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Ůाſथन

भारत सरकार ने रा Ō̓ ीय कौशल िवकास योजना के अȶगŊत के ŝप मŐ 2020 तक हर चार भारतीयो ंमŐ से एक को 30 करोड़ 

लोगो ंको कौशल Ůदान करने का एक महȕाकांƗी लƙ िनधाŊįरत िकया है तािक उɎŐ नौकरी सुरिƗत करने मŐ मदद िमल सके। 

औȨोिगक ŮिशƗण सं̾थान (ITI) इस ŮिŢया मŐ िवशेष ŝप से कुशल जनशİƅ Ůदान करने मŐ मामले मŐ महȇपूणŊ भूिमका 

िनभाते है । इसे ȯान मŐ रखते Šए, और ŮिशƗुओ ंको वतŊमान उȨोग Ůासंिगक कौशल ŮिशƗण Ůदान करने के िलए आईटीआई 

पाǬŢम को हाल ही मŐ िविभɄ िहतधारको ंके सलाहकार पįरषदो ंकी सहायता से अȨतन िकया गया है । उȨोग, उȨमी, िशƗािवद 

और आईटीआई के Ůितिनिध ।

कौशल िवकास एवं उȨिमता मंũालय के तहत एक ˢायȶशासी, रा Ō̓ ीय अनुदेशाȏक माȯम सं̾थान (NIMI), चेɄई को ITIs  

और अɊ संबİɀत ̾̾थानो ंके िलए आवʴक िनदőशाȏक मीिडया पैकेज (IMPs) के िवकास और Ůसार का काम सौपंा गया है ।

सं̾थान अब आशुिलिपक सिचवीय सहायक (िहȽी) के िलए संशोिधत पाǬŢम के अनुŝप िशƗण सामŤी लेकर आया है। 

वािषŊक पैटनŊ के तहत कायाŊलय Ůशासन एवं सुिवधा Ůबंधन Ɨेũ मŐ Ůथम वषŊ का ʩवसाय िसȠाȶ - NSQF ˑर - 3 

(संशोिधत 2022) ।  NSQF ˑर - 3 (संशोिधत 2022) ʩवसाय  अɷास ŮिशƗुओ ंको एक अंतराŊ Ō̓ ीय समकƗता मानक 

Ůाɑ करने मŐ मदद करेगा । जहाँ उनकी कौशल दƗता और  योƶता को दुिनया भर मŐ माɊता दी जाएगी और इससे 

पूवŊ िशƗा की माɊता का दायरा भी बढ़ेगा । NSQF ˑर - 3 (संशोिधत 2022) ŮिशƗुओ ंको जीवन भर  सीखने और कौशल 

िवकास को बढ़ावादेने के अƛर भी िमलŐगे । मुझे इसमŐ  कोई संदेह नही ंहै िक NSQF ˑ र - 3 (संशोिधत 2022) ITIs के ŮिशƗको ं

और ŮिशƗुओं, और सभी िहतधारकों को इन IMPs से अिधकतम लाभ Ůाɑ होगा और देश मŐ  ʩवसाियक 

ŮिशƗण की गुणवȅा मŐ सुधार के िलए NIMI’s के Ůयास एक  लंबा राˑा तय करŐ गे।

NIMI के िनदőशक, कमŊचारी तथा माȯम िवकास किमटी के सद˟ इस Ůकाशन मŐ Ůदȅ अपने योगदान हेतु अिभनंदन के पाũ है।

जय िहȽ ! 

 ŵी अतुल कुमार ितवारी. I.A.S.,
 महािनदेशक/िवशेष सिचव    
 कौशल िवकास एवं उȨिमता मंũालय,
 भारत सरकार 

नई िदʟी - 110 001
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भूिमका

रा Ō̓ ीय अनुदेशाȏक माȯम सं̾थान (NIMI) की ̾थापना 1986 मŐ चेɄई मŐ तǽालीन रोजगार एवं ŮिशƗण (DGE&T) ŵम एवं

 रोजगार मंũालय (अब ŮिशƗण महािनदेशालय, कौशल िवकास और उȨिमता मंũालय के तहत), भारत सरकार , तकनीकी सहायता 

फेडरल įरपİɰक ऑफ जमŊनी सरकार के साथ की। इस सं̾थान का मुƥ उȞेʴ िशʙकार और िशƗुता ŮिशƗण योजनाओ ंके तहत 

िनधाŊįरत पाǬŢम NSQF ˑर - 3 (संशोिधत 2022) के अनुसार िविभɄ टŌ ेडो ंके िलए िशƗण सामŤी िवकिसत करना और Ůदान करना 

है।

भारत मŐ NCVT/NAC के तहत िशʙकार ŮिशƗण का मुƥ उȞेʴ ȯान मŐ रखते Šए अनुदेशाȏक  सामŤी तैयार की जाती है, 

िजससे ʩİƅ एक रोजगार हेतु कौशल Ůाɑ कर सके । अनुदेशाȏक सामŤी को अनुदेशाȏक माȯम पैके̕स (IMPs) के ŝप मŐ 

िवकिसत की जाती है। एक IMP मŐ , Țोरी बुक, Ůैİƃकल बुक, टेː और असाइनमŐट बुक, इं Ōːƃर गाइड, ऑिडयो िवजुअल एड (वॉल 

चाटŊ और पारदिशŊता) और अɊ सहायक सामŤी शािमल हœ।

Ůˑुत ʩावसाियक िसȠाȶ पुˑक ŮिशƗु को सɾİɀत ǒान देगी िजससे वह अपना कायŊ कर सकŐ गे । परीƗण एवं िनयत कायŊ के

 माȯम से अनुदेशक ŮिशƗुओ ंको िनयत कायŊ दे सकŐ गे । दीवार चाटŊ और पारदिशŊता अिȪतीय होती हœ, Ɛोंͤिक वे न केवल ŮिशƗक को 

िकसी िवषय को Ůभावी ढंग से Ůˑुत करने मŐ मदद करते हœ बİʋ ŮिशƗु की समझ का आकलन करने मŐ भी उसकी मदद करते हœ। 

अनुदेशक िनदő ͤिशका (इं Ōːƃर गाइड), अनुदेशक को अपने अनुदेश योजना की योजना बनाने, कǄे माल की आवʴकताओ ंकी योजना 

बनाने, िदन-Ůितिदन के पाठो ंऔर ŮदशŊनो ंकी योजना बनाने मŐ सƗम बनाता है।

IMPs Ůभावी टीम वकŊ  के िलए िवकिसत िकए जाने वाले आवʴक जिटल कौशल से भी संबंिधत है। पाǬŢम मŐ िनधाŊįरत संबȠ टŌ ेडो ंके 

महȕपूणŊ कौशल Ɨेũो ंको शािमल करने के िलए भी आवʴक सावधानी बरती गई है।

एक सं̾थान मŐ एक पूणŊ िनदőशाȏक मीिडया पैकेज (IMF) की उपलɩता ŮिशƗक और Ůबंधन दोनो ंको Ůभावी ŮिशƗण Ůदान करने मŐ 

मदद करती है।

IMPs NIMI के कमŊचाįरयो ंऔर मीिडया िवकास कमेटी के सद˟ो ंके सामूिहक Ůयासो ंका पįरणाम है, जो िवशेष ŝप से सावŊजिनक 

और िनजी ʩावसाियक उȨोगो,ं ŮिशƗण महािनदेशालय (DGT), सरकारी और िनजी ITIs के तहत िविभɄ ŮिशƗण सं̾थानो ंसे Ůाɑ होते 

हœ।

NIMI इस अवसर पर िविभɄ राǛ सरकारो ं के रोजगार एवं ŮिशƗण महािनदेशको,ं सावŊजिनक और िनजी दोनो ं Ɨेũो ंमŐ उȨोग के 

ŮिशƗण िवभागो,ं DGT और DGT फीʒ सं̾थानो ंके अिधकाįरयो,ं Ůूफ रीडसŊ, ʩİƅगत माȯम िवकासकताŊओ ंके िलए ईमानदारी से 

धɊवाद देना चाहता है। समɋयक, लेिकन िजनके सिŢय समथŊन के िलए NIMI इस सामŤी को बाहर लाने मŐ सƗम नही ंहोता।

चेɄई - 600 032   कायŊकारी िनदőशक
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परिचय

इस अनुदेशाȏक सामŤी के अȶगŊत आशुिलिप ʩवसाय संबंधी Ůायोिगक अɷास िदए गए है िजɎŐ ŮिशƗण अपने एक 

वषŊ के ŮिशƗण अविध के अȶगŊत Ůायोिगक घǵो ंमŐ पूणŊ करŐ गे । इन अɷासो ंके अȶगŊत यह ȯान मŐ रखा गया है िक 

पाǬचयाŊ संबंधी सम̾थ कौशल को समािहत कर िलया जाए ।

पाǬचयाŊ के Ůायोिगक भाग को 9 मॉǰूʤ मŐ बाँटा गया है । Ůȑेक मॉǰूʤ िनɻ Ůकार है:  

¨ÉÉb÷¬Ú±É 1 - आशुिलिप (शॉटŊहैǷ)

¨ÉÉb÷¬Ú±É 2 - कंɗूटर का ǒान

¨ÉÉb÷¬Ú±É 3 - पũो ंकी जानकारी

¨ÉÉb÷¬Ú±É 4 - आधारभूत क̱ɗूटर ǒान

¨ÉÉb÷¬Ú±É 5 - कायाŊलयीन वातावरण

¨ÉÉb÷¬Ú±É 6 - कायाŊलय मŐ डायरी

¨ÉÉb÷¬Ú±É 7 - िविभɄ कायाŊलयीन उपकरण

¨ÉÉb÷¬Ú±É 8 - डाकघर

¨ÉÉb÷¬Ú±É 9 - सभी Ůकार के पũाचार

उपरोƅ समˑ मॉǰूʤ मŐ Ůȑेक कायŊ को इस Ůकार से Ţमवार िकया गया है िक ŮिशƗणाथŎ आसान से किठन,            
ǒान से अǒान, आधारभूत से अिŤम ǒान Ůाɑ कर सके Ůȑेक अɷास एक िनधाŊįरत शीषŊक से Ůारʁ िकया गया है                 
एवं अɷास के उपराȶ Ůाɑ िकये जाने वाले लƙ, उȞेʴ के सपने ŮदिशŊत िकये गये हœ ।

अȶ मŐ कौशलके Ţम इस Ůकार से विणŊत िकये गये है िक कायŊ संबंधी समˑ सावधािनयाँ एवं बाधाएँ भी ŮिशƗाथŎ        
जान सके । जहाँ आवʴक है वहाँ पर विणŊत चीजो ंका भी अितįरƅ Ůयोग िकया गया है िजससे ŮिशƗणाथŎ सरलता                 
से कायŊ सीख सके यिद कोई िनधाŊįरत अɷास पूवŊ मŐ विणŊत िकया गया है तो उसको दोहरान पुनः  नही ंिकया गया।
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िवषय-Ţम

 अɷास सं. अɷास के शीषŊक पृʿ सं.

  माǰूल 1 : आशुिलिप (शॉटŊहैǷ) ºÉÖ®úIÉÉ +¦ªÉÉºÉ +Éè®ú ½þºiÉ +ÉèWÉÉ® (Safety practice and hand tools)

 1.1.01 ऐतिहासिक पृष्ठभूमि, आशुलिपि का उद्देश्य एवं महत्त्व 1

 1.1.02 आशुिलिप आधारभूत पįरचय 4
 1.1.03 ˢर पįरचय 8
 1.1.04 शɨ िचɎ, शɨाƗर 12
 1.1.05 िȪˢर एवं िũˢर 14
 1.1.06 वाƐांश िनमाŊण - िनयम एवं ŝप िŢया िवभİƅ एवं धातु Ůयोग 19
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.01 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

ऐितहािसक पृʿभूिम, आशुिलिप का उȞेʴ एवं महȇ
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• आशुिलिप ऐितहािसक पुʿभूिम, आशुिलिप का उȞेʴ एवं महȇ
• िवʷ मŐ आशुिलिप का उदय और िवकास
• Ȱिनलेखन (िपटमैन आशुिलिप) िसȠाȶ 
• आशुिलिप कायŊशाला के उपकरण
• ŮिशƗण तकनीक, आदशŊ आशुलेखक
• क̱ɗूटर का अथŊ
• क̱ɗूटर के लाभ । 

vk’kqfyfi ,sfrgkfld i`ʿHkwfe 

Hkkष dk O;ogkj eq[;r nks :iksa esa gksrk gS & cksydj o 
fy[kdjA Hkkषk d¢ fyf[kr O;ogkj d¢ fy, tgk ¡ 
lqfo/kktud fyfi;ksa dh vko’;drk gksrh gS ogk cksydj ;k 
nÝrxfr ls O;ogkj d¢ fy, xfr’khy fyfi;ksa dh vko’;drk 
gksrh gS ftls vk’kqfyfi dgrs gSaA

nwljs ’kCnkas esa vk’kqfyfi og lq{e fyfi ys[ku fof/k gS ftld¢ 
ek/;e ls oDrk d¢ Hkkष.k dks fyf[kr djd¢ mldk Hkkषk 
fyfi es izfr ys[ku fd;k tk ld¢A

ekuo lH;rk d¢ fodkl esa Hkkषk d¢ O;ogkj d¢ lkFk vk’kqfyfi 
dk iz;ksx Hkh fHkUu&fHkUu :iksa esa fd;k x;k gS vkSj 
le;&le; ij bls fHkUu&fHkUu ukeksa ls tkuk tkrk gSA

vk’kqfyfi dk mn~ns’; ,oa egŸo

vk’kqfyfi dk egŸo o mi;ksx vkfndky ls jgk gSA izkphu 
jkse ns’k es lhusV d¢ lnL; d¢ Hkkष.kksa dks fy[kus d¢ fy, 
vk’kqfyfi dk iz;ksx fd;k x;kA *tqfy;l lhtj* oSKkfud 
us vk’kqfyfi dk iz;ksx ys[ku d¢ fy, fd;kA *lSE;qvy isfil* 
us viuh Mk;jh vk’kqfyfi esa fy[khA

ekfVZu ywFkj fdax }kjk ’ksDlih;j d¢ ukVd vk’kqfyfi esa 
fy[ks x;s vkSj lqjf{kr j[ks x;sA izkphu jkse esa djkj ukekas 
esa Hkh vk’kqfyfi dk iz;ksx fd;k tkrk Fkk rkfd mues dksbZ 
csbZekuh u dj ld¢A okjsu gsfLVXat d¢ eqdnes dh dk;Zokgh 
vk’kqfyfi fjiksVZjksa us fy[khA

tkWtZ cukZM ’kkW us vius lkfgR; ys[ku es vk’kqfyfi dk iz;ksx 
fd;kA vaxzsth d¢ izfl) miU;kldkj *pkYlZ fMdUl* dbZ 
oषksZa rd vk’kqfyfi fjiksVZj cus jgs vkSj vius miU;kl Hkh 
vk’kqfyfi esa fy[ksA

ekuo lH;rk d¢ lkFk&lkFk vk’kqfyfi dk egŸo vkSj mldh 
mi;ksfxrk Hkh c<+rh pyh xbZA oSKkfud midj.kksa tSls 

VkbijkbVj] fjdkWMZj] nwjlapkj d¢ ;a=ksa tSls bysDVªkWfud 
VkbijkbVj] dEI;wVj vkfn dh lgk;rk ls vk’kqfyfi dk 
iz;ksx thou d¢ fofo/k {ks=ksa esa fd;k tkus yxus dk dkj.k 
;gh gS fd vk’kq ys[kd dbZ O;fDr;ksa d¢ dbZ ?kaVksa d¢ dke 
dks dqN gh feuVksa eas lEiUUk dj ldrk gSA orZeku ;qx esa 
xfr’khyrk dh n`fʼ ls vk’kqfyfi Vad.k dh cgqeq[kh dyk 
,d vfuok;Zrk cu xbZ gSA pkgs kkldh; i= O;ogkj gks ;k 
O;ogkfjd i= gks] lkfgR; ys[ku] fVIi.kh ys[ku] lkekpkj 
i=ksa dh fjiksZV ysuh gks ;k U;k;ky;ksa esa fu.kZ; fy[kus gks] 
fo/kku eaMy ;k laln dh dk;Zokgh gks vFkok Hkkष.k gks] lHkh 
txg vk’kqfyfi dk iz;ksx vfuok;Z :Ik ls gksus yxk gSA vr% 
oDrkvksa d¢ Hkkष.kksa dks ’kCn’k% fyfic) dj mudk lgh 
izfrys[ku djuk vk’kqfyfi dks ,oe vk’kq ys[kdksa }kjk gh 
lEHko gS D;ksafd blesa Hkkषk] Kku ,oa cqf) foosd dh Hkh 
vko’;drk gksrh gS ftldh vk’kk e’khu ls ughaa dh tk 
ldrh gSA

fo’o es vk’kqfyfi dk mn; vkSj fodkl 

vk’kqfyfi dk pyu dc vkjEHk gqvk bld¢ fuf’pr frfFk d¢ 
izek.k ugha feyrs fdUrq bZlk iwoZ 63 esa jkseu lezkV flljks 
d¢ lsØ¢Vjh ekVl rqfy;l frjks dh vk’kqfyfi i)fr cgqr 
izpfyr Fkh vkSj jkseu flusV d¢ lnL;ksa d¢ Hkkष.kksa dks fy[kus 
d¢ fy, mldk mi;ksx fd;k tkrk FkkA jkseu lkezkT; uʼ 
gksus d¢ ckn Hkh dbZ शrkfCn;ksa rd rhjks dh i)fr dk iz;ksx 
gksrk FkkA isfjl d¢ gkeksZftUl dh ik.Mqfyfi es 10oha शrkCnh 
es VsphxzkQh es fy[kh xbZ lkexzh feyrh gSA 12oha शrkCnh 
es baXyS.M es vk’kqfyfi dk iz;ksx uksok uksVksfj;k d¢ uke ls 
fd;k tkrk FkkA Hkkjr esa vk’kqfyfi dk pyu ,oa egŸo 
vkfndky ls ekuk tkrk gSA Hkkjrh; ijEijk es x.ks’k dks 
ys[ku fo/kk dk tUenkrk ekuk x;k gS ftUgksaus egkHkkjr dk 
ys[ku fd;kA
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/ofu ys[ku ¼fiVeSu vk’kqfyfi½ fl)kUr 

baXySM d¢ lj vkbtsd fiVeSu us viuh vk’kqfyfi iqLrd 
ÞLVsuksxzkfQd lkamMgSaMÞ 1837 bZ- esa izdkf’kr dh ftls 1840 
bZ- esa ÞQksuksxzkQhÞ ¼/ofu ys[ku½ dk uke fn;k x;kA mUgksus 
lSE;qvy Vsyj dh vk’kqfyfi i)fr dks vk/kkj cuk;k vkSj 
’kCnksa d¢ mPpkj.k d¢ fy, tkWu okdj dh Þ, fØfVdy 
izksukmaflax fMD’kujhÞ dks vk/kkj ekukA ml le; rd vd¢ys 
baXyS.M esa 460 vk’kqys[ku i)fr;ka iz;ksx esa vk pqdh FkhA 
;g i)fr fo’o eas dbZ Hkkषkvksa esa viukbZ xbZA

fiVeSu vk’kqfyfi d¢ pyu d¢ ckn Hkh fo’o esa vf/kd ljy 
i)fr;ksa d¢ fy, iz;kl pyrs jgsA Ýkal esa lcls vf/kd 
lQy i)fr ÞLVsuksxzkfQ;k MqIyks;sÞ ¼1860 bZ-½ ekuk tkrh 
gSA Ýkal d¢ ÞMqIyks;uÞ vkSj baXyS.M d¢ ÞLyksvuÞ uked nks 
O;fDr;ksa us yxHkx ,d leku vk’kqfyfi i)fr fy[kh ftls 
ÞLyksvu&MqIyks;u i)frÞ d¢ uke ls tkuk tkrk gSA

tkWu jkWcVZ xzsx }kjk 1888 bZ- esa gYdh js[kkvks a d¢ 
vk/kkj ij fy[kh tkus okyh aÞxzSx i)frÞ izdkf’kr gqbZ tks 
fd vaxszth dh jkseu fyfi d¢ Lyksi ¼>qdko½ ij vk/kkfjr 
FkhA buesa lj gsujh LohV dh ÞdjsaVÞ ¼1892 bZ-½ rFkk tkWtZ 
cukZMZ ’kkW }kjk fyf[kr ÞdflZo ’kkWVZgS.MÞ ¼1902 bZ-½ izeq[k 
gS fdUrq bu i)fr;ksa dks Þxszx i)frÞ dh rqyuk esa yksxksa }
kjk Lohdkj ughaa fd;k tk ldkA

bl izdkj fo’o esa vk’kqys[ku dh rhu izeq[k i)fr;ka fod-
flr gqbZ gS & fiVeSu i)fr] Lyksvu&MqIYkks;u i)fr rFkk 
xzsx i)frA rhuksa izdkj dh i)fr;k¡ fo’o esa vusd Hkkषkvksa 
esa vkt Hkh py jgh gSA

izf’k{k.k&rduhd

vk’kqfyfi iw.kZr% Hkkषk foKku dk foष; gSA d¢oy bldh 
fyfi fHkUu gSA ;g dksbZ rqdcUnh ;k fu;eksa dk ladyu 
ugha gS] oju ,d O;kogkfjd fyfi foKku gS ftldk y{; 
oDrk d¢ Hkkष.kksa dks vf/kdre xfr ij fyfic) dj mldk 
lgh izfrys[ku djuk gSA vk’kqfyfi dh ;ksX;rk ij mld¢ 
izf’k{kkfFkZ;ksa dh dq’kyrk fuHkZj djrh gSA blfy, izf’k{kd 
dk dŸkZO; gS fd og vk’kqys[kdksa d¢ fy, Lo;a izsj.kk dk 
vk/kkj cusaA

izf’k{kd dks pkfg, fd og ,d vkn’kZ funsZ’kd d¢ #i esa 
dk;Z djsa vkSj vf/kd izHkko’kkyh rjhds ls Nk=ksa d¢ fy, 
izjs.kk &L=ksr cusaA og fu;fer #i ls d{kk esa vk,a vkSj 
Nk=kas d¢ nSfud dk;Z dk izf’k{k.k djsa A Nk=ksa }kjk dh xbZ 
vk’kqf);ksa d¢ fy, mUgSa MkaVas ughaa oju~ mu v’kqf);kas dks 
lq/kkjus d¢ fy, mUgsa izfjr djasA ;fn Nk= d{kk esa vk’kqys[k 
i<+us ls ?kcjkrs gSa ;k ’kekZrs gSa rks mUgs izf’k{kd izrkfM+r 
dj galh dk ik= u cuk,a oju mUgsa vkykspuk ls u Mjus 

dk vkSj muesa vkRefo’okl rFkk lkgl tqVkus dk ekxZn’kZu 
nsaA izf’k{kd dks vius O;kolk; d¢ izfr lPph yxu gksuh 
pkfg, ftlls mldh vkSj mld¢ O;kolk; dh izfrʿk c<+sA 
;fn Nk= dk Hkkषk Kku de gS rks mls Hkkषk dh orZuh] 
O;kdj.k vkfn dks lq/kkj djus d¢ fy, ekxZn’kZu djuk 
pkfg,A 

vPNk izf’k{kd ogh gS tks Lo;a ftKklq gks vkSj vius foष; 
vSj O;kolk; eas gksus okyh izxfr vkSj miyC/k lkfgR; dk 
ykHk Lo;a Hkh mBk,a vkSj Nk=ksa dks Hkh bld¢ fy, iszfjr 
djasA ,slk djus ls foष; uhjl d¢ ctk; jkspd curk gS 
vkSj Nk= ubZ&ubZ miyfC/k;ksa o lkfgR; ls izsfjr jgrs gaSA

vk’kqfyfi lEcU/kh lHkh rduhdksa dh tkudkjh Nk=ksa dks 
le>kuh pkfg,A fu;fer ys[ku o izfrys[ku dj mudh 
v’kqf);kas dk fuokj.k djus ls ’kh?kz gh lQyrk izkIr dh 
tk ldrh gSA

vkn’kZ vk’kqys[kd 

vk’kqfyfi dk iw.kZ Kku izkIr djus d¢ fy, yxu rFkk ifjJe 
d¢ lkFk gh fuEu ckrksa dk /;ku j[kdj vki vPNs vk’kqfyfid 
,oa fjiksVZj cu ldrs gSaA

1-  vk’k q fyfid es a vius dk;k Zy; ;k O;olk; ls 
lEcfU/kr i=&O;ogkj dks ’kq) rFkk la{ksfir :Ik esa izL-
rqr djus dh {kerk gksuh pkfg,A

2-  ;fn i= ;k elkSnk vkidks Loa; cukuk gks rks og cgqr 
yEck ;k cgqr NksVk ughaa gksuk pkfg,A

3-  vk’kqfyfid esa oDrk dh xfr ls fy[kus vkSj mls lgh 
:Ik esa] lqanj <ax ls Vkbi djus dh ;ksX;rk gksuh pkfg,A

4-  vk’kqfyfid esa izfr;ksfxrk dh Hkkouk gksuh pkfg, D;ksafd 
blls lkgl vkSj mRlkg d¢ lkFk&lkFk mldh n{krk Hkh 
c<+rh gSA

5-  vPNs Hkkषk Kku vkSj lkekU; Kku ls vk’kqys[kd vPNk 
ys[kd rFkk izfrys[kd cu ldrk gSA oDrk dk vk’k; 
le>us ij gh lgh izfrys[ku lEHko gSA

6-  lgh izfrys[ku d¢ fy, Hkkषk foKku& ’kCn] vFkZ] fyfi] 
orZuh] okD;] ifjPNsn ,oa O;kdjf.kd fpUgksa dk iw.kZ Kku 
vko’;d gSA

7-  ’kkfUr vkSj /kS;Z vk’kqys[kd d¢ okaNuh; xq.k gSaA fMDVs’ku 
ysrs le; tgk¡ /;ku oDrk dh vksj d¢fUnzr jguk vko’;d 
gS] ogha Jo.k ’kfDr vkSj xzg.k ’kfDr Hkh bld¢ fy, 
vko’;d xq.k gSaA

8-  vk’kqys[kks a dk lgh vkdkj vkSj lqanjrk rFkk iUus 
iyVus dk vH;kl vk’kqys[kd d¢ vko’;d dkS’ky gSaA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.02 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)
आशुिलिप आधारभूत पįरचय
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• पįरभाषाएँ
• आशुिलिप ʩंजन माला
• ʩंजनो ंके भेद
• ʩंजन तािलका 
• ʩंजनो ंके आकार-Ůकार
• क̱ɗूटर हाडŊवेयर एवं सॉɝवेयर
• ŮोŤाम िसːम ŮोŤाम और एİɘकेशन ŮोŤाम मŐ अंतर ।

ifjHkkषk,a

vk’kqfyfi foKku %&  /ofu d¢ vk/kkj ij T;kfefr; izk:iksa }kjk fdlh Hkkषk dks rhoz xfr ls fy[kus vkSj Hkkषk fyfi esa  
 izfrys[ku djus dh dyk dks vk’kqfyfi foKku ¼LVsuksxzkQh½ dgrs gSaA

vk’kqfyfi %&  ,slh T;kfefr; lw{e fyfi ftlesa oDrk d¢ Hkkष.kks dks vf/kdre xfr ij fy[kk tk ld¢] vk’kqfyfi  
 ¼’kkWVZgS.M½ dgrs gSaA

Hkkषk %&  euqˈ dh ,slh cksyh ;k /ofu tks fy[kh tk ld¢ rFkk le> esa vk ld¢] Hkkषk dgykrh gSA

/ofu %&  Hkkषk d¢ NksVs VqdM+s dks] ftls cksyk tk ld¢] /ofu dgk tkrk gSA

o.kZ@v{kj %&  fy[kh tkus okyh Hkkषk d¢ NksVs ls NksVs fpUg dk uke o.kZ ;k v{kj gSA tSls d] [k] x vkfnA ;s  
 nks izdkj d¢ gksrs gaS & Loj rFkk O;atuA

Loj %&  ftu o.kkasZ dk mPpkj.k fcuk fdlh o.kZ dh lgk;rk d¢ fd;k tk ld¢] mUgsa Loj dgrs gSa] tSls 
 v] b] ÅA

O;atu %&  ftu o.kksZ a dk mPpkj.k fcuk Loj dh lgk;rk d¢ u gks ld¢] mUgsa O;atu dgrs gSa] 
 tSls d ¾ ¼ d~ $ v~ ½] l ¾ ¼ l~ $v~ ½A

ljy js[kk,a %&  tks O;atu js[kk,a chp esa lh/kh gksrh gS mUgsa ljy js[kk,a dgk tkrk gSA tSls &

 -------------------d ----------------------j 

 -------------------i -------------------;

oØ js[kk,a %&  tks js[kk,a chp esa Vs<+h gksrh gSa mUgsa oØ js[kk,a dgk tkrk gSA 

 tSls --------------------ष ----------------------r -  

         -------------------- u ---------------------e 
     ----------------------y ---------------------HkA

’kCn %& v{kjksa d¢ ml lewg ;k tksM+ dks ’kCn dgrs gaS ftlls dksbZ vFkZ fudysA tSls %& dj] lc] eu vkfnA

okD; %&  ’kCnksa d¢ ml lewg dks] ftlls iwjh ckr le> esa vk ld¢] okD; dgrs gSaA tSls & rqe tkrs gksA os pys x,A

’kCnfpUg %&  tks ’kCn ;k v{kj Hkkषk esa ckj & ckj iz;ksx fd, tkrs gSa] mud¢ fy, vk’kqfyfi esa NksVs&NksVs 
 fpUg cuk fn, tkrs gSa] ftUgs ’kCnfpUg dgrs gSaA ;s fpUg dkYifud gksrs gSa vkSj Liʼrk o 
 lqfo/kk dks /;ku esa j[krs gq, fu/kkZfjr fd, tkrs gSaA
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’kCnk{kj %&  Hkkषk esa ckj&ckj iz;ksx esa vkus okys ’kCn dks ;fn ,d gh O;atu js[kk ls izdV fd;k tkrk 
 gS] rks  mls ’kCnk{kj dgrs gaSA

laf{kIrk{kj %&  ,sls ’kCn ftUgsa izdV djus d¢ fy, nks ;k nks ls vf/kd O;atu js[kkvksa dk iz;ksx fd;k tk,] 
 laf{kIrk{kj dgykrs gSaA

okD;ka’k %&  fcuk ys[kuh mBk,] fy[ks x, vk’kqfyfi d¢ ’kCn&fpUg] ’kCnk{kj ;k O;atu izk:i tks nks ;k
 nks ls vf/kd ’kCnksa dks izdV djrs gSa] okD;ka’k dgykrs gSaA

vk’kqfyfi O;atu ekyk %& vk’kqfyfi esa O;atuksa dks izdV djus d¢ fy, T;kferh; ¼js[kkxf.kr½ izk:i viuk, x, gaSA

O;atuksa d¢ Hksn

vk’kqfyfi esa /ofu d¢ vk/kkj ij dqy 33 O;atu :i viuk, 
x, gSaA igys 20 O;atu Li’kZ O;atu dgykrs gSaA ;] j] y] 
o varLFk O;atu] ’k] “k] l] g Åˆ rFkk M+] .k] u] e ukflD; 
O;atu dgykrs gaSA {k] =] K la;qDr O;atu gSaA M] < dks 
fudVre /ofu O;atu j dks dkV dj izdV fd;k tkrk gSA 
.k dks fudVre /ofu O;atu js[kk u dks dkVdj fd;k tkrk 

