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9 {MQ>{UgmMo ì¶mdgm{¶H$ g§àofU H$m¡eë¶

	 9.1	 ì¶mdgm{¶H$ g§àofU-AW© d ì¶m»¶m

	 9.2	 g§àofUmMo àH$ma

	 9.3	 g§àofUmÀ¶m nX²YVr

	 9.4	 {b{IV g§àofUmMo ’$m¶Xo

	 9.5	 Bbo³Q´>m°{ZH$ g§àofUmMr ‘mÜ¶‘o

	 9.6	 à^mdr g§àofUmgmR>r Amdí¶H$ H$m¡eë¶o

	 9.7	 ì¶mdgm{¶H$ g§àofUmVrb {MQ>{UgmMr ^y{‘H$m

		  9.7.1	 ì¶mdgm{¶H$ nÌì¶dhma

		  9.7.2	 gyMZm

		  9.7.3	 Ahdmb

		  9.7.4	 B{Vd¥ËV

àñVmdZm : 
"H$å¶w{ZHo$eZ' hm B§J«Or eãX b°{Q>Z eãX "H$å¶w{Zg' ¶m eãXmVyZ Ambm Amho. Á¶mMm AW© gm‘m{¶H$ Agm Amho d 

gJiçm§gmR>r gm‘m{¶H$ Amho; Ë¶mMm gJiçm§Zr gm‘y{hH$[aË¶m dmna H$amdm.

Om°O© Ama Q>oar ¶m§À¶m ‘Vo "H$å¶w{ZHo$eZ AWm©V g§àofU åhUOo XmoZ qH$dm A{YH$ ì¶³VtZr gË¶, H$ënZm, ‘Vo qH$dm 

^mdZm§Mo AmXmZ-àXmZ H$aUo hmo¶.'

9.1	ì¶mdgm{¶H$ g§àofU-AW© Am{U ì¶m»¶m :
	 	 AW© : ì¶dgm¶ g§àofU hr gm‘mÝ¶ g§àofUm§Mr emIm Amho Or {deofV: ì¶mdgm{¶H$ KS>m‘moS>ter g§~§{YV AgVo. 

ì¶dgm¶m‘Ü¶o ì¶dgm¶mer g§~§{YV, KS>m‘moS>r, g‘ñ¶m ¶m H$[aVm ì¶mdgm{¶H$ njm§‘Ü¶o g§àofU Ho$bo OmVo Voìhm Vo 

ì¶mdgm{¶H$ g§àofU åhUyZ AmoiIbo OmVo.

	 	 ì¶m»¶m : ~«oZa ¶m§À¶m ‘Vo "ì¶mdgm{¶H$ g§àofU ho dm{UÁ¶ Am{U CXçmoJ ì¶dgm¶mVrb H$ënZm§Mo àgmaU Am{U 

XodmUKodmU H$aUmar A{^ì¶³Vr Amho.'

9.2	g§àofUmMo àH$ma :
	 H$moUVrhr g§ñWm g§àofUm{edm¶ g‘mYmZH$maH$[aË¶m H$m¶© H$ê$ eH$V Zmhr qH$dm à^mdr g§àofUm{edm¶ Ë¶mMo Ü¶o¶ gmÜ¶ 

H$ê$ eH$V Zmhr. g§àofUmMo Am§V[aH$/A§VJ©V Am{U ~mhç/~{hJ©V Ago XmoZ àH$ma nS>VmV.

	 A)	A§VJ©V g§àofU : A§VJ©V g§àofU åhUOo ì¶dgm¶mÀ¶m A§VJ©V {d^mJm§‘Ü¶o KS>Umao g§àofU hmo¶. A§VJ©V g§àofU 
‘hËËdmMo Amho H$maU Vo ì¶dñWmnH$s¶ H$m‘H$mOmV ‘XV H$aVo.

	 ~)	~mhç g§àofU : ì¶dgm¶ d ì¶dgm¶m~mhoarb KQ>H$ Ogo H$s ~±H$m, nwadR>mXma, YZH$mo B. ‘Ü¶o KS>Umao g§àofU åhUOo 
~mhç g§àofU hmo¶.

		  ~mhç g§àofU ho ì¶dgm¶mÀ¶m ~mhç n¶m©daUmer {ZJ{S>V AgVo.

9.3	g§àofUmÀ¶m nX²YVr :
	 g§àofU hm Agm ‘mJ© Amho, Á¶mX²dmao g§Xoe EH$m ì¶³VrH$Sy>Z Xþgè¶m ì¶³VrH$S>o OmVmo. g§àofUmMo àH$ma nwT>rbà‘mUo :

	 A) ‘m¡{IH$ g§àofU  ~) A‘m¡{IH$ g§àofU  H$) {b{IV g§àofU.
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	 A)	‘m¡{IH$ g§àofU : g§àofUmÀ¶m à{H«$¶oV, Vm|S>r ñdê$nmV g§Xoe nmR>{dUo hm ‘m¡{IH$ g§àofU åhUyZ AmoiIbm  

OmVmo. Vm|S>r g§àofU doJdoJiçm àH$mao H$aVm ¶oVo Ogo H$s : d¡¶p³VH$ g§^mfU, ‘wbmIVr, ^mfU Am{U XÿaÜdZrda 

~mobUo B.

	 ~)	A‘m¡{IH$ g§àofU : ‘mUyg Ho$di eãXm§X²dmao qH$dm ’$³V boIZ, ~mobUo Am{U EoH$Ê¶mX²dmao g§dmX gmYV Zmhr. 

g§dmXmMm AmUIr EH$ n¡by åhUOo A‘m¡{IH$ g§àofU. A‘m¡{IH$ g§àofU ho Aem g§àofUmÀ¶m ê$nmV n[a^m{fV Ho$bo OmVo 

Á¶m‘Ü¶o {b{IV qH$dm ~mobbobo eãX ZgVmV na§Vw eãXm§À¶m dmnam{edm¶ g§àofU KS>Vo. Ogo : Xoh~mobr, Mohè¶mdarb 

^md, ZOa {^S>dyZ, ‘m¡ZmZo, à{VHo$ dmnê$Z hmd^md H$ê$Z BË¶mXr.

	 H$)	{b{IV g§àofU : Ooìhm ‘m{hVr qH$dm H$ënZm§Mr XodmUKodmU Vm|S>r eãXm§EodOr {b{IV ñdê$nmV AgVo Voìhm Vo 

{b{IV g§àofU åhUyZ AmoiIbo OmVo. {b{IV g§àofUmV Ahdmb, nÌ, n[anÌHo$ BË¶mXtMm g‘mdoe Amho. eãXm§Mr 

{ZdS> {b{IV g§àofUmV H$miOrnyd©H$ Ho$br nm{hOo Am{U EH$m nojm OmñV AWmªMo eãX Q>miyZ ¶mo½¶ AWm©À¶m eãXm§Mr 

{ZdS> Ho$br nm{hOo. e³¶Vmo g§Xoe bhmZ dm³¶mV Agbo nm{hOoV OoUoH$ê$Z g§Xoe àmßVH$Ë¶m©g ¶mo½¶ AW© bmdÊ¶mV 

H$moUVrhr AS>MU ¶oV Zmhr.

		  {b{IV g§àofUmMm AZoH$ n[apñWVrV dmna Ho$bm OmVmo. H$m¶m©b¶rZ H$m¶m©gmR>r AZoH$ àH$maMr H$mJXnÌo V¶ma Ho$bo 

OmVmV. àË¶oH$ XñVEodOmgmR>r ‘m§S>Ur {ZpíMV Ho$br Amho. nÌ, g§jon (Memo), gyMZm (Notice), n[anÌHo$, Ahdmb, 

B{Vd¥ËV B. H$mJXnÌo V¶ma Ho$br OmVmV.

