) Rb¨ GKwU µq dvBj 

i¶bv‡e¶Y Kiv DwPZ | 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

XI.  m¤ú` e¨e¯’vcbv (INVENTORY MANAGEMENT): 
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mgZvi m¤ú` e¨e ’̄vcbvi bxwZgvjvq wKQy wKQy cÖavb welq Aš—©fy³ Av‡Q | †hgb m¤ú‡`i m~Î Ges e¨e ’̄vcbv,  

‡kªbxwefvM, †÷vi e¨e ’̄vcbv, cwiZ¨³ ‡Nvlbvi Rb¨ MwVZ KwgwU, ewnmg~n Ges `wjjvw`mg~n BZ¨vw` |  

 

1. m¤ú‡`i m~Î Ges e¨e ’̄vcbv (Definition of Inventory & Inventory Management): 

 

Ôm¤ú`Õ A_© mKj cÖKvi ¯úk„bxq wRwbm /`ªevw`i gvwjKvbv †hgb Awdm mvc­ vBR/†÷kbvwi, hvbevn‡bi LyPiv 

hš¿vsk, †cÖvMÖv‡gvi `ªevw` I hš¿cvwZ, R¡vjvbx, Mvox, †gvUi mvB‡Kj, evB-mvB‡Kj, †Rbv‡iUi, d‡UvKwcqvi, 

K¨v‡giv, Kw¤úDUvi, wcÖ›Uvi, wmwjsd¨vb, †Uwejd¨vb, GqviKwÛkbvi, wid«wiRv‡iUvi, gvwëwgwWqv cÖ‡R±vi, ¯­ vBW 

cÖ‡R±vi, ‡Uwjwfkb, AvmevecÎ, wd·vi, Ges hš¿cvwZ, BZ¨vw` | 

 

Ôm¤ú` e¨e ’̄vcbvÕ Gi kZ©vejxi cÖwµqv n‡jv mKj cÖKvi ¯úk„bxq wRwbm/`ªevw`i mwVK †iK©WwKwcs e¨e ’̄v †hgb cÖvwß, 

weZib Ges †Ri, wnmvewbKvk, chv©ß mv‡cv©wUs `wjjvw`i wbðqZv cÖ`vb, wbqš¿b, gwbUi Kiv Ges mwVKfv‡e wbivc` 

ivLv |   

 

2. m¤ú‡`i †kªbx wefvM (Classification of Inventory): 

 

‡fvM¨cY¨ m¤ú` (Consumable Inventory): 

 

wb‡gœ ewY©Z wRwbm/ ª̀evw`¸wj †fvM¨cY¨ m¤ú` wnmv‡e Mb¨ Kiv hvq; 

 

 Awdm mvc­ vBR/†÷kbvwii Aš—©fy³ ‡fvM¨cY¨; mKj cÖKvi †÷kbvwi, Kw¤úDUi †ccvi, wcÖ›Uvi †Uvbvi, wieb, 

d‡UvKwcqv†ii Kvwj, d‡UvKwc †ccvi, we`y¨r-msµvš— `ªevw`, Pv, ỳa, wPwb, BZ¨vw` | mvavibZ GB mg¯— wRwbm¸wj 

Awd‡mi mvavib Kv‡Ri D‡Ï‡k¨ µq Kiv nq | GB RvwZq wRwbm/`ªevw` µq Kivi ci †÷viwKcv‡ii gva¨‡g mivmwi 

MÖnb Ges Ô÷K ‡iwR÷viÕ (Stock Register) G †iK©W Kiv |  (Form: K) 

 

 cÖwk¶‡bi wRwbm¸wji Aš—©fy³ ‡fvM¨cY¨; mKj cÖKvi †÷kbvwi, Kw¤úDUi †ccvi, wcÖ›Uvi †Uvbvi, d‡UvKwcqv†ii 

Kvwj, wieb, wdj¥, d‡UvKwc †ccvi, BZ¨vw` | hw` wRwbm¸wj GKgvÎ cÖwk¶‡bi Rb¨ µq Kiv Ges e¨wqZ A_©© 

mswk­ ó †cÖvMÖv‡gi †Uªwbs Lv‡Z PvR© Ki‡Z n‡e| GB RvwZq ‡Uªwbs wRwbm/ ª̀evw` µq Kivi ci mswk­ ó †Uªwbs Gi Rb¨ 

†cÖvMÖv‡g mivmwi weZib Kiv |   

 

A‡fvM¨cY¨ m¤ú` (Non-Consumable Inventory): 

 

wb‡gœ ewY©Z ‡fvM¨cY¨ bq Ggb wRwbm/`ªevw` ev ¯’vqx m¤ú` wnmv‡e Mb¨ Kiv hvq; 

 

 Furniture, Fixture & Equipments (FF&E) Gi Aš—©fy³ cY¨; ‡Uwej, †Pqvi, Avjwgiv, †mvcv‡mU, dvBj 

†Kwe‡bU, †iK, K¨vjKz‡jUvi, weªcK¨vm, †nj‡gU, K¨v‡giv, wfwWI K¨v‡giv, †gvevBj †dvb, †cb-WªvBf †Rbv‡iUi, 

d‡UvKwcqvi, Kw¤úDUvi, wcÖ›Uvi, wmwjsd¨vb, †Uwejd¨vb, GqviKwÛkbvi, wid«wiRv‡iUvi, gvwëwgwWqv cÖ‡R±vi, 

¯­ vBW cÖ‡R±vi, ‡Uwjwfkb, AwMœwbev©cK hš¿, BZ¨vw` | 

 

 hvbevn‡bi Aš—©fy³ cY¨; Pvi PvKvi Mvox, †gvUi mvB‡Kj, evB-mvB‡Kj, Uªwj, BwÄbPvwjZ †bŠKv, BZ¨vw` | 

3. †÷vi e¨e¯’vcbv (Store Management): 
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Dc-cwiPvjK (cÖkvmb) ev Zvi `vwqZ¡cÖvß e¨w³‡K ms ’̄vi †÷v‡ii Kvh©µg¸wj wek¦v‡mi mv‡_ Pvjy Ges wbqš¿b Ki‡Z 

n‡e | cÖZ¨KwU Awdm c„_K K‡i GKwU †÷vi e¨e ’̄vcbvi mvavibZ †h mg¯— †fvM¨cY¨ wRwbm¸wj Awd‡mi mvavib 

Kv‡Ri D‡Ï‡k¨ µq Kiv nq | mswk­ ó ev‡R‡Ui eivÏK…Z A‡_©i Aax‡b GB RvwZq wRwbm/`ªevw`i e¨wqZ A_© 

g~bvdvRvwZq LiP wnmv‡e PvR© Ki‡Z n‡e | †÷vi n‡Z GB RvwZq †fvM¨cY¨ wRwbm/`ªevw` cÖvwß I weZib Ô÷K 

†iwR÷viÕ (Stock Register, Form: K ) G †iK©W Ki‡Z n‡e | †fvM¨cY¨ bq Ggb `ªevw`mvgMÖx Ô¯’vqx m¤ú` 

†iwR÷viÕ (`Fixed Assets Register’, Form: L) G †iK©W Ki‡Z n‡e | GKRb e¨w³ _vK‡e, hvi `vwqZ¡ n‡e 

mswk­ ó Awd‡mi †÷vi i¶Yv‡e¶Y Kiv, Zv‡K ejv nq Ô‡÷vi-Bb-PvR©Õ (Store-In-Charge) ev Ô‡÷vi i¶KÕ 

(Store Custodian) |  Ô‡÷vi Pvwn`vcÎÕ (`Store Requisition’, Form: Q) G mswk­ ó Awd‡mi Bb-PvR© 

Gi Aby‡gv`b mv‡c‡¶ Aby‡iv`Kvix e¨w³ ev †cÖvMÖv‡gi Pvwn`v Abymv‡i `ªe¨mvgMÖx †÷vi †_‡K weZib Ki‡e | cÖwZ 

Awd‡mi Bb-PvR© Gi `vwqZ¡ mgZvi Aax‡b mswk­ ó †÷vi cwi`k©b Kiv |    

 

4. cwiZ¨³ †Nvlbvi KwgwU (Disposal Committee): 

 

`ªe¨mvgMÖx cwiZ¨³ ‡Nvlbvi c×wZ wbðqZv cÖ`v‡bi Rb¨ mgZv GKwU ÔcwiZ¨³ †Nvlbv KwgwUÕ (Disposal 

Committee) MVb Kiv Avek¨K | cÖwZwU Kó †m›Uvi/cÖ‡Z¨K Awd‡mi Rb¨ ÔcwiZ¨³ †Nvlbv KwgwUÕ (Disposal 

Committee) mKj m`m¨Mb (wewfbœ c`we †_‡K) wbev©nx cwiPvjK ev Zvi `vwqZ¡cÖvß e¨w³i Øviv wbev©wPZ Ges 

Aby‡gvw`Z n‡Z n‡e | d‡j cÖZ¨K m`m¨ cÖ¯—vweZ cwiZ¨³ `ªe¨mvgMÖxi eZ©gvb Ae ’̄v ev¯—‡e hvPvB K‡i ¯̂vaxbfv‡e 

cwiZ¨³ `ªe¨mgvMÖxi Dci ew³MZ gZvgZ w`‡Z cvi‡eb | mswk­ ó KwgwU wPwýZ Ki‡e †h mg¯— `ªe¨ mvgMÖx 

‡givgZ †hvM¨ bq, †m¸wj cwiZ¨³ Kivi Rb¨Zvi †Nvlbv Ges civgk© w`‡e | mswk­ ó KwgwUi m`m¨e„‡›`i (†gvU 

m`‡m¨i g‡a¨ ⅔rd As‡ki) gZvg‡Zi wfwË‡Z cwiZ¨‡³i Av‡`k ev weµq Av‡`k cÎ ‰Zix Ki‡Z n‡e | hw` 

m`m¨‡`i GB e¨vcv‡i wfbœ gZvgZ _v‡K Zv wjwLZ AvKv‡i _vKv Avek¨K Ges Zvnv †iK©‡W _vK‡Z n‡e | Awd‡mi 

mv‡_ RwoZ ¶wZMÖ¯— ev †m‡K‡ji †fvM¨cY¨ †fvM¨cY¨ bq Ggb `ªe¨mvgMÖx cwiZ¨³ ev AKkb †m‡ji Rb¨ GKwU 

wjwLZ cÖ¯—ve m`m¨‡`i gš—e¨ I mycvwik mn wbev©nx cwiPvjK ev Zvi `vwqZ¡cÖvß e¨w³i Øviv hvPvB Ges Aby‡gv`‡bi 

Rb¨ cvVv‡Z n‡e | cÖZ¨K m`m¨‡K Aek¨B me `wjjvw`i mKj c„ôvq ¯̂v¶i Ki‡Z n‡e | 

 

5. ewn Ges `wjjvw`mg~n (Books & Documents): mgZvi Aaxb¨¯— cÖwZwU Awdm m¤ú‡`i mv‡_ RwoZ 

wb‡gœ ewY©Z ewn Ges `wjjAw`mg~n i¶Yv‡e¶Y Ki‡Z n‡e;  

 

K. ewnmg~n (Books): 

 
 ÷K †iwR÷vi (SR): ‡h mg¯— †fvM¨cY¨ ª̀e¨ mvgMÖxi Awd‡mi mvavib Kv‡Ri D‡Ï‡k¨ µq Ki nq, Zvi cÖK…Z 

cwigvb, GKK `vg/cÖwZwUi `i, Ges cy•Lvbycy•L eY©bv mn cÖ‡Z¨K Awdm‡K GKwU Ô÷K †iwR÷viÕ (Stock 

Register) i¶Yv‡e¶Y Ki‡e | (Form: K)  

 

 ¯’vqx m¤ú` †iwR÷vi (FAR): ‡h mg¯— `ªe¨ mvgMÖxi †fvM¨cY¨ bq, †mB mg¯— `ªe¨ mvgMÖxi cÖK…Z cwigvb, GKK 

`vg/cÖwZwUi `i, Ges cy•Lvbycy•L eY©bv mn mgZvi †K›`ªxq Awdm GKwU Ô¯’vqx m¤ú` †iwR÷viÕ (ÔFixed Assets 

Register’ Form: M), i¶Yv‡e¶Y Ki‡e | †K›`ªxq Awdm cÖwZwU wRwb‡mi cwiwPwZ b¤^i eivÏ Ki‡e Ges mswk­ ô 