Ukke o fn’kk O;atu @izk:i O;atu oxZ ’kCnksa esa /ofu;ksa ds iz;ksx

lery d  dey] dkdk] dsd

  [k  [kr] [kkuk] j[kuk

  x d oxZ xhyk] xksy] xk;d

  ?k  ?kj] ?kM+h] ?kksM+k

v/kkseq[kh p  paik] pkoy] pqIih

  N  Nsn] NM+h] NDdk

  t p oxZ Tkequk] ty] tehu

  t  >k] >.Mk] >xM+k

  >

v/kkseq[kh V  VkWi] Vkbi] Vid

  B  BIik] BsB] lsBh

  M V oxZ MaMk] naM] MSMh

  <  <Ddu] <ax] <ksj

v/kkseq[kh r  rkbZ] nkrk] firk

  Fk  Fku] iFk] iksFkh

  n r oxZ nkbZ] nsuk] nkuh

  /k  /kuh] /kkd] /kjrh

gSA ’k] “k d¢ fy, Hkh ,d gh O;atu js[kk gSA mnwZ] Qkjlh] 
vaxzsth dh fo’ksष t /ofu dks izdV djus d¢ fy, Hkh i`Fkd 
O;atu js[kk viukbZ xbZ gS rkfd ’kCn d¢ vFkZ dk vuFkZ u 
gksA

O;atu rkfydk %& /ofu ds vk/kkj ij vk’kqfyfi esa fuEu 
33 O;atu js[kk,a fu/kkZfjr dh xbZ gSa ftuds uke ,oa fy[kus 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.02 से सɾंिधत िसȠांत
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v/kkseq[kh  i      ikbZ] :i] iksy

  Q@-Q      QksVks] QVh] QtZ

  c   i oxZ   Ckkr] fcy] ckoyk

  Hk      oSY;w] Hksn] Hkkषk

Å/oZeq[kh ;      ;wfuV] ;gwnh] ;gh

  j      jsy] jsr] jkgh

  M@<   varLFk   isM+] xM+] lM+d

  y      yky] tky] fcy

  o      osx] ohj] ohd

v/kkseq[kh  ’k@ष      ’ksM] ’kkWi] dksष

v/kkseq[kh  l   Åˆ   lsy] le;] lok

Å/oZeq[kh g      ge] gksy] gjk

lery  M-      cSad] cksbax] daxu

  u   ukflD;   cksu] Vksu] uksV

  .k      xq.k] v.kq] izek.k

  e      ekrk] ekSdk] esy

O;atuksa d¢ vkdkj&izdkj %& O;atu js[kk,a iryh ,oa 
eksVh gksrh gSaA eksVh ljy js[kk,a ,d leku gksrh gS] tcfd 
eksVh oØ js[kk,a chp esa eksVh vkSj fdukjksa ij iryh gksrh 
gSaA iryh js[kk,a m/oZeq[kh] lery vkSj v/kkseq[kh fy[kh 
tkrh gS] fdUrq eksVh js[kk,a fdlh Hkh n’kk esa m/oZeq[kh ughaa 
fy[kh tkrh gSA vk’kqfyfi esa O;atu js[kkvksa dh yEckbZ 3@4 
lsUVhehVj gksuh pkfg,A ;g vko’;d gS fd izkjEHk ls gh 
O;atuksa dh yEckbZ dk vuqikr ,oa vkdkj lgh gks] ftlls 
fd nks O;atuksa d¢ feyus ls ;k O;atuksa d¢ nqxquk djus ;k 
vk/kk djus ij mudh yEckbZ d¢ lEcU/k esa Hkze uk gksA ¼d½ 
v/kkseq[kh O;atu js[kk,a p] N] t] > /kjkry ls 60 va’k dks.k 
cukrh gSa tcfd m/oZeq[kh j] M] <] o] g rFkk ; O;atu js[kk,a 
/kjkry ls 30 va’k dk dks.k cukrh gSaA v/kkseq[kh js[kk,a i] 
c /kjkry ls 125 va’k dk vf/kd dks.k cukrh gSa tcfd V] 
B] M] < ledks.k dkA

¼d½ lery O;atu js[kk,a¡ ck;ha vksj ls nk;ha vksj 
fy[kh tkrh gSA tSls &

---------------------d   ---------------------[k  ---------------------x  
---------------------?k  ---------------------³ ----------------------e  
---------------------u   ---------------------.k

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.02 से सɾंिधत िसȠांत
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¼[k½ m/oZeq[kh O;atu js[kk,a ck;ha ls nk;ha vksj Åij 

fy[kh tkrh gSa] tSls&

---------------------;   ---------------------j  ---------------------y  

---------------------o  ---------------------M  ---------------------<  

---------------------g

¼x½ v/kkseq[kh O;atu js[kk,a Åij ls uhps dh vksj 

fy[kh tkrh gSa] tSls &

---------------------V   ---------------------B  ---------------------M  

---------------------<  ---------------------Pk  ---------------------N  

---------------------t   ---------------------> ---------------------Rk  

---------------------Fk   ---------------------n  ---------------------/k

---------------------i   ---------------------Q  ---------------------c  

---------------------Hk  ---------------------’k  ---------------------ष  

---------------------l   ---------------------t  ---------------------Q

¼d½ fdUghaa nks O;atu js[kkvksa dks fcuk ys[kuh mBk;s vkil esa 

feyk;k tk ldrk gSA tc nks O;atu js[kk,a vkil esa feyrh 

gSa rks igyh O;atu js[kk vius LFkku ij jgsxh] mld¢ nwljh 

js[kk viuh fu/kkZfjr fn’kk esa fy[kh tk;sxh] tSls &

---------------------ce   ---------------------in  ---------------------tu  

---------------------Hk;  ---------------------cy  ---------------------du  

---------------------uo   ---------------------te ---------------------yM  

---------------------ye   ---------------------Bx ‘---------------------’ku

¼[k½ blh izdkj ls nks ls vf/kd O;atu js[kk,a Hkh vkil esa 

feyk;h tk ldrh gSa] tSls &

---------------------Hkit    ----------------- --uer  -------------------pVd  

---------------------yid   --------------------ped   ----------------------- eyMe 

---------------------xed   --------------------Vid  -----------------MeMe  

---------------------p;u    ---------------------Mey
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.03 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)
ˢर पįरचय  
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• ʩंजन रेखाओ ंपर ˢरो ंके ̾थान
• ˢरो ंके िनधाŊįरत ̾थान व Ůयोग  
• ʩंजन रेखाओ ंके पूवŊ और पʮात् आने वाले ˢर
• माȯिमक ˢर 
• समतल रेखाओ ंपर तृतीय ̾थान के ˢर
• मेरा क̱ɗूटर ।

Loj

,sls o.kksZa ;k v{kjksa dks ftudk mPpkj.k fcuk fdlh nwljs 
o.kZ dh lgk;rk ls gksrk gks] Loj dgrs gSaA

¼d½ Loj nks izdkj d¢ gksrs gSa& nh?kZ Loj rFkk y?kq LojA 
ftudk mPpkj.k djus esa vf/kd le; yxrk gSa os nh?kZ Loj 
dgykrs gSa rFkk ftud¢ mPpkj.k djus esa de le; yxrk 
gSa] os y?kq Loj dgykrs gSaA

¼[k½ ifjof)Zr nsoukxjh fyfi esas vaxzsth o dqN Hkkjrh; 
Hkkषkvksa d¢ ’kCnksa dks lgh izdV djus d¢ fy, ,W rFkk vkW 
y?kq Lojksa dk lekos’k fd;k x;k gSA mudk lekos’k djrs 

gq, vk’kqfyfi esa 12 Loj viuk, x, gSaA igys 6 Lojkas dks 
nh?kZ Loj dgk tkrk gS vkSj budks ,d xgjs fcUnq vkSj xgjs 
MS’k ls izdV fd;k tkrk gSA nwljs 6 Loj y?kq gaS vkSj 
bUgsa ,d gYd¢ fcUnq vkSj gYd¢ MS’k ls izdV fd;k tkrk gSA 
va rFkk v% Hkkषk foKku dh n`fʼ ls Loj ughaa ekus tkrs gaSA

fcUnq Lojksa d¢ mPpkj.k esa thHk eqag esa vxys Hkkx esa vk tkrh 
gS] vr% bUgsa Hkkषk foKku es vxz Loj dgk tkrk gSA MS’k 
Lojksa d¢ mPpkj.k es thHk ihNs pyh tkrh gS vr% bUgs i’p 
Loj dgrs gSaA blh dkj.k Lojksa dks 2 oxksZa vxz ,oa i’p 
fcUnq vkSj MS’k es ckaVk x;k gSA

Lojksa ds LFkku

  fcUnw ¼vxz½ Loj      MS’k ¼i’p½ Loj

 izFke   f}rh;   r`rh;    izFke   f}rh;   r`rh;

nh?kZ  vk   ,   bZ    vkS   vks   Å

y?kq  ,s   ,W   b    vkW   v   m

O;atu js[kkvksa ij Lojksa d¢ LFkku %&

izR;sd O;atu js[kk d¢ rhu LFkku gksrs gSa &

¼1½ tgka ls O;atu js[kk izkjEHk gks og izFke 

¼2½ chp dk LFkku f}rh; rFkk 

¼3½ var dk LFkku r`rh; dgykrk gSA 

Lojksa d¢ LFkku O;atu js[kk d¢ izkjEHk ls fxus tkrs gSaA 
v/kkseq[kh O;atu js[kkvksa d¢ LFkku mij ls uhps dks rFkk 
m/oZeq[kh O;atu js[kkvksa d¢ LFkku uhps ls mij dks vksj lery 
js[kkvksa d¢ LFkku ck;sa ls nk;sa gkFk dks fxus tkrs gSaA

¼[k½ vk’kqfyfi dh dkWih ij tks ykbusa yxh gksrh gSa] muls 
Hkh Loj LFkku izdV gksrs gSaA ykbu d¢ Åij izFke] ykbu 
ij f}rh; rFkk ykbu d¢ uhps r`rh; LFkku gksrk gSA vr% 
O;atu js[kk,a vius ¼Loj½ LFkku d¢ vuqlkj izFke] f}rh; vkSj 
r`rh; LFkku ij fy[kh tkrh gSA igys O;tau js[kk,a fy[kh 
tkrh gSa] mld¢ ckn gh LFkku d¢ vuqlkj Loj js[kkvksa d¢ 
nk;ha vksj ;k uhps yxrs gSaA
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f}rh; LFkku ij ,W dh /ofu izdV djrk gS] tSls & 

---------------------------------------------uWV ---------------------------------------------jMW

r`rh; LFkku ij b dh /ofu izdV djrk gS] tSls &  

---------------------------------------------fc   ---------------------------------------------fy

3- xgjk MS’k izFke LFkku ij vkS dh /ofu izdV djrk gS] tSls&

---------------------------------------------ckS  ---------------------------------------------ykS

f}rh; LFkku ij vks dh /ofu izdV djrk gS] tSls & 

--------------------------------------------cks   ---------------------------------------------yks

r`rh; LFkku ij Å dh /ofu izdV djrk gS] tSls & 

---------------------------------------------cw    ---------------------------------------------yw

4- gYdk MS’k izFke LFkku ij vkW dh /ofu izdV djrk gS] tSls&

---------------------------------------------ikW  ---------------------------------------------ykW

fnrh; LFkku ij v dh /ofu izdV djrk gS] tSls &  

---------------------------------------------c     ---------------------------------------l

r`rh; LFkku ij m dh /ofu izdV djrk gS] tSls &  

------------------------------------------cq     --------------------------------------------’kq

O;atu js[kkvksa d¢ iwoZ vkSj i’pkr~ vkus okys Loj %&

v/kkseq[kh vkSj m/oZeq[kh O;atu js[kkvksa d¢ nkfguh vksj yxus 

okys Loj O;atu js[kk d¢ ckn esa i<+s tkrs gSa vkSj ck;h vksj 

yxus okys Loj O;atu js[kk ls igys i<+s tkrs gSaA lery 

O;atu js[kkvksa d¢ uhps yxus okys Loj ckn esa i<+s tkrs gSa 

vkSj Åij yxus okys Loj igys i<+s tkrs gSa] tSls &

¼x½ Lojksa d¢ fu/kkZfjr LFkku ,oa iz;ksx %&

O;atu js[kkvksa dh Hkk¡fr Lojksa d¢ LFkku Hkh fuf’pr fd, x, 

gSaA Lojksa dks nks Hkkxksa esa ckaV fn;k x;k gS] izFke fcUnq rFkk 

MS’kA vr%

fcUnq Loj        

  izFke   f}rh;   r`rh; 
  

nh?kZ    .vk    .,    
.bZ 
y?kq    .,s    .,W    .b 
 

MS’k Loj

  izFke   f}rh;   r`rh;

nh?kZ  &  .vkS    .vks   .Å

Yk?kq  & .vkW    .v   .m

1- Xkgjk fcUnq izFke LFkku ij vk dh /ofu izdV djrk gS] 

tSls&

--------------------------------------------- ck   ---------------------------------------------tk

f}rh; LFkku ij , dh /ofu izdV djrk gS] tSls &  

---------------------------------------------cs    --------------------------------ts

r`rh; LFkku ij bZ dh /ofu izdV djrk gS] tSls & 

---------------------------------------------uh   ---------------------------------------------yh

2- gYdk fcUnq izFke LFkku ij ,s ¼vS½ dh /ofu izdV djrk gS] tSls &

---------------------------------------------rS    ---------------------------------------------uS

v/kkseq[kh vkSj Å/oZeq[kh O;atuksa ij Loj &fpUg

fcUnq Loj ¼ck;ha vksj ds igys i<a+s vkSj nk;ha vksj ds ckn esa i<+sa½ MS’k Loj

Bk ---------------------------------nh -------------------------vkB ---------------------------  vkst ------------------------jkW -----------------------jksd --------------------------

ts ---------------------------------uk’kk ---------------------,t ---------------------------  :--------------------------------tks----------------------Hkw -----------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.03 से सɾंिधत िसȠांत
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¼[k½ fgUnh esa ifjofrZr nsoukxjh fyfi d¢ y?kq Loj ,W] vkW] 

dk iz;ksx d¢oy vaxzsth d¢ ’kCnksa dks ’kq) :Ik ls izdV djus 

d¢ fy, fd;k tkrk gSA tSls &  -

---------------------------------------,Wx -----------------------------------------------iSx

------------------------------------- cSy----------------------------------------------ukWc

Ekk/;fed Loj %&

;fn nks O;atu js[kk dh js[kk,a vkil esa feyrh gksa rks mud¢ 

chp esa vkus okyk izFke ;k f}rh; LFkku dk Loj vius 

LFkku ij gh yxk;k tkrk gSA fdUrq r`rh; LFkku dk Loj 

nwljh O;atu js[kk d¢ iwoZorhZ r`rh; LFkku ij yxk;k tkrk 

gS] D;ksafd igyh O;atu js[kk dk r`rh; LFkku nwljh O;atu 

js[kk dk igyk LFkku cu tkrk gSA

¼1-½ izFke 

--------------------------------------- tkV --------------------------------------- Hkkr

--------------------------------------- jkuh --------------------------------------- ckxh

¼2-½ f}rh;

--------------------------------------- ’kksd --------------------------------------- Vksd 

--------------------------------------- Hksyh ---------------------------------------- Bsyk

¼3-½ r`rh;

--------------------------------------- <hyk ------------------------------------- cwV 

--------------------------------------->hy --------------------------------------- phy

lery js[kkvksa ij r`rh; LFkku d¢ Loj %&

;fn lery O;atu js[kk,a vkil eas feys rks igyh js[kk dk 

r̀rh; LFkku nwljh O;atu js[kk dk iwoZorhZ r̀rh; LFkku gksrk 

gS tSls&

--------------------------------------- ekSdk --------------------------------------- ekek 

--------------------------------------- ukSdk --------------------------------------- ewd

¼2-½ r`rh; Lojksa okyh lery js[kk,a vd¢yh gksus ij ;k 

vkil esa feyus ij Hkh js[kk dks Nwdj gh fy[kh tkrh gSA 

js[kk d¢ uhps ughaa] tSls &

--------------------------------------- uhe --------------------------------------- fxuk 

--------------------------------------- ehuk --------------------------------------- xq.kh

;fn izkjafHkd lery O;atu js[kk d¢ lkFk dksbZ v/kkseq[kh js[kk 

feys rks lery js[kk dks vko’;drkuqlkj bruk Åij & 

uhps fd;k tk ldrk gS rkfd nwljh O;atu js[kk ls mldk 

LFkku Liʼ gks ld¢A tSls&

---------------------------------------- dksM --------------------------------------- xkrk 

--------------------------------------- xhrk --------------------------------------- uhfr

¼4½ fdUrq ;fn lery O;atu js[kk d¢ ckn m/oZeq[kh O;atu 

js[kk vk tk, rks mld¢ r`rh; LFkku dks izdV djus d¢ fy, 

lery js[kk dks bl izdkj uhps fy[kk tkrk gS fd nwljh 

O;atu js[kk r`rh; LFkku dh gks tk,A tSls&

--------------------------------------- xhyh --------------------------------------- [khjk 

--------------------------------------- xhyk --------------------------------------- ehy

ukflD; O;atu ̂³^ dh /ofu ÞvaÞ ;k ÞvaxÞ dh gS] vr% fdlh 

’kCn d¢ var eas M- d¢ ckn x js[kk yxkuk vko’;d ughaa 

fdUrq M- d¢ ckn ;fn Loj ;qDr x ;k d oxZ O;atu d] [k] 

?k vk;s arks mUgsa vko’;d :Ik ls yxk;as] tSls

--------------------------------------- jax --------------------------------------- <ax

--------------------------------------- ia[k --------------------------------------- da?kh

lery O;atukas ij Loj&fpUg
¼Åij dss igys i<+sa vkSj uhps ds ckn eas i<a+s½

[kk---------------------------------- ek --------------------------------- ?kh ----------------------------------- [kk ----------------------------------- uk ---------------------------------------

Vkx------------------------------- vkxs --------------------------------,e---------------------------------- bZ[k ----------------------------------- vksd ----------------------------------- 

Åu------------------------------- ,d ---------------------------------uh --------------------------------- vks?k ---------------------------------- vkse----------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.03 से सɾंिधत िसȠांत
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y?kq ¼mnklhu½ Loj v O;atu esa yqIr jgrk gS tSls ¼d~ $ 

v~½ vr% bldks fdlh O;atu js[kk d¢ ckn yxkuk vko’;d 

ughaa gSA fdUrq ÞvÞ Loj fdlh ’kCn d¢ igys cgq/kk milxZ 

dk dke djrk gS vkSj mld¢ vFkZ esa foijhr varj Hkh dj 

nsrk gSA igys vk, rks bldk fpUg vo’; yxkuk pkfg, 

rkfd vFkZ dk vuFkZ u gks tk,] tSlS&

--------------------------------------- vip --------------------------------------- vpy 

--------------------------------------- viax --------------------------------------- vo/k

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.03 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.04 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

शɨ िचɎ, शɨाƗर
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• आशुिलिप मŐ शɨ िचɎ एवं उनके Ůयोग
• आशुिलिप मŐ शɨाƗर अथŊ  
• आशुिलिप मŐ संिƗɑाƗर अथŊ एवं Ůयोग
• आशुिलिप मŐ वचन 
• आशुिलिप मŐ ʩाकरिणक िचɎ  
• माइŢोसॉɝ ऑिफस
• एम.एस. वडŊ

’kCn&fpUg %&

tks ’kCn Hkkषk esa ckj&ckj iz;ksx fd;s tkrs gSa mud¢ fy, 

vk’kqfyfi esa NksVs&NksVs fpUg cuk fn;s tkrs gSa ftUgs ’kCn 

fpUg dgrs gSaA vr% ,d fpUg tks ,d ’kCn dks izdV djrk 

gS] ’kCn fpUg dgykrk gSA tSls &

-------------------------,d ¼gS½ -------------------------gSa ----------------------------------d¢ 

---------------------------ml --------------------------mlh ------------------------------- exj 

-------------------------vkSj --------------------------;|fi ------------------------------dk 

--------------------------vk -------------------------------gks --------------------------------gkaas 

¼d½ ’kCn&fpUg vius fu;r LFkku ij gh fy[ks tkrs gSaA 

’kCn&fpUgksa dk :Ik fdlh nwljs ’kCn&fpUg d¢ lkFk 

feyus ij Hkh ogh jgrk gSA ’kCn&fpUgkas ij Loj ughaa yxk, 

tk ldrs gSaA

’kCnk{kj %&

Hkkषk esa ckj&ckj iz;ksx gksus okys ftu ’kCnksa dks ,d O;atu 

js[kk }kjk izdV fd;k tkrk gS] mls ’kCnk{kj dgrs gSaA 

’kCn&fpUgksa dh Hkkafr ;s Hkh vius fu;r LFkku ij fy[ks 

tkrs gSaA tSls&

--------------------------vk,xk -------------------------- gksxk ----------------------- vk,xsa

------------------------- gksaxs -----------------------------igq¡p -------------------------fd;k

------------------------- dg ----------------------------NksVk -------------------------fudV

------------------------ n`fʼ ------------------------U;k; ----------------------------- gksuk

------------------------- mu ------------------------- ;kstuk --------------------------Åapk 

¼[k½ ‘’kCnk{kjksa dk vk/kkj O;atu js[kk gksrh gS vkSj Hkkषk esa 

fyax vFkok opu d¢ vuqlkj vusd ’kCnksa dk :Ik cny tkrk 

gSA vr% bu fofHkUu O;kdjf.kd Hksnksa dks ’kCnk{kjksa ij Loj 

yxkdj Liʼ fd;k tkrk gS fdUrq mud¢ LFkku ughaa 

cnyrsA ’kCnk{kjksa ij O;atu js[kk,a tksM+dj Hkh fØ;k 

’kCnksa d¢ Hksn cuk;s tk ldrs gSaA vr%

------------------------- NksVk --------------------------- NksVs ----------------------- NksVh 

------------------------- gksxh ------------------------- gksaxs ------------------------- gksus 

------------------------- vk;saxh ---------------------- vk,axs ------------------- dgrk 

------------------------- dgrh ------------------------- dgrs --------------------- dgsaxs 

------------------------- vPNs ----------------------- igq¡pk ------------------------- igq¡puk 
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laf{kIrk{kj

Hkkषk esa ckj&ckj iz;qDr gksus okys ’kCnksa d¢ fy, laf{kIr 

js[kk&:Ik cuk, tkrs gSaA vr% de ls de nks js[kkvksa ls 

izdV gksus okys ,sls ’kCn laf{kIrk{kj dgykrs gSaA ;s nks 

izdkj ls cuk, tkrs gSA ’kCnk{kjksa ij milxZ ;k izR;; js[kk,a 

tksM+dj lkekU; laf{kIrk{kj cuk, tkrs gSaA fof’kʼ laf{kIrk{kj 

O;atu yksi djd¢ curs gaSA vr% &

---------------------------------- fudVrk  ------------------------------- fudVre 

---------------------------------- van:uh ------------------------------- U;k;osrk

Okpu %&

‘’kCnksa d¢ cgqopu dks Loj&fpUg d¢ vfrfjDr ,d fcUnq 

ls Hkh izdV fd;k tkrk gS tks O;atu js[kk d¢ vUr esa yxk;k 

tkrk gS] tSls &

---------------------------------------------- csVs ---------------------------------------- csVksa 

------------------------------------------- ikS/ks ------------------------------------------- ikS/kksa 

------------------------------------- ;kstukvksa ---------------------------------- ;kstuk,sa

O;kdj.k fpUg %& O;kdjf.kd fpUg vk’kqfyfi esa fuEu 

izdkj izdV fd, tkrs gSa %&

1-  iw.kZ fojke

2-  vYi fojke ¼dkSek½

3-  v)Z fojke ¼lsehdksyu½

4-  folxZ ¼dksyu½

5-  iz’uokpd

6-  funsZ’kd&fpUg ¼MS’k½

7-  ;kstd ¼gkbQu½

8-  dksʿd ¼cSzd¢V½

9-  O;fDrokpd

10- vuqPNsn@ifjPNsn ¼iSjkxzkQ½

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.04 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.05 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

िȪˢर एवं िũˢर 
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• िȪˢर अथŊ 
• िȪˢर िचɎ एवं उनके ̾थान
• िũˢर
• िȪˢर एवं िũˢर Ȱिनयो ंके साथ अनुˢर
• ऑटो कैरेƃ
• डॉƐूमŐट फॉरमेिटंग
• पैराŤाफ फॉरमेट करना
• टेƜ / टाइप सामŤी को इंडेट करना । 

f}Loj %& tc nks Loj /ofUk;k¡ ,d lkFk vk tkrh gaS rks 
mudks f}Loj dgk tkrk gSA fgUnh vk’kqfyfi es mudks izdV 
djus d¢ fy, fuEukafdr 3 f}Loj fpUg ¼dks.k½ cuk;s x, 

  izFke LFkku    f}rh; LFkku     r`rh; LFkku

¼1½ v vkb vkbZ    ,+$ vU; Loj   b ¼bZ½ $ vU; Loj

¼2½ > vk; vk;s vkW;   vks $ vU; Loj   m ¼Å½ $ vU; Loj

¼3½  vk;k vkvks vkÅ   vbZ ¼,S½    vkS ¼vÅ½

gSa tks leLr la;qDr Loj /ofu;ksa dks izdV dj ldrs gSaA 
;s f}Loj fpUg 3 Loj LFkkukssa ij mudh izFke Loj /ofu d¢ 

vuqlkj yxk, tkrs gaS vkSj vklkuh ls ;kn j[ks tk ldrs gSaA

------------------------------------------ fn;k ------------------------------------------ th;ks 

------------------------------------------ yhft, ------------------------------------------ ihft, 

2- f}Loj fpUg >

¼d½ izFke LFkku ij vk;& vk;s& vkW;& /ofu izdV djrk gS] 

tSls&

------------------------------------------ Xkk;d ------------------------------------------ yk, 

------------------------------------------ ik, ------------------------------------------ vkW;y

¼[k½ f}rh; LFkku ij vks d¢ lkFk vU; fdlh Loj dk ;ksx 

djrk gS] tSls&

------------------------------------------ lksbZ ------------------------------------------ jks,

------------------------------------------ xks;y ------------------------------------------ cksvks

3 Loj LFkkukssa ij mudh izFke Loj /ofu d¢ vuqlkj yxk, 

tkrs gaS vkSj vklkuh ls ;kn j[ks tk ldrs gSaA

1- vr% f}Loj fpUg v

¼d½ izFke LFkku ij vkbZ & vkb dh /ofu;k¡ izdV djrk gS] 

tSls&

------------------------------------------ HkkbZ ------------------------------------------ nkbZ 

------------------------------------------ Vkbe ------------------------------------------ ukbZd

¼[k½ f}rh; LFkku ij , d¢ lkFk fdlh Loj dk ;ksx izdV 

djrk gS tSls&

------------------------------------------ csbZekuh ----------------------------------------- nsvks 

------------------------------------------ cSvkc: ------------------------------------------ tusÅ

¼x½ r`rh; LFkku ij b ¼bZ½ d¢ LkkFk fdlh Loj dk ;ksx 

izdV djrk gS tSls&
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3- f}Loj fpUg

¼d½ izFke LFkku ij vk;k] vkvks] vkÅ dh /ofu;ka izdV 

djrk gS] tSls&

------------------------------------------ Ekkvks ------------------------------------------ ek;k

------------------------------------------ ykvks ------------------------------------------ Xkk;k

¼[k½ f}rh; LFkku ij ,s ¼vbZ½ dh /ofu izdV djrk gS] 

tSls&

------------------------------------------ HkbZ ------------------------------------------ psUubZ

¼x½ r`rh; LFkku ij vkS ¼vÅ @vkWÅ½ dh /ofu;k¡ izdV 

djrk gS] tSls

----------------------------------------Yk[kuÅ ------------------------------------xkS¼xÅ½

3- r`rh; LFkku d¢ f}Loj fpUgksa ls cuus okys cgqopu d¢ 

शCnksa es vUrj Liʼ djus d¢ fy, r`rh; LFkku fpUg dks 

O;atu js[kk d¢ lkFk frjNk djd¢ tksM+ fn;k tkuk pkfg,] 

tSls %&

¼x½ r`rh; LFkku ij m d¢ lkFk vU; fdlh Loj dk ;ksx 

djrk gS] tSls&

------------------------------------------ lqbZ ------------------------------------------ tqvk

------------------------------------------ cVqvk --------------------------------------- cU/kqvksa

------------------------------------------ cVqvk ------------------------------------------- tqvk 

------------------------------------------ tq, ------------------------------------------ fd,

f=Loj %&

¼d½ ;fn f}Loj d¢ i’pkr dksbZ Loj /ofu vk tk, rks 

mldks izdV djus d¢ fy, f}Loj fpUg ij ,d fVd ¼iwaN½ 

js[kk dh foijhr fn’kk es yxk nsrs gaSA bl izdkj dk fpUg 

f=Loj dgykrk gS] tSls&

------------------------------------------ ikbZ ------------------------------------------ ikb, 

------------------------------------------ ykbZ ------------------------------------------ ykb, 

----------------------------------------- tkb, ------------------------------------------ [kkb,

f}Loj ,o f=Loj /ofu;ks d¢ lkFk vuqLoj %&

f}Loj ;k f=Loj /ofu;ksa ij vuqLoj izdV djus d¢ fy, 

f}Loj ;k f=Loj fpUgksa d¢ vUnj ,d gYdk fcUnq yxk 

nsrs gaS] tSls&

------------------------------------------ fe;ka ------------------------------------------ cU/kqvksa

------------------------------------------ dqavksa&vka ------------------------------------------ dWq,

------------------------------------------ feBkb;ka --------------------------------------- xÅvksa

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.05 से सɾंिधत िसȠांत
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शCn fpUg %&

----------------------vk; ¼vk,½ --------------- dksbZ ---------------------reke ¼vk;q½ ---------------------dkSu ----------------- mls

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

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

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

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

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

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

--------------- rqe   -----------------------eq>s ------------------- bl -------------------bu ------------------- o&og   -------------------- x, -----------------xbZ

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

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

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

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

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

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

शCnk{kj

--------------;gka ----------------- ;g ----------------------;gh ¼gha½

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.05 से सɾंिधत िसȠांत
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-------------------------ogka --------------------------------fuosnu -------------------------------- ogh&gha ¼}kjk½

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

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

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

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

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

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

 fuEu शCnksa dks vk’kqfyfi esa fyf[k, vuqokn dhft, vkSj vH;kl dfj,A

1- --------------HkkbZ-------------- HkS;k -------------U;k;h ------------- nb;k ------------ jlksb;k

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

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

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

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

2- ------------drkbZ -------------cqfu, -----------fonkbZ ----------cfu;ka ------------cukb,

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

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

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

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

3- ------------ f[kykbZ------------ fijkbZ------------ d:.kkbZ---------- tusÅ----------- ikÅaxk
 
 ----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.05 से सɾंिधत िसȠांत
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4- ----------csbZekuh-------------- [kks;k------------ vkvks ----------------dykbZ----------- BdqjkbZ

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

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

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

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

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

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

5- -------------tkvksxs------------- ikvksxs-------------- vkb,xk---------- crkb,xk----------- [kkfe;ka

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.05 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.06 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)
वाƐांश िनमाŊण - िनयम एवं ŝप िŢया िवभİƅ एवं धातु Ůयोग
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• वाƐांश
• वाƐांशो ंमŐ िŢया िवभİƅयो ंका Ůयोग
• िŢया धातुएँ
• सारणी बनाना ।

¼d½ ^gS^ dks ’kCnksa d¢ var esa ,d fVd ls izdV fd;k tkrk 

gS tks js[kk ;k ’kCn&fpUg d¢ fy[kus dh foijhr fn’kk esa 

tksM+k tkrk gS] tSls&

------------------------------iwjk gks x;k gS -------------------- ckfj’k gks xbZ gS 

------------------------------- yh xbZ gS   ----------------------------dke fd;k gS

--------------------------------jes’k vkrk gS ------------------------ lQy gksuk gS