9.4	{b{IV g§àofUmMo ’$m¶Xo :
	 i)	AMyH$Vm : {b{IV g§àofU {deof H$miOrZo V¶ma Ho$bo OmVo. {b{IV g§àofU VnmgUrgmR>r ghO CnbãY hmoVo Ë¶m‘wio 

Ë¶mbm AmìhmZ XoVm ¶oVo åhUyZ g§àofH$mZo AMyH$ Am{U dmñV{dH$ AgUo Amdí¶H$ Amho. {b{IV g§àofUmV A{YH$ 

AMyH$Vm Agmdr.

	 ii)	nwÝhm dmMÊ¶mg CnbãY : {b{IV g§àofUmMm àmßVH$Vm© ^{dî¶mV H$Yrhr nwÝhm g§Xoe dmMy eH$Vmo. Omon¶ªV Vmo 

g§Xoe ¶mo½¶[aË¶m g‘OV Zmhr Vmon¶ªV Vmo nwÝhm-nwÝhm dmMy eH$Vmo.

	 iii)	H$m¶‘ñdê$nr Zm|X : {b{IV g§àofU g§ñWoMr H$m¶‘ñdê$nr Zm|X hmoVo Am{U ^{dî¶mVrb g§X^m©gmR>r Iyn Cn¶w³V 

R>ê$ eH$Vo.

	 iv)	H$m¶Xoera XñVEodO : {b{IV g§àofU H$m¶Xoera XñVEodO åhUyZ Am{U H$m¶Xoera nwamdm åhUyZ ñdrH$mabo OmVmV.

	 v)	XÿadaÀ¶m g§nH$m©gmR>r Cn¶w³V : {b{IV g§àofU ho doJdoJiçm {R>H$mUr amhUmè¶m ì¶³VtZm ‘m{hVr nmR>{dÊ¶mH$[aVm 

g§àofUmMo gdm}ËV‘ ‘mÜ¶‘ Amho.

	 vi)	d¡¶p³VH$ g§nH$m©Mr JaO Zmhr : ‘m¡{IH$ g§àofUmà‘mUoM g§nH$m©À¶m doir XmoÝhr njm§Zr CnbãY AgUo Amdí¶H$ 

ZgVo. ¶mMo H$maU Ago Amho H$s g§àofUmÀ¶m ¶m ñdê$nmV, g§Xoe g§~§{YV ì¶³Vrg nmR>{dbo OmD$ eH$VmV d àmßVH$Vm©g 

Ë¶mÀ¶m CnbãY doioZwgma Vmo dmMVm ¶oVmo.

	 vii)	nyU©Vm : {b{IV g§Xoe ho g§~§{YV JmoîQ>tMo n[anyU© kmZ KoD$Z ~Zdbo OmVmV. Ë¶m‘wio g§XoemV nyU©Vm AgVo.

	 viii)	H$‘r I{M©H$ : Oa g§Xoe ñdrH$maUmam Iyn Xÿada Agob Va hr nX²YV Am{W©H$ÑîQçm ’$m¶Xoera Amho H$maU nmoñQ> 

Am{U Hw$[aAa ewëH$ AJXr Zm‘‘mÌ AmhoV, AmOH$mb B©-‘obhr {b{IV g§àofUmMr A{YH$ bmoH${à¶ nX²YV Amho.
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9.5	Bbo³Q´>m°{ZH$ g§àofUmMr ‘mÜ¶‘o :

	 A)	B©-‘ob : B©-‘ob åhUOo Bbo³Q´>m°{ZH$ ‘ob hmo¶. ¶m‘Ü¶o B§Q>aZoQ>À¶m ‘mÜ¶‘mVyZ g§Xoe Bbo³Q´>m°{ZH$ ñdê$nmV nmR>dbm 

OmVmo. 

	 ~)	do~gmB©Q²>g/g§Ho$VñWi : do~gmB©Q> EH$m EH$b do~ S>mo‘oZda pñWV nañna OmoS>boë¶m do~ n¥îR>m§Mm g§M Amho. ¶m 

n¥îR>m§‘Ü¶o do~gmB©Q>À¶m ‘mbH$mX²dmao àXmZ Ho$bobr ‘m{hVr AgVo. Or EH$ ì¶³Vr, g‘yh qH$dm g§ñWm Agy eH$Vo. Vo 

B§Q>aZoQ> qH$dm ImOJr ñWm{ZH$ joÌ ZoQ>dH©$X²dmao àdoe ¶mo½¶ Amho. àË¶oH$ do~gmB©Q>da EH$ ñdV§Ì B§Q>aZoQ> nËVm AgVmo 

Omo "¶w{Z’$m°‘© [agmog© bmoHo$Q>a (URL)' åhUyZ AmoiIbm OmVmo. àË¶oH$ do~gmB©Q>Mm nËVm 'www' gh àma§^ hmoVmo.

	 H$)	ãbm°J : ì¶dgm¶ ãbm°J (Business Blog) hm àH$m{eV, AZm¡nMm[aH$ Am°ZbmBZ boIm§Mm ãbm°J AgVmoo. Omo EH$ Va 

H§$nZrÀ¶m A§VJ©V g§àofU àUmbr‘Ü¶o g‘m{dîQ> Ho$bm OmVmo qH$dm gmd©O{ZH$ B§Q>aZoQ>da nmoñQ> Ho$bm OmVmo.

		  ì¶dgm¶ ãbm°J, H$m°nm}aoQ> ãbm°J qH$dm H$m°nm}aoQ> do~ ãbm°J åhUyZ XoIrb AmoiIbm OmVmo.

	 S>)	gmoeb {‘{S>¶m ZoQ>dH©$ : gmoeb {‘{S>¶m ho àJV ‘mo~mB©b Am{U do~-AmYm[aV V§ÌkmZmX²dmao V¶ma Ho$bobo 

Am°ZbmBZ nañnag§dmXr JQ> AmhoV. gmoeb {‘{S>¶m ZoQ>dH©$ hm Agm ßb°Q>’$m°‘© Amho H$s OoWo dmnaH$Ë¶mªZm Ë¶m§À¶m 

H$ënZm d ‘m{hVrMr XodmU-KodmU H$aVm ¶oVo

		  ì¶dgm¶mÀ¶m ÑpîQ>H$moZmVyZ bmoH$m§er g§dmX gmYÊ¶mgmR>r Am{U Ë¶m§Zm CËnmXZm§~X²Xb Am{U godm§~X²Xb ‘m{hVr 

nwadÊ¶mMr CËV‘ g§Yr àXmZ H$aVo. ho ì¶dgm¶ Am{U J«mhH$m§‘Ü¶o {ZîR>m Am{U ‘O~yV g§~§Y {dH${gV H$aÊ¶mV ‘XV 

H$aVo. Q²>{dQ>a, ’o$g~wH$, ¶w-Q>çw~ B, bmoH${à¶ gmoeb ZoQ>dH©$ AmhoV.

	 B)	^«‘UÜdZr (‘mo~mB©b/goë¶wba ’$moZ) : Joë¶m H$mhr dfmªnmgyZ ‘mo~mB©bMm dmna ‘moR>çm à‘mUmV dmT>bm Amho. 

H§$nÝ¶m§Zm Ë¶m§Mo CËnmXZ J«mhH$m§n¶ªV nmohmoM{dÊ¶mgmR>r bKwg§Xoe godm (Eg E‘ Eg) qH$dm H$m°bX²dmao Om{hamV H$aÊ¶mMo 

ho EH$ ‘mÜ¶‘ Amho.

	 ’$)	pìh{S>Amo H$m°Ý’$apÝg¨J : pìh{S>Amo H$m°Ý’$apÝg¨J åhUOo XmoZ qH$dm A{YH$ bmoH$m§‘Ü¶o pìh{S>Amo-qbH$ àXmZ 

H$aÊ¶mgmR>r g§JUH$ dmnaUo. ì¶dgm¶mÀ¶m MMm© qH$dm dmQ>mKmQ>tgmR>r dmnabo OmUmao ho gmono X²{d‘mJu do~H$°‘ AmYm[aV 

Bbo³Q´>m°{ZH$ 
g§àofUmMr 

gmYZo

do~gmB©Q>/ 

g§Ho$VñWi

‘mo~mB©b/ 

^«‘UÜdZr

pìh{S>Amo 

H$m°Ý’$apÝg¨J

gmoeb {‘{S>¶m

ZoQ>dH©$

B©-‘ob

ãbm°J
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g§àofU Amho. ¶m‘Ü¶o MM}V gh^mJr ì¶³Vr EH$‘oH$m§Zm nmhÊ¶mg gj‘ AgVmV Am{U pìhÁ¶wAb S>oQ>m, ‘m°S>ob BË¶mXr 

‘m{hVr XoIrb àX{e©V H$aVmV.