Awdm¸wj‡Z eivÏK…Z b¤^i cÖwZwU wRwb‡mi Dci †`Iqvi Rb¨ gvwmK wfwË‡Z Ô¯’vqx m¤ú‡`i wi‡cv©wUs digÕ (ÔFixed 

Assets Reporting Form’, Form: N) gva¨‡g Rvbv‡Z n‡e |   
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 e¨w³MZ m¤ú` †iwR÷vi (IIR): ‡h mg¯— `ªe¨ mvgMÖxi †fvM¨cY¨ bq †mB¸wj hw` Kgx©i Kv‡Q `xN© mg‡qi Rb¨ _v‡K, 

Awd‡mi †mB mg¯— `ªe¨ mvgMÖxi cÖK…Z cwigvb, GKK `vg/cÖwZwUi `i, Ges cy•Lvbycy•L eY©bv mn mgZvi cÖwZwU Awdm 

GKwU Ôe¨w³MZ m¤ú` †iwR÷viÕ (`Individual Inventory Register’ Form: O), i¶Yv‡e¶Y Ki‡e | m¤ú`¸wj 

†hgb †gvUi mvB‡Kj, evB-mvB‡Kj, K¨vjKz‡jUvi, weªcK¨vm, e¨vM, †nj‡gU, K¨v‡giv, wfwWI K¨v‡giv, †gvevBj †dvb, 

†cb-WªvBf, gvwëwgwWqv cÖ‡R±vi, ¯­ vBW cÖ‡R±vi, BZ¨vw` |  

 

L. QKmg~n (Formats): 

 

 ‡Wwjfvix Pvjvb (Delivery Challan): GK Awdm n‡Z Ab¨ Awd‡m †Kvb wRwbm ev `ªe¨ mvgMÖx cvVv‡bvi cÖ‡qvRb 

n‡j mswk­ ó Awd‡mi KZ…©c‡¶i Aby‡gv`b mv‡c‡¶ Ô‡Wwjfvix PvjvbÕ (Form: P) Gi  gva¨‡g †cÖib Ki‡Z n‡e | 

mswk­ ó Awd‡mi †÷vi i¶K `ªe¨ mvgMÖx (†fvM¨cY¨+‡fvM¨cY¨ bq) Ab¨ Awd‡m cvVv‡bvi mgq Ô‡Wwjfvix PvjvbÕ 

ˆZix Ki‡e | `ªe¨ mvgMÖxi cÖK…Z cwigvb, GKK `vg/cÖwZwUi `i, Ges cy•Lvbycy•L eY©bv mn Ab¨ Awd‡mi /¯’v‡bi bvg 

wVKvbv Ô‡Wwjfvix PvjvbÕ D‡j­ L _vKv Avek¨K | cÖwZwU Awdm‡K GB ai‡bi `wj‡ji Rb¨ GKwU c„_K dvBj 

i¶Yv‡e¶Y Ki‡Z n‡e | 

 

 ‡÷vi Pvwn`vcÎ (Store Requisition Form): mswk­ ó Awd‡mi KZ…©c‡¶i Aby‡gv`b mv‡c‡¶ Ô‡÷vi 

Pvwn`vcÎÕ (Form: Q) Gi  gva¨‡g ‡÷vi †_‡K `ªe¨ mvgMÖx weZib Kiv n‡e | †h †Kvb e¨w³ ev mswk­ ó †cÖvMÖv‡gi 

c‡¶ Zvi/Zv‡`i Pvwn`vgvwdK Ô‡÷vi Pvwn`vcÎÕ (SRF) ˆZix K‡i Ges mswk­ ó †÷vi i¶‡Ki Kv‡Q cvVv‡Z n‡e |  

mswk­ ó Awd‡mi KZ…©c‡¶i Aby‡gv`‡bi ci †÷vi i¶K Zv‡`i Pvwn`vgvwdK ª̀e¨mvgMÖx †÷vi †_‡K weZib K‡i | GB 

ai‡bi c×wZ ïay gvÎ mswk­ ó  Awd‡mi g‡a¨ mxwgZ | GB ai‡bi `wj‡ji Rb¨ GKwU c„_K dvBj i¶Yv‡e¶Y Ki‡Z 

n‡e | 

 

 gvwmK ’̄vqx m¤ú‡`i wi‡cv©wUs dig (Monthly Fixed Assets Reporting Form):  mgZvi †K›`ªxq Awdm 

GKwU gvwmK ¯’vqx m¤ú‡`i wi‡cv©U (ÔFixed Assets Reporting Form’, Form: N) ‰Zix Ki‡e hv‡Z _vK‡e 

cÖwZwU ¯’vqx m¤ú‡`i cÖK…Z cwigvb, `i, Ges cy•Lvbycy•L eY©bv D‡j­ L _vK‡e Ges cÖwZwU wRwb‡mi cwiwPwZ b¤^i eivÏ 

K‡i mswk­ ô Awdm¸wj‡Z eivÏK…Z b¤^i cÖwZwU wRwb‡mi Dci †`Iqvi Rb¨ gvwmK wfwË‡Z Ô¯’vqx m¤ú‡`i wi‡cv©wUs 

digÕ Gi gva¨‡g ‡cÖib Ki‡e| 

  

 evwZj KiY dig (Write Off Form):  hw` †fvM¨cY¨ `ªe¨mvgMÖx bq Ggb wRwbm (Fixed Assets) nviv‡bv, 

¶q¶wZ, ev weµq Kivi cÖ‡qvRb nq Zvi Rb¨ mswk­ ó Awd†mi †÷vi i¶K‡K GKwU ÔevwZj KiY digÕ (`write-

off form’, Form: R) Aek¨B ˆZix K‡i Ges Zv hvPvB, gš—e¨ Ges civg‡k©i Rb¨ ÔcwiZ¨³ †Nvlbv KwgwUÕ 

(Disposal Committee) wbKU cvVv‡Z n‡e | GB di‡g m`m¨‡`i ¯^v¶i mn Zv‡`i gš—e¨ I mycvwik mn wbev©nx 

cwiPvjK ev Zvi `vwqZ¡cÖvß e¨w³i Øviv hvPvB Ges Aby‡gv`‡bi Rb¨ cvVv‡Z n‡e |  

  

M.   `wjj msi¶Y (Documentation):  m¤ú‡`i (Dfq †fvM¨cY¨ + †fvM¨cY¨ bq) cÖvwß Ges weZi‡bi 

cÖ‡qvRbxq Z_¨ Ges we¯—vwiZ †iK©Wmg~n mswk­ ó Awdm‡K ivL‡Z n‡e |  

 

N.   `wjjvw` †jLvi mxgve×Zv/evavwb‡la (Restriction for the documentations writing):  ‡h ‡Kvb 

cÖ‡qvR‡b †÷v‡ii †iK©‡W/`wjjvw`‡Z IfviivBwUs bv Kiv evÃbxq ev Kiv hv‡e bv | hw` †Kvb cwieZ©b Ki‡Z nq, g~j 

†jLvi Dci Kjg w`‡q GKwU Uvb w`‡q KvU‡Z n‡e Ges cwieZ©b/mwVK Kivi ci mswk­ ó e¨w³i ¯^v¶i Ges 

mycvifvBRv‡ii Øviv ¯^v¶i (countersigned by the supervisor) K‡i †bqv | mieivnKvixi cÖvwß †Kvb Pvjv‡b ev 

 wnmv‡ei †Kvb †iK©Wc‡Î, Ges Aby‡gvw`Z ‡jb‡`b cwieZ©b Kivi †÷vi i¶‡Ki †Kvb AwaKvi bvB | 
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6. m¤ú‡`i e¨e¯’vcbv (Management of Inventory): 

 

K. msi¶‡bi ’̄vb (Accommodation): 

 
mswk­ ó Awd‡mi GKwU c„_K ¯’v‡b ‡÷vi b¨¯— Ki‡Z n‡e Ges Zvjv Pvwe w`‡q eÜ ivL‡Z n‡e |  

 

L.  †÷v‡i AwaKvicÖ`v‡bi cÖwµqv (Store authorization process): 

 

mswk­ ó Awd‡mi Bb-PvR© ev `vwqZ¡ cÖvße¨w³ whwb wbev©nx cwiPvjK KZ…©K wbev©wPZ n‡e wZwb Ô‡÷vi Pvwn`vcÎÕ 

(Form: Q) Aby‡gv`b Ki‡e | ª̀e¨mvgMÖx †÷vi †_‡K weZib Kivi c~‡e© Ô‡÷vi Pvwn`vcÎÕ AwaKvicÖvße¨w³i Øviv 

Aby‡gv`b Kiv‡Z n‡e | 

 

M.  `¶Kgx© (Competent Personnel):  AwfÁZv Ges `¶Zv m¤úbœ e¨w³‡K ‡÷vi cwiPvjbv Kivi `vwqZ¡ †`Iqv |    

 

N.  `vwqZ¡ (Responsibilities):  ‡÷vi cwiPvjbvi `vwqZ¡ cwi®‹vi K‡i cÖwZwôZ Ki‡Z n‡e | †hgb Kviv †÷v‡i KvR 

Ki‡e Ges Kvi AbygwZi `iKvi BZ¨vw` |    

 

O.  cÖvwß Ges †iK©wWs c×wZmg~n (Receiving & recording procedures): 

 

 `ªe¨mvgMÖx cªvwßi ci `ªe¨mvgMÖxi cÖK…Z bvg, cy•Lvbycy•L eY©bvi wfwË‡Z, cwigvb, GKK `vg mn Ô÷K †iwR÷viÕ 

(Stock Register) G Aek¨B †iK©W Ki‡Z n‡e | hw` ª̀e¨mvgMÖx Kg©Kvjxb mg‡qi c‡i MÖnb Kiv nq Zvn‡j 

†mB¸wj cieZx© Kg©w`e‡m Aek¨B †iK©W Ki‡Z n‡e | 

 

 cÖwZwU cÖvwß ev M„wnZ `ªe¨mvgMÖxi wecix‡Z Pvjvb ev wej/Bbf‡qm _vKv Avek¨K | 

 

 mieivnKvixi mieivnK…Z mKj `ªe¨mvgMÖx ¸bvMZgvb, cwigvb, mieivnKvixi ¯^v¶wiZ Pvjvb ev wej/Bbf‡qm Gi 

mv‡_ †PK K‡i †`Lvi ci †÷vii¶K `ªe¨mvgMÖx MÖnb Ki‡e |    

 

P.  weZi‡Yi c×wZmg~n (Issuance procedures): 

 

 cÖ‡Z¨K †÷vi Pvwn`vc‡Îi wfwË‡Z ‡÷vimvgMÖx mswk­ ó †cÖvMÖv‡gi Kgx©‡K ev `vwqZ¡cÖvß e¨w³‡K cÖ`vb Ki‡Z n‡e 

| 

 

 cÖwZwU ‡÷vimvgMÖxi weZib/e›U‡bi Rb¨ ‡÷vi Pvwn`vcÎ ev Pvjvb _vKv evÃbxq/Avek¨K | 

 

 ‡÷vi †_‡K `ªe¨mvgMÖx MÖnb Kivi ci M„nxZvi ¯^v¶i ‡÷vi Pvwn`vc‡Î ev Pvjv‡b _vKv Avek¨K |    

 

Q. K¶ Abyhvqx ’̄vqx m¤ú‡`i ZvwjKv (Room-wise Fixed Assets List):  

 

K‡¶i g‡a¨ KZ¸wj m¤ú` Av‡Q Zv GK bR‡i †`Lvi Rb¨ cÖwZwU Awd‡mi cÖwZwU `iRvq ÕK¶ Abyhvqx ¯’vqx m¤ú‡`i 

ZvwjKvÕ (`Room-wise Fixed Assets List’, Form: S) Szjv‡Z n‡e | 
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R. ¯’vqx m¤ú‡`i cwiwPwZ b¤^i wbwðZ KiY (Ensure the identification number of Fixed 

Assets): 
 

m¤ú‡`i Dci eivÏK…Z cwiwPZ b¤^i emv‡bv, K¶ Abyhvqx ¯’vqx m¤ú‡`i ZvwjKv Ges mwVKfv‡e ¯’vqx m¤ú‡`i wi‡cv©U I 