------------------------------ diMk vPNk gS -----------------------og NksVk gS

¼[k½ ^gS^ d¢ ckn ^fd^ ’kCn&fpUg dks viuh fn’kk esa tksM+k 

;k vyx ls fy[kk tkrk gS] tSls&

-------------------------------eksuw [kkrk gS fd  ---------------mlus dgk gS fd

-------------------------- og tkrk gS fd

¼x½ gSa ¼gwa½ % fVd ̂ gS^ dks o`Ÿk cukrs gq, yxkdj gSa ¼gaw½ izdV 

fd;k tkrk gS] tSls&

-------------------------eSa vkrh gSa ¼gaw½ ------------------------------ os [kkrs gSa

-----------------------------cPps jksrs gSa ------------------;k=h igaqprs gSa

------------------------------------eSa vkrk gwa -------------------------------/ku ikrs gSa

¼?k ½ Hkwrdkfyd fØ;kvksa x;k] x,] xbZ d¢ ckn fØ;k foHkfDr 

Fkk] Fkss] Fkh dks izdV djus d¢ fy, x;k] x,] xbZ d¢ fpUg dks 

okD;ka’k %&

nks ;k nks ls vf/kd ’kCnksa dks ¼fcuk iSafly@ys[kuh mBk,½ 

,d lkFk tksM+dj fy[kus dh izfØ;k dks okD;ka’k dgk tkrk 

gSA Jsʿ okD;ka’k ogh gS tk vklkuh ls tksM+s tk ld¢ vkSj 

i<+s tk ld¢A ;s fuEu izdkj ls cuk;s tkrs gSaA

¼d½ ‘’kCn fpUgksa dks feykus ls] tSls&

---------------------------------------- vk x, --------------------------------------- vk xbZ

---------------------------------------- vk x;k --------------------------------------- gks x,

¼[k½ ’kCn fpUgksa o ’kCnk{kjksa dks feykus ls tSls&

------------------------------- vk x;k gks -------------------------------- vk x, gksaxs

------------------------------- gks x;k gksxk-------------------------------- gks x, gksaxs

¼x½ ’kCn fpUgksa ;k ’kCnk{kjksa ij O;atu js[kkvksa dks feykus 

ls] tSls&

------------------------------------------ vki d¢ ------------------------------------------ vkidks 

----------------------------------------- mld¢ ------------------------------------------ mldk

------------------------------------- budk ----------------------------------- mlh d¢ vUnj 

okD;ka’kksa esa fØ;k foHkfDr;ksa dk iz;ksx %&

fØ;kvksa d¢ fcuk okD; iwjs ugha gksrsA vr% vk’kqfyfi esa eq[; ;k 

lgk;d fØ;kvksa dk okD;ka’kksa esa mi;ksx djus d¢ fy, fo’ksष 

mik; fd, x, gSa rkfd xfrys[ku ’kq) ,oa ljy gkas] vr %&
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iqu% tksM+ nsrs gSa] tSls&

--------------------------------------- Xk;k Fkk ---------------------------------------- x, Fks

------------------------------------ xbZ Fkh ----------------------------------- vk x;k Fkk

------------------------------- d, x, Fks ------------------------------ fd;k x;k Fkk

fØz;k /kkrq,a %&

¼d½ fdlh O;atu js[kk dks m/oZeq[kh ̂ j^ O;atu js[kk ls dkVus 

;k mld uhps fy[kus ij ^j[k^ /kkrq rFkk mld¢ O;kdjf.

kd Hksnksa dks izdV fd;k tkrk gS fdUrq O;kdjf.kd Hksnksa ij 

vko’;d Loj yxk, tkus pkfg,] tSls&

----------------------------- mBk j[kk gS ----------------------------- Bhd j[kuk gS

------------------------------ ;kn j[kuk gS------------------------------ fd, x, Fks 

------------------------------ dg x, Fks ------------------------------ xk, x, Fks

¼[k½ ^y^ O;atu ls fdlh js[kk dks dkVus ;k ml d¢ uhps 

fy[kus ij ^yx^ /kkrq rFkk mld¢ O;kdjf.kd Hksn izdV fd, 

tkrs gSa] tSls &

--------------------------- ,slh yxh ------------------------------ ,slh yxrh gS fd

-------------------------- vPNk yxrk gS -----------------------------Bhd yxrk gS

---------------------------- gksus yx x;k gS ---------------------------yw yx xbZ gS

-------------------------- Bhd yxrh gS fd -----------------------------vkus yxs gaS

¼x½ ^d^ O;atu js[kk dks fdlh js[kk d¢ uhps vyx djd¢ 

fy[kus ls ^pqdk^ /kkrq ,oa mld¢ O;kdjf.kd Hksnksa dks izdV 

fd;k tkrk gS] tSls &

----------------------------------- [kk pqdk gS -----------------------------------ys pqdk gS 

----------------------------------- ys pqd¢ gaS ----------------------------------- ih pqd¢ gSa

----------------------------------- vk pqd¢ gSa ----------------------------------- tk pqd¢ gSa

----------------------------------- xk pqd¢ gSa ----------------------------------- dj pqd¢ gSa

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.06 से सɾंिधत िसȠांत
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शCnk{kj

-------------------,slk ---------------------blh -----------------------rjQ -------------- dkQh ------------------foHkkx

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

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

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

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

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

‘-----------------------’kkfUr    ---------------------vo’;    ----------------------f’k{kk    -----------------------T;knk    ------------dCtk  --------------- ftanxh

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

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

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

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

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ ----------------laf{kIrk{kj

------------------------f’k{kd ------------------------ f’k{kky; -------------------- vo’;eso ‘------------------------’kkfUre;

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.06 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.07 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)
ʩंजन त के दाएँ चाप
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• ʩंजन त के दाएँ चाप 
• समानाथŎ शɨो ंमŐ अंतर ˙ʼ करने के िलए  
• त ʩंजन के बाएं चाप Ůयोग
• मेल मजŊ

r oxZ O;atuksa d¢ nk,a pki %&

js[kkvksa dh Liʼrk vkSj शCnkas esa varj Liʼ djus d¢ fy, 

¼r] Fk] n] /k½ O;aatu js[kkvksa d¢ oSdfYid nk;sa pki fuEu 

n’kkvksa esa iz;ksx fd, tkrs gSaA

¼d½ ckbaZ vksj dks fy[kh tkus okyh js[kkvksa ¼ p oxZ श] “k] 

t+½ d¢ ckn] tSls&

-------------------------------------- Tkkrh -------------------------------------- ft+n~nh

-------------------------------------- ’kknh -------------------------------------- vktknh 

-------------------------------------- vkSषf/k -------------------------------------- ’kq)

¼[k½ tc r oxZ O;atu izkjfEHkd gksa vkSj mud¢ iwoZ Loj u 

vk,] tSls&

------------------------------------------ rhjk ------------------------------------------ rkjd 

------------------------------------------ rjkuk  ---------------------------------------- /kkj.kk

------------------------------------------ nkuh ------------------------------------------ Fkkuk

¼x½ tc rd vU;Fkk fu/kkZfjr u gks] r oxZ O;atuksa d¢ iwoZ Loj 

vkus ij ck,a pki vU;Fkk nk;sa pki dk iz;ksx fd;k tkrk gS] 

tSls&

------------------------------------------ Fkd --------------------------------------------- vFkd

------------------------------------------ /ke ------------------------------------------------ /kjk

------------------------------------------ /kqjh ---------------------------------------------- /kkjd

---------------------------------------- /khjrk ------------------------------------- vf/kdrk

lekukFkhZ ’kCnksa eas varj Liʼ djus d¢ fy, %&

dqN lekukFkhZ ’kCnksa eas varj Liʼ djus d¢ fy, iwoZ Loj b 

vkus ij ck,a pki dk vkSj m vkus ij nk;sa pki dk iz;ksx 

fd;k tkrk gS] tSls&

------------------------------------------- bruk ------------------------------------------- mruk

------------------------------------------- brus ------------------------------------------- bruh

r oxZ d¢ ck,a pkikaas dk iz;ksx %&

r oxZ d¢ ck,a pkikaas dk iz;ksx vU; lHkh n’kkvksa esa js[kkvksa 

dh lqfo/kk ,oa Liʼrk dks /;ku esa j[krs gq, fuEu izdkj 

fd;k tkrk gS] tSls&

¼d½ vd¢ys gksus ij ;k iqujko`fr gksus ij tSls&

------------------------------------------- vkfn ------------------------------------------- vkfnR;

------------------------------------------- vk/kk ------------------------------------------- vfr

------------------------------------------- vfrfFk ------------------------------------------- frfFk

¼[k½ m/oZeq[kh O;atukas d¢ lkFk tSls&

------------------------------------------- gsrq ------------------------------------------- ok;nk

------------------------------------------- gn ------------------------------------------- ;kn

¼x½ p oxZ@V oxZ@’k] “k] t O;atuksa d¢ iwoZ tSls&

------------------------------------------- rkt ------------------------------------------- rst+h

------------------------------------------- nwt ------------------------------------------- rV
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¼?k½ lery o v/kkseq[kh O;atuksa d¢ ckn] tSls&

------------------------------------------- Xkfr ------------------------------------------- xhrk

------------------------------------------- uhfr ------------------------------------------- [kkrk 

------------------------------------------- x/kk ------------------------------------------- firk

शCnk{kj

-------------------;fn ---------------------bR;kfn ------------------ fn;k ------------------ vkrk ------------------- rd

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

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

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

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

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

------------------gksrk ----------------------- rFkk -------------- rFkkfi ------------m|ksx ---------------------------Fkk¼Fks&Fkh ij Loj½

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

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

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

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

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

dk;Z & f}rh;

okD;ka’k
--------------------tc rd ------------------rc rd ---------------------- vc rd ------------------vHkh rd

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.07 से सɾंिधत िसȠांत
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--------------------------fd;k Fkk -----------------------------fd;k gksrk ------------------------ fd, rd ----------------------------dh Fkh

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

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

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

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

-----------------------dgk Fkk ------------------ dgs Fks ------------------------------x, gksrs -------------------------- dg x, gksrs

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

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

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

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

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

----------------------fd;k x;k gksrk----------------------- fd, x, gksrs ----------------------------fn;k x;k gksrk -----------------fn,--------------------x, gksrs

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

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

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

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

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

--------------------------------vk, rks ------------------ vk;s Fks --------------------fn, x;k gksrs ------------------fn;k Fkk

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.07 से सɾंिधत िसȠांत
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----------------------fn, Fks ---------------------nh Fkh --------------------------- nh xbZ gksrh -------------------rc Hkh

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

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

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

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

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

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

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

----------------------------tc Hkh ------------ rc rks ----------------- vkbZ Fkh ----------------------- tc fd
 
----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

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

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

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

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

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

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

------------------------vkrk Fkk --------------------- gksrk Fkk ---------------------vkrs Fks ---------------- gksrh Fkh

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.07 से सɾंिधत िसȠांत
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dk;Z & r`rh; 

vk’kqfyfi eaas fyf[k, &    

1- --------------rdktk -----------nq[k   ---------- /kDdk ------------------ Fkduk --------------------- gkFkh

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

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

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

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

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

2- ----------ifFkd  ---------------- cqf}  ---------------------- /kDdk  ----------------- fnysjh  ---------------------- fnykuk

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

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

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

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

3- --------------/kqjh----------------- /kuh---------------- rqd  ---------------------  nkx --------------- nsgkrh

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.07 से सɾंिधत िसȠांत
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4- -------------------- nq/kk:   ------------------ nw/k  -------------------- ifr --------- iRuh ---------------------- eaFkuh

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

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

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

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

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

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

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

5- ------------------[kqn-------------------- [kqnk ---------------- nyh; -----------------------  nyky ------------------ /kkj.kk
 
 --------------------------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------

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

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.07 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.08 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

ʩंजन य, र, ल, व के वैकİʙक ŝप-ʩंजन र, ल के अधोमुखी ŝप एवं अ̡दŊˢर अथाŊत् अȠŊवृȅत व के Ůयोग
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :

• अधोमुखी ʩंजन र

• अधोमुखी ʩंजन ल 

• अȠŊवृȅ व

• अȠŊवृȅ य

• कंुजीपटल संचालन एवं टंकण कौशल

• कंुजीपटल संचालन के पूवŊ सावधािनयाँ । 

O;atu ;] j] y] o d¢ oSdfYid :Ik

v/kkseq[kh O;atu j %&

vki O;atu j@M+@<+ d¢ m/oZeq[kh iz;ksx d¢ ckjs esa igys i<+ 
pqd¢ gSaA bldk v/kkseq[kh iz;ksx rc fd;k tkrk gS] tc&

¼d½ j@M+@<+ O;atu vkjfEHkd gks vkSj bld¢ iwoZ dksbZ 
Loj vk,] tSls&

----------------------------------------------- mM+ ------------------------------------------------ vkjh 

--------------------------------------------- mQ+Z ----------------------------------------------- ,fj;k

¼[k½ j O;atu d¢ ckn e O;atu vk,] tSls&

---------------------------------------------- jke ---------------------------------------------- vkjke

------------------------------------------- je.kh; ---------------------------------------------- fje

¼x½ j@M+ O;atu vafre gks vkSj ml ij Loj u gks] 
tSls&

------------------------------------------------ ’ksj --------------------------------------------- vkHkkj 
----------------------------------------- pekj ------------------------------------------- vk/kkj

vU; n’kkvksa esa j@M+@<+ O;atu js[kkvksa dh lqfo/kk vkSj vafre 
Loj dks izdV djus d¢ fy, m/oZeq[kh fy[ks tkrs gSa] tSls&

----------------------------------------------- jksM ----------------------------------------------- jhfr

------------------------------------------- jksth ------------------------------------------- :f<+

------------------------------------------- ykWjh ------------------------------------------- Qsjh 

------------------------------------------- pqjkbZ ------------------------------------------- jFk 

------------------------------------------- vFkhZ ------------------------------------------- jksVh

v/kkseq[kh O;atu y %

lgh O;atu js[kk,a izkIr djus d¢ fy, v/kkseq[kh y js[kk dk 
iz;ksx fuEu n’kkvksa esa fd;k tkrk gS&

¼d½ vkjfEHkd y O;atu d¢ iwoZ Loj gks vkSj lery 
O;atu vk,a] tSls&

----------------------------------------- vkye ------------------------------------------- vYkekjh 

------------------------------------------- vYkeksM+k ---------------------------------------- vy[k

¼[k½ u@M+ d¢ ckn y gks] tSls&

------------------------------------------- vfuy ------------------------------------------- uhyk

------------------------------------------- vuy ------------------------------------------- uy

¼x½ y d¢ ckn e gks vkSj mld¢ iwoZ lery O;atu ;k 
Q@l O;atu gks] tSls&

------------------------------------------- xqyke ------------------------------------------- uhye

------------------------------------------- jyek ------------------------------------------- vlye

¼?k½ y vafre gks vkSj mld¢ ckn Loj u gks] tSls&

------------------------------------------- Qsy ------------------------------------------- vly

fdUrq e/; ;k var esa Loj vkus ij y O;atu Å/oZeq[kh 
fy[kk tkrk gS] tSls&

------------------------------------------- cgkyh ------------------------------------------- yw
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v)ZLoj o@; dh O;atu js[kk,a lHkh js[kkvksa d¢ lkFk ughaa 
tqM+rh gSa] vr% mud¢ fy, fuEu v)Zo`Ÿkksa dk iz;ksx fd;k 
tkrk gSA

v)Zo`Ÿk o %

¼d½ vkjaHk esa o dks d oxZ] e rFkk j ¼Å/oZeq[kh½ d¢ iwoZ 
v)Zo`Ÿk ls izdV fd;k tkrk gS] tSls &

------------------------------------------- okrkZ ----------------------------------------- fojks/kh 

------------------------------------------- odhy ------------------------------------------- ohjrk 

------------------------------------------- osx ------------------------------------------- fodYi

¼[k½ y rFkk v/kkseq[kh j d¢ iwoZ gqd ¼vadq’k½ ls izdV fd;k 
tkrk gS] tSls&

------------------------------------------- foyk;rh ------------------------------------------- okys 

------------------------------------------- ohj ------------------------------------------- oekZ

fdUrq igys Loj vkus ij o js[kk dk iz;ksx fd;k tkrk 
gS] tSlss &

------------------------------------------- vkokd -------------------------------------------- vkosx 

------------------------------------------- voj ------------------------------------------- vko`fr

¼x½ e/; ;k var esa Hkh v)Zo`Ÿk dk iz;ksx fd;k tk ldrk 
gS] tSls &

------------------------------------------- ’ko ------------------------------------------- f’kfoj 

------------------------------------------- Tokyk ----------------------------------------- mTToy

v/nZo`Ÿk ; % &

v)Zo`Ÿk ; dks rFkk ls izdV fd;k tkrk gS ftls Lojksa d¢ 
LFkku ij fu;ekuqlkj yxk;k tkrk gS&

¼d½ fcUnq Lojksa d¢ fy, v)Zo`Ÿk dk iz;ksx fd;k tkrk gS] 
tSls&

------------------------------------------- C;kt ------------------------------------------- fo|k 

------------------------------------------- R;kx ------------------------------------------- I;kt 

------------------------------------------- e/;s ------------------------------------------- tkR;s 

-------------------------------------- vk’kf;r ------------------------------------------- fot;h

¼[k½ MS’k Lojksa d¢ fy, v)Zo`Ÿk dk iz;ksx fd;k tkrk gS] 
tSls &

------------------------------------------- T;ksa ------------------------------------------- R;ksa 

------------------------------------------- T;ksfr ------------------------------------------- nL;q 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.08 से सɾंिधत िसȠांत
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शCnk{kj

-------------------Iwkjk ---------------- jgk -------------------igyk --------- tkfgj ----------------------mnkgj.k

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

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

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

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

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

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

----------------------esjk ------------------fo|ky; -------------dsoy -------------------------fo’ofo|ky;

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

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

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

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

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

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------
 
dk;Z & f}rh;

laf{kIrk{kj

------------------U;k;ky; ------------------------ U;kf;d ---------- U;k;ikfydk ---------------------------fo’ofo|ky;

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.08 से सɾंिधत िसȠांत
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dk;Z & r`rh;

okD;ka’k

-------------------mlds fy, -------------------------mlds igys ------------------blds igys ---------------------esjs igys

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

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

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

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

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

----------------------tkus ds fy, ------------------tkus ds igys --------------mnkgj.k ds fy, -------------------------- blfy,

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

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

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

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

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

------------------buds fy, ------------------ buds igys -----------muds fy, ------------------muds igys
 
----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.08 से सɾंिधत िसȠांत
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---------------------muds igys ----------------------vk jgs Fks -----------------gks jgs Fks ---------------------- jgs Fks

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

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

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

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

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

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

-------------------------gks jgh Fkh ----------------------gks tkrk -------------------gks tk,xh -------------------------gks tk,xh

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

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

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

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

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

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

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

---------------------------vk tk,xh -------------------------vk tk;saxh ---------------vk tkrs ---------------------vkus okys

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.08 से सɾंिधत िसȠांत
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---------------------u dsoy -------------------gksus okyk -----------------------cksyus okys --------------------dgus okys

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

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

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

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

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

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

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

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

dk;Z & prqFkZ   

vk’kqfyfi eaas fyf[k,      

1- -------------------- vkys[k --------------------------- vkjs[k ---------------------- csjh ------------------------cqjh ----------------------- Nqjh

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

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

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.08 से सɾंिधत िसȠांत
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2- ---------------Qsy---------------- QSyko   ------------------ vlyh --------------- mlwyh------------------ vfuy 
 
 --------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -------
 
 ---------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------------
 
 ----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------

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

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

3- ---------------,sykuh-----------------------bukeh  -----------------------jSfy;ka  ---------------------------nwjh-------------------------- fj;k;rh
 
 ---------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------------
 
 ----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.08 से सɾंिधत िसȠांत



35

4- -------------------U;kf;d   --------------------- शs;jksa  ----------------------- शwyh  -----------------------------’khy ---------------------- ghjd
 
 ---------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------------
 
 ----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------

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

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

5- ---------------------ykWjh  ---------------yMdk  -------------------vkjk/; ----------------------------------------:ekfu;k --------------------- ,sykuh;k
 
 ---------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------------
 
 ----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------

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

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

 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.08 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.09 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

ʩंजन ह और श
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• अधोमुखी ह 
• Ůारंिभक ह का िटक 
• माȯिमक ह या अंितम ह
• ऊȰŊमुखी ʩंजन श
• डॉƐूमŐट फोरमेिटंग ।

g vkSj श O;atuksa d¢ oSdfYid :i

v/kkseq[kh g %&

g O;atu d¢ Å/oZeq[kh iz;ksx d¢ ckjs esa vki i<+ pqd¢ gSaA g 
O;atu dk v/kkseq[kh iz;ksx fuEu n’kkvksa esa fd;k tkrk gSA

¼d½ ;fn g O;atu ls iwoZ Loj vk;s] tSls &

---------------------------------------------- vkg ----------------------------------------------- vgk

--------------------------------------------- vgkrk --------------------------------------------vfg
Y;k 

¼[k½ ;fn g O;atu vd¢yk gks vkSj mld¢ ckn f}Loj ;k 
f=Loj vk,] tSls &

----------------------------------------------- gs; ----------------------------------------------- gkbZ 

--------------------------------------------- gkSok ----------------------------------------------- gk;

¼x½ ;fn g O;atu d¢ iwoZ lery ;k varLFk O;atu vk;sa] tSls

--------------------------------------- xqgk ----------------------------------------- oghnk

--------------------------------------- Yksfg;k ---------------------------------------gkWdh 

------------------------------------------ eksnh ------------------------------------- usg:  

¼?k½ vU; n’kkvksa esa g O;atu dk Å/oZeq[kh iz;ksx js[kk dh 
Liʼrk ,oa lqfo/kk d¢ vuqlkj fd;k tkrk gS] tSls &

-------------------------------------- nksgk ----------------------------------------------- nksguk

------------------------------------ nqgkbZ --------------------------------------------- tksSgjh 

izkjafHkd g dk fVd %&

g O;atu d¢ ckn ;fn e] y] ;k v/kkseq[kh j O;atu vk;s rks 
izkjfEHkd g dks ,d NksVs fVd ls izdV fd;k tkrk gS] fdUrq g 
ls iwoZ Loj vkus ij g O;atu js[kk dk iz;ksx fd;k tkrk gS] 

tSls&

-------------------------------------- gYyk -------------------------------------------- fgyk;k 

---------------------------------------- gjsd ---------------------------------------------- fgek;rh

ek/;fed ;k vafre g % &

;fn g O;atu vU; O;atuksa d¢ chp eas vk;s vkSj ml ij Loj 
;k f}Loj u gks rks mls Loj d¢ lkFk ,d gYd¢ fcUnw ls Hkh 
izdV fd;k tk ldrk gS] tSls &

----------------------------------------------- igyw ---------------------------------------------xokg 

----------------------------------------------- Ckgy --------------------------------------------- eksg 

fdUrq ;fn vafre g O;atu d¢ ckn dksbZ Loj vk;s ;k cgqopu 
fcUnh vk;s rks mls LFkku nsus d¢ fy, O;atu js[kk dh 
vko’;drk gksrh gS] tSls &

----------------------------------------------- eksfguh --------------------------------- fuxkgsa 

----------------------------------------------- yksfg;k ------------------------------------- yksgk 

Å/oZeq[kh ’k O;atu %&

’k O;atu js[kk lk/kkj.kr% v/kkseq[kh gksrh gS fdUrq fuEu n’kkvksa 
esa bldk iz;ksx Å/oZeq[kh fd;k tkrk gS] tSls &

¼d½ eksVh v/kkseq[kh js[kkvksa d¢ ckn tSls %&

-----------------------------------------------  Hkwषk ----------------------------------------Hkkषk;h 

----------------------------------------------- Mks’kh --------------------------------------------- cs’kh

¼[k½ r oxZ O;atuksa d¢ nk;sa pkiksa p oxZ rFkk g] Q O;atukas 
d¢ ckn] tSls &
----------------------------------------------- rksषh --------------------------------------------- fn’kk 

¼x½ ’k d¢ ckn r oxZ ;k Q@Hk O;atu vkus ij foijhrkFkZd 
’kCnksa esa] tSls&

------------------------------------------ v’kq) -------------------------------------------’kks/kd 

--------------------------------------- v’kks/kd ----------------------------------------------- ’kq)
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1- :yj ckj dk iz;ksx & 

lkexzh dh pkSM+kbZ lery :yj ckj fn[kkrk gSA ftls ge 
dkxt ;k ySVj iSM ds vuqlkj lSV djrs gSaA 

blds fy, fUkEu dne mBk;s tkrs gaSA 

1 ftl lkexzh esa VSc dk iz;ksx fd;k tkuk gS mls  
lsysDV djsaA 

2 frdksus baMsV ekdZj ij ekml IoWkbaVj djsa vkSj cVu 
nckdj okafNr LFkku ij ys tka, A 

 ekml cVu NksM+us ij lkexzh ogka ls baMsV gks tk,xh-

2- iSjkxzkQ QkjesaV djuk &

Ukhps fn, x, MkW;ykWx ckWDl ds vuqlkj ck;ka] nka;k] igyh 
iafDr ;k gSafxax baMsV fu/kkZfjr fd, tk ldrs gaS &

1 igys okafNr iSjkxzkQ dks lsysDV djsaA

2 QkjeSV eWU;w ij fDyd djsa vkSj iSjkxzkQ lsysDV djsaA 
ftlls MkW;ykWx ckWDl vk,xkA

3 igyh iafDr baMsV vkSj gSafxax Lisl Hkh Vkbi djsa tks  
Lis’ky MªkWi & Mkmu fyLV esa gSA

4 vks-ds-cVu nck,aA

3- cqysV vkSj uaCkj nsuk buds iz;ksx ds fy, fuEu 
dne mBk,a&

1 cqysV lwph dk dksbZ fpUg lsysDV djsa ;k u;k ysaA

2 QkjesfVax Vwyckj ls cqysV fpUg ij fDyd djsaA

3 og fpUg vk tk,xk vkSj ,saVj nckus ij vxyh 
iafDr esa vk tk,xk- blssa gVkus ds fy, fQj fDyd djsaA

4 uacj dh lwph lsysDV djsa-

5 QkjesfVax Vwyckj uacj fDyd djsaA

6 uacjks a ds Hkh vusdks a :i fyLV es a miyC/k gS aA 
muds vuqlkj fdlh ij fDyd djsa A

7 gVkus ds fy, iqu % fDyd djsa A

cqysaV vkSj uacjksa ls lkexzh dks fo’ksष :i ls Liʼ ,oa vkdषZd 

cuk;k tkrk gSA ftlls mls i<+us ,oa le>us esa Hkh lqfo/kk 

gksrh gSA 

4- QkjesV isaVj & 

fdlh MkWD;wesaV dks QkWjesV djus ds fy, QkWjesV isaVj dk 

iz;ksx fd;k tkrk gSA blls QkjesV dk :i dkIkh gksdj 

MkWD;wesaV dks QWkjesV djus esa dke vkrk gSA blds fy, & 

1 igys lkexzh ds QkjWesV dks lsysDV djsaA

2 LVsaMMZ Vwyckj ij miyC/k QkWjesV iasVj cVu dks  

nck,a rkfd ekml IokWbaVj isaV cz’k ds :i esa fn[kkbZ ns 

vkSj ml ij vkb &che vk,A

3 QkWjesV dh tkus okyh lkexzh dks lsysDV djsaA

4 lkexzh vius vki u, QkWjesaV esa vk tk,xhA

5 QkWjesfVax iwjk gksuss ij Esc. Key nck,a vkSj QkWjesV isaVj 

nck,aA

5- MkWD;wesaV gkbykbV djuk 

oMZ dk gkbykbV Qhpj lkexzh @MkWD;wesaV dks 15 jaxksa rd 

pedk ldrk gSA ftlds fy, fuEu dne mBk, a&

1 lkexzh dks lsysDV djsaA

2 fp= ds vuqlkj gkbykbV cVu ds nk;ha vksj ds uhps  

okys rhj ij fDyd djsaA

3 jaxksa dh lwph lkeus vk tk,xhA

4 jax dks pquus ij lkexzh dk jax cny tk,xkA

5 gkbykbV gVkus ds fy, pedhyh lkexzh dks lsysDV 

djds gkbykbV cVu dks nck,aA

6- VSc lsV djuk & 

शh?kz lkexzh dh lwph cukus ds fy, VSc lSV fd, tkrs gSaA 

tSlk MkW;ykWx ckWDl esa gSA VSc LVkWi 5 izdkj ds gksrs gSa& 

cka;k] nka;k] dsUnz] n’keyo vkSj ckj VSc - fMQkWYV VSc ck;ka 

gksrk gSA 

VSc dqath dks nckus ls Vkbi djus dk LFkku nk;ha vksj dks 

gj vk/ks bap ij tkdj :drk gSA VSc ls lacaf/kr vU; 

fo’ksषrk,a MkW;ykWx ckWDl esa fn[kkbZ nsrh gSaA oMZ esa VSc yhMjksa 

}kjk lkexzh dks i<+us esa lqfo/kk gksrh gS- VSc yhMj fcUnqvksa 

;k MS’kksa dh ykbu gksrh gS tks nks LFkkuksa dh lkexzh ds chp 

Mkys tkrs gSaaA

VSc MkW;ykWx ckWDl ds iz;ksx ds fy, fuEu dne mBk,a& 

1 iSjkxzkQ dks lsysDV djsaA

2 QkjesV EkWU;w ls VSc lsysDV djsa- MkW;ykWx ckWDl vk 

tk,xkA

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.09 से सɾंिधत िसȠांत
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शCnk{kj

---------------------Tkgka ----------------dgka ----------- gqvk&,&bZ --------------------------pkg&pkgs

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

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

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

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

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

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

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

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

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

-----------------------Ukgha -------------------------------- dgha ------------------------------------ ân;

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

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

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

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.09 से सɾंिधत िसȠांत



39

Lakf{kIrk{kj

---------------------Ekgaxk -------------------- bUgsa ----------------------mUgaaas -----------------------ân;axe ----------------- txg

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

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

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

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

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

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

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------
 
okD;ka’k

-------------------------tgka dgha Hkh -------------------------tgka&rgka ----------------dgha ugha ----------------------- ugha pkgsaxs

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

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

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

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

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

------------------------tgka rd -----------------------dgka rd ----------------ogka rd -----------------;gka rd

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.09 से सɾंिधत िसȠांत
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----------;gha rd ------------------ ugha gq, Fks ---------------ugha gqvk Fkk ----------------------------ugha gq, gkasxs

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

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

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

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

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

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

-------------------fn, gq, Fks ----------------------nh gqbZ Fkh ------------------ogha rd -----------------ugha dgk Fkk

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

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

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

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

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

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

------------------------ugha fy;k x;k --------------------ugha fd;k x;k -------------- ugha fd;s Fks -------------- ugha fd, gsS

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.09 से सɾंिधत िसȠांत
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vk’kqfyfi  eaas fyf[k, &    

1- ------------------tgka  ----------------------- ekfgj ------------------------ ugjh --------------------- ghjks ---------------------- gj

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

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

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

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

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

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

2- ------------- vPNk --------------------- gn; --------------------- gjke ------------------------ igkM -------------------- gyky

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

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

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

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

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

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

3- ---------------vge~  ------------------- gVk;k  ------------------ gVkÅa ------------- vkg ----------------------- ugha

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.09 से सɾंिधत िसȠांत
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4- ------------------gqvk--------------------- dgha -------------------- pkgs ------------------------ gdwd ---------------- egd
 
 ----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------
 
 ------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------

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

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

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

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

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

-5- ------------------------- pkgk ------------------------- gkeh ------------------------- gkj -------------------------- gjassd ------------------- gjdkjk