9.6	à^mdr g§àofUmgmR>r Amdí¶H$ H$m¡eë¶o :
	 à^mdrnUo g§dmX gmYÊ¶mV gj‘ AgUo ho EH$ Amdí¶H$ ì¶mdgm{¶H$ H$m¡eë¶ Amho. Amnë¶m ì¶dgm¶m‘Ü¶o qH$dm Amnë¶m 

d¡¶p³VH$ ZmVog§~§Ym‘Ü¶o à^mdr g§àofU åhUOo Amnë¶m ¶emMr {H$ëbr Amho.

	 A)	ldU H$aUo : à^mdr g§àofUmMm gdmªV ‘hËËdmMm ^mJ åhUOo EH$ Mm§Jbm lmoVm AgUo hmo¶. à^mdr g§àofUmV 

g{H«$¶ EoH$Uo Amdí¶H$ Amho. g{H«$¶ EoH$Uo åhUOo EImXr ì¶³Vr Amnë¶mbm H$m¶ gm§JVo Amho ho EoHy$Z Am{U g‘OyZ 

KoUo hmo¶. EImXr ì¶³Vr Amnë¶mbm H$m¶ gm§JVo Amho ho ñnîQ>nUo g‘Obo Zmhr Va AmnU ¶mo½¶[aË¶m à{VgmX XoD$ 

eH$V Zmhr.

	 ~)	Xoh~mobr : Xoh~mobr hr EH$ ‘hËËdnyU© g§àofU gmYZ Amho. Xoh~mobr hr ^mdZm ì¶³V H$aÊ¶mg ‘XV H$aVo. Xoh~mobr 

åhUOo AmdmOmMm ñda, hmd^md d ZOaoZo g§nH©$ gw{ZpíMV H$aUo hmo¶.

	 H$)	ñnîQ> Am{U g§{jßV : e³¶ {VV³¶m WmoS>çm eãXm§Mm dmna H$ê$Z g§Xoe ì¶³V H$amdm. g§Xoe d¡¶p³VH$[aË¶m qH$dm 

Q>o{b’$moZ qH$dm B©-‘ob g§XoemX²dmao ì¶³V H$aVmZm ñnîQ>, g§{jßV Am{U WoQ> Agmdm. AË¶m{YH$ eãXm§Mm dmna Q>mimdm. 

~mobÊ¶mAmYr, g§Xoe gm§JÊ¶m{df¶r H$mhr {dMma H$amdm Ë¶m‘wio Jm|Yi Q>miÊ¶mg ‘XV hmoVo.

	 S>)	{MËVmH$f©H$ : EImXçm ì¶³Vrer g‘moamg‘moa g§dmX gmYVmZm, gmÜ¶m pñ‘V hmñ¶mZo {‘ÌËdmMr ^mfm dmnamdr Am{U 

d¡¶p³VH$ àíZ {dMmamdm ¶m JmoîQ>r g‘moarb ì¶³Vrbm àmoËg{hV H$aVmV.

	 B)	AmË‘{dídmg : à^mdr g§àofUm‘Ü¶o AmË‘{dídmg Amdí¶H$ Amho. R>m‘ na§Vw ‘¡ÌrnyU© ^mfm dmnê$Z g§nH©$ H$aUo, 

AmË‘{dídmg Xe©{dÊ¶mMo ‘mJ© AmhoV.

	 ’$)	ghmZw^yVrnyU© : ghmZw^yVr hr ì¶³VrMo A§Va§J OmUyZ KoÊ¶mMr H$bm Amho. ghmZw ŷVr hr eãX qH$dm H¥$VrX²dmao 

Xe©{dbr OmD$ eH$Vo.

	 J)	A{^àm¶Mr XodmU-KodmU : ¶mo½¶ A{^àm¶ XoUo Am[U àmßV H$aUo ho Amdí¶H$ g§dmX H$m¡eë¶ Amho. A{^àm¶ 

XoUo Am{U àmßV H$aUo ¶m‘wio H$moUË¶mhr KQ>Zo~X²Xb ‘hËËdnyU© ‘m{hVr {‘iVo.

9.7	ì¶mdgm{¶H$ g§àofUmVrb {MQ>{UgmMr ^y{‘H$m :
	 ì¶mdgm¶mVrb A{YH$mar, H$‘©Mmar, ~mhoarb bmoH$, Jw§VdUyH$Xma BË¶mXtgh {d{dY n[apñWVrV g§dmX gmYUo ho {MQ>{UgmMo 

H$m¶© Amho. g{MdmZo nÌ, B{Vd¥ËV, {ddaUnÌ, gyMZm, n[anÌHo$ BË¶mXr V¶ma H$aUo Amdí¶H$ Amho.

	 9.7.1	ì¶mdgm{¶H$ nÌ :

			   AW© : ì¶mdgm{¶H$ nÌo åhUOo H§$nZrÀ¶m ì¶dgm¶mMm {dH$mg H$aÊ¶mgmR>r g{MdmZo Ho$bobo {b{IV g§àofU hmo¶. 

ì¶dgm¶mMr à{V‘m C§MmdÊ¶mgmR>r Mm§Jbo nÌ {b{hUo ‘hËËdmMo Amho.

		  ì¶m»¶m : am°~Q>© í¶Q>©a ¶m§À¶m ‘Vo "ì¶dgm¶ nÌì¶dhma hm g§Xoe Amho Omo Ë¶mÀ¶m àmßVH$Ë¶m©g nmR>{dUmè¶mZo 

BpÀN>V Agboë¶m H$mhr H¥$Vr qH$dm d¥ËVr H$aÊ¶mg àd¥ËV H$aÊ¶mMm à¶ËZ H$aVmo.' åhUOoM, ì¶mdgm{¶H$ nÌmMm 

CX²Xoe hm àmßVH$Ë¶m©g g§Xoe g‘OUo BVH$mM ZgyZ Va Ë¶mbm Amdí¶H$ Vr H¥$Vr H$aÊ¶mg dm {ZU©¶ KoÊ¶mg àd¥ËV 

H$aUo hm Amho.

		  A)	 nÌmMr g§aMZm/AmamIS>m (Layout of business letter) : bo AmD$Q> åhUOo nÌm§À¶m {d{dY ̂ mJm§Mr 

¶mo½¶ ‘m§S>Ur qH$dm nÌm§Mr g§aMZm qH$dm {S>PmB©Z Agohr åhQ>bo OmVo. dmMH$m§da Mm§Jbm à^md {Z‘m©U 

H$aÊ¶mgmR>r A§VJ©V ‘m§S>Ur ¶mo½¶ AgUo Amdí¶H$ Amho.
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			   ì¶mdgm{¶H$ nÌmMm AmamIS>m :

1) erf©H$

				    H§$nZrMo Zmd d nËVm :    
______________________________________________ 

					       ______________________________________________ 

                      CIN :       ______________________________________________

			   XÿaÜdZr :			          B©-‘ob :	 $           $’$°³g :
											           do~gmB©Q> :

								                        2) VmarI :

			   3) g§X^© H«$. :

			   4) A§VJ©V nËVm 
				      	 5) {df¶ :

			   6) A{^dmXZ 

			   A) n{hbm n[aÀN>oX / {df¶mMr AmoiI :
			   ~) ‘w»¶ n[aÀN>oX :		     7) nÌmMm Jm^m 
			   H$) g‘mamon n[aÀN>oX :

					        8) Z‘«Vmnyd©H$ eodQ> 

					        9) ghr 

		       10) ghnÌo 

   		        11) à{V{bnr 

		  	 nÌboIZ hr EH$ H$bm Amho. nÌmMm AmamIS>m hm AMyH$ Am{U AmH$f©H$ Agmdm. gÜ¶mÀ¶m H$mimV {d{dY 
g§aoIZm§Mm dmna Ho$bm OmVmo. 

		  nÌmÀ¶m g§aMZoV Imbrb KQ>H$m§Mm g‘mdoe hmoVmo.