`wjjvw` dvB‡j i¶Yv‡e¶Y Kivi wbðqZv cÖ`vb Kiv cÖwZwU Awdm Bb-Pv‡R©i `vwqZ¡ |  

 

S. wbw`©ó mgq Aš—i Aš—i m¤ú‡`i Ae ’̄v (Periodic Physical Inventory): 

 

 mgZvi KZ„©c¶ wbw`©ó mgq cici ev¯—e Ae¯’v Rvb‡Z n‡e †h, †÷v‡i iw¶Z `ªe¨mvgMÖx (†fvM¨cY¨ I †fvM¨cY¨ bq 

Ggb `ªe¨mvgMÖx) I ‡iK©‡Wi wfwË‡Z cÖK…Z AwaKvi Ges †R‡ii Z`š—, MYbv, IRb, cwigvc Kiv ev AvbygvwbK 

aiv, Df‡qi g‡a¨ ‡KvbcÖKvi Miwgj evwni Kiv Ges Bnv wVK Ki‡Yi e¨e¯’v †bqv |  

 

 GB ai‡bi Miwgj cwinvi Kivi Rb¨ Af¨›Zixb wbix¶v †mj ¯^vaxbfv‡e †Ri/÷‡Ki mv‡_ wbw`©ó mgq cici 

wgjKiY Ki‡e | 

 

 wbev©nx cwiPvjK ev Zvi `vwqZ¡ cÖvß e¨w³i mv‡_ Avjvc Av‡jvPbv Ges Aby‡gv`b mv‡c‡¶ mgZvi cÖwZwU Awd‡mi 

cÖavb ev Af¨š—ixb wbix¶v †m‡ji e¨w³ ev A_© wefv‡Mi e¨w³ Øviv ‡÷v‡i m¤ú‡`i Ae¯’v wbw`©ó mgq 

cici/evrmwiK wbix¶v/†P‡Ki e¨e ’̄v _vKv DwPZ |  

 

 ‡÷v‡i m¤ú‡`i Ae¯’v wbw`©ó mgq cici/evrmwiK wbix¶v/†P‡Ki Rb¨ GKwU Ôev¯—e cY¨`ª‡e¨i hvPvB digÕ 

(‘Physical Inventory Verification Form’, Form: T) ˆZix Kiv Av‡Q  |  

 

T. Af¨š—ixb wbqš¿b c×wZ (Internal Control System): 

 

Af¨š—ixb wbqš¿b c×wZi Dbœq‡bi wbðqZv cÖ`v‡bi mv‡c‡¶ `vwqZ¡‡Z weK…›`ªxKiY Ki‡Z n‡e Kg c‡¶ wZbRb e¨w³ 

KZ…©K ‡÷v‡ii m¤ú` i¶Yv‡e¶Y Ki‡Z n‡e | wb‡gœ ewY©Z Gwiqv¸wj n‡jv; 

 

 e¨envi (Handling) 

 

 µqKiv/wnmvewbKvk ivLv (Purchasing/Accounting) 

 

 Aby‡gv`b (Approval)  
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XII. hvbevnb e¨e¯’vcbv (VEHICLE MANAGEMENT):   
 
mgZvi hvbevnb e¨e ’̄vcbvi bxwZgvjvq wKQy wKQy cÖavb welq Aš—©fy³ Av‡Q | †hgb hvbevnb e¨e ’̄vcbv, hvbevn‡bi 

‡kªbxwefvM, hvbevnb e›Ub Ges PjvPj/Kvh©µg c×wZmg~n, Ges wi‡cv©U I `wjjvw`mg~n BZ¨vw` | bxwZ, wbqgKvbyb 

Ges wewam¤§ZKiY mg‡qi mv‡_ mv‡_ mgZvi ¯̂v‡_© mg¯— hvbevn‡bi ai‡bi Dci cwieZ©b, ms‡kvab Ges ms¯‹vi 

n‡Z cv‡i | 

 

1. hvbevnb e¨e¯’vcbv (Vehicle Management): 

 

hvbevnb A_© mKj cÖKvi cwienb myweavw`, hv mgZvi Aax‡b µq Kiv Ges msMV‡bi e¨env‡ii Rb¨ evÃbxq | mKj 

cwien‡bi gvwjKvbv n‡e mgZv | cÖ‡Z¨K Ges cÖwZwU ¯—‡i hvbevn‡bi e¨e ’̄vcbvq Aš—©fy³ µq, †iwRw÷ªkb, 

wdU‡bm, exgv, †cÖvMÖv‡g e›Ub, mv‡cvU mvwf©‡m e›Ub, cwi‡kv‡ai wfwË‡Z e¨w³MZ Kv‡R e›Ub, i¶Yv‡e¶Y, R¡vjvbx 

dyiv‡bv, wbivcËv I wbivc`, Ges wi‡cv©U I `wjjvw`mg~n BZ¨vw` msMV‡bi mKj †cÖvMvg Kg©m~wP¸wji ev¯—evq‡b 

DbœZgv‡bi †mevi wbðqZv cÖ`vb Kiv evÃbxq | Ôhvbevnb e¨e ’̄vcbvÕ Gi kZ©vejxi cÖwµqv n‡jv mwVK †iK©WwKwcs 

e¨e ’̄v, hvbevn‡bi gyf‡g›U/e¨envi, wnmvewbKvk, chv©ß mv‡cv©wUs `wjjvw`i wbðqZv cÖ`vb, wbqš¿b, gwbUi Kiv Ges 

mwVKfv‡e wbivc` ivLv |  

 

2. hvbevn‡bi ‡kªbx (Category of Vehicle): 

 

 4 (Pvi) PvKvi Mvox 

 ‡gvUi mvB‡Kj 

 evB-mvB‡Kj 

 

3. hvbevn‡bi ‡kªbx wfwË‡Z e›Ub (Allocation Category of Vehicle): 

 

Pvi PvKvi Mvox eivÏ KiY: 

 

µwgK bs c`we kZ©vejx 

1. wbev©nx cwiPvjK Mvox (Pvi PvKvi Mvox) mve©w¶bK e¨envi Rb¨ AwaKvi cÖvß Ges Mvox gyf‡g›U mswk­ ó 

mKj LiP mgZv enb Ki‡e | ‡hgb R¡vjvbx LiP, †givgZ Ges i¶Yv‡e¶Y LiP, 

WªvBfv‡ii IfviUvBg, cviwWqvg, Mvoxi `wjjvw`i bevqb LiP, Uzj, †dix Ges weªR wdm 

BZ¨vw` | wbev©nx cwil‡`i †Pqvig¨v‡bi †gŠwLK Aby‡gv`b wb‡q wbev©nx cwiPvjK e¨w³MZ 

cÖ‡qvR‡b †`‡k Ges we‡`‡k Mvox e¨envi Ki‡Z cvi‡eb | 

2. mKj cwiPvjKe„›` Mvox (Pvi PvKvi Mvox) mve©w¶bK e¨envi Rb¨ AwaKvi cÖvß Ges Mvox gyf‡g›U mswk­ ó 

mKj LiP mgZv enb Ki‡e | ‡hgb R¡vjvbx LiP, †givgZ Ges i¶Yv‡e¶Y LiP, 

WªvBfv‡ii IfviUvBg, cviwWqvg, Mvoxi `wjjvw`i bevqb LiP, Uzj, †dix Ges weªR wdm 

BZ¨vw` | wbev©nx cwiPvj‡Ki †gŠwLK Aby‡gv`b wb‡q cwiPvjK (cwiPvjKe„›`Mb) e¨w³MZ 

cÖ‡qvR‡b †`‡k Ges we‡`‡k Mvox e¨envi Ki‡Z cvi‡eb | 

3. Dc-cwiPvjK Mvox (Pvi PvKvi Mvox) mve©w¶bK e¨envi Rb¨ AwaKvi cÖvß Ges Mvox gyf‡g›U mswk­ ó 



Avievb Avw_©K e¨e ’̄vcbv Ges Acv‡ikbvj MvBWjvBb 

cÖ¯‘ZKib: Rvbyqvix 2010 

 - 42 - 

(j¨vÛ †bUIqv©K) mKj LiP mgZv enb Ki‡e | ‡hgb R¡vjvbx LiP, †givgZ Ges i¶Yv‡e¶Y LiP, 

WªvBfv‡ii IfviUvBg, cviwWqvg, Mvoxi `wjjvw`i bevqb LiP, Uzj, †dix Ges weªR wdm 

BZ¨vw` | wbev©nx cwiPvj‡Ki ev Zvi `vwqZ¡cÖvß e¨w³i †gŠwLK Aby‡gv`b wb‡q Zvi e¨w³MZ 

cÖ‡qvR‡b †m †`‡k Ges we‡`‡k Mvox e¨envi Ki‡Z cvi‡eb | 

gvB‡µvevm Ges wcKAvc eivÏ KiY: 

 

µwgK bs D‡Ïk¨ kZ©vejx 

1. gvB‡µvevm GKgvÎ Awd‡mi Kv‡R Ges Kgx©‡`i Awd‡m Avmv hvIqvi Rb¨ e¨envi Kiv | †h Kgx© GB 

ai‡bi myweav‡fvM Ki‡e, GB D‡Ï‡k¨i Rb¨ Zv‡K Awdm‡K UvKv w`‡Z/cwi‡kva Ki‡Z 

n‡e |  KZ…©c‡¶i Øviv  `~i‡Z¡i wfwË‡Z UvKvi cwigvb avh©/wbav©ib n‡e | 

2. wcKAvc GKgvÎ Awd‡mi Kv‡R Awdwmqvj gvjvgvj GK¯’vb n‡Z Ab¨¯’v‡b Avbv ‡bqv Ges Kgx©‡`i 

Awd‡m Avmv hvIqvi Rb¨ e¨envi Kiv | †h Kgx© Awd‡m Avmv hvIqvi myweav‡fvM Ki‡e, GB 

D‡Ï‡k¨i Rb¨ Zv‡K Awdm‡K UvKv w`‡Z/cwi‡kva Ki‡Z n‡e |  KZ…©c‡¶i Øviv  `~i‡Z¡i 

wfwË‡Z UvKvi cwigvb avh©/wbav©ib n‡e | 

 

‡gvUi mvB‡Kj eivÏ KiY: 

 

µwgK bs D‡Ïk¨ kZ©vejx 

1. Awd‡mi Kv‡R 

iw¶Z ‡gvUi 

mvB‡Kj¸wj  

Awd‡mi Kv‡R †gvUi mvB‡Kj e¨envi Rb¨ AwaKvi cÖvß Ges ‡gvUi mvB‡Kj gyf‡g›U 

mswk­ ó mKj LiP mgZv enb Ki‡e | ‡hgb R¡vjvbx LiP, †givgZ Ges i¶Yv‡e¶Y LiP, 

`wjjvw`i bevqb LiP, Uzj, †dix Ges weªR wdm BZ¨vw` |  

2. gvVKgx©‡`i g‡a¨ 

eivÏK…Z †gvUi 

mvB‡Kj¸wj 

Kgx© Ges mgZvi KZ…©c¶ KZ…©K ¯^v¶wiZ bb-RywWwmqvj ÷v¤ú G wKQy kZ©vejx Aš—©fy³ K‡i 

ev mgš^‡q GKwUi Pzw³i Aax‡b µqK…Z ‡gvUi mvB‡Kj (¸wj) eivÏ Kiv n‡q _v‡K | 

 

evB-mvB‡Kj eivÏ KiY: 

 

µwgK bs D‡Ïk¨ kZ©vejx 

1. gvVKgx©‡`i g‡a¨ 

eivÏK…Z evB-

mvB‡Kj¸wj 

Kgx© Ges mgZvi KZ…©c¶ KZ…©K ¯^v¶wiZ bb-RywWwmqvj ÷v¤ú G wKQy kZ©vejx Aš—©fy³ K‡i 

ev mgš^‡q GKwUi Pzw³i Aax‡b µqK…Z evB-mvB‡Kj (¸wj) eivÏ Kiv n‡q _v‡K | 

 

4. Pvi PvKvi hvbevn‡bi bxwZgvjv Ges c×wZmg~n (Policy & Procedures for 4 Wheel Vehicle): 

 

Dc-cwiPvjK (cÖkvmb) ev Z`i“c `vwqZ¡cÖvß e¨w³ cwienb e¨e ’̄vcbv cwiPvjbv I wbqš¿b Ki‡e | cÖwZwU Awd‡mi 