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.09 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.10 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)
वृत स, श / ष तथा ज 
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• वृȅ स 
• Ůारंिभक श / ष या ज 
• वृȅ के ̾थान पर ʩंजन रेखा 
• ह से पूवर् वृȅ स  
• वृȅ स तथा ʩंजन ल  
• स वृȅ का वाƐांशो ंमŐ Ůयोग 
• पेज मािजŊन सेट करना ।

o`Ÿk l %&

O;atu l] ’k@ष rFkk t dks js[kkvksa d¢ vfrfjDr ,d NksVs 
o`Ÿk ls Hkh izdV fd;k tkrk gSA vkajfEHkd o`Ÿk igys i<+k 
tkrk gSa vkSj vafre o`Ÿk var esa i<+k tkrk gSA o`Ÿk d¢ Loj 
O;atu js[kk d¢ iwoZorhZ LFkkuksa ij yxk;s tkrs gSa vkSj o`Ÿk d¢ 
ckn i<+s tkrs gaSA o`Ÿk l &

¼d½ ljy js[kkvksa d¢ lkFk ck;sa :[k ¼?kM+h pyus dh foijhr 
fn’kk½ ls yxk;k tkrk gS] tSls &

------------------------------------------- Bl --------------------------------------------- [kl[kl

------------------------------------------ d¢l ----------------------------------------------- flok;

--------------------------------------- cl ----------------------------------------------- Bksl

¼[k½ oØ js[kkvksa d¢ vUnj dh vksj yxk;k tkrk gS] tSls &

----------------------------------------------- lsuk -------------------------------------------- lekl

----------------------------------------------- nwljk ----------------------------------------- fly-
flyk

vkjafEHkd o`Ÿk ges’kk l O;atu izdV djrk gS tcfd e/;orhZ 
;k vafre o`Ÿk l@’k@ष ;k t dks izdV djrk gS] tSls &

---------------------------------------- lfCt;ka --------------------------------- vuqlwph 

---------------------------------------- os’k ------------------------------------------ fons’k 

----------------------------------------- xqtkjk -------------------------------------- dq’kyrk 

izkjafEHkd ’k@ष@-t %&

’k@ष ;k -t izkjEHk esa O;atu js[kk }kjk izdV fd;s tkrs 
gaS] tSls&

--------------------------------------------- ’kSyh ----------------------------------------------- “kʿh

-------------------------------------------- ’kS;k ------------------------------------------  ’kkSfd;k 

-------------------------------------------- ’kklu ------------------------------------- QSflfyVh

¼2½ {k la;qDrk{kj O;atu d rFkk ’k~ d¢ ;ksx ls curk gS] 
tSls 

----------------------------------------------- {kf.kd ------------------------------------------- {kek

------------------------------------------ v{kerk ------------------------------------------l{kerk 

o`Ÿk d¢ LFkku ij O;atu js[kk &

¼d½ vkjafEHkd l o`Ÿk ls igys Loj vk tk, rks o`Ÿk dk iz;ksx 
ughaa fd;k tkrk] tSls &

----------------------------------------- vle ------------------------------------------ lkekftd

------------------------------------- vlkekftd ----------------------------------------- vfLFk 

--------------------------------------------- vkLFkk ----------------------------------------- vlyh 

¼[k½ ;fn l] ’k@ष@t vafre gksa vkSj mu ij Loj gks rks Hkh 
o`Ÿk d¢ LFkku ij O;atu js[kk dk iz;ksx fd;k tkrk gS] tSls&

-------------------------------------------- dk’k --------------------------------------------- dk’kh

------------------------------------------- ryk’k ------------------------------------------- mnkl 

--------------------------------------------- [kq’kh --------------------------------------------- u’kk
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;fn l] ’k@ष] t esa ls nks O;atu ,d lkFk vk;s rks 
fu;ekuqlkj ,d O;atu js[kk ls rFkk nwljk o`Ÿk ls izdV 
fd;k tkrk gS] tSls &

------------------------------------------ lkft’k -------------------------------------------- lsalj 

------------------------------------------ lLrk --------------------------------------------- tk;t

g ls iwoZ o`Ÿk l %&

vkjfEHkd l o`Ÿk dks O;atu g d¢ fu;eksa d¢ vuqlkj vkjaHk 
esa tksM+k tk ldrk gS tSls &

-------------------------------------- lg --------------------------------------------- lgt

--------------------------------------- lkfgj --------------------------------------------- lgikBh 

---------------------------------------- lkgl ------------------------------------------- lkgfld

fdUrq l O;atu d¢ iwoZ Loj ;k milxZ vkus ij ^l^ o`Ÿk dks 
^g^ d¢ lkFk l o`Ÿk d¢ fu;eksa d¢ vuqlkj ughaa feyk;k tk 
ldrk gS] tSls &

------------------------------------lgk; ----------------------------------- vlgk;

------------------------------------lkgfld ---------------------------------vlkgfld

o`Ÿk l rFkk O;atu y %&

;fn y O;atu d¢ rqjUr igys ;k ckn esa l o`Ÿk vk;s tks 
oØ js[kk ls tqM+k gks rks y dks mlh fn’kk esa fy[kk tkrk gS 
ftl vksj l o`Ÿk iwjk gksrk gS] tSls&

----------------------------------------- Qly ------------------------------------------ ykblsal

----------------------------------------- gkSlyk ------------------------------------------ gkfly

l o`Ÿk dk okD;ka’kksa esa iz;ksx %&

¼d½ l o`Ÿk dk okD;ka’kksa esa iz;ksx ^ls^ d¢ fy, fd;k tkrk 
gS fdUrq tgka ^ls^ iz;ksx eas ughaa vkrk ogka ^gh^ d¢ fy, Hkh 
fd;k tkrk gS] tSls&

------------------------------------- mlls ------------------------------------ mlh ls 

------------------------------------- vki ls ------------------------------------- ge ls 

------------------------------------- blls ---------------------------------- bl vksj ls 

------------------------------------ ml vksj ls --------------------------------muls 

¼[k½ okD;ka’kksa esa vafre o`Ÿk ^l^ ls cuus okys ’kCnksa vFkok 
’kCnk{kjksa d¢ ckn ^e^ js[kk tgka yxkuk dfBu gks ogka ^l^ 
o`Ÿk d¢ ckn ,d xgjk MS’k uhps dks yxkdj ^eas^ izdV fd;k 
tkrk gS] tSls & 

----------------------------------- vkns’k esa ----------------------------- fons’kksa esa

fuEu dks if<,S vkSj lef>,

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.10 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.11 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

बडे वृȅ का Ůयोग - आरİʁक वृȅ ˢ. माȯिमक एवं अंितम बड़े वृȅ के Ůयोग
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• आरİʁक बड़ा वृȅ स
• स के पूवŊ ˢर या उपसगŊ  
• माȯिमक या अंितम बड़ा वृȅ
• बड़े वृȅ का Ůयोग ।

vkjfEHkd cM+k o`Ÿk LOk % &

,d cM+k òŸk tks vkjEHk esa l òŸk dh rjg ljy js[kkvksa d¢ 
lkFk ¼;] o] g dks NksM+dj½ ck;sa :[k ls vkSj oØ O;tuksa d¢ 
vUnj dh vksj yxk;k tkrk gS] Lo /ofu izdV djrk gS] tSls&

------------------------------------------ Lokeh --------------------------------------- LokHkkfod 

------------------------------------- Lok;r ------------------------------------- Loj

l d¢ iwoZ Loj ;k milxZ %&

fdUrq ;fn l d¢ iwoZ Loj ;k milxZ vk;s rks cM+s o`Ÿk dk 
iz;ksx ughaa fd;k tk ldrk gS tSls &

----------------------------------------- vLoPN -------------------------------------- fuLokFkZ 

------------------------------------------ u’oj

ek/;fed ;k vafre cM+k o`Ÿk %&

;g cM+k o`Ÿk e/; ;k vUr esa l] ’k] “k] ;k -t esa ls fdUghaa 
nks dks izdV djrk gSA r`rh; LFkku d¢ Loj fpUg cM+s o`Ÿk 
d¢ vUnj izdV fd;s tkrs gSa] tSls &

------------------------------------------ dksf’k’k ------------------------------------------ vo’ksष 

------------------------------------------ vuq’kklu--------------------------------------- Fkhfll 

------------------------------------------ fo’ksष.k ------------------------------------------ tklwl 
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शCnk{kj

-----------------------Lokxr   --------------- LokoyEch -------------------Lo;a ------------------fu˃{k -----------------------fu˃{k

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

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

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

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

laf{kIrk{kj

----------------Lo;aeso ----------------Lo;alsod -----------------Lokxrk/;{k -------------------------Lokxrh

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

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

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

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

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

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

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

---------------------------vQlkslukd -----------------------mnkgj.kLo:Ik -------------------------fu˃{krk

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11 से सɾंिधत िसȠांत
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okD;ka’k

-------------------muls gh ----------------------vkt ls gh ------------- tkrs gh gsS ---------------------tSls gh

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

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

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

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

----------------------Bhd gh gS --------------------gksrs gh gS ---------------------- vkrs gh gS ------------------brus ls gh
 
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------

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

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

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

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

----------------------------vki esa ls gh -------------- tkus ls gh ---------------------mrus ls gh ------------------ brus gh ls

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

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

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

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

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

-------------------ftl le; -----------------fdl le; ----------- eq>s vQlksl gS fd ---------------------- ls gh

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11 से सɾंिधत िसȠांत
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vk’kqfyfi eaas fyf[k,      

1- -----------------Lor%-------------------- Lojkt   ------------------ LoPN ----------- LoxhZ;k --------------- fo’ksषr% 

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

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

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

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

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

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

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

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

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

2- -------------------Lo’kkflr  ------------------Lo’kklu ---------------xksLokeh -------------------- LokHkkfod ---------------- LofLr

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

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

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

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11 से सɾंिधत िसȠांत
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3- ---------------------- Lo;aHkw ----------------------HkwLokeh  -------------------- Losrk -------------------- Lok/;k;  ------------------Lo;alsoh
 
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------

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

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

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

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

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

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

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

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

4- ------------------------Lok;Rr’kklh  ----------------Lok;Rrk ----------------------- jkeLo:i ----------------- fo’ksषrk,a -----------Lo;afl}

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

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

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.12 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

छोटे एवं बड़े लूप के Ůयोग - “ˑ“, “ː“ एवं ˑर ːर लूप
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• छोटा लूप 
• ˑर लूप 
• ˑर लूप का वाƐांशो ंमŐ Ůयोग
• ˑ, ː लूप ।

NksVk ywi %&

,d NksVk ywi ¼vaMkdkj o`Ÿk½ O;atu js[kkvksa ij Lr] LFk] ’r] 
LV] “B izdV djrk gSA bl ywi dh yackbZ O;atu js[kk dh 
yackbZ d¢ ,d frgkbZ d¢ cjkcj gksrh gS ;g ywi vkjEHk esa 
d¢oy O;atu Lr@LV@LFk izdV djrk gS ysfdu e/; ;k 
var eas LV@Lr @LFk@”V@TM+ esa ls fdlh dks Hkh izdV 
djrk gSA ;g ywi &

¼d½ ljy js[kkvksa d¢ lkFk cka, #[k ls yxk;k tkrk gS] 
tSls&

----------------------------------------------f’kdLr -----------------------------------------Lrjh; 

--------------------------------------------iqLrd ------------------------------------------------iq’r  

-------------------------------------------LFkkiuk --------------------------------------------LVkWi   

-----------------------------------------------cLr ---------------------------------------------VsLV 

¼[k½ oØ js[kkvksa d¢ vUnj yxk;k tkrk gS tSls &

-------------------------------------------uLV -------------------------------------------nLrd 

------------------------------------------leLr -------------------------------------LFkku

¼x½ fdUrq ;fn ywi izdV djus okys O;atuks d¢ vkjaHk esa] 
chp esa ;k var esa Loj vk;s rks ywi dk iz;ksx ugha fd;k 
tkrk gS] tSls &

----------------------------------------- nLr ------------------------------------------nLrh 

------------------------------------------eLr--------------------------------------------eLrh 

-------------------------------------------leLr -------------------------------------lefʼ

Lr ywi %&

¼1½ Lr ywi dks cMk+ djd¢ O;atu js[kk dks nks frgkbZ d¢ 
cjkcj yxkus ls Lr ywi esa j dk ;ksx gksrk gS fdUrq cM+k 
ywi vkjEHk esa ughaa yxk;k tkrk] tSls &

-------------------------------------------------’kkL= ------------------------------------------ is’rj 

------------------------------------------------duLrj-----------------------------------fefuLVlZ 

-----------------------------------------------ekLVj -------------------------------------------iksLVj 

¼2½& cM+s ywi d¢ O;atuksa d¢ chp esa ;k var esa j ij Loj 
vkus ij bl ywi dk Hkh iz;ksx ugha fd;k tk ldrk] tSls&

------------------------------------------- du’rjh --------------------------------------dLrwjh 

----------------------------------------- nLrwjh

Lrj&ywi dk okD;ka’kksa es iz;ksx %&

Lrj&ywi dk okD;ka’kksa esa iz;ksx jk”Vª@rjg d¢ fy, fd;k 
tkrk gS] tSls &

-------------------------------------la;qDr jk Ō̓ -------------------------------lnL; jk Ō̓ 

-----------------------------------fdl rjg ls
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शCn&fpUg  ,oa  ’kCnk{kj

---------------------vlUrq”V&fʼ -------------------tcjnLr&rh ---------------------- pkfg,&QLVZ

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

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

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

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

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

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

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

----------------------f’kʼrk ------------’kL=&’kL=hdj.k ‘----------------------------’kkL=h&’kkL=h;

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

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

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

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.12 से सɾंिधत िसȠांत
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laf{kIrk{kj

---------------------fu%’kL=hdj.k&fu%’kL= -------------- U;k;’kkL= &’kkL=h

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

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

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

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

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

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

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

okD;ka’k

-----------------------fdl rjg ls ---------------- ftl rjg ls   ------------------------ftl rjhds ls ------------------pkfg, Fkk

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

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.12 से सɾंिधत िसȠांत
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---------------dks pkfg, Fkk --------------------ugha gksuk pkfg, fd ----------- pkfg, Fkk fd ----------------- gksuk pkfg, Fkk
 
---------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

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

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

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

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

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

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

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

--------------------vPNh rjg ls ------------- ftl rjhds ls Hkh ---------------  ftl rjg dh phtsa --------------- ftl rjg dh phtsa

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

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

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

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.12 से सɾंिधत िसȠांत
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---------------------ugha pkfg, Fkk  ----------------ftl rjg ls gksxk  -------------------gks tkuk pkfg,  

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

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

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

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

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

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

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

--------------------  vkukpkfg, Fkk -----------------------fd;k tkuk pkfg,

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

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.12 से सɾंिधत िसȠांत
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vk’kqfyfi eaas fyf[k,    

1- -------------------- ijkLr ------------------ nq:Lr ----------- iq˃ ------------------ cLr ------------ lqLrh
-------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------------

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

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

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

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

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

2- ------------------dqʿ  -------------------- nq˃ -------------------- iksLVj ----------------- ekLVj -------------- cSfjLVj
-------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------------

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

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

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

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

----------------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------
3- -----------------iksLVjksa   -------------- leLr --------------- dk’r --------------------- vkgqfr ------------------- LVkQ
 
-------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------------

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.12 से सɾंिधत िसȠांत
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4- -------------------vHkhʼ ------------------- शksfषr --------------------vuq’kkflr------------------- ikSfʼd ------------ :ʼ

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

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

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

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

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

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

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

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

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

5- ---------------------- tcjnLr ---------------- vLoLFk ------------- VSLV --------------- vLFkkbZ ------------------------- efLrʺ

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

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

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

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

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.12 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.13 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)
अनुनािसƐ एवं अनुˢार 
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• अनुनािसƐ एवं अनुˢार 
• अनुनािसƐ िब̢द ˢर  
• अनुनािसƐ डैश ˢर 
• अनुˢार िबȽी ।

vuqukflD; ,oa vuqLokj %&

fgUnh es ukflD; O;tuksa ¼³] ¥] .k] u] Hk½ d¢ vfrfjDr 
ukflD; Loj Hkh gksrs gSaA ftl Loj d¢ lkFk ukflD; /ofu 
vkrh gS mls ukflD; Loj ;k vuqukflD; dgrs gSaA nsoukxjh 
fyfi esa ukflD; O;atu /ofu;ksa rFkk ukflD; Lojksa dks ,d 
fcUnh ¼vuqLokj½ ls Hkh izdV fd;k tkrk gaS tks y?kq Lojksa 
ij O;atu /ofu dks izdV djrh gS] tSls & ¼iM~-dt½ iadt] 
iatk] M.Mk ¼MaMk½] fcUnq ¼fcanq½] [kaHkk ¼[kEHkk½A fdUrq nh?kZ 
Lojksa ij ;gh fcUnh vuqukflD; dks izdV djrh gS] tSls 
&dkap] nkar] [kka] ikap] eka vkfnA

vuqukflD; %&/ofu foKku ij vk/kkfjr vk’kqfyfi es ukflD; 
esa O;atukas dks js[kkvksa ls rFkk ukflD; Lojksa dks fof’k”V /
ofu &fpUgksa ls izdV fd;k tkrk gSA fof’k”V vk’kqfyfi esa 
fcUnq vkSj MS’k Lojksa d¢ lkFk ukflD; Loj /ofu;ksa dks izdV 
djus d¢ fy, fuEu O;oLFkk dh x;h gSA

vuqukflD; fcUnq Loj % &

lkekU;r% vuqukflD; /ofu nh?kZ Lojksa ¼vk] ,] bZ ½ ij vkrh 
gS ftl dks izdV djus d¢ fy, fcUnq Loj d¢ LFkku ij ,d 
gYdk o`Ÿk yxk;k tkrk gS] tSls &

-----------------------------------------------Ekak ---------------------------------------d¢aph ¼d¢ph½ 

-----------------------------------------yh [kka --------------------------------------------------mBha 

------------------------------------------- [khap -----------------------------------------------dkaVk-

--------------------------------------------->kalh -------------------------------------------------HkSal 

----------------------------------------------Hkhap ---------------------------------------------------nkao 

vuqukflD; MS’k Loj %&

MS’k Lojksa ij ukflD; Loj /ofu dks izdV djus d¢ fy, 
Loj fpUgksa dks js[kkvksa d¢ lekUrj yxk;k tkrk gS] tSls &

--------------------------------------------------gkasB ------------------------------------------------ÅaV 

---------------------------------xksaMk ¼xkSaMk½ -----------------------------------------va/ksjk 

----------------------------------------------tksad --------------------------------------------laLFkk 

----------------------------------------------- ;wa --------------------------------------------------lkast 

--------------------------------------laojuk --------------------------------------------------Qaluk

vksa&vkS] rFkk ,sa&,S] Loj /ofu;ksa esa cksyrs ;k vk’kqfyfi eas 
fy[krs le; varj djuk laHko ugha gksrkA vr% bu ukflD; 
Lojksa dks /ofu d¢ vuqlkj izdV djus d¢ fy, fcUnq Loj 
,sa&,S dks f}rh; LFkku ij vkSj MS’k vuqukflD; vksa&vkSa dks 
izFke LFkku ij izdV djsaA f}rh; LFkku ij MS’k vuqukflD; 
mnklhu ¼y?kq½ Loj v¡ dk iz;ksx djsaA

¼d½ vuqukflD; fpà Loj LFkkuksa ij yxk;s tkrs gSa ysfdu 
cgqopu fcUnq ges’kk gh js[kkvkas d¢ var eas yxk;k tkrk gS 
tSls 

--------------------------------------------- esa<+dksa --------------------------------------- ÅaVksa 

------------------------------------------------ bZaVksa--------------------------------------------------gksaB 

¼[k½ nh?kZ Lojksa dh fcUnh ¼vuqLokj½ vuqukflD; izdV djrh 
gS tSls dkap] ikap] ewaN] ns vkfn fdUrq y?kq Lojkas d¢ lkFk 
fcUnh ukflD; O;atu dks izdV djrh gS] tSls &iqat] dqat] 
iar] eap vkfnA vr% ’kq) Vkbi djus ;k vuqfyfi djus es 
y?kq Lojkas d¢ lkFk vuqukflD; izdV djus d¢ fy, pUnz 
fcUnh dk iz;ksx fd;k tkuk pkfg,A tSls& l¡djk] dq¡okjk] 
x¡okuk] v¡/ksjk] v¡rM+hA
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vuqLokj ¼fcUnh½ %&

nsoukxjh fyfi es ukflD; O;atu dks izdV djus d¢ fy, 
fcUnh dk iz;ksx fd;k tkrk gS mls vuqLokj dgrs gSaA fdUrq 
/ofu ys[ku ¼vk’kqys[ku½ es lkekU;r% ukflD; O;atukss dk 
iz;ksx gksrk gSA fQj Hkh dqN O;atuks d¢ lkFk Liʼ vkSj 
lqfo/kktud js[kk, izkIr djus d¢ fy, vuqLokj ¼O;atu /
ofu;kas½ dks izdV djus dh fo’ksष O;oLFkk fuEu izdkj dh 
x;h gSA

¼1½ d oxZ O;atuksa d¢ iqoZ vuqLokj & vkjfEHkd d oxZ ¼d] 
[k] x] ?k½ ,oa g O;atuksa d¢ iwoZ l O;atu vk;s vksj mld¢ 
ckn vuqLokj ¼ukflD; /ofu½ vk;s rks mls izdV djus d¢ 
fy, l o`Ÿk dh fn’kk es ,d gqd yxk;k tkrk gS] tSls&

-------------------------------------------------la{ksi --------------------------------------- ladksp

-------------------------------------------- la;ksx --------------------------------------------- laxr 

----------------------------------------------Lo;a -------------------------------------------------laxe 

---------------------------------------flaxyk --------------------------------------------- la?kh;

¼2½ da@de@dke@du@dku& ;fn d oxZ O;atuksa d¢ ckn 
vuqLokj ;k ukflD; O;atu vk, rks vkjaHk esa mls ,d fcUnq 
ls izdV fd;k tkrk gS] vkSj ;fn chp esa vk, rks mls izdV 
djus d¢ fy, nwljh js[kk dks vyx dj fn;k tkrk gS] tSls&

--------------------------------------------------da/kk --------------------------------------------dU;k

-------------------------------------dke;kch ------------------------------------------dkuwuh 

--------------------------------------------dkejsM ----------------------------------------desVh 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.13 से सɾंिधत िसȠांत
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if<,] fyf[k, vkSj vH;kl dhft, &
1- --------------------- nkaoisap ---------------- ikSauk ------------------- vkBoha ---------------------- vkBosa ---------------- lwa?kuk

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

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

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

2- --------------- ekusa ------------------- la;ksx ------------------- la;ksxo’k ----------------------- laf[k;k ------------- la?kh;

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

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

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

3- ------------------------ lagkj  ------------------- lagkjd -------------------- lafgrk ----------------------- laxhr -------------la;ksfxrk
 
 ----------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------

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

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

4- -------------------- ladksp  ------------------ laLFkk ---------------------laLFkk,W&vksa ------------------vWa/ksjk --------------------vW/ksjh

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

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

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

5- ‘--------------------- शadk ------------------- vk’kadk ------------------ ewaN  ------------------ eqag------------------- laHkkyk

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

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

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

6 ------------------------jksanuk  ------------------ ,asBuk ---------------- gWluk ------------------------- vW/kssjsa-------------------------va/ks

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.13 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.14 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

Ůारİʁक छोटा Šक (अंकुश) 
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• आरİʁक Šक र 
• र (ड / ढ) Šक 
• ल Šक  
• र Šक युƅ श, ज ।

O;atu js[kkvksa ij vkjfEHkd gqd ¼vadq’k½

vkjfEHkd gqd %&

j rFkk y O;atu tc vU; O;atuksa ls feyrs gaS rks tqM+dj 
f}&O;atu dy ¼Dy½ ij ¼iz½ xj ¼xz½ vkfn cukrs gaSA vk’kqfyfi 
esa O;atuks ij j rFkk y d¢ ;ksx dks izdV djus d¢ fy, ,d 
izkjfEHkd gqd yxk nsrs gaSA

j ¼M+@<+½ gqd &

¼d½ ljy js[kkvksa esa nk;as :[k ¼?kM+h pyus fd fn’kk½ ls 
yxk;k x;k NksVk gqd j ¼M+@<+½ dk ;ksx djrk gS] tSls &

--------------------------------------------------- pj ---------------------------------------------- tj

-------------------------------------------------- i<+------------------------------------------------- cj 

¼[k½ oØ js[kkvksa ij NksVk gqd j ¼M+@<+½ vanj dh vksj 
yxk;k tkrk gS] tSls &

----------------------------------------------- Qj ----------------------------------------------- vej  

Yk gqd %&

¼d½ ljy js[kkvksa ij yxk;k x;k ,d NksVk gqd] tks ck;sa 
:[k ¼?kM+h pyus dh foijhr fn’kk½ ls yxk;k tkrk gS] mleas 
y dk ;kSx djrk gS] tSls&

----------------------------------------------- Cky -------------------------------------------- pyuk 

---------------------------------------- f[kyuk------------------------------------------------ mxy 

 ---------------------------------------- vty ---------------------------------------------- vVy

¼[k½ oØ js[kkvkas d¢ vanj *y* gqd cM+k djd¢ yxk;k tkrk 
gS] tSls &

---------------------------------------------uydk --------------------------------------- tk;Qy

--------------------------------------------dey

fdUrq izkjfEHkd gqd O;atuksa ;] o] g] l] j] y ij ugha yxk, 
tkrs gaS D;ksafd bu O;atuksa ij gqd yxkus ls vU; O;atu 
curs gaS ;k gqd d¢ fy, LFkku [kkyh ughaa gSA

j gqd ;qDr ’k] t %&

j gqd ;qDr ’k] t+] ¼t+j] ty rFkk ’kj½ ges’kk v/kkseq[kh fy[ks 
tkrs gaS fdUrq y gqd ;qDr ¼’ky½ Å/oZeq[kh fy[kk tkrk gSA    
e/; es ’k@ष@t+ d¢ fy, lqfo/kkuqlkj o`Ÿk dk Hkh iz;ksx 
fd;k tkrk gS rkfd ’khy&’kkyk&’kkyh ’kCnksa eas varj Liʼ 
gks ld¢A tSls &

--------------------------------------- Lkks’kfyLV --------------------------------------------- Je 

-------------------------------------------------’keZ--------------------------------------------------- tqeZ 

-------------------------------------ikB’kkyk -----------------------------------------------’kjhj 
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‘’kCnk{kj

-----------------dk;Z ---------------------f[kykQ ----------------- xkM+h -----------------------xq# ---------------------MkWDVj
 
----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

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

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

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

-------------------fiNyk ----------- fopkj&.kh; --------------- tYnh ----------------- fctyh ---------------etcwj

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

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

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

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

---------------------eqdkcyk ---------------cfYd -----------------fcydqy -----------------izLrko ------------ iq:ष

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

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

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

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

---------------izkIr&fIr -------------fizafliy ----------------- caM+k ----------- eSacj -------------------uacj

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.14 से सɾंिधत िसȠांत
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laf{kIrk{kj

--------------------dk;Zokgh --------------------- dk;Zokgd ---------------------- dk;kZy;

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

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

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

-----------------------------------izLrkod ------------------ izLrkouk ---------------------fopkjd

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

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

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

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

okD;ka’k

---------------------------fiNys dqN oषksZ es ----------------- fiNys oषksa esa -------------------------dk;Zdky esa

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

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

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

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

----------------blds cxSj ---------------- buds cxSj ----------------------------ftlds ckjs es

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.14 से सɾंिधत िसȠांत
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---------------------------dbZ ckj ------------ ,d ckj -------------------------------muds f[kykQ

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

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

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

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

-----------------------bl ckjs esa ----------------- vusd ckj --------------------------- muds eqdkcys esa

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

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

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

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

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

-------------------blds eqdkcys esa ------------------------muds ckjs esa ------------------------ ,slk djuk iM+sxk

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

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

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

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

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

-----------------------,slk djuk gh iMs+xk --------------------- tYnh ls tYnh --------------------- buds ckjs esa

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.14 से सɾंिधत िसȠांत
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if<,] fyf[k, vkSj vH;kl dhft, &

1- ----------------- ujd------------------ Qsjh  -------------------- QkeZ  -------------------- ‘’kjhj  --------------------- MkDVjh

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

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

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

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

2-    ------------------pyuk ---------------------- uacjh  ------------------- शjhd ---------------------- Q’kZ  ------------------------  vty
 
 -------------------------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------

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

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

3- -------------------------- ?kjkuk   --------------------esy  --------------------fdz;kdyki --------------------------ikyd ---------------------?kMh

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

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

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

4- ---------------------izsfषr----------------------- MkWDVjksa  ------------------ ifjokj ----------------------- uydksa ----------------------Hkwpky

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

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

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

5- --------------------- rkyk--------------------------- Fky ------------------- ty ------------------------------ ewyh------------------ rkyh

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.14 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.15 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

वैकİʙक चाप
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• त वगŊ Šको ंके वैकİʙक चाप
• प वगŊ ʩंजनो ं(फर / फल) के दाएँ / बाएँ चाप  
• ऊȰŊमुखी श एवं क वगŊ Šक 
• Šक से पूवŊ वृȅ  
• Šक एवं मȯवतŎ ˢर 
• पुनरावृिȅ ।

*j*@*y* gqd ;qDr oØ O;atukas d¢ oSdfYid pki

r oxZ gqdksa d¢ oSdfYid pki %&

gqd yxs gq, r oxZ O;atukas d¢ ck,a ,oa nk,a pki js[kkvksa dh 
lqfo/kk ,oa Liʼrk d¢ fy, fuEu izdkj iz;ksx fd, tkrs gSaA

¼d½ igys Loj vkus ij ck,a pki dk iz;ksx fd;k tkrk gS 
fdUrq ckn esa Loj vkus ¼;k mnklhu Loj gksus ½ ij nk,a 
pki dk iz;ksx fd;k tkrk gS] tSls&

------------------------------------------- vknj ---------------------------------------- mn~/k`r

------------------------------------------ /kjrh-------------------------------------------- vny

-------------------------------------------- =srk ---------------------------------------- f=yksd

¼[k½ leku js[kkvksa ,oa foijhrkFkZd ’kCnksa es varj Liʼ djus 
d¢ fy,] tSls&

---------------------------------------------b/kj ------------------------------------------- m/kj

-------------------------------------------------brj ---------------------------------------------- mrj 

--------------------------------------------- v/keZ ------------------------------------------- /keZ

-----------------------------------------------/kj -----------------------------------------------v/kj

¼x½ vU; n’kkvksa es lqfo/kktud vkSj Li”V iz:Ik izkIr 
djus d¢ fy, tSls &

------------------------------------------------- Pkknj ----------------------------------------- N=h

---------------------------------------------- [krjk--------------------------------------------jkf=

-------------------------------------------njvly ---------------------------------------cksry 

i oxZ O;atuksa ¼Qj@Qy ½ d¢ nk,a@ck,a@pki %&

Qj@Qy d¢ ck,a pki lkekU;r% vkjaHk es iz;ksx fd, tkrs 
gaS vksj nk,a pki dqN O;atu js[kkvksa d¢ ckn] iz;ksx fd;s 
tkrs gSa] TkSLks &

----------------------------------------------- rQjh ------------------------------------------Vªscy

--------------------------------------------- foQy -----------------------------------tk;Qy

------------------------------------------ jkeQy ------------------------------------------foHkze

------------------------------------------ eQyj ----------------------------------------- t+Q+j

Å/oZeq[kh ’k ,oa d oxZ gqd %&

*’k* O;atu js[kk vkjEHk esa Å/oZeq[kh fy[kh tkrh gS ;fn mld¢ 
ckn gqd ;qDr d oxZ O;atu vk,a] tSls&

------------------------------------------------’ks[kj -----------------------------------------‘’kqYd 

gqd ls iwoZo`Ÿk % ¼d½ j gqd yxh vkjfEHkd ljy ja[kkvksa ls 
igys ;fn l@Lo@LV o`Ÿk@ ywi vk;s rks j gqd dh txg 
o`Ÿk dk iz;ksx fd;k tkrk gSA l o`Ÿk ;qDr j dks e/; eas Hkh 
tksM+k tk ldrk gS] tSls &
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-------------------------------------------------------Vªs ----------------------------------------------LVªs