		  1)	 erf©H$ : erf©H$m‘Ü¶o ì¶dgm¶mMo Zmd, nËVm, XÿaÜdZr H«$‘m§H$, ’°$³g H«$‘m§H$, B©-‘ob Am¶S>r, ì¶dgm¶mMr 
do~gmB©Q> B. ~m~r g‘m{dîQ> AgVmV. erf©H$mMr aMZm AmH$f©H$ Agmdr. dmMH$m§darb hm ì¶dgm¶mMm 
n{hbm à^md AgVmo. hm ì¶dgm¶ nÌmMm EH$ ^mJ Amho Omo nÌ nmR>{dUmè¶mbm gmXa H$aVmo. gm‘mÝ¶V: 
hëbr N>mnrb erf©H$mMm dmna Ho$bm OmVmo.

			   CXm. :	Q>mQ>m ‘moQ>g© {b. 17 gr, Eg ~r amoS>, E‘Am¶S>rgr, nwUo - 411015 

			   CIN : L28920MH1945PLC004520

			   XÿaÜdZr : (022) 4756823				    ’°$³g : (022) 4756824

			   B©-‘ob : tatamotors@gmail.com				    do~gmBQ> : www.tatamotors.com

		  2)	 VmarI : VmarI hr erf©H$mÀ¶m Imbr COì¶m ~mOyg ‘w{ÐV qH$dm hmVmZo {b{hbobr AgVo. Á¶m VmaIog 
nÌ {b{hV Amho Vr VmarI, ‘{hZm Am{U df© g‘m{dîQ> AgVo. VmarI-{dZm nÌ AnyU© Amho. nÌ H$m¶Xoera 
nwamdm åhUyZ gmXa H$aVmZm VmarI ‘hËËdmMr AgVo. VmarI doJdoJiçm àH$mao {b{hbr OmVo.

			   CXm. :	{~«{Q>e e¡br - 1 E{àb, 2019 			 

					    A‘o[aH$Z e¡br - E{àb 1, 2019
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		  3)	 g§X^© H«$. : ho erf©H$mImbr S>mì¶m ~mOybm {b{hVmV ¶m‘Ü¶o g§X^© H«$‘m§H$ {Xbobm AgVmo. Omo g§~§{YV 
ì¶³Vrg g§~§{YV nÌmMm Ëd[aV g§X^© g‘OÊ¶mg ‘XV H$aVmo. g§X^© H«$‘m§H$ hm H$moS> H«$‘m§H$ qH$dm EImXm 
eãX Agy eH$Vmo. nmR>{dë¶m OmUmè¶m àË¶oH$ nÌmbm g§X^© H«$‘m§H$ {Xbm OmVmo.

			   CXm. : 91/nr/2019 (91-nÌ H«$‘m§H$ H«$.nr-IaoXr (Purchase) {d^mJ, 2019-df©)

		  4)	 A§VJ©V nËVm/àmßVH$Ë¶m©Mm nËVm : ¶mV nÌ àmßVH$Ë¶m©Mo Zmd, nËVm g‘m{dîQ> AgVmo. ho nÌmÀ¶m 
S>mì¶m ~mOybm {b{hbo OmVo. d¡¶p³VH$ Zmdm§gmR>r lr, gm¡, lr‘Vr qH$dm lr‘mZ ho eãX Am{U ì¶dgm¶ 
g§ñWm§À¶m ZmdmgmR>r ‘ogg© eãX dmnabm OmVmo.

			   CXm. :	 1) lr‘Vr nëbdr nmWao
					         18 A JUoe H$m°åßbo³g, E‘Or amoS>, aËZm{Jar 415612.

					     2) ‘o. OJÝZmW Q´>oqS>J H§$nZr
					         ‘mH}$Q> ¶mS>©, gm§Jbr - 416416			 

	 	 5)	 {df¶ : ho gmYmaUnUo g§X^© H«$‘m§H$m§À¶m Imbr "{df¶' (Sub.) Ago {bhÿZ gwê$ Ho$bo OmVo.
			   ì¶mdgm{¶H$ nÌ Á¶m hoVyZo {b{hbo OmVo. Ë¶mg§~§YrMo nyU© {dYmZ åhUOo nÌmMm {df¶. ho nÌmMm CX²Xoe 

Xe©{dVo. {df¶m‘wio nÌ dmMë¶m{edm¶ dmMH$mg nÌm§Mo ‘hËËd H$iVo. VgoM g§~§{YV {d^mJmg qH$dm 
{d^mJmH$S>o nmR>{dÊ¶mV ‘XV H$aVo Am{U Ëd[aV ZñVrH$aU H$aUo e³¶ hmoVo.

			   CXm. Mmby ImVo CKS>Ê¶m{df¶r.

	 	 6)	 A{^dmXZ : nÌmÀ¶m boIH$mH$Sy>Z dmMH$m§Zm A{^dmXZna g§km {b{hbr OmVo. ho dmMH$m§À¶m ‘Zmda 
gH$mamË‘H$ à^md nmS>Vo.

			   CXm. :  AmXaUr¶ ‘hmoX¶/‘hmoX¶m qH$dm gÝ‘mZZr¶ ‘hmoX¶/‘hmoX¶m

		  7)	 nÌmMm Jm^m/‘w»¶ ‘OHy$a : hm ì¶dgm¶ nÌmMm gdmªV ‘hËËdmMm ^mJ Amho. ¶mV nÌ àmßVH$Ë¶m©gmR>r 
dmñV{dH$ g§Xoe AgVmo. hm g§Xoe n[aÀN>oXm‘Ü¶o {d^mJyZ {b{hUo Amdí¶H$ Amho. ¶mV gm‘mÝ¶V: VrZ 
n[aÀN>oX AgVmV.

			   n{hbm n[aÀN>oX : ¶m‘Ü¶o nÌmMm {df¶ qH$dm àñVmdZm gmXa H$aVm ¶oVo. ho WmoS>³¶mV na§Vw à^mdr AgVo. 

dmMH$m§Zm ‘w»¶ n[aÀN>oXmH$S>o OmÊ¶mgmR>r Ë¶mV ag {Z‘m©U Ho$bm OmVo.

			   X²{dVr¶/‘w»¶ n[aÀN>oX : ¶mV ‘w»¶ g§Xoe AgVmo. hm nÌmMm Jm^m Amho. nÌmMm ‘w»¶ ‘OHy$a gmÜ¶m 

^mfoV d gwñnîQ> eãXm§V ì¶³V Ho$bm nm{hOo.

			   {Vgam/g‘mamon n[aÀN>oX : hm eodQ>Mm n[aÀN>oX Amho. hm H$miOrnyd©H$ {bhmdm OoUoH$ê$Z nÌ 

àmßVH$Ë¶m©H$Sy>Z BpÀN>V H¥$Vr KS>mdr. ¶m n[aÀN>oXmVyZ Ho$boë¶m gyMZm§da nÌdmMH$mMm AZwHy$b à{VgmX 

Adb§~yZ AgVmo.

		  8)	 Z‘«Vmnyd©H$ eodQ> : hm nÌmMm eodQ>Mm ^mJ Amho. nÌmÀ¶m COì¶m ~mOybm ghrÀ¶m da {b{hbo OmVo. 

¶mVyZ nÌboIH$mMo gm¡OÝ¶ ñnîQ> hmoVo. ho A{^dmXZmer Owibo nm{hOo.  CXm. Amnbm {dídmgy

		  9)	 ñdmjar : hm nÌmMm eodQ>Mm ̂ mJ Amho. nÌmda A{YH¥$V ì¶³VrMr ñdmjar Agm¶bmM hdr. ñdmjar{edm¶ 

nÌ AnyU© Am{U Ad¡Y Amho. ì¶³VrMo Zmd Am{U Ë¶mMo qH$dm {VMo nXZm‘, ghr Imbr {b{hbo OmVo. 

a~añQ>±n ñdmjar dmnabr OmD$ Z¶o. ñdmjar Ho$bobr ì¶³Vr nÌmVrb ‘OHw$amgmR>r O~m~Xma AgVo. AmOH$mb 

{S>{OQ>b àVrHo$ XoIrb ñdmjargmR>r dmnabr OmVmV.