Bb-PvR© Gi `vwqZ¡ mgZvi Aax‡b mswk­ ó Pvi PvKvi Mvoxi cwi`k©b Kiv | cÖ‡Z¨K PvjK‡K hvbevnb e¨enviKvjxb 

mgq wKQy mvavib bxwZgvjv Ges/ev mvavib kZ©vejx †g‡b Pj‡Z n‡e, †m¸wj wb‡gœ ewY©Z n‡jv:  

 

K. mswk­ ó Awdm ‡fwn‡Kj Bb-PvR© (cÖkvm‡bi Aax‡b) GKwU ÕmvßvwnK Mvoxi gyf‡g›U m~wPÕ ('Weekly Vehicle 

Movement Schedule’, Form: U)  gvB‡µvevm Ges wcKAv‡ci Rb¨ ˆZix Kwi‡e |  Dc-cwiPvj‡Ki ev `vwqZ¡cÖvß 

e¨w³ KZ…©K Aby‡gvw`Z GKwU ÕmvßvwnK Mvoxi gyf‡g›U m~wPÕ cÖ‡Z¨K PvjK‡K †`qv n‡e | 

 

L. mswk­ ó PvjK wdìåg‡b ïi“i c~‡e© Zvi Mvoxi gwb©s †PKAvc Kiv DwPZ | mswk­ ó PvjK Zvi MvoxwU cwi®‹vi K‡i 

ivLv DwPZ | 
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M. cÖ‡Z¨K PvjK‡K UªvwdK wbqgKvbyb /G± †g‡b Pjv Avek¨K | 

 

N. cÖ‡Z¨K Mvoxi Pvj‡Ki ˆea WªvBwfs jvB‡mÝ _vK‡Z n‡e | Awdm KZ…©c¶ Zv‡`i (WªvBfv‡`i) WªvBwfs jvB‡mÝ¸wj 

weAviwUG (BRTA) ms‡M †PK Kivi ¶gZv iv‡L | ˆea WªvBwfs jvB‡mÝ Qvov †Kvb PvjK‡K Awdwmqvj Mvox Pvjv‡bv 

AbygwZ †`Iqv n‡e bv | 

 

O. Mvoxi WªvBfvi‡K Mvox Pvjv‡bvi mgq wmU‡eë (Seat Belt) e¨envi Kiv evÃbxq | Mvoxi mvg‡bi wm‡U †h e¨w³ em‡e 

Zvi Rb¨I Bnv e¨envi Kiv eva¨Zvg~jK | hw` Bnv e¨envi bv K‡i Ges hw` Awdm KZ…©c¶ GB welqwU mbv³ K‡i, Zv 

n‡j Bnvi Dci AvBbbvbyM e¨e ’̄v †bIqv n‡e | 

 

P. cÖwZ Mvoxi (gvB‡µvevm Ges wcKAv‡ci) PvjK ev `vwqZ¡ e¨w³‡K ÕMvoxi gyf‡g›U m~wPÕ i¶Yv‡e¶Y Kiv DwPZ | Mvoxmg~n 

KZ…©c‡¶i GKgvÎ wb×©vwiZ i“‡U Pj‡e, Bnv‡Z †Kvb ai‡bi e¨wZµg n‡j WªvBfvi‡K m¤ú~Y© `vqfvi enb Kiv evÃbxq |  

 

Q. cÖ‡Z¨K Mvoxi WªvBfvi‡K  Õˆ`wbK Rvwb© jM ewnÕ (’Daily Journey Log Book’, Form: V) i¶Yv‡e¶Y Ki‡e Ges 

Mvox‡Z msiw¶Z Ki‡e | hvbevnb e¨env‡ii D‡Ïk¨ Õ ˆ`bw›`b ågb jM ewn‡ZÕ (’Daily Journey Log Book’)  

mwVKfv‡e ‡jL‡Z n‡e | ‡Kvb fyj Z‡_¨i Rb¨ Ges/ev hw` mwVKfv‡e †jLv bv nq Zv GKK WªvBfvi ev Awdwmqvj 

e¨enviKvixMb m¤ú~Y© `vwqZ¡vaxb | WªvBfvi cÖv_wgKfv‡e `vqe× _vK‡e | 

 

R. cÖwZwU ågb †k‡l Õˆ`bw›`b ågb jM ewn‡ZÕ D‡j­ wLZ ïi“ I †kl wK‡jvwgUvi wbwðZ n‡q Awdwmqvj e¨enviKvixMb 

¯^v¶i Ki‡e | 

 

S. Mvoxi wWDwU e›U‡bi mgq †cÖvMÖv‡gi Kg©m~wP¸wj ev¯—evq‡b cÖva¨b¨ w`‡Z n‡e | 

 

T. mswk­ ó ‡fwnK¨vj Bb-PvR© ÕgvwmK hvbevn‡bi cÖwZ‡e`bÕ (ÔMonthly Vehicle Report’, Form: W) cÖ‡Z¨KwU 

Mvoxi Rb¨  Ges ÕgvwmK hvbevn‡bi GKwÎKib cÖwZ‡e`bÕ (ÔMonthly Vehicle Consolidated’, Form: X) †Zix 

Ki‡e | 

 

U. cÖv_wgK wPwKrmv miÄvgv`x (First Aid Box) cÖ‡qvRbxq Jla mnKv‡i cÖwZwU Mvox‡Z _vKv evÃbxq | 

 

V. wbivcËvi Rb¨ GKwU K‡i ÕAwMœwbev©cK hš'¿  (Fire Extinguisher) cÖwZwU Mvox‡Z Avek¨K | 

  

W. hw` †Kvb †givgZ I i¶Yv‡e¶‡bi cÖ‡qvRb nq Zv n‡j cÖwZwU Mvoxi Rb¨ GKwU ÔMvox †givgZ Ges i¶Yv‡e¶‡Yi Kv‡Ri 

Pvwn`vcÎÕ (ÔRequest for Vehicle Repairs & Maintenance Works’, Form: Y) ˆZix Kiv DwPZ | 

 

X. GKwU mvwf©m Pzw³i Aax‡b mvavib Mvoxi mvwf©wms Ges i¶Yv‡e¶‡Yi KvR mywbw`©ó †gvUiMvox †givg‡Zi †`vKvb 

(Automation Shop) Ges/ev wbev©wPZ †gvUi wiwcqvwis IqvK©‡mvc (Motor Repairs Workshop) Kiv Avek¨K | 

 

Y. LyPiv hš¿vsk Pvwn`vgvwcK Ges µqK…Z ZvwjKv i¶Yv‡e¶Y Kiv evÃbxq | ‡Kv_vq GB mg¯— wRwbm chv©ß Awd‡mi 

mswk­ ô KZ…©c¶‡K Zv Rvb‡Z n‡e | 

 

Z. Mvoxi mv‡_ RwoZ mKj cÖKvi `wjjvw` (†iwRw÷ªkb, wdUb¨vm mvwU©wd‡KU, Ki mvwU©wd‡KU, Ges exgv BZ¨vw`) nvjbvMv` 

ivL‡Z n‡e Ges mswk­ ó Mvox‡Z ivLv Avek¨K| mKj Mvoxi ˆea `wjjvw`i GK †mU d‡UvKwc mswk­ ó Mvoxi dvB‡j 

ivLv Avek¨K | Bnv mswk­ ó WªvBfv‡ii `vwqZ¡ mgq mgq Awdm KZ…©c¶‡K `wjjvw`i Ae¯’vb AewnZ Kiv | 
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AA.  hyw³i Øviv eySv‡bv hvq Ggb ¯’v‡b/cwiw¯’wZ‡Z (c~e© Aby‡gv`b e¨wZZ) ‡Kvb †Kvb †¶‡Î Awd‡mi ci ev QywUi w`b KvR 

Ki‡Z nq | GB ai‡bi  †¶‡Î ÔKv‡Ri ci Aby‡gv`bÕ Ô(post facto approval may be considered) we‡ePbv Kiv 

hvB‡Z cv‡i |       

 

BB. Dc-cwiPvjK (cÖkvmb) ev `vwqZ¡cÖvß e¨w³ KZ…©K wbZ¨‰bwgwËK Mvoxi i¶Yv‡e¶Y Ges mvwf©wms Gi i“wUb Kiv 

Avek¨K | †hLv‡b eo ai‡bi KvR ev LiP Kivi cÖ‡qvRb †mB me †¶‡Î wbev©nx cwiPvjK ev Zvi `vwqZ¡ cÖvß e¨w³i 

KvQ n‡Z c~e© AbygwZ †bqv Avek¨K | 

 

CC. mswk­ ó Mvoxi R¡vjvbx wbev©wPZ dz‡qj †K›`ª (Fuel Center) †_‡K fwZ© Ges gvwmK wfwË‡Z ÔGKvD›U ‡cwG †PKÕ 

(Account Payee Cheque) Gi gva¨‡g cwi‡kva Ki‡Z n‡e | 

 

DD. Awd‡mi Kg©Kvjxb mg‡q e¨w³MZ Kv‡R Mvox e¨envi Aby‡gvw`Z bq | wbgœ ewY©Z wbw`©ó kZv©ejxi wfwË‡Z e¨w³MZ 

e¨env‡ii Rb¨ Mvoxi Aby‡gv`b †`Iqv hvB‡Z cv‡i : 

 

 wbev©nx cwiPvj‡Ki ev Zvi `vwqZ¡cÖvß e¨w³i c~e© AbygwZ mv‡c‡¶ e¨w³MZ Kv‡R Mvox e¨envi | 

 

 fvov cwi‡kv‡ai (on payment) wfwË‡Z e¨w³MZ Kv‡R e¨envi | 

 

 Ri“ix Kv‡R ev wPwKrmv ‡¶‡Î ev mvgvwRK Abyôv‡bi Kvi‡b e¨w³MZ e¨envi | 

 

EE. e¨w³MZ Kv‡R ev Awdwmqvj Kv‡R Mvox e¨envi Ki‡Z n‡j ÔMvoxi Pvwn`vcÎÕ (ÔVehicle Requisition Form’, 

(Form: Z) gva‡g  wbev©nx cwiPvj‡Ki ev Zvi `vwqZ¡cÖvß e¨w³i AbygwZ †bIqv `iKvi | GB †¶‡Î ÔMvoxi Pvwn`vcÎÕ 

2 (`yB) w`b c~‡e© cÖ‡qvRbxq Aby‡gv`‡bi Rb¨ cÖkvmb wefv‡M cvVv‡Z n‡e | Ri“ix cÖ‡qvR‡b ÔMvox e¨env‡ii ci 

Aby‡gv`bÕ Ô(post facto approval may be considered) we‡ePbv Kiv hvB‡Z cv‡i |  

 

FF. e¨w³MZ Kv‡R Mvox e¨env‡i mgq †Kvb `yN©Ubv ỳN©Ubv ev ¶q¶wZ n‡j e¨enviKvixi m¤ú~Y© `vwqZ¡vaxb Ges †gvU LiP 

¶wZc~ib wnmv‡e e¨enviKvixi KvQ †_‡K Av`vq Kiv |  

 

GG. e¨w³MZ Kv‡R Mvoxi e¨envi Kiv n‡j e¨enviKvix‡K Mvoxi LiP 10.00 (`k) UvKv cÖwZ wK‡jvwgUv‡ii Rb¨ Awdm‡K 

cÖ`vb Ges WªvBfvi‡K w`‡Z n‡e cÖK…Z cviwWqvg LiP (bv¯—v+`ycy‡ii Lvevi+ivwÎi Lvevi+_vKv) Ges mvwf©m i“j 

wnmv‡e IfviUvBg | †dix LiP, Uzi Ges weª‡Ri wd (hw` _v‡K) e¨enviKvix‡K cwi‡kva Ki‡Z n‡e | 

 

HH. †cÖvMÖv‡gi Ri“ix Kg©m~wP Rb¨ ev Ab¨ hyw³hy³ Kvi‡b cÖvB‡fU e¨env‡ii Aby‡gv`b jv‡fi c‡i I Bnv DwV‡q †bqv, 

¯’wMZ Kiv ev evwZj n‡Z cv‡i | 

 

II. cÖvB‡fU e¨env‡i Rb¨ Awd‡mi Mvox  e¨enviKvix‡K mwVK iwm‡`i gva¨‡g K¨vk †mKk‡b bM` UvKv Rgv w`‡Z n‡e | 

 