----------------------------------------------------Lizs ----------------------------------------- LVªkbd

-------------------------------------------lqizhe --------------------------------------------- lq?kM+ 

-----------------------------------------laxzke ------------------------------------------------la?kZष

¼[k½ vU; n’kkvksa esa l o`Ÿk js[kkvksa ij vkjEHk esa ;k e/; esa 

j ;k y gqd d¢ vUnj fuEu izdkj ls yxk;k tkrk gS] tSls 

&

------------------------------------------------lQj -------------------------------------------lej

---------------------------------------------- lQy --------------------------------------------lcy

--------------------------------------------- fQftdy ----------------------------------ck-

bfldy

¼x½ tgka l o``r gqdkas d¢ vUnj yxkuk lqfo/kktud u gksa 

ogka j] y O;atu js[kkvksa dk iz;ksx fd;k tkrk gS tSls %&

--------------------------------------------iksLVy ---------------------------------------- fiLrksy

---------------------------------------- fu”Qy ------------------------------------------ fgLVªh

gqd ,oa e/;orhZ Loj %&

Liʼ O;atu js[kk,a izkIr djus d¢ fy, j ;k y gqd dk iz;ksx 

,slh n’kkvkas essa Hkh fd;k tk ldrk gS tc O;atu js[kk vkSj 

gqdksa d¢ chp es nh?kZ Loj gksA ,sslh n’kk es Lojksa dks gqdksa 

ls vyx djus d¢ fy, Lojksa d¢ LFkku ij ,d NksVk o`Ÿk ;k 

MS’k fu;eksa d¢ vuqlkj yxk;k tkrk gSA

¼d½ nh?kZ fcUnq Lojksa dks vyx djus d¢ fy, ,d NksVk o`Ÿk 

fcUnq Loj d¢ LFkku ij ;k [kkyh LFkku u gksus ij mld¢ 

nwljh vksj yxk;k tkrk gS] tSls&

---------------------------------------------njckj ---------------------------------------jkstxkj

-------------------------------------------nsj ---------------------------------------------- csjkstxkj

---------------------------------------------tathj ----------------------------------------------dky

----------------------------------------------vkdkj ----------------------------------------dkjksckj+

¼[k½ xgjs MS’k Lojksa dks vyx djus d¢ fy, mud¢ LFkku ij 

nks gYd¢ MS’k yxk, tkrs gSA egkizk.k ;k dVs O;atuksa ij 

f}rh; LFkku d¢ Loj vyx djus d¢ fy, nks MS’kksa ls dkV 

fn;k tkrk gS tSls &

-----------------------------------------------Pkksj ---------------------------------------------------NksM+

---------------------------------------------?kksj ---------------------------------------------Ldwy

------------------------------------------ew[kZ -----------------------------------------------detksj

¼x½ y?kq Loj ,oa f}Loj fpUgksa dks Hkh gqd ;qDr O;atuksas ij 

yxk;k tk ldrk gS] tSls &

------------------------------------------eqxhZ ------------------------------------------------lhfu;j 

iqujko`fŸk%&

okD;ka’kksa esa शCnksa dh iqujko`fRr izdV djus d¢ fy, Loj 

LFkku ij voxzg fpUg ¼·½ yxk dj Loj dks Hkh izdV fd;k 

tkrk gS vkSj gqd dks Hkh Loj ls vyx fd;k tkrk gS] tSls&

-----------------------------------------ckj&ckj -----------------------------------cM+s&cM+s

----------------------------------------cM+h& cM+h ---------------------------------- vHkh&vHkh

------------------------------------tk tk dj -----------------------------------T;ksa&T;kaas 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.15 से सɾंिधत िसȠांत
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शCnk{kj
 
-----------------------vkJ; -------------J)k ----------------e’kgwj -----------fuokZfpr -----------------------------fu.kZ;

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

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

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

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

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

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

---------------------rS;kj ---------------------rqEgkjk ---------------csgrj&jh ---------------fuHkZj ------------------------n`<+rk

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

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

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

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

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

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

------------ijLij -------------gekjk --------------t:j --------------vknj.kh; --------------ekeyk

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

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.15 से सɾंिधत िसȠांत
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laf{kIrk{kj

-----------------------t:jh -------------------t:fj;kr  ----------------------J)katfy  -----------------------------ikjLifjd

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

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

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

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

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

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------
 
--------------------QyLo:Ik ------------------fuokZpd ----------------fu.kkZ;d --------------------------n`<+&ladYi

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

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

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

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

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

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

okD;ka’k

------------------------bl ekeys esa -------------------;g ekeyk --------------------------------muds ekeys esa

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.15 से सɾंिधत िसȠांत
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------------------------mudh rjg ls ------------rqEgkjs fy, ----------------------------xkSj djus ds fy,

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

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

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

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

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

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

---------------------------gekjh rjg ls ------------------vkidh rjg ls --------------------------;gh ekeyk gS

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

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

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

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

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

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

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

--------------------------n`<+rk ds lkFk ------------------------mnkjrk ds lkFk -------------------------- fopkj djus ds fy,
 
--------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.15 से सɾंिधत िसȠांत
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vk’kqfyfi esa fyf[k, %&

1- ------------------ ?kjsyw   ----------------------- fcMyk  --------------------- deZ ---------------- dkfeZd  -------------------------- lq/kkj

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

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

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

2- -----------------------dkjckj --------------------dk;ZHkkj ------------------- dk;Z{kerk ------------------dkjhxj -------------- ?kjckj

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

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

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

3- ---------------------Hkjekj ------------------------ dqyd.khZ ---------------------- lqQy ----------------------fu˅y --------------------- vpy

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

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

 -------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
 
4- -------------------- Hkwpky ------------------ ekxZn’kZd ------------------------ izsषd ------------------ Hkjld  -------------------------- okfषZdh

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

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

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

5- --------------------- la?kषZ   -------------- LodeZ  -------------------- lqdeZ  ------------- Lohdkj  ------------------ HkkLdj

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.15 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.16 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

संयुƅ ʩंजन
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• संयुƅ ʩंजन 
• संयुƅ ʩंजन ʩ और ह (हव) 
• ल के पूवŊ ˪ आने पर  
• संयुƅ ʩंजन ʞ तथा रय 
• ʩंजन रेखा म से संयुƅ ʩंजन ।

¼la;qDr O;atu½ vkjfEHkd cMs+ gqd &

la;qDr O;atu & nks O;atuksa /ofu;ka ,d lkFk feyus ij 
la;qDr O;atu cukrh gSA d oxZ O;atuksa d¢ lkFk o ;k ; d¢ 
;ksx ls cuus okys la;qDr Do@[o] D;@[;] K@X; dks 
izdV djus d¢ fy, d oxZ O;atuksa d¢ izkjEHk es ck;sa #[k ls 
,d cM+k gqd yxk;k tkrk gS] tSls&

--------------------------------------Kkuh -----------------------------------------vKkr

--------------------------------------[;kfr ------------------------------------ ’kkD;

-----------------------------------D;ksafd--------------------------------------- [okfg’k

la;qDr O;atu O; vkSj g~o ¼g~o½ %&

¼d½ la;qDr O;atu O; vkSj g~o ¼g~o½ dks izdV djus d¢ fy, 
o O;atu js[kk d¢ gqd dks cM+k dj fn;k tkrk gSA

--------------------------------------O;kih ------------------------------------- O;kikjh

-------------------------------------O;kid ------------------------------------- O;kfIr

y d¢ iwoZ g~o vkus ij %&

¼[k½ y d¢ iwoZ g~o vkus ij o gqd cM+k dj fn;k tkrk 
gS] tSls&

-----------------------------------------------g~osy ------------------------------------- g~ohyj

la;qDr O;atu Y; rFkk j; %&

la;qDr O;atu Y; rFkk j; dks izdV djus d¢ fy, Øe’k% 
y rFkk v/kkseq[kh j O;atu js[kkvksa dks eksVk dj fn;k tkrk 
gS] tSls&

------------------------------------ewY; -----------------------------------------ckgqY;

------------------------------ vewY; -------------------------------------------- lw;Z

--------------------------------’kkS;Z ----------------------------------------------izHkk;Z 

fdUrq vaxzsth ’kCnksa esa j RkFkk y dks eksVk djus ls d¢oy j 
dk gh ;ksx gksrk gS] tSls &

--------------------------------------------:yj -------------------------------------------------cs;jj

---------------------------------------’ks;jj ---------------------------------------------------Qhyj

O;atu js[kk esa ls la;qDr O;atu %&

O;atu js[kk e dks eksVk djus ls la;qDr O;atu Ei] Ec] ;k 
EHk dks izdV fd;k tkrk gS tSls &

---------------------------------------------vkjEHk -------------------------------------- vkjfEHkd

------------------------------------------eqEcbZ ------------------------------------------- cEcbZ  
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शCnk{kj

-------------------------;ksX; ------------- O;fDr ---------------la[;k -------------------- xaHkhj
 
----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

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

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

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

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

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

-----------------------le; ----------------------laHko -------------------------------[;ky

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

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

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

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

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

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

lf{kIrk{kj

------------------;ksX;rk --------------- fo’ksषK ---------------------O;;u ---------------------O;;d -----------------la[;kad

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.16 से सɾंिधत िसȠांत
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--------------------Lkakf[;dh --------------------laHkkO; ---------------n`ʼO; -------------------- O;olk;&;h ‘

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

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

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

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

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

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

---------------------------------O;kolkf;d ------------------O;oLFkk ------------------- O;oLFkkid ------------------val[;

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

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

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

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

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

---------------------xaHkhjrk ---------------------laHkor-- -------------------laHkkouk ------------------lkef;d&dh

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.16 से सɾंिधत िसȠांत



74

okD;ka’k

-------------------cM+h la[;k es -------------------iz’u la[;k ---------------------iz’u ;g gS fd

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

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

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

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

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

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

--------------D;ksa fd;k x;k -------------------D;ks dgk x;k ------------------------gj laHko

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

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

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

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

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

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

--------------------------gj le; ---------------------;g laHko gS fd ---------------------------;g laHko ugha gS fd

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.16 से सɾंिधत िसȠांत
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-------------------xaHkhjrk ds  lkFk -------------------------esjk [;ky gS fd ---------------------------esjk [;ky ;g gS fd
 
-------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------

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

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

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

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

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

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

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

-------------------esjs [;ky esa ------------------------- esjh n`fʼ es ------------------esjh n`fʼ ls ------------------ val[; yskx

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

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

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.16 से सɾंिधत िसȠांत
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fuEu dks vk’kqfyfi esa fyf[k, %&

1 ----------------n;kyqrk ------------------- vO;kogkfjd  ----------------------vla[;  ----------------------------- vuq;k;h

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

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

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

2 ----------------v;ksX;  ------------------- lq;ksX; ------------------- fo’ksषKrk --------------- O;fDr -----------------------------fo’ksष

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

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

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

3 ----------------O;;dkjd ------------------ O;;u  ------------------------ vO;; ------------------------ viO;;h

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

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

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

4 ----------------[;kyh ------------------------- vYila[;d  ------------ lnL; la[;k ----------------------- iz’ula[;k

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

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

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

5- ---------------------------O;oLFkkfidk  ---------------------vO;oLFkk ------------------vO;ofLFkr --------------------- lqO;oLFkk

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.16 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.17 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

अİȶम छोटा Šक
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• अंितम छोटा Šक 
• व फ य Šक  
• Šक के साथ स वृȅ 
• सवŊनाम 
• न Šक का वाƐांशो ंमŐ Ůयोग ।

¼vfUre gqd½

vafre NksVk gqd %&

,d vafre NksVk gqd tks ljy js[kkvksa d¢ lkFk nk;sssa #[k 
¼?kM+h d¢ pyus dh fn’kk½ ls vkSj oØ js[kkvksa d¢ vUnj 
yxk;k tkrk gS] O;atu js[kk ij u] .k dk ;ksx djrk gS] 
tSls &

----------------------------------dkj.k --------------------------------------------------pj.k

--------------------------------- d.k -------------------------------------------------------xq.k

----------------------------------[kwu -----------------------------------------------------tksu

-----------------------------------[kku ------------------------------------------------------izk.k

----------------------------------rhuksa ---------------------------------------------- LFkkiu 

o@Q@;@gqd %&

,d vafre gqd tks ljy js[kkvksa d¢ lkFk ck;sa #[k ls yxk;k 
tk, o@ Og@ Q@;k ; dks izdV djrk gS] tSls&

---------------------------------------------phQ --------------------------------------- dQ

-------------------------------------------okbQ ----------------------------------------fiz;

-----------------------------------------------pko ---------------------------------------- i;ZVd

vafre gqdksa d¢ ckn ;fn Loj vk tk, rks gqd dk iz;ksx 
ughaa fd;k tk ldrk gS] D;ksafd Loj dks LFkku nsuss d¢ fy, 
O;atu js[kk dh vko’;drk gksrh gS] tSls&

--------------------------------------------Ikkuh ------------------------------------------ iwohZ 

----------------------------------------- izk.kh -----------------------------------------------xq.kh 

---------------------------------------------fxjoh -------------------------------------------gkfu

-------------------------------------------- Fkkuk ----------------------------------------- /kkj.kk 

gqd d¢ lkFk l o`Ÿk %&

¼d½ ;fn ljy js[kkvksa d¢ lkFk yxs u gqd d¢ ckn ; o`Ÿk 
vk tk, rks u gqd d¢ LFkku ij l o`Ÿk yxk fn;k tkrk gSA 
vU; n’kkvksa eas o`Ÿk vafre gqd d¢ vUnj yxk;k tkrk gS] 
tSls&

------------------------------------------- du ------------------------------------------- oa’k 

------------------------------------------- pkal------------------------------------------- ftUl

------------------------------------------- Mkal ------------------------------------------- cSywUl

¼[k½ fgUnh] mnwZ o vaxzsth d¢ ’kCnksa d¢ O;kdjf.kd Hksn Li”V 
djus dh fofHkUu Hkkषk&O;kdjf.kd fof/k;ksa d¢ vuqlkj gh 
vk’kqfyfi es *u* gqd dk Hkh iz;ksx ’kCn Hksnksa dks izdV djus 
d¢ fy, fuEu izdkj fd;k tkrk gS] tSls&

------------------------------------------- MkWDVj ----------------------------------------- MkWDVjh 

------------------------------------------- MkWDVlZ ------------------------------------------- eSacj 

------------------------------------------- eSaclZ ----------------------------------------- eSEcjksa 

------------------------------------------- uacj ------------------------------------------- uacjh

------------------------------------------- csgrj ---------------------------------------- csgrjhu
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loZuke %&

laKk ;k ukeksa dh txg iz;ksx gksus okys ’kCn loZuke dgykrs 

gSaA vr% vk’kqfyfi es budk iz;ksx ’kq) :Ik ls djus ij 

xfr ,oa ’kq)rk nksuksa vk,axhA izeq[k loZukeksa d¢ :iks esa 

vH;kl dhft, &

------------------------------------------- eS -------------------------------------------- eSaus 

------------------------------------------- esjk ------------------------------------------- eq>s

------------------------------------------- ge ------------------------------------------- geus

------------------------------------------- gekjk ------------------------------------------- gesa

------------------------------------------- rqe ------------------------------------------- rqEgkjk 

------------------------------------------- rqEgsa ------------------------------------------- rqels  

------------------------------------------- mlus ------------------------------------------- mldk

 ------------------------------------------- mUgksaus ---------------------------------------- mudk 

------------------------------------------- blus ------------------------------------------- bldk 

------------------------------------------- bles ---------------------------------------- bldks 

------------------------------------------- blh ------------------------------------------- blhfy, 

------------------------------------------- blls ----------------------------------------- bUgksaus 

------------------------------------------- budk ------------------------------------------- buls 

------------------------------------------- vkius ------------------------------------------- vkidk 

------------------------------------------- vkils -------------------------------------- vkidks 

------------------------------------------- ftlus -------------------------------------- ftldk 

------------------------------------------- ftlls ------------------------------------ ftldks 

------------------------------------------- ftUgksaus --------------------------------------- ftudk

------------------------------------------- fdlus --------------------------------------- fdldk 

------------------------------------------- fdlls ------------------------------------ fdldks

u gqd dk okD;ka’kksa esa iz;ksx &

*us*] *u*] *ugha* vkSj *fnu* d¢ fy, fuEu izdkj fd;k tkrk 

gS] tSls &

------------------------------------ eSaus Hkh ------------------------------------ eSaus dgk fd 

---------------------------------- ,d u ,d fnu ------------------------------mlus Hkh 

------------------------------- ftlus Hkh -------------------------------- mlus dgk fd 

----------------------- fiNys dqN fnuksa ls -----------------------mlus ugha dgk 

---------------------------- ge ughaa dgrs -------------------------- ,slk u gks fd 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.17 से सɾंिधत िसȠांत



79

शCnk{kj

-------------------Ikapk;r   ------------vius ---------------iqu%   ----------------dsUnzh;   --------------------dfBu&ukbZ

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

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

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

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

---------------mn~?kkVu --------------------------n`fʼdks.k -----------------vk’oklu  ----------------------------laj{k.k

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

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

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

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

-----------------Liʼhdj.k --------------ladViw.kZ --------------eqefdu --------- mRiknu ---------------lk/kkj.k

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

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

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

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

---------------------leFkZu ---------------lEesyu -------------lko/kku ------------lafo/kku --------------------izHkko

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.17 से सɾंिधत िसȠांत
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-------------------dY;k.k ------------uqdlku&nsg   --------------fo/kku-   --------------foHkktu ------------------------ukekadu

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

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

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

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

--------------------ifjorZu -----------fgUnh -------------fgalk ------------ ysfdu -----------------pquko

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

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

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

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

------------------laiknu ---------------iz;kstu&uh; ----------------egku ---------------------  fo/keku ¼ea=ky;½

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

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

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

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

------------------lwpuk -------------tukc ----------flagkoyksdu-- --------------------fuekZ.k-----------------------Lokoyacu

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.17 से सɾंिधत िसȠांत



81

laf{kIrk{kj
 
----------------oS/kkfudrk -------------laoS/kkfud -------------mRiknd --------------ukeqefdu

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

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

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

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

----------------------oS/kkfud ----------------------fu”iz;kstuh; ----------------------lko/kkuh ----------------------viukus

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

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

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

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

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

---------------------ladVkiUu ---------------------ifjorZuh; ------------------------fgalkyq ----------------------fgald

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

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

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

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

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

--------------------fuekZrk&fufeZr  ------------------------[krjukd ---------------laiknd ------------------------fuekZ=h

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.17 से सɾंिधत िसȠांत
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----------------lk/kkj.kr% ------------laikndh; -------------------izHkko’kkyh ----------------------izHkko’khy

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

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

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

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

okD;ka’k

----------------dghs u dgh ------------dqN u dqN   --------gks u gks ------------------thou Loj

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

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

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

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

------------gks ;k u gks ----------D;ksa u gks ----------gks tk, -------------------fd;k tk,

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

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

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

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

---------------fd;s tk,a ------------------dj nh tk, ---------------dj fn, tk,a -----------------------,slk ugha gksxk

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.17 से सɾंिधत िसȠांत
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---------------------ge ughas dg ldrs ----------------------;g ugh gS fd ---------------------------dqN ugha gksrk

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

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

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

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

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

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

--------------------eS le>rk gwa ---------------------------------eS ugh le>rk Fkk fd -------------------------eS ugh pkgrk Fkk fd

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

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

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

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

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

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

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

------------------eS ugh pkgrk fd ---------------------- dqN ugha gS ---------------------------fo’ofo|kky; vuqnku vk;ksx

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.17 से सɾंिधत िसȠांत
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fuEu dks vk’kqfyfi eas fyf[k, %&

1 ------------------------ekl ------------------------  ekal   ---------------------uk[kwu  ------------------------- ikloku  ------------------------ foeku

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

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

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

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

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

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

2 -------------------   v/khu ----------------------- v/khuLFk ----------------------- vk/kqfudrk --------------------- nSfud ------------------ekuuh;k

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

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

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

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

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

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

3 -------------------- fnuksa -------------------------- -izk.kh -------------------nksuksa  --------------------tksuy -----------------  lEekuh; ------------- nkuh

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

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

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

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

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

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

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.17 से सɾंिधत िसȠांत
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4 ------------------ vieku  --------------- lkekU;r% ----------------- iwfoZdrk  ------------------ iw.kZr % ---------------- iwf.kZek 

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

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

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

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

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

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

5 ------------------- dkSjoksa  -------------------i;ZVdksa  -----------------mi;ksfxrk ------------------ laiw.kZ -------------iwohZ 

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

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

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

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

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

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

6 ------------------ o.kZ  ----------------------o:.k -------------- izHkko’khyrk ---------------------- vkaxu ----------- vukdze.k 

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

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

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

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

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

----------------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------
g

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.17 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.18 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

अİȶम बड़ा Šक - शन / षण के Ůयोग, वृȅ युƅ अंितम Šक
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• अंितम बड़ा Šक शन / षण 
• अंितम Šक के बाद ˢर 
• वृȅयुƅ अंितम Šक ।

vafre cM+k gqd

vafre cM+k gqd ’ku@ष.k &

;fn vafre gqd dks cM+k djd¢ yxk;k tk, rks ;g js[kkvksa 

ij ’ku@ष.k dk ;ksx djrk gSA ;g gqd &¼d½ oØ js[kkvksa 

d¢ vUnj vkSj ljy js[kkvksa d¢ lkFk e/; esa ;k vUr esa 

yxs gqd] o`Ÿk ;k vafre Loj dh foijhr fn’kk esa yxk;k 

tkrk gS] tSls &

-------------------------------------------Hkkष.k -------------------------------------------vkHkwष.k 

-------------------------------------------vfHkHkkष.k -----------------------------------------?kषZ.k

-------------------------------------------n’kZu -------------------------------------------’kksष.k 

-------------------------------------------jk’ku -------------------------------------------iksष.k 

-------------------------------------------fe’kujh ----------------------------------------izf’k{k.k

¼[k½ fdUrq Q@-Q] Hk rFkk y O;atuksa d¢ lkFk yxus okys 

d oxZ O;atuksa ij oØrk d¢ foijhr yxrk gS rkfd js[kk;sa 

Li”V jgsa] tSls &

------------------------------------------lSysD’ku -------------------------------------------Hk{k.k 

------------------------------------------QSD’ku -----------------------------------------bysD’ku 

-------------------------------------------fÝD’ku ------------------------------------- ,syksd¢’ku

¼x½ lk/kkj.kr% V oxZ] p oxZ O;atuksa d¢ nk;ha vksj ¼fdUrq 

vafre f}Loj d¢ foifjr½ yxrk gS] tSls&

-------------------------------------------dksVs’ku ----------------------------------------,sMh’ku 

vafre gqd d¢ ckn Loj &

¼?k½ ;fn vafre gqd d¢ ckn Loj gks rks gqd dk iz;ksx ughaa 

gksrk] tSls &

-------------------------------------------n’kZu -------------------------------------------n’kZuh;

-------------------------------------------jks’ku -------------------------------------------jks’kuh

o`Ÿk;qDr vafre gqd %& 

js[kkvksa ij vafre o`Ÿk dh nwljh vksj ;fn ,d NksVk gqd 

yxk fn;k tk, rks og Lo] ’o] L;] ’;] “;] ’kh;] “kh; dks 

izdV djrk gS vkSj vaxzsth d¢ ’kCnksa esa ’ku izdV djrk gS] 

tSls &

-------------------------------------------oषhZ; -------------------------------------------fo’o

-------------------------------------------fnolh; ------------------------------------------- gkL; 

-------------------------------------------LokfeRo--------------------------------------viksft’ku 

-------------------------------------------ns’kh; -------------------------------------------vn`’;

-------------------------------------------miy{k -----------------------------------------led{k 

-------------------------------------------le{k -------------------------------------------d{k
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शCnk{kj

---------------j{k.k --------------- losZ{k.k -----------------vkj{k.k -------------------- v/;{kh;

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

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

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

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

-------------------------{k; ------------------- f’k{k.k ----------------- v/kh{k.k -------------------------jktLo

----------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

-----------------------------jgL;e; ----------------- loZLo --------------------- fujh{k.k ------------------y{k.k

------------------------------------------------------------------------------------ ----------------------------------------------------------------------------------------------------------------------------- --------------

------------------------------------------------------------------------------------------------------------ ---------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------
 
----------------------vf/kos’ku ---------------------Hkfoˈ  -------------------------bZ”;kZ ---------------------------cgqmn~ns’;kh;

--------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------

---------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.18 से सɾंिधत िसȠांत
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dk;Z & f}rh;

laf{kIrk{kj

-----------------------losZ{kd ----------------------j{kd -------------------jf{kr -----------------------v/kh{kd

----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ---------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

------------------j{kk --------------------------jgL;&iw.kZ ---------------------jgL;ksn~?kkVu --------------------fujh{kd

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ ----------------------------------------

------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------

---------------------yk{kf.kd --------------------------bZ”;kyq ------------------------HkfoˈoDrk ---------------------Hkfoˈok.kh

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.18 से सɾंिधत िसȠांत
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 ---------------------------riL;k  --------------------------------vkjf{kr -----------------------vkj{kd -------------------------deZpkjh   -------------------dk;kZUo;u

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ---------

------------------------------------------------------------------------------------------------------------------ --------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

dk;Z & r`rh;

okD;ka’k

---------------------bl mn~ns’; ds fy, ---------------------bl mn~ns’; ls -------------------mudk mn~ns’;

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------

--------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

--------------------jgu&lgu ------------------------eq[; mn~ns’; -------------------izeq[k mn~ns’; --------------------fudV Hkfo”; es

---------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.18 से सɾंिधत िसȠांत
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-----------------------okfषZd vf/kos’ku ----------------------------esjk mn~ns’; --------------------------oषkZdkyhu vf/kos’ku

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------- --

-----------------------------------------bldk /;ku j[ksa ------------------------------------/;ku eas j[krs gq,
 
------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

dk;Z & prqFkZ
fuEu dks vk’kqfyfi es fyf[k, 

1 ---------------------izdk’ku  --------------Hkkष.k   -------------------- laHkkष.k -----------------iksष.k   ----------------laj{k.k

------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -

2 ---------------------eks’ku  ------------------lqn’kZu  -------------------- n’kZuh;  ---------------izdk’kuh; ---------------izdk’;

------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.18 से सɾंिधत िसȠांत
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3 --------------------- vfHkHkkष.k ----------------d`ˁ  --------------------la’kks/ku ------------------la’kkksf/kr  ---------------laflf}
------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
4 ----------------------[kjnwष.k  ------------------vinwष.k --------------------foHkhष.k  -------------------foHkhfषdk ----------- vkj{k.k
------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

5 ----------------- lqj{k.k  ---------------- mn~nsf’;dk --------------’’kS{kf.kd  -------------- izf’k{k.k  -------------- izf’kf{kr

------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ -------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.18 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.19 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

अ̡दŊकरण 
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• अ̡दŊकरण 
• हʋे ʩंजनो ंत, ट के िलए अ̡दŊकरण
• गहरे ʩंजनो ंद ़़ड ढ ध के िलए  अ̡दŊकरण 
• दो रेखाओ ंया Šकवाली रेखा का अ̡दŊकरण 
• अ̡दŊकरण िनषेध 
• रेखाओ ंको मोटा और आधा करना 
• ɼ / ɾ / ʁ का अ̡दŊकरण ˢर लोप ।

v)Zdj.k fl)kUr

v)Zdj.k%&

vk’kqfyfi esa fo’ksष ckr ;g gS fd fdlh Hkh O;atu js[kk dks 

vk/kk djus ls mles dqN tqM+ tkrk gSa] ?kVrk ughaaA vk’kqfyfi 

esa O;atuksa dks V oxZ rFkk r oxZ O;atuksa d¢ ;ksx d¢ fy, 

vk/kk djrs gSaA v)Zdj.k fd, tkus okys O;atuks ij Loj 

igys Ik<+k tkrk gS vkSj v)Zdj.k ls izkIr O;atu ckn esa Ik<+k 

tkrk gSA

gYd¢ O;atuksa r] V d¢ fy, v)Zdj.k &

;fn fdlh gYdh js[kk ¼O;atu½ d¢ var esa gqd u gks rks ml 

vd¢yh O;atu js[kk dks V ;k r d¢ fy, vk/kk fd;k tkrk 

gS fdUrq V oxZ O;atuksa dks d¢oy V oxZ d¢ fy, rFkk r oxZ 

O;atuksa dh mlh oxZ d¢ O;atu d¢ fy, vk/kk fd;k tkrk gS] 

tSLks&

------------------------------------------- vkgV ------------------------------------------- ikr

------------------------------------------- uV ---------------------------------------------- er

------------------------------------------- fur ------------------------------------------- fu;r 

------------------------------------------- isV ----------------------------------------------- uksV

------------------------------------------- NwV -------------------------------------------- l[r

------------------------------------------- rkr ---------------------------------------------- VkV

xgjs O;aatuksa n@M@<@/k d¢ fy, v)Zdj.k &

;fn fcuk vafre gqd okys xgjs O;atuksa dks vk/kk fd;k tk, 

rks muesa n@M dk ;ksx gskrk gSA fdUrq eksVh r oxZ ;k V 

oxZ ;k js[kk,a mUgha eksVs O;atuksa d¢ fy, vk/kh dh tk ldrh 

gS] tSls &

--------------------------------------------- fxzM ------------------------------------------- czsM

--------------------------------------------- Hksn ------------------------------------------- cawn 

--------------------------------------------- MSM --------------------------------------------- nnZ

--------------------------------------------- nhn --------------------------------------------- <aw<

nks js[kkvksa ;k gqd okyh js[kk dk v)Zdj.k &

;fn fdlh O;atu js[kk d¢ vUr esa gqd gks vFkok og शCn nks 

O;atu js[kkvksa ls cus rks ,slh n’kk esa fdlh Hkh O;atu dks V 

oxZ rFkk r oxZ O;atuksa d¢ fy, vk/kk fd;k tk ldrk gS] tSls 

&

------------------------------------------- ’kCn ------------------------------------------- O;kIr 

------------------------------------------- rRo ------------------------------------------- rF; 

----------------------------------------- xanxh ------------------------------------------- nq?kZVuk

---------------------------------------- iaFk&iar ------------------------------------------- ik[kaM 

------------------------------------------- czkbV ------------------------------------------- izkbM 
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v)Zdj.k fuषs/k &

v)Zdj.k ls ;fn vk’kqfyfi izk:Ik Li”V u cusa rks iwjs 

O;atu fy[ks tk,aA lekukUrj O;atu js[kkvksa esa v)Zdj.k dk 

fu;e mUgsa i`Fkd djd¢ ykxw fd;k tkrk gS] tSls &

----------------------------------------- cksuV ------------------------------------------- izfrc)

------------------------------------------- iVuk ------------------------------------------- iRuh 

------------------------------------------- fyf[kr ------------------------------------------- feuV 

¼2½ ;fn v)Zdj.k ls izkIr gksus okys ¼V oxZ@r oxZ½ O;atuksa 

d¢ ckn Loj vk;s rks v)Zdj.k dk fu;e ykxw ughaa gksrk] 

tSls&

------------------------------------- miyC/k ------------------------------------- miyfC/k

------------------------------------------- ysVh ------------------------------------------- O;kfIr 

------------------------------------------- n.Mh  ------------------------------------------- ikVhZ 

js[kkvksa dks eksVk vkSj vk/kk djuk &

e] u rFkk v/kkseq[kh y] j O;atu js[kkvksa dks xgjh /ofu n] 

M d¢ fy, eksVk djd¢ vk/kk fd;k tkrk gS] tSls &

------------------------------------------- QhYM ------------------------------------------- eSMe 

------------------------------------------- uhan ------------------------------------------- fjVk;MZ 

------------------------------------------- ewM ------------------------------------------- e/;ek