			   CXm. :		     	          ñdmjar

				      Zmd :	
______________________________________

							               
(nXZm‘)
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		  10) g§b½Z / ghnÌ : ¶mV nÌmgmo~V g§b½Z Ho$bobo XñVEodO, YZmXoe B. g‘m{dîQ> AmhoV. S>mì¶m ~mOyda 

{b{hboë¶m "ghnÌ' eãXmX²dmao Vo Xe©{dbo OmVo. Oa H$mJXnÌ EH$mnojm A{YH$ AgVrb Va Vo H«$‘m§{H$V 

Ho$bo nm{hOo Am{U AZwH«${‘V Ho$bo Omdo. ho àmßVH$Ë¶m©g XñVEodO VnmgÊ¶mg ‘XV H$aVo.

			   CXm. :	ghnÌo	 : 1) g§MmbH$ ‘§S>imÀ¶m R>amdmMr àV

						        2) XmoZ g§MmbH$m§Mr Z‘wZm ghr

		  11)	H$m~©Z H$m°nr ZmoQ>oeZ (gr.gr.)/à{V{bnr : Oa nÌm§Mr àV EH$mM doir AZoH$ ì¶³VtZm nmR>{dbr 

OmV Agob Va Vr "grgr' XmoZ Ajam§Zr Xe©{dbr OmVo. ho ghnÌmÀ¶m Imbr S>mì¶m ~mOyg {b{hbo OmVo.

			   CXm. : grgr - H§$nÝ¶m§Mo a{OñQ´>ma

		  A{V[a³V ‘m{hVr : H$mhr nÌm§‘Ü¶o Imbrb A{V[a³V ‘m{hVr Agy eH$Vo.

			   1)	 VmOm H$b‘ : nÌ {bhÿZ nyU© Pmë¶mZ§Va H$mhr AXç¶mdV ‘m{hVr Z‘yX H$amd¶mMr Pmë¶mg qH$dm 

AZmdYmZmZo EImXm ‘OHy$a {bhm¶Mm am{hë¶mg Ë¶m ‘OHw$amMm g‘mdoe VmOm H$b‘ (Vm. H$.) 

{b{hÊ¶mMr nX²YV Amho. nÌm‘Ü¶o VmOm H$b‘ Q>mibm nm{hOo. ¶m‘wio àmßVH$Ë¶m©da dmB©Q> à^md 

nS>Vmo. Oa VmOm H$b‘> dmnabm Va Vo nÌ {b{hUmè¶m ì¶³VrMm {ZîH$miOrnUm Xe©dVmo. VmOm H$b‘ 

{b{hë¶mg nÌmda ñdmjar H$aUmè¶mMr AmXçmjao VoWo {bhmdrV.

			   2)	 nÌboIZ àVAmoiI : nÌmMr Q>§H${b{IV qH$dm g§JUH$s¶ àV Á¶m {b{nH$mZo V¶ma Ho$br Amho 

Ë¶mMr AmoiI nQ>mdr ¶mgmR>r g§~§{YV {b{nH$mMo g§[jßV Zmd {b{hbo Omdo. ^{dî¶mV Ho$ìhmhr 

{b{nH$mMr AmoiI hmoÊ¶mg ‘XV hmoVo.

	 	 ~)	 Mm§Jë¶m ì¶mdgm{¶H$ nÌmVrb Amdí¶H$ ~m~r : Mm§Jbo ì¶dgm¶nÌ H$‘rV H$‘r eãXm§V OmñVrV 

OmñV ‘m{hVr ñnîQ>nUo Am{U ¶mo½¶[aË¶m ì¶³V H$aVo. Imbrb JwUm§Mm g‘mdoe Agob Va Vo EH$ CËV‘ 

ì¶mdgm{¶H$ nÌ åhUyZ AmoiIbo OmB©b.

	 		  1)	 ñnîQ>Vm : ñnîQ>Vm ì¶dgm¶ nÌmMm AmË‘m Amho. nÌmVrb g§Xoe ñnîQ> AgUo Amdí¶H$ Amho. gmYo 

Am{U gd© gm‘mÝ¶ eãX dmnaUo Amdí¶H$ Amho. Vm§{ÌH$, Xþhoar AW© AgUmao eãX Am{U bKw{bnr 

(Short form) Q>mibo nm{hOoV. Zmdo Am{U A§H$ nÌm§Mo ‘hËËdmMo ^mJ AmhoV åhUyZ Vo AMyH$ Am{U 

ñnîQ> AgmdoV.

	 		  2)	 g§{jßVVm : nÌ WmoS>³¶mV Agmdo. {H$‘mZ eãX dmnaUo Amdí¶H$ Amho. AZmdí¶H$ Am{U Aàmg§{JH$ 

‘m{hVr Q>mibr nm{hOo. g§{jßV nÌ dmMH$m§Mm doi dmMdVo Am{U A{YH$ à^mdr {gX²Y hmoVo.

	 		  3)	 g§nyU©Vm : nÌmZo dmMH$m§Zm g§nyU© ‘m{hVr XoUo Amdí¶H$ Amho. nÌm§Vrb {df¶mer g§~§{YV gd© g§^mì¶ 

VÏ¶o Am{U AmH¥$Ë¶m§Zr nÌ n[anyU© Agmdo. AnyU© nÌ BpÀN>V n[aUm‘ gmYV Zmhr.	

			   4)	 gm¡OÝ¶ : gm¡OÝ¶ åhUOo nÌm§Mr ^mfm {dZ‘« Am{U gä¶ Agmdr. {dZ‘« nÌmg dmMH$m§H$Sy>Z AZwHy$b 

à{VgmX {‘iVmo. H$R>moa, Agä¶ eãX, An‘mZOZH$ {Q>H$m dJ¡ao Q>mibo nm{hOoV.

			   5)	 AMyH$Vm : ‘m{hVr qH$dm g§Xoem{df¶r ì¶dgm¶ nÌ AMyH$ AgUo Amdí¶H$ Amho. AmH$S>odmar qH$dm 

VÏ¶m‘Yrb H$moUVrhr MyH$ g‘ñ¶m {Z‘m©U H$ê$ eH$Vo. H$moUVrhr ì¶mH$aUmË‘H$ qH$dm eãXboIZ MyH$ 

Agy Z¶o. 

			   6)	 g‘Ýd¶/EH$dm³¶Vm : nÌmVrb EH$dm³¶Vm åhUOo nÌmMr gwg§JVnUo ‘m§S>Ur hmo¶. g§Xoe 

doJdoJiçm n[aÀN>oXm§‘Ü¶o {d^mJbm nm{hOo. gd© n[aÀN>oX Vm{H©$H$ÑîQ>çm ì¶dpñWV qH$dm EH$‘oH$m§er 

OmoS>bobo Agbo nm{hOoV.
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			   7)	 "Vwåhr ÑpîQ>H$moZ'/dmMH$ ÑpîQ>H$moZ : dmMH$m§À¶m ÑpîQ>H$moZmVyZ nÌ {bhmdo. boIH$mZo dmMH$m§Zm 

¶mo½¶ ‘hËËd {Xbo nm{hOo Am{U Ë¶mMm {dMma Ho$bm nm{hOo. dmMH$m§À¶m g‘ñ¶oda {dMma H$amdm. 

dmMH$m§Zm H¥$Vr H$aÊ¶mg àd¥ËV Ho$bo nm{hOo. ¶mbm "Vwåhr' ÑpîQ>H$moZ Agohr åhUVmV. 