JJ. Mvoxi wfZi a~gcvb m¤ú~Y© wbwl× | 

 

KK. niZv‡ji mgq mgZvi Aax‡b †Kvb hvbevnb Pvjv‡bv DwPZ n‡e bv ev mgPxb bq |  

 

5. ‡gvUi mvB‡K‡ji bxwZgvjv Ges c×wZmg~n (Policy & Procedures for Motor Cycle): 

 

mgZvi ev‡R‡Ui AvIZvq µqK…Z ‡gvUi mvB‡Kj¸wj mswk­ ó †cÖvMÖv‡gi Kvh©µ‡gi Rb¨ we‡klfv‡e e¨envi n‡e | 

Dc-cwiPvjK (cÖkvmb) ev Z`i“c `vwqZ¡cÖvß e¨w³ cwienb e¨e ’̄vcbv cwiPvjbv I wbqš¿b Ki‡e | cÖwZwU Awd‡mi 
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Bb-PvR© Gi `vwqZ¡ mgZvi Aax‡b mswk­ ó ‡gvUi mvB‡K‡ji cwi`k©b Kiv | Kgx©i bv‡g n¯—vš—i bv nIqv ch¨©š—, 

cwienb bxwZgvjvi Ges c×wZi AvIZvq mKj ‡gvUimvB‡Kj e¨envi Ki‡Z n‡e |  

 

K. Kgx© Ges mgZvi KZ…©c¶ KZ…©K ¯̂v¶wiZ bb-RywWwmqvj ÷v¤ú G UvBc Kiv GKwUi Pzw³i Aax‡b µqK…Z ‡gvUi mvB‡Kj 

(¸wj) eivÏ Ki‡Z n‡e | (Annexure-AE) 

 

L. mKj ¯^v¶wiZ Pzw³cÎ Kgx©i e¨w³MZ dvB‡j Ges cÖkvm‡bi Aax‡b GKwU c„_K dvB‡j ivL‡Z n‡e | 

 

M. ‡gvUimvB‡K‡ji Ae¯’v GK bR‡i †`Lvi Rb¨ mswk­ ó Awd‡mi hvbevnb Bb-PvR© (cÖkvm‡bi Aax‡b) GKwU 

‡gvUimvB‡K‡ji ZvwjKv ˆZix Ki‡e | 

 

N. mswk­ ó PvjK wdìåg‡b ïi“i c~‡e© Zvi ‡gvUimvB‡K‡ji gwb©s †PKAvc Kiv DwPZ | mswk­ ó PvjK Zvi 

‡gvUimvB‡KjwU cwi®‹vi K‡i ivLv DwPZ | 

 

O. cÖ‡Z¨K PvjK‡K UªvwdK wbqgKvbyb /G± †g‡b Pjv Avek¨K | 

 

P. cÖ‡Z¨K ‡gvUimvB‡Kj Pvj‡Ki ˆea WªvBwfs jvB‡mÝ _vK‡Z n‡e | Awdm KZ…©c¶ Zv‡`i (Kgx©‡`i) WªvBwfs jvB‡mÝ¸wj 

weAviwUG (BRTA) ms‡M †PK Kivi ¶gZv iv‡L | ˆea WªvBwfs jvB‡mÝ Qvov †Kvb PvjK‡K Awdwmqvj ‡gvUimvB‡Kj 

Pvjv‡bv AbygwZ †`Iqv n‡e bv | 

 

Q. Kg©iZ Ae¯’vq Ges Awd‡mi Kv‡Ri D‡Ï‡k¨ PjwZ Ae¯’vq Bnvi wbivc` Ges wbivcËv weavb Kiv | ivwÎ‡Z wbivcËv Ges 

cvwK©s Kiv eivÏK…Z Kgx©i (alloted employee) cyivcywi `vwqZ¡vaxb | 

 

R. QywUi w`‡b, ivwÎ‡Z, AÜKv‡i, cÖvK…wZK `y‡hv©‡M, e„wói g‡a¨ Ges S‡oi mgq ‡gvUimvB‡Kj e¨envi Kiv Ges 

‡gvUimvB‡Kj wb‡q evwni nIqv KovKwo fv‡e wbwl× hw` bv Bnvi ¸i“Z¡ Ges/ev Awbevh©Kvi‡Y mgZvi ¯^v‡_© e¨envi | 

GB ai‡bi †h †Kvb Zrc‡iZv wjwLZ AvKv‡i MÖnb‡hvM¨ Kvib mn Zvr¶wbK KZ…©c¶‡K RvbvB‡Z n‡e | 

 

S. cwiev‡ii D‡Ï‡k¨ Ges AwZwi³ Av‡ivnx wnmve cwievi‡K ms‡M wb‡q ‡gvUimvB‡Kj Pvjv‡bv m¤ú~Y© eivÏK…Z Kgx©i 

(alloted employee)  `vwqZ¡vaxb Ges wbi“rmvwnZ Kiv | hw` Bnv Ri“ix Ges h_vhZ nq, Dc-cwiPvj‡Ki ev Zvi 

wb‡qvwRZ e¨w³i KvQ †_‡K AbygwZi `iKvi n‡e |       

 

T. hZ¶b ch¨©š— †gvU wKw¯—i mgcwigvb A_© hv wbav©©ib Kiv Av‡Q Zv Av`vq bv n‡e ZZ¶b ch¨©š— gvwjKvbv _vK‡e mgZvi 

Kv‡Q | 

 

‡gvUi mvB‡K‡ji g~j¨ wbgœfv‡e avh© Ges †hvM Ki‡Z n‡e: 

 

 wej ev Bbf‡qm D‡j­ wLZ cÖK…Z g~j¨ Ges †hvM 

 enb LiP Ges †hvM 

 wbeÜb Ges wdUb¨vm LiP Ges †hvM 

 exgv LiP Ges †hvM 

 mKj Ab¨vb¨ Avbylw½K e¨q 

 

U. ‡gvUimvB‡K‡ji R¡vjvbx, †givgZ Ges i¶Yv‡e¶‡Yi mv‡_ RwoZ mKj e¨q eivÏK…Z Kgx©‡K (alloted employee)   

enb Ki‡Z n‡e | wKš‘ ‡gvUimvB‡Kj e¨env‡ii †iKW© A_v©r Pjgvb wK‡jvwgUvi, i¶Yv‡e¶‡Yi aib, R¡vjvbx LiP, 

Awdwmqvj e¨env‡ii Rb¨ c„_K weeibx Ges e¨w³MZ e¨envi (hw` _v‡K), mvavib mvwf©wms ‡iK©W Aby‡gvw`Z e¨eKvixi 
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Øviv ivLv DwPZ | GB ai‡bi cwiw¯’wZ‡Z, mswk­ ó KZ…©c¶ KZ…©K Aby‡gvw`Z ÕgvwmK hvbevnb wi‡cv©UÕ (Monthly 

Vehicle Report (Form: W)  Gi wfwË‡Z Pzw³‡Z ewY©Z nv‡i mgZv e¨wqZ A_© cwi‡kva Ki‡e | 

 

V. ‡gvUimvB‡Kj hLb Pvjv‡e ZLb PvjK‡K Aek¨B †nj‡gU e¨envi Ki‡Z n‡e | wØZxq wcQ‡bi msMxi Rb¨ I Bnv 

e¨envi Kiv eva¨Zvg~jK | hw` e¨envi bv K‡i Ges Awdm KZ…©c¶ GBwU Rvb‡Z cv‡i, Zv n‡j Bnvi Dci AvBbbvbyM 

e¨e ’̄v †bIqv n‡e | †nj‡gU bv e¨env‡ii Kvi‡b †Kvb `yN©Ubv n‡j, eivÏK…Z Kgx©i (alloted employee) m¤ú~Y© 

`vwqZ¡vaxb | hw` Bnv Awd‡mi Kv‡Ri Rb¨ LyeB cÖ‡qvRbxq Ges Ri“ix bv nq Zv n‡j wØZxq e¨w³‡K msMx Kiv 

Aby‡gvw`Z bv | 

 

W. ‡gvUimvB‡Kj (¸wj) GKgvÎ wb×v©wiZ c‡_ Pj‡e, Bnv‡Z ‡h †Kvb cÖKvi e¨wZµg n‡j PvjK m¤ú~Y© `vwqZ¡vaxb | 

 

X. ‡h Kgx©‡K ‡gvUimvB‡Kj Pvjv‡bvi `vwqZ¡ †`Iqv nq, Zvi Awd‡m AvmvhvIqv Ges Zvi wbqwgZ Kv‡Ri mv‡_ RwoZ 

Ab¨vb¨ Awdwmqvj Kv‡R Pvi PvKvi hvbevn‡bi myweav cvIqvi cÖvc¨ bq | 

 

Y. cÖ‡Z¨K ‡gvUimvB‡Kj PvjK Õ ˆ`bw›`b ågb jM ewnÕ (’Daily Journey Log Book’) Form: V i¶Yv‡e¶Y Ki‡e 

Ges hvbevn‡bi mv‡_ ivL‡e | hvbevnb e¨env‡ii D‡Ïk¨ Õ ˆ`bw›`b ågb jM ewn‡ZÕ (’Daily Journey Log 

Book’)  mwVKfv‡e ‡jL‡Z n‡e | ‡Kvb fyj Z‡_¨i Rb¨ Ges/ev hw` mwVKfv‡e †jLv bv nq Zv GKK PvjK ev 

Awdwmqvj e¨enviKvixMb m¤ú~Y© `vwqZ¡vaxb | 

 

Z. cÖwZwU ågb †k‡l Õˆ`bw›`b ågb jM ewn‡ZÕ D‡j­ wLZ ïi“ I †kl wK‡jvwgUvi wbwðZ n‡q Awdwmqvj e¨enviKvixMb 

¯^v¶i Ki‡e | cÖwZw`‡bi ågb †k‡l Õˆ`bw›`b ågb jM ewn‡ZÕ D‡j­ wLZ ïi“ I †kl wK‡jvwgUvi wbwðZ n‡q 

mswk­ ó Kgx©i mycvifvBRvi KZ…©K wbqwgZ ¯^v¶i Kiv Avek¨K| 

 

AA. mswk­ ó hvbevnb Bb-PvR© ÕgvwmK hvbevnb wi‡cv©UÕ (Monthly Vehicle Report (Form: W) cÖ‡Z¨KwU 

‡gvUimvB‡K‡ji Rb¨ †Zix Ki‡e | 

 

BB. cÖv_wgK wPwKrmv miÄvgv`x (First Aid Box) cÖ‡qvRbxq Jla mnKv‡i cÖwZwU ‡gvUimvB‡K‡j _vKv evÃbxq | 

 

CC. GKwU mvwf©m Pzw³i Aax‡b mvavib ‡gvUimvB‡Kj mvwf©wms Ges i¶Yv‡e¶‡Yi KvR mywbw`©ó †gvUiMvox †givg‡Zi †`vKvb 

(Automation Shop) Ges/ev wbev©wPZ †gvUi wiwcqvwis IqvK©‡mvc (Motor Repairs Workshop)  ev mgZvi 

Rb¨ K‡qKRb †gKvwbK‡K wb‡qvM Kiv Avek¨K | 

 

DD. LyPiv hš¿vsk Pvwn`vgvwcK Ges µqK…Z ZvwjKv i¶Yv‡e¶Y Kiv DwPZ | ‡Kv_vq GB mg¯— wRwbm chv©ß Awd‡mi 

mswk­ ô Kgx©‡`i‡K Zv Rvb‡Z n‡e | 

 

EE. †gvU mvB‡K‡ji mv‡_ RwoZ mKj cÖKvi `wjjvw` (†iwRw÷ªkb, wdUb¨vm mvwU©wd‡KU, Ki mvwU©wd‡KU, Ges exgv 

BZ¨vw`) nvjbvMv` ivL‡Z n‡e Ges mswk­ ó ‡gvUimvB‡K‡j ivLv Avek¨K | mKj ‡gvUimvB‡K‡ji ˆea `wjjvw`i GK 

†mU d‡UvKwc mswk­ ó ‡gvUimvB‡K‡ji dvB‡j ivLv Avek¨K | Bnv mswk­ ó Pvj‡Ki `vwqZ¡ mgq mgq Awdm 

KZ…©c¶‡K `wjjvw`i Ae¯’vb AewnZ Kiv |    

 