Ei@Ec@EHk dk v)Zdj.k &

Ei] EHk rFkk Ec dks vafre gqd yxk gksus ij gh xgjs O;atukas 

d¢ fy, vk/kk fd;k tk ldrk gS] tSls &

--------------------------lEcU/k ------------------lEcfU/kr ----------------rRlacaf/kr 

--------------------------------baikmaM fdUrq ------------ pEir --------------dfEir 

--------------------------- yafcr

¼2½ la;qDr O;atu j~; rFkk Y; dks vk/kk ugha fd;k tk ldrk 

gSA

¼3½ izFke vkSj f}rh; LFkku d¢ vk/ks O;atu vius LFkku ij 

fy[ks tkrs gSa fdUrq r`rh; LFkku dh vk/kh js[kk,a ykbu ij 

gh fy[kh tkrh gaS] tSls &

------------------------------------------- ysV ------------------------------------------- xkbM

------------------------------------------- ysVuk ------------------------------------------- fdruk 

------------------------------------------- ywVuk ------------------------------------------- ftruh 

------------------------------------------- fuR; ------------------------------------------- Lohd`r 

-------------------------------------- fgrdj ------------------------------------------- ve`r

Loj yksi &

v)Zdj.k fu;e ykxw djus esa dqN Lojksa dks izdV djuk 

laHko ugha gksrk] vr% Li”V js[kk,a izkIr djus d¢ fy, r`rh; 

LFkku d¢ Lojksa dk yksi fd;k tk ldrk gS] tSls &

------------------------------------------- Ukrhtk ------------------------------------------ Hkrhtk 

------------------------------------------- lUrqʼ --------------------------------------- lUrksष 

------------------------------------------- ladqfpr --------------------------------------- lUns’kk 

------------------------------------------- lUrqfʼ --------------------------------- ifjʺृr

¼2½ fdUrq okD;ka’kksa esa ;fn fØ;kvksa d¢ ckn lgk;d fØ;k;sa 

tSls gSa] gSa] Fkk] Fks] Fkh vkfn vk tk;s rks fØ;kvksa dks Liʼ 

djus d¢ fy, O;atu dks vk/kk fd;k tk ldrk gS vkSj var 

esa Loj yxk;k tkrk gS] tSls &

----------------------------------------- Tkkrs ----------------------------------------- tkrs Fks 

---------------------------------------- pkgrs ---------------------------------------- pkgrs gSa 

----------------------------- ysuk pkgrk gwa ------------------------- ysuk pkgrk gS

--------------------------- os pkgrs gSa fd ----------------------- ge pkgrs gS fd 

--------------------------- pkgrk Fkk ---------------------------- vki pkgrs Fks fd

------------------------------------------------------------------------  ughaa djuk pkgrs gSa 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.19 से सɾंिधत िसȠांत
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शCnk{kj

-----------------------------drZO; -----------------vR;ar -----------------vfrfjDr -------------------vankt -----------------------fgUnw

------------------------------------------------------------------------------------------------------------------------------------------------------------ ---------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ ---------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ ---------------------

------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

--------------------lUnsg ------------------e/; ---------------------lajf{kr --------------------’kk;n ----------------------f’kf{kr

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -------------

----------------izR;{k -----------izns’k --------------------lfEefyr ---------------ckr -------------cgqr

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------ ---------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ ---------------------------------

---------------------vFkZ ¼ vFkkZr~½ -----------------------v)Z -------------------mM+n ----------------------fojks/k

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.19 से सɾंिधत िसȠांत
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-------------------fojks/k ¼fo:}½   ------------------gkFk ----------------------gR;k ---------------iz;Ru ------------------izfr
 
----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------ --------------------------------------------------------------------------------------

----------------ijUrq -------------------cksMZ -------------------t:jr ------------Hkkjr ---------------HkkjroषZ

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

---------------------fopkfjr -------------------lEcU/k&/kh ------------------laokn&nkrk --------------fpUrk&fpafrr&d  ---------------xr

--------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

------------------var -----------------dzkfUr -------------turk ------------------vkSfpR; ---------------iafMr

--------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.19 से सɾंिधत िसȠांत
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-----------------fuank --------------egRo ---------------egRoiw.kZ -------fdUrq ----------------Qk;nk

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ --------------

------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------
 
------------------lIrkg   --------------------e`R;q -----------------/ka/kk ----------xyr ---------------HkkSfrd   HkfDr & fr

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ---------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ---------

------------------------------------------------------------------------------------------------------------------ --------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------

dk;Z & f}rh;

laf{kIrk{kj

----------------izknsf’kd -----------------lkIrkfgd ----------------fgUnqRo ----------------------gFkdaMs

---------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------

----------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

-----------------------gR;kdkaM -----------------iafMrkbZ ----------------lansgkLin -------------- ijUrqd

--------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.19 से सɾंिधत िसȠांत
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----------------e/;ek --------------ek/;e --------------------ek/;fed ---------------------fgrfpard

------------------------------------------------------------------------------------------------------------------------------------ --------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------ --------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ --------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------------------------------

--------------------fgUnqLrku&uh ------------------m/oZxkeh -----------------izrhd ---------------------lIrkgkUr
 
----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------

---------------------dzkafrdkjh ---------------------izLrkfor ----------------------HkkSfrdokn ------------------izR;sd

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------

--------------------------iquxZfBr ---------------------fujFkZd ------------------------rhFkZLFky -----------------v)Zdj.k

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------- ---

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.19 से सɾंिधत िसȠांत
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------------------------/kU;okn ---------------izfrfuf/k ------------------fuanuh; -------------------- fpUrk&rd

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------

dk;Z & r`rh;
okD;ka’k

--------------------------laoknnkrk laesyu ----------------------------bl lEcU/k esa --------------------ml lEcU/k es

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------
 
----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------- 

----------------------mlh lEcU/k esa -----------------ckr ;g gS fd ----------------------vkt rd

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------- 

-------------------ml ds lEcU/k esa --------------------bl ds laca/k esa -----------------------izR;{k :Ik ls

----------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.19 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.20 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

िȪगुणन
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• िȪगुणन िसȠाȶ
• िȪगुणन िनषेध 
• िȪगुणन वाली रेखाओ ंके ̾थान 
• वाƐांशो ंमŐ िȪगुणन िसȠाȶ का Ůयोग ।

f)xq.ku fl)kUr

vki i<+ pqd¢ gSa fd O;atu js[kvkssa dks vk/kk fd;k tkrk gS 
rks muesa dqN O;atuksa dk ;ksx gksrk gSA blh izdkj O;atu 
js[kkvksa dks nqxquk djus ls Hkh muesa dqN O;atukas ¼dj@rj@
Vj@ Mj@nj@dkj@rkj@nkj½ dk ;ksx gksrk gSA f}xq.ku 
ls izkIr O;atu Lojksa d¢ ckn i<+s tkrs gSaA bld¢ fu;e fuEu 
gSa &

¼d½ ljy js[kkvksa dks rHkh nqxquk fd;k tkrk gS] tc mud¢ 
igys dksbZ O;atu js[kk@o`Ÿk@gqd gks ;k mu ij vUr esa 
gqd yxk gks] tSls & 

---------------------------------------------- lqiq= ------------------------------------------ dqik= 

------------------------------------------- lfp= -------------------------------------------- pfj= 

------------------------------------------ le>nkj --------------------------------- lkgqdkj   

----------------------------------------- dykdkj ------------------------------------- lkspdj 

¼[k½ oØ js[kkvksa dks fcuk mi;qZDr ’krksZa d¢ gh dj] dkj] rj] 
rkj] Vj] Mj] Mkj] nj] nkj d¢ fy, nqxquk fd;k tk ldrk 
gS] tSls & 

--------------------------------------- vf/kdkj --------------------------------------- oQknkj 

--------------------------------------- eksVj --------------------------------------- fnudj

--------------------------------------- vkarfjd -------------------------------------- f/kDdkj 

------------------------------------------ fe= -------------------------------------------- nfjnz

¼x½ fcuk vafre gqd d¢ y O;atu dks nqxquk djus ls  
mlesa dj] dkj ;k Vj dk ;ksx gksrk gS] tSls &

--------------------------------------- okWYVj --------------------------------------- fQYVj 

--------------------------------------- cqykdj ----------------------------------------- yhVj

---------------------------------------- ysdj ------------------------------------------- ykWdj

--------------------------------------- lykgdkj ----------------------------------- f[kykdj 

--------------------------------------- fiykdj --------------------------------------- pykdj 

¼?k½ Ei] Ec] rFkk EHk dks nqxquk djus ls muesa j dk ;ksx 
gksrk gS] tSls & 

--------------------------------------- lEidZ --------------------------------------- vkMacj 

--------------------------------------- ihrkacj --------------------------------------- fnxEcj 

¼M-½ ¼vax M-½ dks nqxquk djus ls muesa d¢oy dj@dkj@;k 
xj@xkj dk ;ksx gksrk gS] tSls &

--------------------------------------- laxzg.k --------------------------------------- Hk;adj

--------------------------------------- Hk;adjrk --------------------------------------- gqadkj 

--------------------------------------- Jaxkj --------------------------------------- ’kadj

--------------------------------------- fujadkj --------------------------------------- yaxwj

--------------------------------------- vaxzsth --------------------------------------- vadqfjr

f}xq.ku fuषs/k &

¼d½ ;fn nqxquk djus ls izkIr gksus okyh js[kkvksa vFkkZr vafre 
j d¢ ckn dkssbZ Loj vk, rks nqxquk djus dk fu;e ykxw ughaa 
gksrk] tSls &
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------------------------------------- bZekunkj --------------------------------------- nLrdkjh 

--------------------------------------- leqnzh --------------------------------------- tehankjh 

--------------------------------------- ladjh --------------------------------------- fujadkjh 

-------------------------------------- ceckjh --------------------------------------- oQknkj 

¼[k½ d oxZ O;atuksa d¢ iwoZ Q] Hk] y ;k d oxZ O;atu feyus 

ij vleku yEckbZ d¢ dkj.k Hkh f}xq.ku ughaa fd;k tk 

ldrk gS] tSls &

-------------------------------------- Ykxkrkj --------------------------------------- dySDVj 

-------------------------------------- QSDVj --------------------------------------- ys[kkdkj 

¼x½ g] j] o] ; ¼m/oZ-½ O;atu fcuk vafre gqd d¢ nqxqus ughaa 

fd;s tkrs fdarq M+] <+ fd, tk ldrs gSa] tSls &

--------------------------------------- nkosnkj --------------------------------------- nhokj

--------------------------------------- vorkj --------------------------------------- izgjh

--------------------------------------- cgkdj --------------------------------------- c<+kdj 

--------------------------------------- p<+kdj --------------------------------------- ifjokj 

f}xq.ku okyh js[kkvkssa d¢ LFkku &

v/kkseq[kh f}xq.ku js[kkvksa dks dkVrs gq, lery js[kkvksa 

dks ykbu d¢ Åij ;k ykbu ij rFkk m/oZeq[kh f}xq.ku 

js[kkvksa dks izFke LFkku] f}rh; ;k r`rh; LFkku ij fy[kk 

tkrk gSA tSls &

-------------------------------------- vkeaf=r --------------------------------------- vkea=.k 

--------------------------------------- fe= --------------------------------------- fnudj

okD;ka’kksa esa f}xq.ku fl)kUr dk iz;ksx &

¼d½ okD;ka’kksa esa f}xq.ku dk iz;ksx rjg] rkSj ;k ij d¢ fy, 

fd;k tk ldrk gS] tSls & 

------------------------------ vke rkSj ij ------------------------------ fuft rkSj ij

------------------------------ Bhd rjg ls ------------------------------- [kqys rkSj ls

¼[k½ jgk] jgs] jgh] rFkk ij dks js[kkvksa d¢ vfrfjDr lery 

O;atuksa dks nqxquk djd¢ Hkh izdV fd;k tk ldrk gS] tSls 

----------------------------------- dj jgs gSa ----------------------------------- dj jgk gS 

------------- --------------------- ej jgk gS ----------------------------------- fey jgs gSa

¼x½ fdUrq v/kkseq[kh ;k m/oZeq[kh O;atu js[kkvksa dks jgk] 

jgh d¢ fy, nqxquk ughaa fd;k tk ldrk] D;ksafd bud¢ 

lkFk ’kCnk{kj jgk] jgs] jgh dks vklkuh ls tksM+k tk 

ldrk gS] tSls &

----------------------------------- tk jgs gSa ----------------------------------- i<+ jgh gw¡

----------------------------------- lks jgs gSa ----------------------------------- jg jgs gSa 

----------------------------------- igaqp jgs gSa ----------------------------------- Mj jgs gS

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.20 से सɾंिधत िसȠांत
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‘’kCnk{kj

------------------Lora=&rk ---------------------fo’ksषdj ---------------------ljdkj -------------------ljdkjhdj.k

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------
 
-------------------dsUnzh;dj.k -----------------laLdj.k --------------------vf/kdkjh -------------------vf/kdj.k

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------vkf[kjdkj -----------------------dykdkj ----------------uksSdjh --------------------nfjnzrk&nfjnzh

---------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

---------------------------fp= -----------------uxj&ukxjh ----------------------forj.k&¼fooj.k½ -----------------------okrkoj.k

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- --------

-------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.20 से सɾंिधत िसȠांत
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---------------------lgdkjh ---------------------lgdkjhdj.k -----------------i=&iaf=r ¼iq=½ -----------------------Nk=

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------

--------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

-----------------------’k=q&¼f’k[kj½ ---------------------ea=&eafnj ---------------------fodsUnzhdj.k -----------------tkudkjh

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------

---------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------
 
--------------------fu;a=.k --------------------LFkkukarj ------------------LFkkukarj.k&.kh; -------------------lkfgR;dkj

------------------------------------------------------------------------------------------------------------------------------------------------------------ --------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ --------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ --------------------

------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.20 से सɾंिधत िसȠांत
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dk;Z & f}rh;

laf{kIrk{kj

--------------LFkkukarfjr -------------ukxfjd --------------ukxfjdrk ---------------------jkti=&if=r

----------------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------ --------------------------------------------------------------------------------------------------------------------------

--------------------------lgdkfjrk ---------------fu;a=d ------------------ekr`Hkkषk ---------------------vjktif=r

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------

dk;Z & r`rh;

okD;ka’k

---------------------Lora=rk&laxzke -------------------------Lora=rk&lsukuh ---------------------------lekpkji=

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------
 
------------------------------------------------------------------------------------------------------------------------------------------------ --------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------ --------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.20 से सɾंिधत िसȠांत
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-----------------------f’k[kj lEesyu ---------------------ds vk/kkj ij ----------------------ds rkSj ij

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------

----------------bl volj ij ----------------------i=dkj lEesyu --------------------------le;&le; ij

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------

----------------------bl ckr ij ----------------------ekewyh rkSj ij ---------------------------bl vk/kkj ij

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------

------------------blls c<dj ----------------------tkudkj lw= --------------------m/ks’; ek=

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.20 से सɾंिधत िसȠांत
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-----------------------ljdkjh rkSj ij -------------------------urhts ds rksSj ij --------------------urhts ds vk/kkj ij

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------
 
----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------ ---------------------------------------------------------------------------------

----------------------------------futh rkSj ij ---------------futh vk/kkj ij ---------------------------lksp&le>dj

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

-----------------blds LFkku ij ------------------------------blh LFkku ij -------------------mlds LFkku ij

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------ftl LFkku ij ----------------------------lksp&fopkj dj -------------------lksp&fopkj dj ds

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.20 से सɾंिधत िसȠांत
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----------------------mPp Lrj ij -------------------------eaf= Lrj ij bl -----------------------bl LFkku ij

--------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------- ---------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------- ---------------

dk;Z & prqFkZ
 
fuEu dks vk’kqfyfi esa fyf[k, %&     

1 ----------------------dsUnz~  -------------------cUnj ------------------ canfj;k ---------------------ljdkjhdj.k ------------------dsUnz~h;dj.k
----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------- ---------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------- ---------------

2 -------------------- dsfUnz~r -----------------fodsUnz~.k -------------------- fodsfUnz~r  -------------------pUnz~  ------------- tkudkj
----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------- ---------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.20 से सɾंिधत िसȠांत
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3 ---------------- bUnz~  ------------- ifjdzek  ----------------------- fdz;kdeZ -----------------------ukSdj  -----------------fQdz

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

4 --------------------fxjrkj  ---------------------feydj  ------------------ feykdj ---------------------- Lora=rk -------------------Q[kz

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------- ---------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

5- ------------------ dqyd.khZ  ------------------tksMdj  -----------------------rksMdj --------------------- ejksMdj ---------------ftysnkj

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------- ---------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

6- -------------------ifjdze.k  -------------------Vz~SDVj  ---------------------------nkSMdj  -------------------nfjnz~ ----------------------ljdkj

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------- ---------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.20 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.21 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

उपसगŊ - पįरभाषा, िवपरीताथŊक उपसगŊ “अ”, Ůितिनधी रेखाएँ  
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• उपसगŊ 
• िवपरीताथŊक उपसŊग अ 

• उपसगŘ की Ůितिनधी रेखाएँ ।

 
milxZ %&

¼d½ ,sls ’kCn ;k v{kj tks nwljs ’kCn d¢ iwoZ yxus ls mld¢ 

vFkZ esa ifjorZu dj nsrs gS milxZ dgykrs gSaA fgUnh esa 

vusdksa ’kCn ;k v{kj milxksZa d¢ :Ik esa iz;ksx fd, tkrs gSa 

ftUgsa Loj d¢ vuqlkj fu/kkZfjr LFkkuksa ij fy[kdj izdV 

fd;k tkrk gS] tSls &

----------------------------------------- vidkj --------------------------------------- midkj 

----------------------------------------- vieku ----------------------------------------- migkl

----------------------------------------- izk:Ik ----------------------------------------- izfrdkj 

foijhrkFkZd milxZ ÞvÞ&

v dk Loj d¢ :Ik esa iz;ksx vki i<+ pqd¢ gSa] tSls& vxj] 

vDy fdUrq milxZ d¢ :Ik esa igys vkus ij ;g ’kCn dk 

vFkZ foijhr dj nsrk gSA bldks u yxkus ij vFkZ dk vuFkZ 

gks tkrk gSA vr% vk’kqfyfi esa tgk¡ Hkh laHko gks bld¢ Loj 

fpUg dks tksM+dj ’kCnksa] ’kCnk{kjksa ;k laf{kIrk{kjksa d¢ foi-

jhrkFkZd ’kCn izdV fd, tkus pkfg,A tgk¡ tksM+uk laHko u 

gks ogka bldk iz;ksx vyx ls fd;k tkuk pkfg,] tSls &

----------------------------------------- izR;{k ----------------------------------------- vizR;{k 

----------------------------------------- v;ksX; ----------------------------------------- vKku 

----------------------------------------- vfu.kZ; ----------------------------------------- viwoZ

¼x½ ̂ v^ milxZ dks Loj d¢ :Ik esa iz;ksx djus ij vk’kqfyfi 

esa cgqr ls O;atuksa d¢ :Ik cny tkrs gSa ftudk mYys[k 

lacaf/kr v/;k;ksa esa fd;k tk pqdk gSA bud¢ iqujkoyksdu 

d¢ fy, fuEukafdr O;atuksa d¢ iwoZ Loj d¢ fu;e ,oa :Ik 

nsf[k,A

¼1½ ------------------------------------ jk”Vª ------------------------------------ vjk”Vª 

------------------------------------ jktif=r ------------------------------------ vjktif=r

¼2½ -------------------------------- fgr ------------------------------------------ vfgr 

¼3½ ------------------------------------ fyf[kr -------------------------------- vfyf[kr

¼4½ -------------------------------- fodflr -------------------------------- vfodflr 

------------------------------------ fojy ----------------------------------------- vfojy

¼5½ -------------------------------- ’kq) ------------------------------------------ v’kq) 

------------------------------------ ’kqHk ---------------------------------------------- v’kqHk

¼6½ -------------------------------- le; -------------------------------------- vle;

------------------------------------ lko/kku -------------------------------- vlko/kku

milxksZa dh izfrfuf/k js[kk,a %&

vk’kqfyfi esa ’kq) vkSj xfrys[ku d¢ fy, fu/kkZfjr js[kk,a 

mud¢ vkxs fn, ’kCnksa dks izdV djrh gSaA ;s mPpfjr Loj 

d¢ vuqlkj vius LFkku ij fy[kh tkrh gSaA

1- ^r* js[kk ls *vkRe^ izdV gksrk gS] tSls&

---------------------------------------- vkRegR;k ----------------------------------- vkRefgr

--------------------------------------- vkRefuHkZj --------------------------------- vkReKku

2- *x^ vk/ks ls *xfr^ ;k ^xr^ izdV gksrk gS] tSls &

----------------------------------------- Xkfrfof/k ----------------------------------------- 
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---------------------------------------- xfr’kkyh -------------------------------------- xfreku

3- *Tk* ls tu izdV gksrk gS] tSls &

----------------------------- tu&dY;k.k ---------------------------------tu&lk/kkj.k 

-------------------------------- tu&’kfDr ------------------------------------- tu&thou

4-*Uk* ls izFke LFkku ij uo vkSj f}rh; LFkku ij *fu%* izdV 

gksrk gS] tSls &

-------------------------------- Uko&fuokZfpr ------------------------------ uo&fuekZ.k

-------------------------------- uothou -------------------------------- uo&dY;k.k

5- ^iz* ls ^iz/kku* izdV gksrk gS] tSls & 

-------------------------------- iz/kkuk/;kid ------------------------------- iz/kku&lfpo

5- c ls cgq ;k cfg izdV gksrk gS] tSls & 

------------------------------------ cgqlaa[;d ----------------------------------- cgqewY;

------------------------------------ cgqer -------------------------------------- cgq:fi;k

7- e ls izFke LFkku ij egk izdV gksrk gS] tSls & 

----------------------------------- egklfpo ---------------------------------- egkHkkjr

8- ; ls ;Fkk izdV gksrk gS] tSls & 

----------------------------------- ;FkklaHko ---------------------------------- ;Fkkle; 

----------------------------------- ;FkkLFkku ---------------------------------- ;Fkksfpr 

----------------------------------- ;FkkfLFkfr ---------------------------------- ;Fkklk/;

9- j ls izFke LFkku ij jkt izdV gksrk gS] tSls & 

-------------------------------------- jktusrk -------------------------------------- jktnzksg 

-------------------------------------- jktnwr -------------------------------------- jktHkkषk 

-------------------------------------- jktuhfr ---------------------------------- jktuf;d 

-------------------------------------- jkti= -------------------------------------- jktra=

10- jl ls jk”Vª izdV gksrk gSA tSls & 

-------------------------------------- jk”Vªusrk ------------------------------------ jk”Vªnz~ksg 

-------------------------------------- jk”Vªnwr ------------------------------------ jk”VªHkkषk

11- lj ls loZ izdV gksrk gS] tSls & 

----------------------------------- loZJs”B ----------------------------------- loZlk/kkj.k 

-------------------------------------- loZlEer -------------------------------------- loZK

-------------------------------------- loksZre -------------------------------------- loksZn;

12- gl ls gLr izdV gksrk gS] tSls & 

-------------------------------------- gLr&f’kYi ------------------------------------- gLrxr 

-------------------------------------- gLrjs[kk ------------------------------------ gLrdkS’ky

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.21 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.22 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

Ůȑय
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• Ůȑय  
• (शɨ) उपसगŊ + Ůȑय दोनो ंमŐ Ůयोग िकए जाते हœ 
• Ůȑयो ंसंबंिधत ʩंजन रेखाएं ।

izR;;

tks ’kCn ;k v{kj fdlh ’kCn d¢ var esa feydj mld¢ vFkZ 
esa ifjorZu dj nsrs gaS] izR;; dgykrs gSaA bUgsa tksM+@dkVdj 
;k vyx djd¢ fy[krs gaSA

milxZ o izR;; nksuks :iksa esa iz;ksx &

cgqr ls ’kCn ,sls gSa tks milxZ o izR;; nksuksa :iksa esa iz;ksx 
fd, tkrs gaS fdUrq mudk :Ik ogh jgrk gSA tSls &

------------------------------------- ijEijkxr --------------------------------------- Hkkषkxr 

------------------------------------- ns’kHkfDr ---------------------------------------- foxr

izR;; ’kCnksa dks izdV djus d¢ fy, gS fuEukafdr O;atu 
js[kk,a gSaA vr% &

1- ’k O;atu js[kk ls Þdka{kk&dka{khÞ izdV gksrk gS] tSls %&

------------------------------------- mRrjkdka{kh --------------------------------- fgrkdka{kh

2- j O;atu js[kk ls ÞdkjhÞ izdV gksrk gSA tSls %&

------------------------------------- ØkfUrdkjh ------------------------- dY;k.kdkjh 

------------------------------------- fouk’kdkjh

3- [k dks vk/kk fy[kus ls Þfyf[krÞ izdV gksrk gS] tSls %&

------------------------------------- gLrfyf[kr ----------------------------- fuEufyf[kr 

4- d vk/ks ls ÞvafdrÞ izdV gksrk gS] tSls &

----------------------------------- fuEukafdr ----------------------------------- i`ʿांfdr 

------------------------------------- ukekafdr ------------------------------------- js[kkafdr

5- du~ ls ÞvaduÞ izdV gksrk gS] tSls &

------------------------------------- i`ʿkadu ------------------------------------- js[kkdau

------------------------------------- fp=kadu ------------------------------------- ewY;kadu

6- n O;atu ls dkVus ij Þnk;dÞ rFkk tksM+us ij Þnk;hÞ 
izdV gksrk gS] tSls &

-------------------------------- vkuUnnk;d ------------------------------------ nq[knk;d 

------------------------------------- izsj.kknk;h ------------------------------------- Qynk;h 

7- y O;atu ls Þvky;ÞrFkk ÞeaMyÞ izdV gksrk gS] tSls &

------------------------------------- dk;kZy; ------------------------------------- iqLrdky; 

------------------------------------- okpuky; ------------------------------------- ’kkSpky; 

----------------------------- jk Ō̓eaMy --------------------------------- izfrfuf/k eaMy 

------------------------------------- ea=heaMy ------------------------------------- lkSjeaMy

8- t O;atu ls ÞtudÞ izdV gksrk gS] tSls &

----------------------------------- lEekutud ------------------------------vkifRrtud 

------------------------------------- [ksntud

9- j vk/ks ls ÞvFkZ&vFkhZÞ izdV gksrk gS] tSls &

------------------------------------- iz;kstukFkZ ---------------------------------- dY;k.kkFkZ 

------------------------------------- ykHkkFkZ@FkhZ ----------------------------------- ijh{kkFkhZ

-------------------------------- mnkgj.kkFkhZ ---------------------------------- izf’k{k.kkFkhZ
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10- iu ls Þiw.kZÞ izdV gksrk gS] tSls &

------------------------------------- ’kkfUriw.kZ ------------------------------------- nksषiw.kZ 

--------------------------------- vKkuiw.kZ ---------------------------------- fo’okliw.kZ 

------------------------------------- ladVkiUUk ------------------------------------ viukiu

11- io ls ÞiwoZdÞ izdV gksrk gS] tSls &

------------------------------------- fo’okliwoZd ----------------------------------- izseiwoZd 

----------------------------------- xEHkhjrkiwoZd ------------------------------ ’kkfUriwoZd

12- c O;atu js[kk ls Þckt&ckthÞ izdV gksrk gS] tSls &

------------------------------------ cYysckt¼th½ ------------------------------- /kks[ksckth 

------------------------------------ vkfr’kckth ------------------------------------- gokckt

13- e O;atu ls ÞvkRek&vkRedÞ rFkk ÞHkwfeÞ izdV gksrk gS] 

tSls &

------------------------------------- /kekZRek ------------------------------------- jpukRed 

------------------------------------- ,dkRedrk ------------------------------------- ekr`Hkwfe 

14- u O;atu js[kk ls ÞghuÞ rFkk u gqd ls Þx.kÞ izdV 

gksrk gS] tSsls &

------------------------------------- cqf)ghu ------------------------------------- deZghu

------------------------------------- vFkZghu ------------------------------------- Hkwfeghu 

------------------------------- izfrfuf/kx.k ------------------------------------- fo|kFkhZx.k 

------------------------------ Nk=x.k

15- /k’k ls Þ/kh’kÞ izdV gksrk gS] tSls &

---------------------------------- ftyk/kh’k ----------------------------------- ihBk/kh’k

----------------------------- U;k;k/kh’k -------------------------------- [kaMeaMyk/kh’k 

---------------------------------- ftyk/;{k ---------------------------------- dksषk/;{k

16- Ik vk/ks ls ÞifrÞ izdV gksrk gS] tSls&

------------------------------------- jk Ō̓ifr --------------------------------- U;k;kf/kifr 

------------------------------------- lHkkifr

17- cUn ¼vk/ks½ ls ÞcU/kq&cUnh&cUnÞ izdV gksrk gS] tSls

------------------------------------- HkkbZcUnh ------------------------------------- ulcUnh 

------------------------------------- jkʼcU/kq ------------------------------------- ukd¢cUnh

18- t vk/ks ls Þtkfr&tkrÞ izdV gksrk gS] tSls &

------------------------------ mitkfr --------------------------------- vuqlwfpr &tkfr

19- o ls ÞRoÞ izdV gksrk gS] tSls &

------------------------------------- Hkzkr`Ro ------------------------------------- usr`Ro

------------------------------------- ekr`Ro

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.22 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.1.23 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)

ʩंजन रेखाओ ंपर काट
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• ʩंजन रेखाओ ंपर काट का अथŊ
• महȇपूणŊ ʩंजन रेखाओ ंका नाम एवं उनके काट का अथŊ  

• संƥाएं एवं मुūाएँ अथŊ एवं उपयोग ।

inuke okD;ka’k & O;atu js[kkvksa ij dkV &

inuke % fgUnh vk’kqfyfi esa in] uke vkfn ’kCnksa dks izdV 
djus d¢ fy, ewy ’kCnksa dh O;atu js[kk dks nwljh O;atu 
js[kk ls dkVdj ;k lqfo/kkuqlkj vyx fy[kdj izdV fd;k 
tkrk gSA tgka ij dkVuk laHko u gks ogka vxyh js[kk dks 
vyx djd¢ fy[kk tkrk gSA vkius igys Hkh O;aatu js[kkvkssa 
dks dkVdj ’kCnk{kj] fØ;k&/kkrqvksa ,oa laf{kIrk{kjksa dks izdV 
djus dh fof/k lh[k yh gSA blh izdkj ls milxZ ;k izR;;ksa 
ls cuus okys ’kCnksa dks Hkh tgka vko’;d gks O;atu js[kkvksa 
dks dkVdj ;k vyx fy[kdj izdV fd;k tkrk gSA bl 
v/;k; esa O;atu js[kkvksa dks dkVus ij inuke okD;ka’kksa dk 
fuekZ.k djus dh fof/k crkbZ xbZ gSaA vr% okD;ka’kksa vkSj 
milxZ&izR;; ’kCnksa esa vUrj Li”V le> ysuk pkfg,A 
bueas ls dqN ’kCnk{kjksa ls Hkh okD;ka’k curs gSa] tSls&

1-e O;atu js[kk ls Þea=hÞ vkSj Þegksn;Þ izdV fd;k tkrk 
gS] tSls & 

------------------------------------- forea=h ----------------------------------- ea=h egksn;

------------------------------------- iz/kkuea=h

2- eu ¼’kCnk{kj½ O;atu js[kk ls ÞeU=ky;Þ izdV fd;k tkrk 
gS] tSls & 

-------------------------------- for ea=ky; --------------------------- flapkbZ ea=ky;

3- x O;atu js[kk ls ÞxoZues.VÞ vkSj Þvk;ksxÞ izdV fd;k 
tkrk gS] tSls & 

----------------------------- ;kstuk vk;ksx ------------------------- lssaVªy xouZes.V

4- c O;atu ls ÞcSadÞ izdV fd;k tkrk gS] tSls & 

------------------------------------- LVsV cSad --------------------------------- fjtoZ cSad