			   8)	 AmZ§XXm¶r/gH$mamË‘H$Vm : ì¶dgm¶ nÌ AmZ§XXm¶r AgUo Amdí¶H$ Amho. AmZ§Xr nÌ gH$mamË‘H$ 

Am{U AmeoMr ^mdZm Xe©{dVmo. nÌ boIH$mZo ZH$mamË‘H$ eãX Am{U dm³¶o Q>mibr nm{hOoV.

		  H$)	 ì¶mdgm{¶H$ nÌmMo ~mhç ñdê$n : ì¶dgm¶ nÌ g§ñWoMo à{V{ZYrËd H$aVo åhUyZ Vo AmH$f©H$ Agmdo. 

AmYw{ZH$ H$mimV ì¶dgm¶ nÌo gm‘mÝ¶V: B©-‘obX²dmao nmR>{dbr OmVmV. Ë¶m‘wio H$mhr JwU Ogo H$s, 

H$mJXmMr JwUdÎmm, AmH$ma, nÌmMr KS>r, {b’$m’$m ho KQ>H$ à^md H$aV ZmhrV. na§Vw nÌ ^m¡{VH$ ñdê$nmV 

nmR>{dë¶mg nwT>rb JmoîQ>r bjmV R>odë¶m nm{hOoV.

		  	 1)	 nona/H$mJX : nÌ {b{hÊ¶mgmR>r dmnabobo H$mJX CËV‘ XOm©Mo AgmdoV. H$mJXmMm AmH$ma Iyn ‘moR>m 

qH$dm Iyn bhmZ Zgmdm. gm‘mÝ¶V: nm§T>ao H$mJX dmnabo OmdoV. A-4 AmH$mamMm H$mJX dmnamdm. 

			   2)	 Q>§H${b{IV/nÌboIZ : AbrH$S>o ì¶mdgm{¶H$ nÌo hmVmZo {b{hbr OmV ZmhrV. Ajao Q>mB©n Ho$br 

OmVmV. H$moUË¶mhr MwH$s{dZm Q>m¶qnJ H$miOrnyd©H$ Ho$bo nm{hOo. Q>mB©n Ho$bobo nÌ AmH$f©H$ ~ZVo 

Am{U Vo Mm§Jbm à^md nmS>Vo.

	 		  3)	 g‘mg : H$mJXmÀ¶m XmoÝhr ~mOy§Zm ¶mo½¶ g‘mg gmoS>bo nm{hOoV. g‘mgmZo Ajam§Zm AmH$f©H$Vm àmßV 

hmoVo. g‘mg ¶mo½¶ ’$aH$mZo åhUOo 1.5 B§M XmoÝhr ~mOy§Zm Am{U Vimer gmoS>bm OmVmo.

	 		  4)	 A§Va : eãX, aofm Am{U n[aÀN>oX Xaå¶mZ n¶m©ßV OmJm gmoS>br nm{hOo. A§Va EH$gmaIo Agmdo. ¶mo½¶ 

A§Va XoD$Z {b{hbobo nÌ dmMUo gmono H$aVo.

	 		  5)	 erf©H$ : ¶m‘Ü¶o ì¶dgm¶mMo Zmd Am{U nËVm g‘m{dîQ> AgVmo. nÌmMo erf©H$ AmH$f©H$ Agbo nm{hOo 

H$maU dmMH$m§da àW‘ à^md nmS>Vmo. ì¶mdgm{¶H$ g§ñWm nÌmgmR>r N>mnrb erf©H$mMm (Letterhead) 
dmna H$aVmV. 

	 		  6)	 nÌmMr KS>r : nÌ {b’$m’$m‘Ü¶o KmbVmZm nÌmMr ¶mo½¶[aË¶m KS>r H$amdr. nÌmMr KS>r Aer H$amdr 

H$s nÌ CKS>Ê¶mgmR>r gmo¶rñH$a dmQ>bo nm{hOo. A{YH$ qH$dm dma§dma Ho$boë¶m KS>çm§‘wio nÌmVrb 

‘OHy$a Iam~ hmoVmo. gmYmaUnUo XmoZ qH$dm VrZ KS>çm Ho$ë¶m OmVmV.

	 		  7)	 {b’$m’$m : {b’$m’$mMm AmH$ma ’$ma ‘moR>m qH$dm bhmZ Zgmdm. àmßVH$Ë¶m©Mm nyU© nËVm {b’$m’$mda Q>mB©n 

H$amdm. Vmo AmVrb nË¶mgmaImM Agmdm. gmYmaUnUo {IS>H$s {b’$m’o$ (window envelope) dmnabo 

OmVmV. Oa {IS>H$s {b’$m’$m dmnabm Va nÌ Aem àH$mao KS>r H$amdo H$r AmVbm nËVm {IS>H$sVyZ {Xgob.

	 9.7.2 gyMZm :
		  EImXçm ‘hËËdnyU© KQ>Zo{df¶r AMyH$ d AmJmD$ ‘m{hVr gyMZoX²dmao {Xbr OmVo. gyMZoÀ¶m ‘mÜ¶‘mVyZ EImXr KQ>Zm 

gmd©O{ZH$[aË¶m bmoH$m§n¶ªV nmohmoMdbr OmVo. H§$nZr H$m¶Xm 2013 Zwgma g^obm gh^mJr hmoUmè¶m ì¶³VtZm àË¶oH$ 

~¡R>H$snydu EH$ gyMZm nmR>dbr OmUo Amdí¶H$ Amho.

		  gyMZm åhUOo g^oMm {Xdg, VmarI, doi, {R>H$mU Am{U g^oV M{M©ë¶m OmUmè¶m {df¶m§Mr ¶mXr hmo¶. hr gyMZm 

boIr ñdê$nmV {Xbr OmVo.

		  g{MdmZo gyMZoMm Vnerb, H$m¶©H«$‘n{ÌH$m, gyMZoMm H$mbmdYr, gyMZm nmR>{dÊ¶mMo gmYZ ¶m~m~V AXç¶mdV 

Agmdo.

		  H$mhr H$maUm§gmR>r {MQ>{Ugmbm gyMZm gmd©O{ZH$ àH$m{eV H$amdr bmJVo. CXm : dm{f©H$ gd©gmYmaU g^oMr gyMZm, 

H§$nZrMo H$m¶m©b¶mMm nËVm ~Xbë¶m~m~VMr gyMZm B.
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	 9.7.3	Ahdmb :
		  Ahdmb åhUOo EImXçm g‘ñ¶o~m~V gË¶Vm OmUyZ Ë¶mda H$mhr {e’$maetgh {ZîH$fm©H$S>o KoD$Z OmUmao nX²YVera 

boIr gmXarH$aU hmo¶. Ahdmbm‘Ü¶o {d{eîQ> KQ>Zm§~X²Xb VÏ¶ d {ZîH$fmªMo nX²YVera gmXarH$aU AgVo. ì¶³Vr 

qH$dm g{‘VrX²dmao Ahdmb V¶ma Ho$bm OmD$ eH$Vmo.

		  H$mhr Ahdmb H§$nZr H$m¶XçmÀ¶m VaVwXrZwgma V¶ma H$aUo Amdí¶H$ Amho. CXm. dm{f©H$ Ahdmb, H§$nZrÀ¶m 

Amdí¶H$VoZwgma H§$nZrH$Sy>Z H$mhr Ahdmb V¶ma Ho$bo OmVmV. CXm. ZdrZ emIoMr ñWmnZm H$aÊ¶mgmR>r g§^mì¶ 

OmJo~m~VMm Ahdmb.

		  {MQ>{UgmH$S>o Ahdmb boIZmMo H$m¡eë¶ AgmdoM bmJVo. AhdmbmVrb Vnerb Am{U Ahdmb boIZmMo {d{dY 

àH$ma ¶m~m~V {MQ{Ugmbm n[anyU© kmZ Agmdo.