FF. Dc-cwiPvjK (cÖkvmb) ev `vwqZ¡cÖvß e¨w³ KZ…©K wbZ¨‰bwgwËK ‡gvUimvB‡K‡ji i¶Yv‡e¶Y Ges mvwf©wms Gi i“wUb 

Kiv Avek¨K | 

 

GG. cÖvB‡fU e¨env‡i mgq †Kvb `yN©Ubv Ges/ev ¶wZ n‡j e¨enviKvixi m¤ú~Y© `vwqZv¡axb Ges †gvU LiP ¶wZc~ib wnmv‡e 

e¨enviKvixi KvQ †_‡K Av`vq Kiv | 
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HH. Pzw³i †gqv‡`i g‡a¨ hw` eivÏK…Z †gvUi mvB‡Kj cÖK…ZMZ Kvi‡b weKj n‡q hvq, Zvi we¯—vwiZ weeib mn 2q c¶ 

wjwLZfv‡e KZ…©c¶‡K Rvbv‡bv Avek¨K | GB ai‡bi NUbv Z`š— Kivi Rb¨ wbev©nx cwiPvjK ev `vwqZ¡cÖvß e¨w³ KZ…©K 

wZb m`m¨ wewkó GKwU Z`š— KwgwU MVb Ki‡e Ges Zv‡`i wi‡cv©‡Ui Dci cybivq bZzb K‡i 2q c¶‡K †gvUi 

mvB‡Kj eiv‡Ïi welqwU wbf©i Ki‡e | 

 

II. Awd‡mi Kv‡R e¨env‡i mgq †Kvb ỳN©Ubv Ges/ev ¶wZ n‡j ‡gvUimvB‡Kj e¨enviKvix‡K Aek¨B _vbvq mvavib WvBwi 

Aš—©fy³ (GD Entry) Kiv evÃbxq | cvkvcvwk e¨enviKvixi KvQ †_‡K `yN©Ubv Ges/ev ¶wZi we¯—vwiZ weeib 

mv‡c‡¶ GKwU wjwLZ wi‡cv©U †bIqv evÃbxq | GB ai‡bi NUbv Z`š— Kivi Rb¨ mgZvi wbev©nx cwiPvjK ev Zvi 

`vwqZ¡cÖvß e¨w³ KZ…©K wZb m`m¨ wewkó GKwU Z`š— KwgwU MVb K‡i Ges Z`š— KwgwUi wi‡cv©‡Ui wfwË‡Z wbev©nx 

cwiPvjK ev Zvi `vwqZ¡cÖvß e¨w³ cÖ‡qvRbxq e¨e¯’v †b‡eb | 

 

JJ. Awdm ‡_‡K †Kvb Pzwi, `yN©Ubv Ges/ev ¶wZ n‡j ‡gvUimvB‡Kj e¨enviKvix ev cÖkvmb wefvM‡K Aek¨B _vbvq mvavib 

WvBwi Aš—©fy³ (GD Entry) Kiv evÃbxq | cvkvcvwk Awd‡mi †MB‡U `vwqZ¡iZ Mv‡W©i Ges e¨enviKvixi KvQ †_‡K 

Pzwi, `yN©Ubv Ges/ev ¶wZi we¯—vwiZ weeib mv‡c‡¶ GKwU wjwLZ wi‡cv©U †bIqv evÃbxq | GB ai‡bi NUbv Z`š— 

Kivi Rb¨ mgZvi wbev©nx cwiPvjK ev Zvi `vwqZ¡cÖvß e¨w³ KZ…©K wZb m`m¨ wewkó GKwU Z`š— KwgwU MVb K‡i Ges 

Z`š— KwgwUi wi‡cv©‡Ui wfwË‡Z wbev©nx cwiPvjK ev Zvi `vwqZ¡cÖvß e¨w³ cÖ‡qvRbxq e¨e¯’v †b‡eb | 

 

KK. hZ¶b bv ‡gvUimvB‡Kj Awdwmqvjx Kgx©i bv‡g n¯—vš—i n‡e ZZ¶b ch¨©š— ew›UZe¨ ‡gvUimvB‡Kj e¨w³MZfv‡e 

e¨envi Kiv m¤ú~Y© wbwl× |  

 

LL. cÖwZwU Awd‡m hvbevnb PjvPj Ges cwien‡bi wbivcËv wbwðZ Kivi Rb¨ GKwU Õhvbevnb PjvP‡ji jM ewnÕ 

(Vehicle Movement Log Book)  i¶Yv‡e¶Y Kiv evÃbxq | GB jM ewn Awd‡mi †MB‡U `vwqZ¡iZ Mv‡W©i Kv‡Q 

_vKv DwPZ | cÖwZwU ‡gvUimvB‡Kj Awdm †_‡K hvIqv Ges Avmvi mgq I wK‡jvwgUvi Ges e¨enviKvixi ¯^v¶i GB 

jMewn‡Z _vKv DwPZ (Form:  ) | ‡gvUimvB‡Kj Awd‡m ivLvi ci mswk­ ó †gvUimvB‡K‡ji Pvwe Awd‡m `vwqZ¡iZ 

Mv‡W©i Kv‡Q _vKv DwPZ |  

 

MM. cÖwZwU †gvUimvB‡Kj e¨enviKvix‡K GKwU K‡i †iBb‡KvU (Rain Coat) cÖwZ `yB erm‡i GKevi Awd‡mi Li‡Pi 

gva¨‡g µq K‡i ‡`Iqv | 

 

NN. Awd‡mi ¯^v‡_© wZb eQi ci †Kvb †gvUimvB‡Kj e¨enviKvixi c‡`vbœwZ ev Kg©c` ev gvV †_‡K Awd‡m ¯’jvwfwl³ nq Zv 

n‡j Kgx©i †gvUimvB‡K‡ji Pzw³bvgv AcwieZ©b _vKv DwPZ| hw` Kgx© Zvi evwK wKw¯—i UvKv Pvwj‡q hvB‡Z A¯^xK…wZ 

Rvbvq Zvn‡j †gvUimvB‡K‡ji gvwjKvbv Awd‡mi Ges mswk­ ó Kgx© †Kvbfv‡e Zvi c~‡e© cwi‡kvwaZ wKw¯—i UvKv `vwe 

Ki‡Z cvi‡e bv | 

 

OO. Dc‡iv³ kZ©¸wji †h †Kvb kZ© f½ Kiv n‡j Pzw³bvgv evwZj Ges/ev mgZvi e¨e¯’vcbv KZ…©K Rwigvbv avh© Av`vq Kiv 

†h‡Z cv‡i | 

 

6. evB-mvB‡K‡ji bxwZgvjv Ges c×wZmg~n (Policy & Procedures for Bi-Cycle): 

 

mgZvi ev‡R‡Ui AvIZvq µqK…Z evB-mvB‡Kj¸wj mswk­ ó †cÖvMÖv‡gi Kvh©µ‡gi Rb¨ we‡klfv‡e e¨envi n‡e | Bnv 

GKwU c~e©-kZ© †h cÖ‡Z¨K Ges mKj gvVKgx©‡`i‡K (bvix I cyi“l DfqB) evB-mvB‡Kj Pvjv‡bv Rvbv Ges †kLvi 

¶gZv evÃbxq | Dc-cwiPvjK (cÖkvmb) ev Z`i“c `vwqZ¡cÖvß e¨w³ cwienb e¨e ’̄vcbv cwiPvjbv I wbqš¿b Ki‡e | 

cÖwZwU Awd‡mi Bb-PvR© Gi `vwqZ¡ mgZvi Aax‡b mswk­ ó evB-mvB‡K‡ji cwi`k©b Kiv | Kgx©i bv‡g n¯—vš—i bv 

nIqv ch¨©š—, cwienb bxwZgvjvi Ges c×wZi AvIZvq mKj evB-mvB‡Kj e¨envi Kiv evÃbxq |  
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K. Kgx© Ges mgZvi KZ…©c¶ KZ…©K ¯^v¶wiZ bb-RywWwmqvj ÷v¤ú G UvBc Kiv GKwUi Pzw³i Aax‡b µqK…Z evB-mvB‡Kj 

(¸wj) eivÏ Ki‡Z n‡e | (Annexure-AF) 

 

L. mKj ¯^v¶wiZ Pzw³cÎ Kgx©i e¨w³MZ dvB‡j Ges cÖkvm‡bi Aax‡b GKwU c„_K dvB‡j ivL‡Z n‡e | 

 

M. evB-mvB‡K‡ji Ae¯’v GK bR‡i †`Lvi Rb¨ mswk­ ó Awd‡mi hvbevnb Bb-PvR© (cÖkvm‡bi Aax‡b) GKwU evB-

mvB‡K‡ji ZvwjKv ˆZix Ki‡e | 

 

N. mswk­ ó PvjK Zvi evB-mvB‡KjwU cwi®‹vi K‡i ivLv DwPZ | 

 

O. ew›UZ evB-mvB‡Kj gv‡Vi Kv‡Ri Rb¨ e¨envi Kiv eva¨Zvg~jK | ågbfvZv †Kvb gvVKgx©‡`i Rb¨ †bB |  

 

P. hw` wdì Awdm †_‡K Kgx©i Kg©¯’j/Ae¯’vb `~iZ¡ 30 wK‡jvwgUv‡ii †ekx nq, †mLv‡b cÖK…Z ågb LiP mgZv KZ…©K 

cwi‡kva Kiv n‡e |  

 

Q. Kg©iZ Ae¯’vq Ges Awd‡mi Kv‡Ri D‡Ï‡k¨ PjwZ Ae¯’vq Bnvi wbivc` Ges wbivcËv weavb Kiv | ivwÎ‡Z wbivcËv Ges 

cvwK©s Kiv eivÏK…Z Kgx©i (alloted employee) cyivcywi `vwqZ¡axb | 

 

R. hZ¶b ch¨©š— †gvU wKw¯—i mgcwigvb A_© hv wbav©©ib Kiv Av‡Q Zv Av`vq bv n‡e ZZ¶b ch¨©š— gvwjKvbv _vK‡e mgZvi 

Kv‡Q | 

 

evB-mvB‡K‡ji g~j¨ wbgœfv‡e avh© Ges †hvM Ki‡Z n‡e: 

 

 wej ev Bbf‡qm D‡j­ wLZ cÖK…Z g~j¨ Ges †hvM 

 jvMv‡bv Ges wdwUs LiP Ges †hvM 

 mKj Ab¨vb¨ Avbylw½K e¨q 

 

S. eivÏK…Z evB-mvB‡K‡ji m¤ú~b© wb×v©wiZ g~j¨ Av`vq nIqvi ci, Bnv mgZvi Kv‡R cieZx© Pvi eQi e¨envi Kiv evÃbxq 

Ges åg‡bi LiP mgZv KZ…©K cwi‡kva bv Kiv evÃbxq | hw` wdì Awdm †_‡K Kgx©i Kg©¯’j/Ae¯’vb `~iZ¡ 30 

wK‡jvwgUv‡ii †ekx nq, †mLv‡b cÖK…Z ågb LiP mgZv KZ…©K cwi‡kva Kiv DwPZ |   

 

T. evB-mvB‡K‡ji †givgZ Ges i¶Yv‡e¶‡Yi mv‡_ RwoZ mKj e¨q eivÏK…Z Kgx©‡K (alloted employee)  enb Ki‡Z 

n‡e | 

 

U. GKRb Kgx©i Rb¨ ew›UZ evB-mvB‡Kj Ab¨ e¨w³i Øviv Pvjv‡bv evÃbxq bq Ges evB-mvB‡Kj we‡klfv‡e mgZvi Kv‡R 

e¨envi n‡e |  

 

V. evB-mvB‡Kj (¸wj) GKgvÎ wb×v©wiZ c‡_ Pj‡e, Bnv‡Z ‡h †Kvb cÖKvi e¨wZµg n‡j PvjK m¤ú~Y© `vwqZ¡axb | 

 

W. cÖvB‡fU e¨env‡i mgq †Kvb `yN©Ubv Ges/ev ¶wZ n‡j e¨enviKvixi m¤ú~Y© `vwqZ¡ax‡b Ges †gvU LiP ¶wZc~ib wnmv‡e 

e¨enviKvixi KvQ †_‡K Av`vq Kiv | 

 