5- M O;atu ls ÞfMikVZes.VÞ izdV fd;k tkrk gS] tSls & 

--------------------------- yscj fMikVZes.V --------------------- yhxy fMikVZes.V

6- i ls ÞikVhZÞ rFkk Þi)frÞ izdV fd;k tkrk gS] tSls & 

--------------------------- turk ikVhZ --------------------------------- ’kklu i)fr

--------------------------- dkaxzsl ikVhZ --------------------------- iksfyfVdy ikVhZ

7- ij ls Þiz.kkyhÞ izdV fd;k tkrk gS] tSls & 

-------------------------------- la;qDr iz.kkyh ----------------------------- dk;Z iz.kkyh

8- iu ls ÞiapÞ ;k Þiapk;rÞ izdV fd;k tkrk gS] tSls &

----------------------------------- xzke iapk;r ------------------------------------ ljiap 

---------------------------------- ftyk iapk;r

9- j ls Þifjषn~Þ izdV fd;k tkrk gS] tSls & 

------------------------------ efgyk ifjषn~ ---------------------------  fodkl ifjषn~ 

------------------------------ f’k{kk ifjषn~
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10- Hk ¼’kCnk{kj½ ls ÞfoHkkxÞ izdV fd;k tkrk gS] tSls & 

----------------------------- lqj{kk foHkkx ----------------------------- [kku foHkkx

----------------------------- ty foHkkx

11- u ls Þ uhfr Þ ;k Þ fuxe Þ izdV fd;k tkrk gS] tSls & 

------------------------------------ izf’k{k.k uhfr ----------------------------- jktuhfr 

------------------------------------ uxj fuxe ----------------------------- chek fuxe

------------------------------------- dwVuhfr ------------------------------------ j{kk uhfr

la[;k,a ,oa eqnzk,a %&

vk’kqfyfi esa NksVh la[;kvksa dks izdV djus d¢ fy, lkekU;r% 

vadksa dk iz;ksx fd;k tkrk gSA ysfdu cM+h la[;kvksa@vadkas 

dks O;atu js[kkvksa ls izdV fd;k tkrk gSA ,slh izfrfuf/k 

js[kkvksa dk iz;ksx vadkas d¢ ckn gh fd;k tkrk gS vkSj mu ij 

eqnzk dks izdV djus okyh la[;k,a Hkh tksM+h tkrh gSA tSls &

1- l O;atu ls ÞlkSÞ izdV fd;k tkrk gS] tSls& 

--------------------------- ikap lkS :i, --------------------------- vkB lkS :i, 

--------------------------- rsjg lkS :Ik;s --------------------------- nl :Ik;s

2- u ls ÞxqukÞ izdV fd;k tkrk gS] tSls & 

--------------------------------------- ukS xquk ----------------------------------- nl xquk 

--------------------------------------- Ng xquk ----------------------------------- ikap xquk

3- g ls ÞgtkjÞ izdV fd;k tkrk gS] tSls & 

------------------------------------ rhu gtkj -------------------------------- ikap gtkj 

------------------------------ nl gtkj :Ik;s ----------------------------- vkB gtkj

4- y ls Þyk[kÞ izdV fd;k tkrk gS] tSls & 

------------------------------------- nl yk[k ------------------------------- chl yk[k 

------------------------------------- ikap yk[k -------------------------------- ukS yk[k

5- dj ls ÞdjksM+Þ izdV fd;k tkrk gS] tSls & 

------------------------------------- nks djksM+ ---------------------------------- ckjg djksM+ 

------------------------------------- Ng djksM+ :Ik;s

6- j ls ÞvjcÞ izdV fd;k tkrk gS] tSls & 

------------------------------------- ik¡p vjc ------------------------------------- nks vjc

------------------------------------- rhu vjc yksx

7- d ls Þvf/kdÞ izdV fd;k tkrk gS] tSls & 

-------------------------- ikap ls vf/kd ----------------------------- vkB ls vf/kd 

-------------------------- nksuksa ls vf/kd --------------------------- lkS ls vf/kd

--------------------- pkj yk[k ls vf/kd ------------------------ ,d ls vf/kd

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.23 से सɾंिधत िसȠांत
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dEI;wVj dk vFkZ 

dEI;wVj ;k lax.kd ,slk fo|qr ;a= gS tks MkVk@MsVk ;k 
vkadM+s ysrk gS vkSj mldk izkslsl ;k fo’ysष.k djds ifj.
kke nsrk gS] bUgsa Øe’k% buiqV vkSj vkmViqV dgrs gSaA

dEI;wVj ds ykHk 

dEI;wVj ls le; dh cpr gksrh gS] blls dfBu ls dfBu 
x.kuk dqN gh {k.kksa esa gks tkrh gSA blls lkexzh dks gkMZ 
dkWih ij NikbZ ls izkIr fd;k tk ldrk gS vkSj lkW¶V 
dkWih tSls ¶ykWih] lh-Mh- yS’k Mªkbo ;k iSu Mªkbo ls tsc 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.2.24 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - कंɗूटर का ǒान

क̱ɗूटर का सामाɊ पįरचय
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• क̱ɗूटर का अथŊ 
• क̱ɗूटर की उपयोिगता 
• क̱ɗूटर के महȇपूणŊ भाग 
• क̱ɗूटर हाडŊवेयर एवं सॉɝवेयर । 

esa gtkjksa i`ʿो ं dks ys tk ldrs gaSA blls fo’o dh  
egRoiw.kZ lwpuk,a lSds.Mksa esa izkIr dh tk ldrh gS ftlls 
nSfud dk;ksZa ds fy, dgha tkuk ugha iMrk gSA ysfdu dEI;wVj 
balku dh rjg Lo;a fu.kZ; ysdj dke ugha dj ldrk] oju~ 
gekjs funsZ’kksa ij dke djrk gSA 

dEI;wVj dh mi;ksfxrk 

dEI;wVj fjdkWMZ j[kus] x.kuk djus] vkadM+ksa dk fo’ys”k.k 
djus vkSj nLrkostksa dk izca/ku djus ds fy, mi;ksx fd;k 
tkrk gSA ?kjksa esa dEI;wVj egRoiw.kZ tkudkjh ysus] E;wftd 
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;k fiDpj fjdkWMZ djus o ns[kus ds fy,] xse [ksyus ds fy,] 
jsy ;k gokbZ fVdVksa ;k  fcyksa ds vkWu&ykbu Hkqxrku djus 
ds fy, rFkk nqfu;ka esa dgha Hkh fdlh ds lkFk ckrphr djus 
ds fy, ;k i= O;ogkj djus ds fy, iz;ksx fd;k tkrk gSA

dEI;wVj ds egRoiw.kZ Hkkx 

buiqV fMokbl] vkmViqV fMokbl] lhih;w & ftlesa eSeksjh 
;wfuV@,e;w] ,,y;w] lh;w rFkk LVksjst fMokbl vkrs gSa] 
dEI;wVj ds eq[; Hkkx gaSA

vkfn fjdkWMZ fd, tkrs gSa vkSj ctk, tk ldrs gSaA budk 
nSfud iz;ksx gj O;fDr cM+h ek=k esa djrk gS tks cgqr gh 
lqfo/kktud vkSj lwpukiwjd rduhd gSA 

dEI;wVj gkMZos;j ,oa lkW¶Vos;j

dEI;wVj gkMZos;j ,oa lkW¶Vos;j %&

dEI;wVj dk ckgjh dBksj Hkkx ftls gkFk ls Li’kZ fd;k tk 
ldrk gS] gkMZos;j dgykrk gS] ysfdu dEI;wVj ds vanj ds 
Hkkx tks dk;Z djrs gaS] lkW¶Vos;j gSa] nksuksa vfr vko’;d gaS 
ftuds fcuk dEI;wVj dk;Z ugha dj ldrk gS] le>us ds 
fy, ge dg ldrs gaS fd gekjk शjhj gkMZos;j gS tSls ân;] 
fdMuh vkfn tks शjhj ds fy, fofHkUu izdkj ds dk;Z djrs 
gS] lkW¶Vos;j gSaA

gkMZos;j vkSj lkW¶Vos;j ,d nwljs ds fcuk dk;Z ugha dj 
ldrsA

lkW¶Vos;j %&

dEI;wVj dks fn, tkus okys izksxzkeksa dk ladyu ;k xqPNk 
ftuds }kjk dEI;wVj dk;Z djrk gS] lk¶WVos;j dgykrk gS] 
lkW¶Vos;j nks izdkj dk gksrk gS

d- flLVe lkW¶Vos;j %& tks dEI;wVj ds van:uh lapkyu 
ds fy, cuk;k tkrk gS] vkSj

[k- ,sIyhds’ku lkW¶Vos;j %& tks ;wtj ;k iz;ksxdrkZ ds fy, 
cuk;k tkrk gSA 

izksxzke] flLVe izksxzke vkSj ,Iyhds’ku izksxzke esa varj %&

dEI;wVj dks fn, tkus okys vkns’kksa ds xqPNs ;k lewg dks 
izksxzke dgrs gSa ftuds vk/kkj ij dEI;wVj dksbZ Hkh dk;Z शh?kz 
laiUu djrk gS vkSj mlds ifj.kke ;k vkmViqV nsrk gSA 
dEI;wVj ds van:uh dk;ksZa dks laiUu djus ds fy, fn, tkus 
okys vkns’kksa dk xqPNk flLVe izksxzke dgykrk gSA tSls 
dEI;wVj dh eSeksjh esa MsVk LVksj djus ds fy, fufeZr izksxzke 
flLVe izksxzke gaSA ysfdu dEI;wVj ij dk;Z djus okyksa ds 
fy, rS;kj fd, x, lHkh izdkj ds izksxkeksa dks ,Iyhds’ku 
izksxzke dgrs gSaA tSls deZpkfj;ksa ds osru fcy] dk;kZy; ds 
izca/k] bude&VSDl] QaM vkfn ds fcy cukus ds fy, rS;kj 
fd, x, izksxzke ,Iyhds’ku izksxzke dgyk,axsA

Fig 2
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.2.25 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - कंɗूटर का ǒान

MS वडŊ
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• मै क̱ɗूटर
• एम एस आिफ़स
• आटो करेƃ ।

मै क̱ɗूटर

;g ,d fo’ksष QksYMj gS ftlds fuEufyf[kr dk;Z gSa

1-  ;g reke dEI;wVj Qkbyksa dks izca/ku djrk gS vkSj 
dEI;wVj esa miyC/k Mªkbo dh tkudkjh nsdj mu rd 
igq¡pkrk gSA

2-  ;g dEI;wVj ls tqM+s gkMZos;j tSls fizaVj] LdSuj] ¶ykWih] 
lhMh] iSu&Mªkbo ,oa lkW¶Vos;j lSfVax dh tkudkjh nsrk 
gSA 

3-  ;g dEI;wVj ds vkWijsfVax flLVe] eSeksjh] dSisflVh] yksdy 
fMLd vkfn dh Hkh tkudkjh nsrk gSA

4-  ;g usVodZ] daVªksy iSuy vkSj ekbZ MkWD;weaasV ls Hkh gesa 
tksM+rk gSA 

dEI;wVj Qkby %&

Qkby og LFkku gS tgka lwpukvksa dks ,d= djds Hkfo”; 
ds mi;ksx ds fy, lqjf{kr j[kk tkrk gSA Qkbyksa dks 
ukeksa ls igpkuk vkSj j[kk tkrk gSa rkfd mudks <w<aus esa 
dfBukbZ u gks] ,d gh O;fDr ls lacaf/kr foष; dh ,d 
Qkby cukbZ tkrh gS tks mlds uke ls ljyrk ls igpkuh 
vkSj <wa<h tk ldrh gSA

QksYMj %& 

QksYMj ,d cDls dh rjg gSA  ftlesa dbZ Qkbyksa dks 
j[kk tkrk gS] fMLd esa ,d gh foष; dh dbZ Qkbyksa dks 
,d QksYMj esa j[kk tkrk gS rkfd mudks <wa<uk ljy gksA 
fdlh Qkby ds nks eq[; Hkkx gksrs gSa& izkFkfed uke vkSj 
mldk fodflr uke@ ,sDlVsa’ku uke bu nksuksa ukeksa dks 
,d fcUnq ls vyx fd;k tkrk gSA buds uke 255 v{kjksa 
rd ds gks ldrs gSA izkFkfed uke ge mls nsrs gSa] tSls 
ge vius cPps dk uke j[krs gaS ysfdu mldk ,sDlVsa’ku 
uke ml Qkby ds ckjs esa crkrk gS fd og fdl izdkj 
dh Qkby gS] mnkgj.k ds fy, Dication.Doc crkrk gS fd 
igyk Hkkx mldk uke gS vkSj nwljk Hkkx ,sDlVsa’ku MkWd 
crkrk gS fd ;g oMZ MkWD;wesaV gS] vU; ,sDlVsa’ku uke gS & 
Jpg, Png, Tiff , exe vkfn

,e-,l-oMZ

ekbdkslkW¶V vkWfQl %&

dqathiVy ds lapkyu ds ckn vkidh Vad.k xfr 25&30 शCn 
izfr feuV gks tk,xh A jkst 10&15 feuV rd vH;kl djsa 
rks xfr vkSj शु)rk nksukas c<+sxh tks fd vkids fy, furkUr 
vko’;d gSA bl ikB esa vki ,e- ,l- vkWfQl ds ckjs esa 
tkudkjh izkIr djsaxs ftlds vraxZr dk;kZy; esa fd, tkus 
okys lHkh dk;Z laiUu fd, tk ldrs gaSA 

ekbØkslkW¶V vkWfQl dEI;wVj izksxkeksa dk ,slk lewg gS ftlls 
fdlh dk;kZy; ds egRoiw.kZ dk;Z laiUUk fd, tk ldrs gSa 
buesa i=ys[ku] fVIi.kh] lkj.kh] fcy] ys[kk vkfn lHkh dk;Z 
fd, tkrs gaSA ,e-,l vkWfQl esa fuEu izksxke vkrs gSaA ftudh 
lkekU; tkudkjh uhps nh tk jgh gSA vkSj ikB;Øe ls laacaf/
kr ikBksa dh foLr`r tkudkjh fofHkUu ikBksa esa nh xbZ gSA 

,e -,l oMZ & 

ekbdkslkW¶V dkjiksjs’ku }kjk cuk;k x;k ;g lkW¶Vos;j शCn 
la’kks/ku ds fy, gSa ftlds }kjk dk;kZy; ds i= &O;ogkj] 
fjiksVZ] MkWD;wesaV vkfn dk laiknu] la’kks/ku ,oa NikbZ vkfn 
dk dke fd;k tkrk gSA 

2- ,e -,l- ,sDlsy & 

blds }kjk dk;kZy; ds lHkh izdkj ds ys[kk lac/kh dk;Z 
laiUu fd, tkrs gSaA 

3- ,e -,l- ikoj IokWbV & 

blds }kjk fyf[kr lkexzh dks vkd”kZd <ax ls izLrqr djus 
ds fy, fp=ksa ;k LykbM dk iz;ksx fd;k tkrk gSA

4- ,e-,l -,sDlssl & 

;g MkVkcsl eSustesaV flLVe gaS tks dEI;wVj esa MkVk LVksj 
djus vkSj ns[kus ds fy, iz;ksx fd;k tkrk gSA mnkgj.k 
ds fy, fdlh daiuh esa deZpkjh;ksa dh la[;k] muds osru] 
vodk’k] in ;k inksUufr] LFkkukrj.k vkfn dh iwjh tkudkjh 
blls feyrh gSA 
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Fig 1
Fig 2

Fig 5
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Fig 6 Fig 7

Fig 8
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5- ,e- ,l- QaV ist& 

bldk iz;ksx n’kZdksa ;k miHkksDrkvksa ;k iz;ksxdrkZvksa ds fy, 
vkdषZd osCk ist cukus ds fy, fd;k tkrk gSA 

6- baVjusV ,sDlIyksj & 

blds }kjk fo’o esa miyC/k lHkh lwpuk,a] euksjatu शkWfIkax] 
dh tkudkjh ,ao i= O;ogkj vkfn lsds.M+ksa esa fd;k tkrk gSA 

7-  vkmVyqd ,Dlizsl & 

;g cgq &mnn~s’;h; lkW¶Vos;j gSA ftlds }kjk lgh rkjh[k 
vkSj le; ij dksbZ dk;Z lEiUUk fd;k tk ldrk gSA blds 
}kjk izkIr gksus okys lHkh b&esy lwwpuk,a ,d= dj yh 
tkrh gSA vkSj le; feyus ij mudks i<+dj mu dk;Zokgh 
dh tkrh gSaA  blds }kjk le; &le; ij fd;s tkus okys 
dk;ksZa ds fjekbaMj lacaf/kr yksxksa dks Hksts tkrs gSa A  

,e- ,l- oMZ %&

dk;kZy;ksa dk vf/kdre dke ,e-,l- oMZ }kjk fd, tkrs 
gaSA blfy, blesa iwjh n{krk izkIr djus ds ckn vki 
lQyrkiwoZd fdlh dk;kZy; esa dke dj ldsaxsA bls iwjh 
rjg le>us ds fy, bldh tkudkjh iz’uksa ,oa mRrjksa 
ds }kjk nh xbZ gSA 

,e- ,l- oMZ %&  

ekbØkslkW¶V dkjiksjs’ku }kjk cuk;k x;k ,e-,l-oMZ ,d oMZ 
izkslsflax lkW¶Vos;j @’kCn lalk/kd gSA foUMkst ij vk/kkfjr 
;g lkW¶Vos;j ,e-,l- vkWfQl esa miyC/k gSA blesa lkexzh 
dh  Vkbfiax] ,fMfVax @laiknu] QkesZfVax] lsfoax] fizfVax 
vkfn dh lHkh lqfo/kk,a gSA ] bldh fuEu fo’ksषrka, gSa& 

d& blds }kjk i=] fVIi.kh] MkD;wesVa vkfn rS;kj fd;s tkrs 
gaS vkSj mudks eupkgs vkdkjkas vkSj v{kjksa esa QkesZV djds 
Nkik tk ldrk gSA 

[k& Vkbi dh xbZ lkexzh dks lalkf/kr ,ao la’kksf/kr djds 
Hkfo”; ds fy, lqjf{kr fd;k tk ldrk gSA 

x & lkexzh dks dWkih ;k LFkkaukrfjr djds nwjLFk LFkkuksa ij 
dbZ rjhdkas ls Hkstk ;k ys tk;k tk ldrk gSA 

?k& lpZ ,oa QkbaM ,Ma fjIysl ds ek/;e ls lSdM+kas LFkkuksa 
ij vkus okys fdlh Hkh शCn dks dqN gh lSds.M+ksa esa gj 
txg cnyk tk ldrk gSA 

M& vaxzsth esa Spell check dh lqfo/kk ls Lisfyax Bhd dh 
tk ldrh gSA 

Pk& bles istksa ij Loa; ist Ukacj ] iqLrd dk uke ,oa ,d 
leku ekftZu j[kk tk ldrk gSSA

N& blesa xzkfQd fPk=ksa ,oa rLohjksa ls lHkh izdkj ds fMtkbu 
vkSj fpUg rS;kj fd;s tk ldrs gSaA

t& esy etZ dh lqfo/kk ls ,d gh i= dks dbZ yksxksa dks 
vyx vyx irksa ij Hkstk tk ldrk gSA 

>& baVjusV ds ek/;e ls fdlh MkD;wesaV dks bZ &esy ds 
lkFk tksM+dj Hkstk tk ldrk gSA

¥&baVjusV rFkk vkWfQl vflLVsaV dh lgk;rk ls vkWu 
&ykbu ls MkWD;wesaV dks tksM+dj vusd dk;Z dj ldrs 
gSaA 

vkWVks dSjsDV

Spell Checker

vkWVks dSjsDV %&

vxzassth esa dSfiVy ysVj vksj QksjesfVax dh xyfr;ksa dks Bhd 

djus ds fy, fd;k tkrk gS vkWVks dSjsDV pkyw djus ds fy, 

dne mBk;s tkrs gSaA

1 Auto correct On djsaA

2 Select tolls >Auto correct Dialog box vk,xkA

3 Auto Text Tab ij fDyd djsa  vkVksa VSDLV djsaA

4 Auto Text and Date check box lsysDV djsaA

5 Ok button  dks fDyd djsaA

6 Auto Complete vaxzsth ds yacs o cgqr iz;ksx gksus okys 

शCnks dks nks rhu v{kj Vkbi djus ls gh iwjk dj nsrk 

gSA tSls dsfeLV djrk gSA 

vkWVks VSDLV ,aVªh vkWVks VSDLV Qhpj esa varj&

fcuk iwjs ysVj Vkbi fd;s शCn dks iwjk djuk  vkWVks VSDLV 

,aVªh dgykrk gS ysfdu fdlh MkWD;wesaV esa VSDLV dksbZ शCn 

;k fp= dks Mkyuk vkWVks VSDLV Qhpj dgykrk gSA 

MkWD;wesaV QksjesfVxa %&  MkWD;wesaV dks QksjesV djus dk vFkZ 
gSA mls vkdषZd <ax ls fMtkbu djds izLrqr djuk blfy, 
QksjesfVax esa Qksj LVkby] lkbt] cksYM] lkekU; vkSj bVSfyd] 
iSjkxzkQksa dk fu/kkZj.k dsUnzhdj.k] ck,a ,oa nka, baMsV] ckMZj 

cqysV vkfn uEcj vkrs gSaA ;s lc Vkbi dh xbZ lkexzh dks 

vkdषZd <ax ls fn[kkrs o Nkirs gSaA
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QksaV MkW;ykWx ckWDl esa QksaVksa ds dbZ izdkj ds LVkby @

uewus] lkbt @ vkdkj gksrs gaSA tks NikbZ esa lqanj yxrs 

gSaA L;kgh Hkh vusd jaxks esa vkrh gSA ftlls lkexzh vkSj 

Hkh vkdषZd gks tkrh gSA ysfdu ;g eagxh iM+rh gSA blfy, 

dk;kZy;ksa ;k NikbZ dh n`fʼ ls dkyh L;kgh dk gh vf/kd 

iz;ksx gksrk gSA 

QkasV MkW;ykWx ckWDl esa fuEukafdr phtsa fn[kkbZ nsrh gSA tSlk 

fp= esa fn[kk;k x;k gSA 

QksaV LVkby cnyuk& QksaVksa ds uke ] LVkby vkSj lkbt 

QksaV MkW;ykWx ckWDl esa uhps fn, x, fp= ds vuqlkj miyC/k 

gksrs gSaA ;fn dksbZ QksaV vkids daEi;wVj esa ugh gSA rks mls 

yksM dj fy;k tkrk gSA QksaVksa ds lkbt @vkdkj uacjksa ds 

vuqlkj gksrs gSaA tSls 10]12]1416]56]72] vkfn ] ;fn vkidks 

13 ;k 17 uacj ij fdlh lkexzh dks djuk gS tks fd QksaV 

lwph esa ugha gS rks lkexzh dks lSysDV djsa vkSj QksaV uacj 

ij okafNr uacj Vkbi djsa vkSj ,asVj nck,a og lkexzh ml 

lkbt esa vk tk,xh ] tSlk fp= esa fn[kk;k x;k gSA 

QksaV lkbt ds vuqlkj gh iafDr;ksa dk varj gksrk gSA 72 

uacj ij fdlh lkexzh dks Vkbi djus ls og ,d bap dk 

iafDr Lisl ysRkk gSA QkasVksa ds jax@dyj Hkh MkW;ykWx ckWDl 

esa gksrs gaSA ysfdu mudk iz;ksx rHkh fd;k tk ldrk gSA 

tc vkids ikl jaxhu dkVsZt Hkh fizaVj esa yxk gksaA

LkekU;r;k dkyk dyj vkWVkseSfVd gksrk gSA oMZ 7 esa ;s 

LVsaMMZ Vwyckj ij gksrs gaSA tks gkse ij fDyd djus ls 

miyC/k gksrs gaSA 

lkexzh esa cqysV ;k uacj Mkyuk&

oMZ QkjeSfVax esa ge MkWD;wesaV ds dqN Hkkxksa dks izeq[krk nsus 

ds  fy, mUgs cqySV ;k uacjksa ls vfdar djrs gaS rkfd mu ij 

LØhu ij bldk MkW;ykWx ckWDl gS tSlk fd fp= esa gSA 

1 MkWD;wesaV esa dlZj ogka ij ys tk,a tgka cqyssV ;k uaCkj  

Mkyuk gksA

2 cqysV ij fDyd djsaA

3 ,aVj nckdj cqysV Loa; vk tk,axsaA

1½ uacj ij fDyd djsa tgka  ij uacj Mkyuk gksA

2½  cqysV ds LFkku ij uacj Hkh cny ldrs gksA

3½  ,saVj nckdj Lao; uacj ;k cqysV vk,axsaA

cqysV ij fDyd djds vusd izdkj ds fcUnq ;k pkSdksj vkdkj 

ds cqysV baMsaV djds Loa; vk tkrs gaS vkSj uacj ij fDyd 

djds Øe’k % 1] 2] 3 vkfn uacj vkrs gSaA ftuls lkexzh 

vkSj vkd”kZd gksdj viuh fof’k”Vrk n’kkZrh gSA tSlk 

uhps fp= esa fn[kkbZ nsrk gSA 

;s Øe vk tkrs gSa ;k vkajHk dk cqysV Lo;a vk tkrk gSA 

buls lkexzh vkd”kZd] Liष्ट ,oa jkspd gksrh gSA blesa 

vusd rjg ds cqysV ;k ucaj Hkh Mkys tk ldrs gSaA tks oMZ 

7 esa uacfjx ds ikl fn, x, gSaA

iSjkxzkQ QkWjesV djuk %&

iSjkxzkQ ckabZ vksj dsfUnzr ;k nk;ha vksj fd;k tk ldrk gS 

ftlls og vkd”kZd cu lds - oMZ 7 esa Vwyckj tks fd gkse 

ij ftudk eryc gS & QksaV lkbt Bold , ltalic, underlined.

Lkkexzh vPNh rjg i<+us esa vk, vkSj vPNh yxs blds fy, 

lkexzh dks 8 ] 12] 14] 16] ;k vf/kd lkbt ds QksaVksa esa 

djrs gSA ykbu Lisflax ls vki ,d iafDr ;k mlls vf/kd 

ij tkdj ,d Ms<+ ] nks ;k eupkgh iafDr dk varj ns ldrs 

gSa  tSls 1-15 ]1-5] 2-0 ]2-5] 3-0] 3-5 vkfn 

iSjkxzkQ Lisflxa %&

iSjkxzkQ ds igys ;k ckn esa Hkh Lisl dk vf/kd varj lkexzh 

dks vkd”kZd cukus ds fy, fd;k tkrk gS bldks igys 

ls gh fu/kkZfjr fd;k tk ldrk gSA vkSj ckn esa lkexzh dks 

lsysDV djds Hkh blds fy, igys iSjkxzkQ dks lssysDV djsaA

1 fQj iSjkxzkQ MkW;ykWx ckWDl esa tk, vkSj baMsV ,Ma Lisflax 

VSc dks lsysDV djsa 

2 vc Lisflax vkWI’ku esa tk,] vkSj 

3 iSjkxzkQ ds igys vkSj ckn ds Lisflax fLiu ckWDl ij  

tSls igys fp= esa fn[kk;k x;k gS fDyd djsaA

4 vks- ds-cVu ij fDyd djsaA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.2.26 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - कंɗूटर का ǒान

सारणी बनाना
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• सारणी बनाना 
• मेल मजŊ ।

dEI;wVj ij lkj.kh cukuk

lkj.kh cukuk %&

MkWD;wesaV ;k fyf[kr lkexzh dks dkWye vkSj iafDr;ksa esa 

Li”Vrk ls Vkbi djus dh fof/k dks lkj.kh;u dgrs gaSA 

vk;rkdkj [kkuksa ;k lSyksa esa lkexzh Liʼ ,oa lqanj yxrh gS 

vkSj izHkko’kkyh gksrh gS iafDr;ksa ds vk;rkdkj [kaMksa dks lSy 

dgrs gSa ftuesa शCn ;k vkadMs+ Mkys tkrs gSa] lSy es pkSM+kbZ 

ds vuqlkj lkexzh uhps pyh tkrh gSA vRk% dkWye dh pkSM+kbZ 

dks c<+k;k & ?kVk;k tk ldrk gSA 

ckWDl ds vuqlkj dkWye vkSj iafDr;ksa dh la[;k NakVsa 

;k Vkbi djsaA

2 vks-ds-ij fDyd djus ls Vscy vk tk,xk vFkok  

dkWyeksa esa lkexzh Vkbi djsaA

dkWye vkSj iafDr;ksa dks de vkSj vf/kd fd;k tk ldrk gSA 

iafDr tksM+us ds fy, dkWye ds uhps ;k Åij dlZj ys tk,a 

vkSj Åij ;k uhps dh iafDr lsysDV djssa] vks- ds- djus ij 

iafDRk tqM+ tk,xh-gVkus ds fy, fMyhV ij fDyd djsaA

dkWye tksM+us ds fy, ck,a ;k nk;sa dkWye lsysDV djsa vkSj 

blh izdkj bUgs gVk,a lSyksa dks feyk;k ;k vyx Hkh fd;k 

tk ldrk gSA ftls vki  lsysDV djds dj ldrs gSaA

QqV uksV ;k ,aM uksV & ist ds vra esa iqLrdksa ;k ys[kdksa 

ds ckjs esa lanHkZ fn;k tkrk gS ftls QqV uksV dgrs gSa blh 

izdkj ,asM uksV Hkh gksrs gSaA ftUgs ist ds vra esa ykbu ds 

uhps fy[kk tkrk gSA 

NikbZ ls iwoZ lkexzh@MkWD;qesaV dks ns[kuk  & fizafVax ls iwoZ 

lkexzh dks ist ij ns[kuk vko’;d gS rkfd mls ns[kdj 

lgh NikbZZ gks ldsa fizV ysvkmV ;k izhO;w esa tkdj lkexzh 

dks ns[ksa tSlk fp= esa fn[kkbZ nsrk gSA 

vc fuEu dne mBk,a&

1 MkD;qesaV dks vksiu djsaA

2 fizaV izhO;w vkWI’ku ij fDyd djsa izhO;w lkeus vk,xkA

3 ,d ckj esa ,d ist dk izhO;w Hkh fn[kkbZ nsrk gSA

4 twe ls lkbt cM+k fn[kkbZ nsrk gSA

blds fy, fuEu dne mBk,a &

tgka Vscy Mkyuk gS ogka dlZj ys tk,a-

1 bulVZ esa tkdj Vscy ij fDyd djsa ckWDl esa fdrus 

dkyWe dk Vscy pkfg, ml ij fDyd djsa ;k MkW;ykWx 
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Fig 2

5 :yj fn[kkbZ nsrk gS ;k fNi tkrk gSA

6 Qqy LØhu iwjs LØhu dh lkexzh fn[kkrk gSA

7 Dykst djus ls izhO;w can gksdj viuh iwoZ fLFkfr esa pyk 

tkrk gS MkWD;weasV Nkius ds fy, fuEu dne mBk,a&

8 Qkby es fizaV vkWI’ku esa tk,a vkSj fizaV ij fDyd djsaA

9 fiazV MkW;ykWx ckWDl ns[ksa] tSlk fp= esa gSA

10 ;fn dbZ fizVaj yxs gaS rks fiazVj dk uke nsaA

11 vc uhps fn, x, vkWI’kuksa esa ls lgh NkaVsaA

All lkjs ist  Prints all the pages of the document 

Current page   Prints only the current page 

orZeku ist  

Pages dbZ ist  Prints the pages or ranges 

specifi ed 

Number of  Print the complets copies of the document

Copies la[;k  before printing the next page 

Collate iwjs Nisa vxys ist ls iwoZ  Prints com-

plete copies of the document before printing the next 

page

12 D;k Nkiuk gS] ns[kssa vkSj lgh ij fDyd djsa\

13 izkiVhZt esa tkdj NikbZ dh DokWfyVh ns[ksaA

14 fDyd vks-ds-djus ls fizaVj NikbZ djus yxsxkA

6-2-1- fo’ksष fpUgksa ;k fp=ksa dk lekos’k %&

tks v{kj] fpUg ;k fp= dqath &esa iVy esa ugh gksrs gSaA mUgsa 

lkexzh esa ;Fkk LFkku Mky ldrs gSaA tSlk fd uhps nh xbZ 

rkfydk esa gS- blds fy, fuEu dne mBk,a&

1 tgka ij Mkyuk gks ogka ij bul’kZu@dlZj ts tk,aA

2 pkVZ ls fpUg ;k fp= lsysDV djsaA

3 bulVZ nck,a- fp= vius LFkku ij pyk tk,xkA  bldks 

lgh QksaV lkbt esa dj ysaA

4 fDyi vkVZ] vkWVks शsi vkfn ls Hkh fp= Mkys tk ldrs 

gSa blds fy, fiDpj dks Mcy fDyd djsaA
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Ckk;ha vksj nh 

xbZ vkWI’ku dh 

fyLV esa ls yS-

VlZ dks lsysDV 

Create

From Letters….