	 9.7.4	B{Vd¥ËV : 
		  g^o‘Ü¶o KS>boë¶m KS>m‘moS>tMm {b{IV gmam§e åhUOo B{Vd¥ËV hmo¶. H§$nZrÀ¶m g^oV KoVboë¶m {ZU©¶m§Mm Vr 

g§{jßV, AMyH$ Am{U A{YH¥$V Zm|X Amho. ^{dî¶mVrb g§X^m©gmR>r Vr dmnabr OmD$ eH$Vmo. B{Vd¥ËV ho g^oVrb 

KS>m‘moS>tMr {b{IV Zm|X Agë¶mZo Vr {d{hV Z‘wÝ¶mVM {bhmdr bmJVo. g^oMr VmarI, dma, doi, {R>H$mU, g^oMm 

àH$ma, AÜ¶j, g§MmbH$ ‘§S>imMm d CnpñWV g^mgXm§Mm Vnerb d ‘§Oya Pmbobo R>amd B. gd© Zm|Xr B{Vd¥ËVm‘Ü¶o 

Ho$ë¶m OmVmV.

		  H§$nZr H$m¶XçmZwgma H§$nZrÀ¶m {d{dY g^m§Mo B{Vd¥ËV g^m g§në¶mZ§Va 15 {Xdgm§À¶m AmV V¶ma H$amdo bmJVo. 

B{Vd¥ËV H§$nZrMm {MQ>Urg V¶ma H$aVmo d Ë¶mda H§$nZrMo g^mgX, g§MmbH$ qH$dm AÜ¶j ghr H$ê$Z Vo {ZpíMV 

H$aVmV. B{Vd¥Îm Zoh‘r B{Vd¥ËV nwñVH$mV, ^yVH$mimV {b{hbo OmVo.

					        bmoH$m§n¶ªV nmohmoMÊ¶mgmR>r H§$nZr Q²>{dQ>a d ãbm°JMm Cn¶moJ H$gm H$ê$ eHo$b.

gmam§e

g§àofU : XmoZ qH$dm A{YH$ ì¶³VtZr VÏ¶o, H$ënZm, ‘Vo qH$dm ^mdZm§Mr XodmUKodmU H$aUo.

ì¶mdgm{¶H$ g§àofU : dm{UÁ¶ Am{U CXçmoJmVrb H$ënZm§Mo àgmaU Am{U XodmUKodmU H$aUo.

g§àofUmMo àH$ma : 1) A§VJ©V g§àofU  2) ~mhç g§àofU

g§àofU nX²YVr

	 1)	 ‘m¡{IH$ g§àofU : Vm|S>r ñdê$nmV g§Xoe nmR>{dÊ¶mMr à{H«$¶m.

	 2)	 A‘m¡{IH$ g§àofU : Xoh~mobr, Mohè¶mdarb ^md, ZOa, ‘m¡Z, àVrHo$ dmnê$Z g§àofUmMr à{H«$¶m.

	 3)	 [b{IV g§àofU : {b{IV ñdê$nmV ‘Vo, ‘m{hVr qH$dm H$ënZm§Mr XodmU-KodmU Amho.

Bbo³Q´>m°{ZH$ g§àofUmMr nX²YVr :

	 1)	 B©-‘ob : g§àofUmMm doJdmZ ‘mJ©.

	 2)	 do~gmB©Q> : EH$m EH$b do~S>mo‘oZda pñWV nañna OmoS>boë¶m do~ n¥îR>m§Mm g§M.

	 3)	 ãbm°J : ¶mbm H$m°nm}aoQ> ãbm°J qH$dm H$m°nm}aoQ> do~ bm°J XoIrb åhQ>bo OmVo.

		  A) A§VJ©V ãbm°J          ~) ~mhç ãbm°J

H¥$Vr :
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	 4)	 gmoeb {‘{S>¶m ZoQ>dH©$ :

	 	 A) Q²>{dQ>a : ‘m¶H«$moãbm°qJJ do~gmB©Q²>g

		  ~) ’o$g~wH$ : nm°ß¶wba gmoeb ZoQ>d{Hª$J gmB©Q>.

		  H$) ¶w-Q>çw~ : pìh{S>Amo gm‘m{¶H$aU do~gmB©Q>.

	 5)	 ‘mo~mB©b/goë¶wba ’$moZ.

	 6)	 pìh{S>Amo H$m°Ý’$apÝg¨J  

		  ì¶dgm¶ nÌo : EH$ {b{IV g§Xoe Amho Omo àofH$mbm BpÀN>V Agboë¶m H¥$Vr qH$dm d¥ËVrgmR>r Ë¶mÀ¶m àmßVH$Ë¶m©g 

à^m{dV H$aÊ¶mMm à¶ËZ H$aVmo.

		  gyMZm : g^oMr VmarI, doi Am{U g^oMo {R>H$mU Am{U g^oV M{M©bo OmUmao {df¶ ¶m~m~V H§$nZrZo {Xbobr AmJmD$ 

gyMZm hmo¶.

	 	 Ahdmb : EImXçm g‘ñ¶o~m~V gË¶Vm OmUyZ Ë¶mda {e’$maetgh {ZîH$fm©H$S>o KoD$Z OmUmao boIr gmXarH$aU.

		  B{Vd¥ËV : g^o‘Ü¶o KS>boë¶m KS>m‘moS>tMm {b{IV gmam§e hmo¶.

ñdmÜ¶m¶

àíZ 1 A) Imbr {Xboë¶m n¶m©¶m§‘YyZ ¶mo½¶ n¶m©¶ {ZdSy>Z dm³¶ nwÝhm {bhm.

	 1.	 ì¶dgm¶mer g§~§{YV g§àofU ........................ KS>m‘moS>t>er {ZJ{S>V AgVo.

		  (A) Am{W©H$	 (~) ì¶mdgm{¶H$	 (H$) gm‘m{OH$

	 2.	 {b{IV g§àofU hr ........................ Zm|X Amho.

		  (A) H$m¶‘	 (~) VmËnwaVr	 (H$) AZ{YH¥$V

	 3.	 B©-‘ob hm ........................ g§àofUmMm àH$ma Amho.

		  (A) gdm©V doJdmZ	 (~) gmdH$me	 (H$) ‘hmJ

	 4.	 do~gmB©Q>Mm EH$ ñdV§Ì B§Q>aZoQ> nËVm ........................ åhUyZ AmoiIbm OmVmo.

		  (A) dëS>© dmB©S> do~	 (~) ¶w{Z’$m°‘© [agmog© bmoHo$Q>a		  (H$) .H$m°‘

	 5.	 ........................ åhUOo {d{eîQ> KQ>Zm§~X²Xb VÏ¶ d {ZîH$fmªMo nX²YVera gmXarH$aU hmo¶.

		  (A) Ahdmb	 (~) gyMZm	 (H$) erf©H$

	 6.	 eãX, aofm Am{U n[aÀN>oXm§‘Yrb ........................ ¶mo½¶ Agmdo.

		  (A) g‘mg	 (~) boIZ	 (H$) A§Va

	 7.	 ........................ åhUOo {H$‘mZ eãXm§Mm dmna H$aUo hmo¶.

		  (A) gm¡OÝ¶ 	 (~) g§{jßVVm 	 (H$) AMyH$Vm

	 8.	 ........................ {edm¶ nÌ Ad¡Y R>aVo.

		  (A) "Vwåhr' ÑpîQ>H$moZ	 (~) ghr	 (H$) ñnîQ>Vm
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àíZ 1 ~) OmoS>çm Owidm.

JQ> "A' JQ> "~'

	 A)	 Q²>{dQ>a

	 ~)	 Vwåhr ÑpîQ>H$moZ

	 H$)	 g{H«$¶ EoH$Uo

	 S>)	 Xoh~mobr

	 B)  	 gm¡OÝ¶

	 1) 	 EoH$Uo Am{U g‘OyZ KoUo

	 2)	 d¡¶p³VH$

	 3)	 H$R>moa, Agä¶ eãX

	 4)	 gmoeb ‘r{S>¶m 

	 5)	 A‘m¡{IH$ g§àofU

	 6)	 ãbm°J

	 7)	 "dmMH$' ÑpîQ>H$moZ

	 8)	 ghmZw ŷVr

	 9)	 Eg².E‘².Eg².