X. Pzw³i †gqv‡`i g‡a¨ hw` eivÏK…Z evB-mvB‡Kj cÖK…ZMZ Kvi‡b weKj n‡q hvq, Zvi we¯—vwiZ weeib mn 2q c¶ 

wjwLZfv‡e KZ…©c¶‡K Rvbv‡bv Avek¨K | GB ai‡bi NUbv Z`š— Kivi Rb¨ wbev©nx cwiPvjK ev `vwqZ¡cÖvß e¨w³ KZ…©K 
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wZb m`m¨ wewkó GKwU Z`š— KwgwU MVb Ki‡e Ges Zv‡`i wi‡cv©‡Ui Dci cybivq bZzb K‡i 2q c¶‡K evB-mvB‡Kj 

eiv‡Ïi welqwU wbf©i Ki‡e | 

 

Y. Awd‡mi Kv‡R e¨env‡i mgq †Kvb `yN©Ubv Ges/ev ¶wZ n‡j evB-mvB‡Kj e¨enviKvix‡K Aek¨B _vbvq mvavib WvBwi 

Aš—©fy³ (GD Entry) Kiv evÃbxq | cvkvcvwk e¨enviKvixi KvQ †_‡K `yN©Ubv Ges/ev ¶wZi we¯—vwiZ weeib mv‡c‡¶ 

GKwU wjwLZ wi‡cv©U †bIqv evÃbxq | GB ai‡bi NUbv Z`š— Kivi Rb¨ mgZvi wbev©nx cwiPvjK ev Zvi `vwqZ¡cÖvß e¨w³ 

KZ…©K wZb m`m¨ wewkó GKwU Z`š— KwgwU MVb Kiv DwPZ | Z`š— KwgwUi wi‡cv©‡Ui wfwË‡Z wbev©nx cwiPvjK ev Zvi 

`vwqZ¡cÖvß e¨w³ cÖ‡qvRbxq e¨e¯’v †b‡eb | 

 

Z. Awdm ‡_‡K †Kvb Pzwi, `yN©Ubv Ges/ev ¶wZ n‡j evB-mvB‡Kj e¨enviKvix ev cÖkvmb wefvM‡K Aek¨B _vbvq mvavib 

WvBwi Aš—©fy³ (GD Entry) Kiv evÃbxq | cvkvcvwk Awd‡mi †MB‡U `vwqZ¡iZ Mv‡W©i Ges e¨enviKvixi KvQ †_‡K 

Pzwi, `yN©Ubv Ges/ev ¶wZi we¯—vwiZ weeib mv‡c‡¶ GKwU wjwLZ wi‡cv©U †bIqv evÃbxq | GB ai‡bi NUbv Z`š— Kivi 

Rb¨ mgZvi wbev©nx cwiPvjK ev Zvi `vwqZ¡cÖvß e¨w³ KZ…©K wZb m`m¨ wewkó GKwU Z`š— KwgwU MVb Kiv DwPZ | Z`š— 

KwgwUi wi‡cv©‡Ui wfwË‡Z wbev©nx cwiPvjK ev Zvi `vwqZ¡cÖvß e¨w³ cÖ‡qvRbxq e¨e¯’v †b‡eb | 

 

AA. cÖwZwU Awd‡m hvbevnb PjvPj Ges cwien‡bi wbivcËv wbwðZ Kivi Rb¨ GKwU Õhvbevnb PjvP‡ji jM ewnÕ 

(Vehicle Movement Log Book)  i¶Yv‡e¶Y Kiv DwPZ | GB jM ewn Awd‡mi †MB‡U `vwqZ¡iZ Mv‡W©i Kv‡Q 

_vKv DwPZ | evB-mvB‡Kj Awd‡m ivLvi ci mswk­ ó evB-mvB‡K‡ji PvjK‡K Aek¨B jM ewn‡Z Zvi bvg, c`we, 

mgq mn ¯^v¶i Ges evB-mvB‡K‡ji Pvwe Awd‡m `vwqZ¡iZ Mv‡W©i Kv‡Q _vKv DwPZ | 

 

BB. Awd‡mi ¯^v‡_© `yB eQi ci †Kvb evB-mvB‡Kj e¨enviKvixi c‡`vbœwZ ev Kg©c` ev gvV †_‡K Awd‡m ¯’jvwfwl³ nq Zv 

n‡j Kgx©i evB-mvB‡K‡ji Pzw³bvgv AcwieZ©b _vKv evÃbxq | hw` Kgx© Zvi evwK wKw¯—i UvKv Pvwj‡q hvB‡Z A¯^xK…wZ 

Rvbvq Zvn‡j evB-mvB‡K‡ji gvwjKvbv Awd‡mi Ges mswk­ ó Kgx© †Kvbfv‡e Zvi c~‡e© cwi‡kvwaZ wKw¯—i UvKv `vwe 

Ki‡Z cvi‡e bv |  

 

CC. ‡Kvb evB-mvB‡Kj e¨enviKvix Zvi mKj wKw¯— cwi‡kva Kivi ci bZzb evB-mvB‡K‡ji Rb¨ KZ…©c‡¶i wbKU Av‡e`b 

K‡i Ges Av‡e`bwU we‡ePbv mv‡c‡¶ wbev©nx cwiPvjK Aby‡gv`b Ki‡Z cv‡ib | Bnv m¤ú~b© wbf©i K‡i Awd‡m ch©vß 

Ae¨envwiZ evB-mvB‡K‡ji Dci | 

 

DD. Dc‡iv³ kZ©¸wji †h †Kvb kZ© f½ Kiv n‡j Pzw³bvgv evwZj Ges/ev mgZvi e¨e¯’vcbv KZ…©K Rwigvbv avh© Av`vq Kiv 

†h‡Z cv‡i | 

 

7. ewn Ges `wjjvw`mg~n (Books & Documents): 

 

 mgZvi Aax‡b cÖwZwU Awdm Mvoxi m¤ú©wKZ wbgœ ewY©Z ewn¸wj Ges `wjjvw` i¶Yv‡e¶Y Kwi‡e: 

 

 K.  ewnmg~n (Books):  

 

 ¯’vqx m¤ú` †iwR÷vi (`Fixed Assets Register’, FAR):  mgZvi †K›`ªxq Awdm mKj ai‡bi hvbevn‡bi 

Rb¨ GKwU ¯’vqx m¤ú` †iwR÷vi (Form: M) i¶Yv‡e¶Y Ki‡e | †hgb Pvi PvKvi Mvox, †gvUi mvB‡Kj Ges 

evB-mvB‡Kj | 

 

 L.  QKmg~~n (Formats):  
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 ÕmvßvwnK Mvoxi gyf‡g›U m~wPÕ ('Weekly Vehicle Movement Schedule’): mswk­ ó Awdm 

‡fwn‡Kj Bb-PvR© (cÖkvm‡bi Aax‡b) GKwU ÕmvßvwnK Mvoxi gyf‡g›U m~wPÕ ('Weekly Vehicle Movement 

Schedule’, Form: U)  ˆZix Kwi‡e |  Dc-cwiPvj‡Ki ev `vwqZ¡cÖvß e¨w³ KZ…©K Aby‡gvw`Z GKwU ÕmvßvwnK 

Mvoxi gyf‡g›U m~wPÕ cÖ‡Z¨K PvjK‡K †`qv n‡e | 

 

 Õˆ`wbK Rvwb© jM ewnÕ (’Daily Journey Log Book’): cÖ‡Z¨K Mvoxi (PviPvKvi Mvox+†gvUi mvB‡Kj) 

WªvBfvi‡K/PvjK‡K  Õˆ`wbK Rvwb© jM ewnÕ (’Daily Journey Log Book’, Form: V) i¶Yv‡e¶Y Ki‡e 

Ges Mvox‡Z msiw¶Z Ki‡e | hvbevnb e¨env‡ii D‡Ïk¨ Õ ˆ`bw›`b ågb jM ewn‡ZÕ (’Daily Journey Log 

Book’)  mwVKfv‡e ‡jL‡Z n‡e | ‡Kvb fyj Z‡_¨i Rb¨ Ges/ev hw` mwVKfv‡e †jLv bv nq Zv GKK WªvBfvi ev 

Awdwmqvj e¨enviKvixMb m¤ú~Y© `vwqZ¡vaxb | WªvBfvi cÖv_wgKfv‡e `vqe× _vK‡e | 

 

 ÕgvwmK hvbevnb wi‡cv©UÕ (Monthly Vehicle Report): mswk­ ó hvbevnb Bb-PvR© ÕgvwmK hvbevnb 

wi‡cv©UÕ (Monthly Vehicle Report (Form: W) cÖ‡Z¨KwU Mvoxi (Pvi PvKv + †gvUi mvB‡Kj) Rb¨ †Zix 

Ki‡e | 

 

 ÕgvwmK hvbevn‡bi GKwÎKib cÖwZ‡e`bÕ (ÔMonthly Vehicle Consolidated’): mswk­ ó ‡fwnK¨vj 

Bb-PvR© ÕgvwmK hvbevn‡bi cÖwZ‡e`bÕ (ÔMonthly Vehicle Report’, Form: W) Gi wfwË‡Z mKj Mvoxi 

Rb¨  ÕgvwmK hvbevn‡bi GKwÎKib cÖwZ‡e`bÕ (ÔMonthly Vehicle Consolidated’, Form: X) †Zix 

Ki‡e | 

 

 ÔMvoxi Pvwn`vcÎÕ (ÔVehicle Requisition Form’): e¨w³MZ Kv‡R ev Awdwmqvj Kv‡R Mvox e¨envi 

Ki‡Z n‡j ÔMvoxi Pvwn`vcÎÕ (ÔVehicle Requisition Form’, (Form: Z) gva‡g  wbev©nx cwiPvj‡Ki ev Zvi 

`vwqZ¡cÖvß e¨w³i AbygwZ †bIqv `iKvi | GB †¶‡Î ÔMvoxi Pvwn`vcÎÕ 2 (`yB) w`b c~‡e© cÖ‡qvRbxq Aby‡gv`‡bi 

Rb¨ cÖkvmb wefv‡M cvVv‡Z n‡e | Ri“ix cÖ‡qvR‡b ÔMvox e¨env‡ii ci Aby‡gv`bÕ Ô(post facto approval 

may be considered) we‡ePbv Kiv hvB‡Z cv‡i |  

 

 ÔMvox †givgZ Ges i¶Yv‡e¶‡Yi Kv‡Ri Pvwn`vcÎÕ (ÔRequest for Vehicle Repairs & 

Maintenance Works): hw` †Kvb †givgZ I i¶Yv‡e¶‡bi cÖ‡qvRb nq Zv n‡j cÖwZwU Mvoxi Rb¨ GKwU 

ÔMvox †givgZ Ges i¶Yv‡e¶‡Yi Kv‡Ri Pvwn`vcÎÕ (ÔRequest for Vehicle Repairs & Maintenance 

Works’, Form: Y) ˆZix Kiv DwPZ | 

 

 ‡gvUimvB‡Kj cÖ`v‡bi Pzw³cÎ (Deed of Allotment Contract for Motor Cycle): Kgx© Ges 

mgZvi KZ…©c¶ KZ…©K ¯^v¶wiZ bb-RywWwmqvj ÷v¤ú G UvBc Kiv GKwUi Pzw³i Aax‡b µqK…Z ‡gvUi mvB‡Kj 

(¸wj) eivÏ Ki‡Z n‡e | (Annexure-AE)  

 

 evB-mvB‡Kj cÖ`v‡bi Pzw³cÎ (Deed of Allotment Contract for Bi-Cycle): Kgx© Ges mgZvi 

KZ…©c¶ KZ…©K ¯^v¶wiZ bb-RywWwmqvj ÷v¤ú G UvBc Kiv GKwUi Pzw³i Aax‡b µqK…Z evB-mvB‡Kj (¸wj) eivÏ 

Ki‡Z n‡e | (Annexure-AF) 

 

 M.  `wjj msi¶Y (Documentation): 
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mswk­ ó Awdm‡K mKj hvbevn‡bi Rb¨ h‡_ó Ges we¯—vwiZ †iK©W mg~n cÖwZwU hvbevn‡bi Rb¨ c„_K 

K‡i ivL‡Z n‡e | †iK©Wmg~n wb‡gœ ewY©Z n‡jv:  

 

 Pvjvb/wej Ges A_© cwi‡kv‡ai fvDPvi (d‡UvKwc) 

 ‡iwRw÷ªkb mvwU©wd‡KU (d‡UvKwc) 

 wdU‡bm mvwU©wd‡KU (d‡UvKwc) 

 Ki mvwU©wd‡KU (d‡UvKwc) 

 i“U cviwgU mvwU©wd‡KU (d‡UvKwc) 

 exgv mvwU©wd‡KU (d‡UvKwc) 

 gvwmK hvbevn‡bi wi‡cv©U (d‡UvKwc) 

 ‡gvUi mvB‡Kj cÖ`v‡bi Pzw³cÎ (d‡UvKwc) 

 evB-mvB‡Kj cÖ`v‡bi Pzw³cÎ (d‡UvKwc) 

 

 

 N.  `wjjvw` †jLvi mxgve×Zv/evavwb‡la (Restriction for the documentations writing): 

 

ågb we‡j, hvbevnb gyf‡g›U ZvwjKvq, †gvU/evB-mvB‡Kj cÖ`v‡bi Pzw³c‡Î Ges †Kvb hvbevn‡bi Ab¨vb¨ ˆea 

`wjjvw`‡Z IfviivBwUs bv Kiv evÃbxq ev Kiv hv‡e bv | 

 

8. wbw`©ó mgq cici wbix¶v/e¨envixZ R¡vjvbx †PK (Periodically audit/check the Fuel Consumption): 

 

wbev©nx cwiPvjK ev Zvi `vwqZ¡ cÖvß e¨w³i mv‡_ Avjvc Av‡jvPbv Ges Aby‡gv`b mv‡c‡¶ mgZvi cÖwZwU Awd‡mi 

cÖavb ev Af¨š—ixb wbix¶v †m‡ji e¨w³ ev A_© wefv‡Mi e¨w³ Øviv hvbevn‡bi R¡vjvbx e¨envi wbw`©ó mgq cici 

wbix¶v/†P‡Ki e¨e ’̄v _vKv DwPZ | GB wbix¶v/†P‡Ki D‡Ïk¨ n‡jv msMV‡bi hvbevn‡bi R¡vjvbx e¨envi wbwðZ Kiv 

hv gvwmK hvbevn‡bi wi‡cv©‡Ui mv‡_ wgj Av‡Q |  

 

9. cÖwk¶b (Training): 

 

cÖhyw³MZ `¶e¨w³ Øviv mKj WvªBfviMb Ges PvjKMb‡K hvbevnb wbivc‡` Pvjv‡bvi wbðqZvi Rb¨ i“wUb †Uªwbs 

Gi e¨e ’̄v _vKv ev cÖ`vb Ki‡Z n‡e | hvbevnb m”Qjfv‡e Pvjv‡bvi Rb¨ Ges wewfbœ e¨e ’̄vcbvi AvswM‡K †h mg¯— 

Kgx© cÖkvmb ev hvbevnb wbqš¿‡bi `vwq‡Z¡ Av‡Q Zv‡`i Rb¨ GKwU hvbevn‡bi Dci mvavib †Uªwbs †`Iqv | 
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XIII. Af¨š—ixb wbix¶v e¨e¯’vcbv (MANAGEMENT OF INTERNAL AUDIT): 
 
Af¨š—ixb wbix¶v GKwU msMV‡bi GKwU ¸i“Z¡ Ask hv msMV‡bi, `vZvms ’̄vi Ges miKv‡ii cÖwZwôZ bxwZgvjvi 

wfwË‡Z mg¯— wdb¨vwÝqvj Kvh©µg mwVKfv‡e m¤úv`b, wbfy©j, Kvh©Ki Ges `¶fv‡e Pj‡Q Zvi wbðqZv cÖ`vb Kiv | 

mgZvi Af¨š—ixb wbix¶v †mj e¨e ’̄vcbvq wKQy wKQy cÖavb welq Aš—©fy³ Av‡Q | †hgb D‡Ïk¨, Kv‡Ri †¶Î, 

Dbœqb, cÖwk¶b, wi‡cv©wUs Ges KZ…©c¶‡K ‡Kvb welq m¤ú©‡K Z_¨ cÖ`vb (feedback to authority) | myZivs 

mivmwi wbev©nx cwiPvj‡Ki mycviwfk‡b mgZvi Kvh©µg mwVKfv‡e Pjvi Rb¨ †ckvMZ (professional) Ges 

`¶Kgx©i Øviv GKwU ÔAf¨š—ixb wbix¶v †mjÕ (Internal Auidt Cell) cÖwZwôZ K‡i‡Q | ÔAf¨š—ixb wbix¶v †mjÕ 

(Internal Auidt Cell) Kgx©‡`i Rb¨ ÕKv‡Ri eY©bvÕ (Job Description) ‰Zix Kiv n‡q‡Q (Annexure-

AH)| 

 

Af¨š—ixb wbix¶vi D‡Ïk¨ n‡jv Avw_©K weeibx¸wj mKj welq¸wji wfwË‡Z ˆZix n‡q‡Q wK bv | †hgb Aby‡gvw`Z 

wnmvemv ¿̄ Gi wbqgbxwZ‡Z ev Generally Accepted Accounting Principles (GAAP) Abyhvqx, `vZvms ’̄vi 

Pvwn`vgvwdK, miKvix wbqgKvbyb Abyhvqx Ges mgZvi  Avw_©K e¨e ’̄vcbv Ges Acv‡ikbvj  (FMOG) Abyhvqx | GB 

mg¯— welq¸wj wbix¶v K‡i Zvi wbR¯̂ gZvgZ cÖ`vb Kiv | 

 

Kv‡Ri †¶Î¸wj n‡jv †hgb ÔAf¨š—ixb wbix¶v †mjÕ Gi Kgx© Øviv wbix¶v cwiKíbv, wbix¶v Kivi cÖwµqv, mgZvi 

Ges j¨vÛ‡m‡ji (cvU©bvi msMVb) Kg©m~wP¸wj ‡Kvb cÖwµqvq cixw¶Z n‡e, ch©vßZv g~j¨vqb cÖwµqv, g¨v‡bR‡g‡›Ui 

wbqš¿b c×wZi Kvh©KvwiZv, Z`š— ev AbymÜvb‡i ci cÖvß Z‡_¨i wi‡cv©U, ch©‡e¶‡Yi cÖvß Z_¨ Ges  gš—e¨ mnKv‡i 

we‡k­ lY wi‡cv©U Ges mswk­ ó Kg©m~wP¸wj hvPvB Gi wfwË‡Z cÖ‡qvRbxq mycvwikgvjv Ges cÖ¯—vejx wbev©nx 

cwiPvj‡Ki wbKU cÖ`vb Kiv | Dbœq‡bi ‡¶Î¸wj wPwýZ KiY mv‡c‡¶ cÖwk¶‡bi cÖ‡qvRbxqZv wbav©ib Kiv, 

cvwicvwk¦©K Ae ’̄vi m‡½ cwiwPZ Kiv‡bv, †KvwPs Ges civgk© †`Iqvi cÖ‡qvRbxqZv wbav©ib Kiv BZ¨vw`, †hB wU Kgx©i 

Rb¨ cÖ‡hvR¨ Ges Zv ev¯—evq‡bi cÖ‡qvRbxq cÖ`‡¶c h_vµ‡g MÖnb Kiv |   
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AwfÁZv/avibv Ges cvwi¯úwiK m‡nv‡qvwMZvi gva¨‡g mgZvi j¶ AR©‡b †cÖvMÖvg¸wj Ges †mj/wefv‡Mi Kg©m~wP¸wj 

m”Qjfv‡e Pvwj‡q hvIqvi Rb¨ mswk­ ó mKj e¨w³‡`i mv‡_ †hvMv‡hvM Ges mgš^qmvab Kiv | †hgb wewfbœ 

†cÖvMÖv‡gi cÖavb, cwiPvjKe„›`, civgk©K (A_©), Dc-cwiPvjKe„›`, mKj Awd‡mi Bb-PvR©, cvU©bvi msMVb, Ges ewn© 

wbix¶v cÖwZôvb (dv©g) |   

 

Dc‡i D‡j­ wLZ wel‡qi wfwË‡Z Ges mg¯— wdb¨vwÝqvj Kvh©µg mwVKfv‡e m¤úv`b, wbfy©j, Kvh©Ki Ges `¶fv‡e 

Pj‡Q Zvi wbwðZ nIqvi Rb¨ mgZv g¨v‡bR‡g›U c„_Kfv‡e GKwU Õwbix¶v e¨e ’̄vcbv Ges Acv‡ikbvj MvBWjvBbÕ ev 

ÔAudit Management & Operational Guideline (AMOG)’,ˆZix K‡i‡Qb | 

 

XIV. Af¨š—ixb wbqš¿b cÖkœvejx (INTERNAL CONTROL QUESTIONAIRE): 
 

GKwU msMV‡bi Avmj wPÎ/Ae ’̄v GK bR‡i †`Lvi Rb¨ ÔAf¨š—ixb wbqš¿b cÖkœvejxÕ (Annexure-AI) ev 

ÔInternal Control Questionaire’ n‡jv g¨v‡bR‡g‡›Ui Rb¨ GKwU wbqš¿b hš¿ (tool)| ÔAf¨š—ixb wbqš¿b 

cÖkœvejxÕ (Annexure-AI) wKQy wKQy cÖavb welq Aš—©fy³ Av‡Q | †hgb A_©, µq, hvbevnb, m¤ú`, Ges gvbe 

m¤ú` e¨e ’̄vcbv | wbev©nx cwiPvj‡Ki ev Zvi `vwqZ¡cÖvß e¨w³i Aby‡gv`b mv‡c‡¶ †h †Kvb mgq wdb¨vÝ wefvM Ges 

ÔAf¨š—ixb wbix¶v †mjÕ Gi Kgx© ev `vwqZ¡cÖvß †h †Kvb e¨w³ GB KvR Ki‡e | GB ai‡bi c×wZ mgZv Ges cvU©bvi 

msMVb¸wji †¶‡Î cÖ‡qvR¨ | 

 

 

XV.  QK mg~n (FORMATS): 
 

m~~wPcÎ Form 
‡µwWU fvDPvi A 

‡WweU fvDPvi B 

Rv©bvj fvDPvi C 

‡c‡g›U wiwmf D 

ågb Li‡Pi wi‡cv©U E 

µ‡qi Pvwn`vcÎ F 

m¤ú` I Ab¨vb¨ wRwb‡mi i¶Yv‡e¶Y I †givg‡Zi Pvwn`vcÎ G 

`icÎ ch©‡e¶Y I g~j¨vqb weeibx H 

K¨vk wiK¨vc evB e¨vsK GKvD›U I 

e¨vsK wgjKiY wi‡cv©U J 

÷K †iwR÷vi K 

µq †iwR÷vi  L 

¯’vqx m¤ú` †iwR÷vi M 

gvwmK ¯’vqx m¤ú‡`i wi‡cv©wUs dig N 

e¨w³MZ m¤ú‡`i †iwR÷vi O 

‡Wwjfvix Pvjvb P 

‡÷vi Pvwn`vcÎ Q 

evwZj KiY dig R 

K¶ Abyhvqx ¯’vqx m¤ú‡`i ZvwjKv S 

ev¯—e cY¨`ª‡e¨i hvPvB dig T 

mvßvwnK Mvoxi gyf‡g›U m~wP U 
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‰`wbK Rvwb© jM ewn V 

gvwmK Mvoxi cÖwZ‡e`b W 

gvwmK Mvoxi GKwÎKiY cÖwZ‡e`b X 

Mvox †givgZ Ges i¶Yv‡e¶‡Yi Kv‡Ri Pvwn`vcÎ Y 

Mvoxi Pvwn`vcÎ Z 

gvwb wiwmf AA 

AwMÖg A‡_©i Pvwn`vcÎ AB 

e‡Kqv AwMÖg A‡_©i ZvwjKv AC 

A¯’vqx `vwqZ¡ n¯—vib AD 

 

XVI.  A¨v‡bKmRvi (ANNEXURE): 
 

m~~wPcÎ Annexure 
‡gvUimvB‡Kj cÖ`v‡bi Pzw³cÎ AE 

evB-mvB‡Kj cÖ`v‡bi Pzw³cÎ AF 

wdb¨vwÝqvj wefv‡Mi Kgx©‡`i Rb¨ ÕKv‡Ri eY©bv' AG 

Af¨š—ixb wbix¶v †mj Kgx©‡`i Rb¨ ÕKv‡Ri eY©bv'  AH 

Af¨š—ixb wbqš¿b cÖkœvejx AI 

 
 