	 10)	 Z‘«Vm

àíZ 1 H$) Imbrb àË¶oH$ {dYmZm§gmR>r EH$ eãX qH$dm eãXg‘yh qH$dm g§km {bhm.

	 1.	 g§àofUmMr Aer nX²YVr Or Vm|S>r ñdê$nmV g§Xoe nmR>{dVo.

	 2.	 EH$m do~ S>mo‘oZda pñWV Am§Vag§b½Z do~ n¥îR>m§Mm g§M.

	 3.	 ì¶mdgm{¶H$ nÌmMm Agm ^mJ Omo nÌboIH$mbm dmMH$mg‘moa gmXa H$aVmo.

	 4.	 g^oV Pmboë¶m KS>m‘moS>tMm {b{IV gmam§e.

	 5.	 ì¶dgm¶ nÌmMm Agm ^mJ Á¶m‘Ü¶o nÌ nmR>{dUmè¶mMo Zmd d nËË¶mMm g‘mdoe AgVmo.

	 6.	 Bbo³Q´>m°{ZH$ g§àofUmMo ÑH$-lmì¶ ‘mÜ¶‘.

àíZ 1 S>) Imbrb {dYmZo ~amo~a H$s MyH$ Vo {bhm.

	 1.	 gyMZm åhUOo g^oV Pmboë¶m KS>m‘moS>tMm {b{IV gmam§e hmo¶.

	 2.	 {b{IV g§àofUm‘wio H$m¶‘ñdê$nr Zm|X CnbãY hmoVo.

	 3.	 à^mdr g§àofUmgmR>r g{H«$¶ EoH$Uo Amdí¶H$ Amho.

	 4.	 A§VJ©V nËVm nÌ nmR>{dUmè¶mMo Zmd d nËVm Xe©{dVmo.

	 5.	 VmaIo{edm¶ nmR>{dbobo nÌ AnyU© Am{U Ad¡Y Amho.

	 6.	 g§X^© H«$‘m§H$ nÌ nmR>{dÊ¶mMm CX²Xoe Xe©dVmo.

	 7.	 g‘Ýd¶ åhUOo nÌmVrb ‘OHw$amMr gwg§JV ‘m§S>Ur hmo¶.

	 8.	 nÌmbm H$‘rV-H$‘r KS>çm Kmbmì¶mV.

àíZ 1 B>) JQ>mV Z ~gUmam eãX emoYm.

	 1.	 H$mJX, g‘mg, Q>§H${b{IV, gm¡OÝ¶

	 2.	 ñnîQ>Vm, gm¡OÝ¶, A§Va, AMyH$Vm

	 3.	 VmarI, A§VJ©V nËVm, g§{jßVVm, {df¶
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àíZ 1 ’$>) Imbrb {dYmZo nyU© H$am.

	 1.	 Ooìhm Ahdmb, nÌ, n[anÌHo$ ¶m§À¶mX²dmao g§àofU Ho$bo OmVo Ë¶mbm ........................ åhUVmV.

	 2.	 nÌmÀ¶m {d{dY ^mJm§À¶m ¶mo½¶ ‘m§S>Urbm ........................ åhUVmV.

	 3.	 nÌ àmßVH$Ë¶m©Mo Zmd, nËVm g‘m{dîQ> AgUmè¶m nÌmÀ¶m ^mJmg ........................ åhUVmV.

àíZ 1 J) H§$gmVrb AMyH$ n¶m©¶ {ZdS>m.

JQ> "A' JQ> "~'

	 1.	 "Vwwåhr' ÑpîQ>H$moZ

	 2.	 g§{jßVVm

	 3.	 .......................

	 4.	 .......................

	        .......................

	        .......................

	        g§nyU© ‘m{hVr

	        {dZ‘« ^mfm

(H$‘rV H$‘r eãX, g§nyU©Vm, gm¡OÝ¶, dmMH$ ÑpîQ>H$moZ)

àíZ 1 h>) EH$m dm³¶mV CËVao {bhm.

	 1.	 eãXm§À¶m dmnam{edm¶ Ho$ë¶m OmUmè¶m g§àofUmMo Zmd H$m¶?

	 2.	 Vm|S>r ñdê$nmV nmR>{dë¶m OmUmè¶m g§XoemMo Zmd H$m¶?

	 3.	 nwÝhm nwÝhm dmMy eH$Vmo Aem g§àofUmMo Zmd Z‘yX H$am.

àíZ 1 B©>) Imbrb dm³¶mVrb AYmoao{IV eãX XþéñV H$ê$Z dm³¶ nwÝhm {bhm.

	 1.	 ghmZw^yVr åhUOo nÌmMr gwg§JVnUo ‘m§S>Ur H$aUo hmo¶. 

	 2.	 g§nyU©Vm åhUOoM nÌmV {H$‘mZ eãX dmnaUo.

	 3.	 Z‘«Vmnyd©H$ eodQ> ¶m‘Ü¶o dmMH$m§Zm A{^dmXZna g§km {b{hbr OmVo.

àíZ 1 O) ¶mo½¶ H«$‘$ bmdm.

	 (1)	 A)  erf©H$	 (2) 	 A)  ghnÌ

		  ~)  Z‘«Vmnyd©H$ eodQ>		  ~)  nÌmMm ‘w»¶ ‘OHy$a

		  H$)  {df¶		  H$)  VmarI

àíZ 2) Imbrb g§km/g§H$ënZm ñnîQ> H$am.

	 1.	 g§àofU	 2.	 ì¶mdgm{¶H$ g§àofU

	 3.	 {b{IV g§àofU	 4.	 ì¶mdgm{¶H$ nÌì¶dhma

	 5.	 Ahdmb	 6.	 B{Vd¥ËV

àíZ 3) Imbrb KQ>Zm/n[apñWVrMm Aä¶mg H$ê$Z Amnbo ‘V {bhm.

	 1.	 lr. amhþb ho {MQ>Urg AmhoV. Á¶m§Zm ì¶dñWmnH$s¶ g§MmbH$m§Zr g§MmbH$ ‘§S>imÀ¶m g^oV KoVbobo {ZU©¶ AZwnpñWV 

g§MmbH$m§Zm H$i{dÊ¶mg gm§{JVbo Amho. Mm§Jë¶m ì¶dgm¶ nÌm§À¶m Amdí¶H$VoÀ¶m H$moUË¶m n¡by§Mo Vo nmbZ H$aVrb.

		  (A)	 Ooìhm Vo Amdí¶H$ ‘m{hVr A{Ve¶ WmoS>³¶mV Am{U g§{jßV ñdê$nmV XoVmV.
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		  (~)	 Ooìhm Vo gä¶ Am{U {dZ‘« eãX dmnaVmV -

		  (H$)	 Ooìhm Vo g^oMr g§nyU© ‘m{hVr ¶mo½¶ arVrZo XoVmV -

			   (ñnîQ>Vm, g§{jßVVm, g‘Ýd¶, gm¡OÝ¶, g§nyU©Vm, AMyH$Vm)

àíZ 4) WmoS>³¶mV CËVao {bhm.

	 1.	 à^mdrnUo g§dmX gmYÊ¶mg Amdí¶H$ AgUmè¶m Mma H$m¡eë¶m§Mo dU©Z H$am.

	 2.	 Mm§Jë¶m ì¶mdgm{¶H$ nÌmVrb Amdí¶H$ ~m~r Z‘yX H$am.

àíZ 5) Imbrb {dYmZo gH$maU ñnîQ> H$am.

	 1.	 {b{IV g§àofU ì¶dgm¶mH$[aVm Cn¶w³V R>aVo.

	 2.	 gmoeb {‘{S>¶m ZoQ>dH©$ ì¶dgm¶mH$[aVm Cn¶w³V R>aVo.

	 3.	 EoH$Uo hm à^mdr g§àofUmVrb EH$ ‘hËËdmMm KQ>H$ Amho.

àíZ 6) Imbrb àíZm§Mr CËVao {bhm.

	 1.	 {b{IV g§àofUmMo ’$m¶Xo ñnîQ> H$am.

	 2.	 ì¶dgm¶ nÌmMo {d{dY KQ>H$ ñnîQ> H$am.