Mailing Labels ….

Envelopes ….

Catalog

Restore to Normal Word Document…..

5 bulVZ fiDPkj djsa- vFkok MkWbx Vwyckj ds fDYki vkVZ 

esa tkdj fo”k; ls lacaf/kr fp= NkaVsa vkSj best dks 

fDyd djds Mkysa- blh izdkj fp= ds pkjksa vksj lkexzh 

dks ltk;k tk ldrk gSA

esy etZ

esy etZ %  dk;kZy;ksa esa ,d izdkj ds i= dbZ yksxksa dks tkrs 
gSa ftuds irs o uke vyx vyx gksrs gaSA oMZ esa ,d gh i= 
esa vyx &vyx uke o irs nsdj bldks fd;k tkrk gSA

esy etZ Qhpj esa esu MkWD;wesaV dh lkexzh vkSj MkVkcsl 
Qkby dh lkexzh dks tksM+us dh lqfo/kk gS- blds fy, rhu 
dne mBkus gS& 

1 esu MkD;wesaV cukukA

2 MkVk lkslZ rS;kj djuk vkSj nksukssa dks feykuk ;k etZ 
djukA

3 igys esy etZ vkWI’ku VwYl eSU;w ls lsysDV djsaA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.2.27 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - कंɗूटर का ǒान

कंुजी पटल संचालन
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• टंकण का महȇ
• संचालन की िविध ।

dEI;wVj dqathiVy lapkyu

dqathiVy lapkyu ,oa Vad.k dkS’ky %&

dEI;wVj Vkbfiax ;k Vad.k dk egRo %&

gkFk ds fodYi ds :i esa VkbijkbVj ij Vkbi djds 
ys[ku dh dyk dks Vad.k ;k VkbZfiax dgk tkrk gS yxHkx 
200 o”kksZa ls fo’o esa dk;kZy;ksa ,oa thou ds vU; {ks=ksa esa 
lkjk dke VkbijkbVjksa ij gh gksrk FkkA ftlds vk/kkj ij 
gh bysfDVªd ,oa bysDVªkWfud VkbijkbVjksa vkSj mlds ckn 
dEI;wVjksa dk fuekZ.k gqvk gSA vr% ;g dguk iw.kZr% lR; 
gS fd nq`zr xfr ls dk;Z djus ds fy, cus ;a=ksa dh tuuh 
VkbijkbVj gh gSA 

O;kolkf;d dkS’ky ds :Ik esa VkbZijkbVj tkuus okys O;fDr 
dEI;wVj ij vf/kd n{krk ,oa xfr’khyrk ls dk;Z djrs gaS 
vr% Vad.k dk egRo vkt ds dEI;wVj ds ;qx esa de ugha 
gqvk gS Hkys gh VkbijkbVj dk LFkku dEI;wVj us ys fy;k gks 
Vad.k dkS’ky ,oa xfr izkIr djus ds fy, Vad.k i)fr dk 
fo’ks”k egRo gS vr% Vad.k fl)kUr ,oa Vad.k dkS’ky izkIr 
djus ds fy, fu;eksa dk Kku gksuk vko’;d gSA

Vad.k dkS’ky %&

blls le; dh cpr gksrh gS] Vafdr lkexzh esa lqanjrk vkrh 
gS] Je शfDr de yxrh gS blls visf{kr jkstxkj feyrk 
gS ;g us=ghuksa ds fy, ojnku gS tks ,dkxzrk ls dgha vf/
kd xfr vkSj शq)rk ls Vkbi djrs gSaA 

dqathiVy lapkyu ds iwoZ lko/kkfu;ka %&

Vkbi djus ls iwoZ cSBus dh fLFkrh dk cgqr egRo gSA lgh 
fLFkrh viukus ls {kerk o n{krk c<+rh gS] Fkdku de gksrh 
gS] xfr vkSj Vad.k esa dq’kyrk vkrh gSA dEI;wVj dh Vsfcy 
lgh ÅapkbZ dh gksrh gS ftlds vuqikr esa dqlhZ dh Hkh ÅapkabZ 
gksrh gS dqlhZ ij lh/ks cSBs iSjksa dks Q’kZ ;k QqV jsLV ij j[kssaA 
Vkbi dh tkus okyh lkexzh viuh bPNkuqlkj nk;ha ;k ckbZa 
vksj j[ksaA nksuksa ckgksa dks lery Vkbi djus dh fLFkfr esa 
j[ksaA fn, x, funsZ’kksa ds vuqlkj vaxqfy;ksa dks dqathiVy dh 
dqaft;ksa ij j[ksa vkSj gYds ncko ls Vkbi djsaA 

Vad.k dh fof/k %& 

eq[; :Ik ls Vad.k nks fof/k;ksa ls fd;k tkrk gSA 

1- n`’; fof/k@i)fr %& 

Vkbi ;a= ds fuekZ.k ds le; dqaft;ksa dks ns[kdj Vkbi fd;k 
tkrk Fkk ftls VkbidrkZ Lor% lh[krk FkkA tSls vkt Hkh 
dEI;wVj lh[kus esa vf/kdka’k vf/kdkjh ;k dEI;wVj vkWijsVj 
djrs gSa bls n`’; i)fr dgk tkrk gS blesa nksuksa gkFkksa dh 
,d ;k nks vaxqfy;ksa dk gh iz;ksx fd;k tkrk gSA ftlesa 
xfr lhfer jgrh gSA O;kolkf;d ;k O;kogkfjd n`”Vh ls 
;g i)fr Bhd ugha gksrh vr% bldk mi;ksx izf’k{k.k esa 
ugha fd;k tkrk gSA 

2- Li’kZ i)fr %& 

bl i)fr esa dqathiVy ns[ks fcuk Vkbi fd;k tkrk gS bl 
i)fr dk igyh ckj iz;ksx pkYlZ eSdX;wfju us fd;k vkSj 
fcuk ns[ks xfr ls Vkbi fd;k FkkA us=ghuksa ds fy, fd, x, 
blds lQy iz;ksx ds ifj.kkeksa dks ns[kdj bls O;kolkf;d 
:Ik esa viuk;k x;kA

Li’kZ i)fr esa dqathiVy dh nwljh ;k x`g iafDr ij nksuksa 
gkFkksa dh pkjksa vaxqfy;ksa ls dqathiVy ij fcuk ns[ks Vkbi 
fd;k tkrk gS] x`g ;k vk/kkj iafDr ls vaxqfy;ksa dks Åijh 
vkSj fupyh iafDr ds v{kjksa ;k fpUgksa dks Vkbi djds ogha 
ij okil yk;k tkrk gSa blesa lHkh dqaft;ksa dh nksuksa gkFkksa 
dh pkjksa vaxqfy;ksa esa ckaVdj mUgsa ;kn fd;k tkrk gS ftlls 
xfr vkSj शq)rk nksuksa gh vkrh gSa vkSj ?k.Vksa rd Vkbi djus 
esa Fkdku ugha gksrhA blesa vk¡[ksa Vad.k lkexzh ij jgrh gS 
ftlls Vkbi djus esa iafDr;ka NwVus dk Hk; Hkh ugha gksrk 
fgUnh Vad.k esa Hkh Li’kZ i)fr viukus ds ckotwn dqN yksx 
vaxzsth Vad.k dh udy djds Vkbi fl[kkrs gS aftlls xfr 
ugha c<+rh D;ksafd blesa nk,a gkFk dh NksVh vaxqyh dks X;kjg 
dqaft;ksa dk lapkyu djuk iM+rk gS blds fy, fo’ks”k Vad.k 
i)fr viukbZ xbZ gSa ftlls lHkh vaxqfy;ksa ij leku Hkkj 
gksus ls शq) ,oa शh?kz xfr ls VkbZi fd;k tkrk gS vkSj vf/
kdre xfr izkIr dh tkrh gS blesa nksuksa gkFkksa dh vaxqfy;ksa 
ls 23&23 dqaft;k VkbZi gksrh gSaA 
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dqathiVy lapkyu dh fof/k %&

dqathiVy lapkyu dh fuEu nks fof/k;ka gSA Å/oZeq[kh ,oa 
lery fof/kA

Å/oZeq[kh fof/k %& 

bl fof/k esa dqathiVy dh pkjksa iafDr;ksa dh ,d&,d djds 
dqaft;ksa dks Øe’k% Vkbi djds ;kn fd;k tkrk gSA bldk 
iz;ksx O;kogkfjd xfr ls mfpr ugha gSA

Lkery fof/k %& 

bl fof/k esa igys vk/kkj ;k x`g iafDr dh dqaft;ksa dks nk-
suksa gkFkksa dh vaxqfy;ksa esa foHkkftr fd;k tkrk gS vkSj fQj 
,d&,d djds fcuk ns[ks mudks VkbZi fd;k tkrk gSA

vU; egRoiw.kZ dqaft;k %&

dqathiVy dEI;wVj dk lcls egRoiw.kZ buiqV gS ftlesa v{kj 
,oa vad o O;kdjf.kd fpUgksa dh dqaft;k] f’k¶V dqath o ykWd 
VkbijkbVj ds leku gS blesa Num Lock, Insert, Delete, 
Restore, Enter, Tab, Back, Space, Arrow Key vkfnA 

f’k¶V dqaft;ksa ls Åijh ry ds v{kjksa ;k fpUgksa dks Vkbi 
fd;k tkrk gSA f’k¶V ykWd dk iz;ksx vaxzsth esa fd;k tkrk 
gS] dSfiVy ySVj Vkbi djus ds fy, vkSj ue ykWd dk 
iz;ksx vadksa ds iSM dks pkyw djus ds fy, fd;k tkrk gSA 
ftlds Åij ,d gjh cRrh ty tkrh gSA

daVªksy dht %&

daVªksy dqath vU; dqaft;ksa ds lkFk feydj cgqr lkjs dke 
djrh gS tSls daVªksy$ c ls lsysDVsM lkexzh dkWih dh tkrh 
gS vkSj daVªksy$ v ls mls tgka pkgs ogka ij isLV fd;k 
tkrk gS daVªksy$ z ls dkVh gqbZ lkexzh okil vk tkrh gSA 
daVªksy dqaft;ka uhps dh iafDr esa nksuksa vksj nh xbZ gS ftudk 
iz;ksx ckj&ckj gksrk gSA 

fMyhV vkSj balVZ dqath %&

fMyhV dqath tgka ij dlZj fVefVekrk gS ogka ds v{kjksa 
dks dkVus ds fy, iz;ksx gksrk gS dbZ शCnksa ;k ykbuksa dks 
dkVus ds fy, mUgsa lsysDV djds fMyhV fd;k tkrk gSA 

bulVZ dqath ls okafNr txg ij dlZj ykdj ogka ij v{kjksa 
;k okD;ksa dks Vkbi djds ;k isLV djds tksM+k tkrk gSA

Space Bar  vkSj Tab Key %&

dqathiVy esa lcls uhps yEch NM+ Lisl ckj dgykrh gS 
ftldk iz;ksx शCnksa ds chp varj nsus ds fy, fd;k tkrk 
gSA bls nk,a gkFk ds vaxwBs ls nck;k tkrk gSA tks ,d ckj 
esa ,d Lisl NksM+rk gS Vsc dqath vf/kd Lisl ;k iSjkxzkQ 
cukus ds fy, nckbZ tkrh gS dEI;wVj esa fMQkYV Vsc gj 5 
Lisl ij gksrk gSA tks lkj.kh Vkbi djds ;k lc &iSjkxzkQ 
Vkbi djus ds fy, dke vkrk gSA

usohxs’ku daqft;k %&

dqqathiVy ds nk;ha vksj ds U;wefjd iSM esa fLFkr 4 Arrow 
keys - HOME, END, PAGE UP, PAGE DOWN, DELETE  
vkSj 0 dqaft;k gksrh gSa ftUgsa usohxs’ku dht dgrs gSaA buls 
ist Åij] uhps] nk,a] ck,a tYnh dlZj dks ys tk ldrs gaSA 
gkse dh vkjaHk esa ys tkrh gSA ,asM dh ls var esa tk ldrs 
gSaA ist&vi vkSj ist&Mkmu ls istksa esa Åij o uhps tk 
ldrs gSaA fMyhV ls v{kj dkVs tkrs gaS vkSj bulVZ ls blesa 
tksMs tkrs gSa vadksa  ls v{kj dkVs tkrs gaS vkSj bulVZ ls 
blesa tksMs tkrs gSa vadksa dh iafDr esa nk;ha vksj cSd Lisl 
dqath gksrh gS ftlls ihNs ds v{kj feVk, tkrs gaSA 

Numeric pad %&

vadks ds fy, dEI;wVj esa pkSFkh iafDr ds vykok nk;ha vksj 
NksVk lk dqathiVy gksrk gSA ftls U;wefjd iSM dgrs gSaA 
blls dSydqysVj dh rjg vad Vkbi djus o x.kuk djus esa 
lqfo/kk gksrh gS cSdksa esa ;k dk;kZy;ksa esa xf.krh; dk;Z djus 
esa U;wefjd iSM dk gh iz;ksx fd;k tkrk gS tcfd Vad.k 
dk;ksZ esa vadiafDr dk iz;ksx fd;k tkrk gSA 

QaaD’ku dht %& 

dqathiVy dh lcls Åijh ykbu esa  ,Q 1 ls ,Q 12 rd 12 
dqaft;ka gS ftuds dk;ksZa ds ckjs esa vki ,e-,l- oMZ lh[kus 
ds ckn tku ldsxsaa budk iz;ksx शkVZdV dqaft;ksa ds :Ik 
esa gksrk gSA 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.2.27 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.2.28 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - कंɗूटर का ǒान

पैराŤाफ सेटंिग
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• पैराŤाफ सेिटंग
• पेज सेट अप ।

iSjkxzkQ lSfVax

MkWD;wesaV QksjesfVax & 

MkWD;wesaV dks QksjesV djus dk vFkZ gSA mls vkd”kZd <ax 
ls fMtkbu djds izLrqr djuk blfy, QksjesfVx esa Qksj 
LVkby] lkbt] cksYM] lkekU; vkSj  bVSfyd] iSjkxzkQksa dk 
fu/kkZj.k dsUnzhdj.k] ck, ,oa nka, baMsV] ckMZj] cqysV vkfn 
uEcj vkrs gaSA ;s lc Vkbi dh xbZ lkexzh dks vkd”kZd 
<ax ls fn[kkrs o Nkirs gSa

QksaV MkW;ykWx ckWDl esa QksaVksa ds dbZ izdkj ds LVkby @
uewus] lkbt @ vkdkj gksrs gSaA tks NikbZ esa lqanj yxrs 
gaSA L;kgh Hkh vusd jaxks esa vkrh gSA ftlls lkexzh vkSj Hkh 
vkd”kZd gks tkrh gSA ysfdu ;g eagxh iM+rh gSA blfy, 
dk;kZy;ksa ;k NikbZ dh n`f”V ls dkyh L;kgh dk gh vf/
kd iz;ksx gksrk gSA 

QkasV MkW;ykWx ckWDl esa fuEukafdr phtsa fn[kkbZ nsrh gSA tSlk 
fp= esa fn[kk;k x;k gSA 

QksaV LVkby cnyuk&

QksaVksa ds uke] LVkby vkSj lkbt QksaV MkW;ykWx ckWDl esa 
uhps fn, x, fp= ds vuqlkj miyC/k gksrs gaSA ;fn dksbZ 
QksaV vkids dEI;wVj esa ugha gSA rks mls yksM dj fy;k tkrk 
gSA QksaVksa ds lkbt @vkdkj uacjksa ds vuqlkj gksrs gSaA tSls 
10]12]1416]56]72] vkfn] ;fn vkidks 13 ;k 17 uacj ij 
fdlh lkexzh dks djuk gS tks fd QksaV lwph esa ugh gSa rks 
lkexzh dks lSysDV djsa vkSj QksaV uacj ij okafNr uacj Vkbi 
djsa vkSj ,asVj nck,a og lkexzh ml lkbt esa vk tk,xhA 

QksaV lkbt ds vuqlkj gh iafDr;ksa dk varj gksrk gSA 72 
uacj ij fdlh lkexzh dks Vkbi djus ls og ,d bap dk 
iafDr Lisl ysRkk gSA QkasVksa ds jax@dyj Hkh MkW;ykWx ckWDl 
esa gksrs gSaA ysfdu mudk iz;ksx rHkh fd;k tk ldrk gSA 
tc vkids ikl jaxhu dkVsZt Hkh fizaVj esa yxk gksaA

LkekU;r;k dkyk dyj vkWVkseSfVd gksrk gSA oMZ 7 esa ;s 
LVsaMMZ Vwyckj ij gksrs gSaA tks gkse ij fDyd djus ls 
miyC/k gksrs gaSA 

ist lsV&vi

ist ekftZu lSV djuk %& 

lkexzh dks lgh vkdkj esa Nkius ds fy, ist ds pkjksa vksj 
lgh ekftZu lSV djuk vR;ar egRoiw.kZ dk;Z gS fdlh dkxt 
;k iSM ij Nkih tkus okyh lkexzh ;k i= dk ck;ka] nk;ka] 
Åij vkSj uhps dk gkf’k;k yxkus ls mldh lqanjrk c<+rh 
gS gkf’k;s ekml IokabVj ls [khapdj Hkh yxk, tk ldrs gSa 
vkSj ist lsV vi esa dkxt ds vkdkj dks /;ku esa j[kdj 
yxkuk vf/kd ykHknk;d gksrk gS- ist lsV vi MkW;ykWx 
ckWDl esa 4 VSCk gksrs gaSA 

1- ekftZu ls nka;k] ck;ka] Åij vkSj uhps ds gkf’k;s ds 
lkFk ist uacj Hkh fn, tk ldrs gSa-

   ekftZu esa gSMj@’kh”kZd vkSj QqVj@uhps ls dkxt 
ij ist uacj Hkh fn, tk ldrs gSa]

 tks ist ds Åij] uhps] nk;sa] ck;sa] ;k dsUnz esa gks ldrs 
gSaA

2- isij lkbt ls dkxt dh yackbZ] pkSM+kbZ vkSj mls Nkius 
dk LVkby@rjhdk & iksVsZªV @[kM+k ;k @ ysaMLdsi@
frjNk lSV djds lgh vkdkj esa lkexzh Nkih tkrh 
gS -

3- isij lkslZ ls ge doj ist ;k fo’ks”k izdkj ds dkxt 
dks Nkius dk funsZ’k] isij lkbt ds vuqlkj nsrs gSaA

4- ys &vkmV ls iafDr;ksa] ckMZj ;k ist uacjksa dk fu/kkZj.k 
gksrk gS tks gsMj ;k QqVj esa gksrs gSa ftuls iqLrdksa ds 
uke ;k ladsr Hkh vkrs gSa] tSlk fd ist lsV vi ds 
fp= esa fn;k x;k gSA 

:yjksa dk iz;ksx & 

Vkbi djrs le; ekftZuksa dks yxkus ;k ns[kus dk ljyre 
rjhdk :yj ckj gSa-

gksfjtsaVy @ lery :yj ls gesa nk;sa] ck;sa ekftZuksa dk 
irk pyrk gS vkSj [kM+s @ ofVZdy :yj ls Åij vkSj 
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uhps ds ekftZu fn[kkbZ nsrs gSa ftUgsa ge dkxt ds lkbt 

ds vko’;drkuqlkj c<+k ;k ?kVk ldrs gSaA

fdUrq ;fn :yj ckj Åij ,oa ckbZ vksj fn[kkbZ u nsa rks 
O;w esU;w esa tkdj&

• :yj lsysDV djsaA

• :yj ykbu ij dlZj ys tkdj [kkyh Ldhu ds Åij 
NksM+ nsaA dlZj ,d Me: ds vkdkj dk fn[kkbZ nsrk gSA

• ekml fDyd djsa vkSj ekftZu dks okafNr LFkku rd ?klhVsa 
vkSj vksds djasA

MkWD;wesaV ekftZu dks ,sMtsLV djuk %&

lgh lSfVax vkSj ekftZu cnyus ds fy, MkW;ykWx ckWDl  esa 
tk,a] tSlk igys Hkh crk;k x;k gS- fQj &

• Qkby eWU;w esa ist lsV vi lsysDV djsaA

• ekftZu VSc ij fDyd djds lgh ekftZu Vkbi djsaA

• vkSj vks- ds- djsaA

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.2.28 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.3.29 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - पũो ंकी जानकारी

पũ
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :

• ʩावसाियक पũ के आशय, महȇ, Ůाŝप Ɛा है 

• Ůाŝप के भाग

• पũो ंका ŵृतलेखन लेकर Ůितलेखन करने के िनयम ।

O;kolkf;d i=ksa dk Jqrys[k

vk’kqfyfi esa fu;eksa dk iw.kZ vH;kl djus d¢ ckn i=kas dk 

Kku ,oa iw.kZ tkudkjh gksuk vfr vko’;d gSA D;ksafd bl 

O;olk; d¢ dk;Z dh izd`fr gh ,slh gS fd dk;kZy; esa vkus 

okys izR;sd i= dk tokc lfpo dks nsuk t:jh gksrk gS ,oa 

mld¢ fy, mls i=&izk:i dk iw.kZ Kku gksuk vko’;d gSA 

tc rd izf’k{k.kkFkhZ dks O;kolkf;d i= d¢ izk:i dk Kku 

ugha gksxk rc rd og uk rks i= dh fMDVs’ku ys ik,xk 

vkSj uk gh mldk vuqokn dj ik,xkA

O;kolkf;d i= ’khषZd esa ’khषZd fNik gksrk gSA blesa QeZ d¢ 

uke] dk;Z dh izd̀fr] nwjHkkष ua-] rkj dk irk] lsYl VSDl ua- 

vkfn gksrs gaSA dqN QeZ vU; lwpuk,a Hkh nsrh gSaA tSls& vius 

eq[; dk;kZy; dk irk] ’kk[kk vkSj mud¢ vf/kdkjh o ,ts.Vksa 

dk irkA

i= ’khषZdksa ij gkf’k, NksM+uk & gkf’k, dh pkSM+kbZ 

lkekU;r% dkxt d¢ vkdkj o VkbZi dh tkus okyh lkexzh 

ij fuHkZj djrh gS fdUrq dHkh&dHkh bldk vuqeku i= ’khषZd 

d¢ vuqlkj yxk fy;k tkrk gSA lkekU;r% ck,a vksj ls 15 

Lisl vkSj nk,a ekftZu ls 5 Lisl NksM+s tkrs gaSA

O;kolkf;d i= d¢ izk:i d¢ Hkkx &

1- nwjHkkष ua-

2- VsysDl ua-

3- VsyhxzkfQd irk

4- lsYl VSDl ua-

5- dEiuh dk uke

6- dk;Z dh izd`fr

7- irk

8- lUnHkZ la[;k

9- fnukad

10- i= izkIr djus okys dk irk

11- vfHkoknu

12- foष; ’khषZd

13- i= dk eq[; Hkkx

14- /kU;okn Kkiu

15- dEiuh dk uke

16- in uke

17- layXud

18- VkbZfiLV d¢ ukek{kj

lkekU; :i ls i=ksa esa dEiuh d¢ fooj.k fn, gksrs gSa] tSls 

VsyhQksu ua-] VsysDl uaa-] VsyhxzkfQd irk] lsYl VSDl ua- 

vkfnA ;fn bu fooj.kksas dks VkbZi djuk gks rks i= d¢ 

nksuksa fdukjksa ij cjkcj Lisl esa VkbZi djuk pkfg,A ;fn 

buesa ls nks dk gh fooj.k nsuk gks rks nksuksa vksj ,d&,d 

fooj.k VkbZi djsA ;fn rhu fooj.k nsus gSa rks nks fooj.k 

,d vksj rFkk ,d fooj.k nwljh vksj VkbZi djssaA bu 

fooj.kksa dks VkbZi djrs le; Hkh Åij dk gkf’k;k 2-5 lseh 

pkSM+k tkuk pkfg,A bu iafDr;ksa d¢ chp esa Ms< ;k nks dk 

vUrj gksuk pkfg,A
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.4.30 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आधारभूत क̱ɗूटर ǒान

ऐƛेल 
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• ऐƛेल का पįरचय ।

ekbØkslkW¶V ,sDlsy %&

lakf[;dh; ,oa xf.krh; dk;Z djus ds fy, ftl ist dk 
mi;ksx fd;k tk ldrk gS] mls odZ'khV LiszM'khV dgrs gSaA 
lkexzh ,oa vkadM+s dkyeksa] lSyksa vkSj iafDr;ksa esa Vkbi fd, 
tkrs gaSA ,d vk;rkdkj cDlk lSy dgykrk gSA 

,sDly foUMks %&

,sDlSy foUMks ds nks Hkkx gSa ckgjh foUMks ,sIyhds'ku foUMks 
dgykrh gS vkSj vanj dh fOkUMks MkWD;wesaV fOkUMksa gS nksuks ,d 
nwljs ls vyx gSa ysfdu nksuksa lkFk tqM+dj dke djrh gSaA

,Iyhds'ku fOkUMks VkbVy ckj] esU;wckj LVsaMMZ Vwyckj] QkjeasV 
Vwyckj] QkWjewyk ckj] QaD'ku] MªkWi Mkmu fyLV ,asVj dSafLky 
bulVZ QaD'ku] LVsVl ckj vkfn ls dk;Z djrh gSa- MkWD;wesaV 
foUMksa esa VkbVy ckj] odZ'khV ,fj;k] VSc vkSj LØkWy ckj 
cVu gksrs gSaA 

lSy ,sMsªl D;k gS vkSj bldk mi;ksx D;k gSA

fdlh iafDr vkSj lsy esa tks vkdMsa+ ;k MkVk Mkyk tkrk gS 
og lSy ,sMsªl dgykrk gS tSls lh2] lh3] lh4] vkSj Mh2] 
Mh3] Mh4 buesa lh] Mh MkVk ds dkWye izdV djrs gaS tSls 
fp=ksa esa fn[kkbZ nsrk gS 

1 56 34  44 56 78 
2 45 44  56 78 87 
3 34 23  26 73 44 
4 45 45  56 78 87 
5       
6      

lSy ,sMsªl dk iz;ksx QkWeZwyk ykxw djus ds fy, fd;k tkrk 
gS lSyksa esa vkdMsa+ cnyus ds ckn Hkh ogh QkWeZwyk rqjUr 

fxurh djds crk nsrk gS dkmaV QkWeZwyk ls] lSy ,sMsªl 
cjkcj lh2 $ lh3 $ lh4 $ lh5 tks Øe'k % 5 $ 7 $ 
9 $ 23 44 crkrs gSa bu vkadM+ks dks cnyrs gh QkWewZyk 
rqjUr u;k mrj ns nsrk gSaA

dkaLVsaV ] MkVk] yscy vkSj oSY;w %&

dkaLVsaV ,slk MkVk gS ftldk ewY; ;k uke ugha cnyrk gS] 
tSls ch2 ;k ch4 esa Mkyk x;k MkVk daiuh ;k oLrq dk uke 
gks ldrk gS tks ugha cnyrk ;s] uke] rkjh[k] le; vkfn 
gks ldrs gSa MkVk ;k vkadM+s ,sls vda gS tks lSyksa esa Vkbi 
fd, tkrs gaS ,sDly 'khV esa Mkys x, vkadM+s dEI;waVj le>rk 
gS tks rhu izdkj ds gksrs gSa %&

1& yscy &VSDlV dk uke gS tks ge Vkbi djrs gaS ;g 
lSy esa ckabZ vksj @ysV ,sykabM gksrk gS vkSj xf.krh; dk;Z 
esa lgk;rk ugh gksrk - 

2& oSY;w & ,slh la[;k,a ;k vad gS tks ge lSyksa esa Vkbi 
djrs gSa ;s ges'kk nak;h rjQ @jkbV ,sykbMa gksrs gSa buls 
gh dSYdqys'ku ;k xf.krh; dk;Z gksrs  gSaA 

3& Qkjewyk & tks ge lSyksa esa Vkbi djrs gaS ogh 
lokyksa dk rqjUr mrj nsrk gS ;g Hkh lSy esa jkbV ,sykbM 
@nk;ha vksj gksrk gS 

jks dkWye vkSj lSy 

1] 2] 3] ls fn[kkbZ nsus okys lSyksa ds lewg dks iafDr vkSj 
dkWye esa fn[kkbz nsus okyk lCkls NksVk ckWDl lSy dgykrk 
gS-

jks rFkk dkWye dks bulVZ vkSj fMfyV djuk
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.4.31 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आधारभूत क̱ɗूटर ǒान

वकŊ बुक और वकŊ शीट
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• वकŊ बुक और वकŊ शीट ।

odZcqd vkSj odZ'khV %&

dkWye vkSj jkst ls cuus okyh odZ'khV dks odZcqd dgrs 
gSa- odZ'khV esa 1ls 100 rd ds dqy 65536 iafDr;ksa dks 
fn[kk;k tk ldrk gS vkSj 256 dkyeksa dks A to Z  lss  AA 
AB to A rd fn[kk;k tk ldrk gS 

odZ'khV

,e-,l-oMZ dsoy fizaV ,fj;k Nkisxk tc rd fd mls iwjk 
funsZ'k u fn;k tk,++ lSy dh jsUt dks Nkius ds fy, &

lsysD'ku ij fDyd djsasA

Qkby eWU;w esa Print what ij fDyd djsa vkSj ckWDl esa 
,sfDVo odZ'khV ij fDyd djsa+ lsysDlu dk fizUV izhO;w esa 
lkeus vk tk;sxk dh lkexzh dSlh Nisxh\

dLVe fyLV 

lSyksa dh jsUt esa uke o vkadM+s Hkjus ds dke dks dLVe 
fyLV dgrs gSaA

,sykbuesaV vkSj fMQkWYV ,sykbuesaV  lSyksa dh ckmaMªh ds 
vUnj vkadM+s Vkbi djuk ,sykbuesaV dgykrk gS] fMQkWYV 
,sykbuesaV ges'kk ck;ha vksj gksrk gS]bls ge lsaVj esa ;k nk;h 
vksj Hkh dj ldrs gSa +

+QkWjeSV lSy ds MkW;ykWx ckWDLk 

MkWbykWx ckWDLk ds QkWWWjeSV VSc fUkEu gSa &

1- uacj 

2- QksaV 

3- ,sykbuesaV 

QkWewZyk ckj

MkVk dks Bhd djus ;k cnyus ds fy, lSy dks lsysDV fd;k 
tkrk gS vkSj djlj dks QkWjewyk ckj ij ys tkrs gSA tgk¡ 
ml dk #i cny dj 1B gks tkrk gSA bl ij fDyd djds 
QkWjewyk ckj ,sfMV fd;k tkrk gSA jks rFkk dkWye dks 
baulVZ vkSj fMfyV dSls djrs gS +\

jks baulVZ djus ds fy, &

jks gSfMax ij fDyd djsa tgka ubZ jks Mkyuh gS bulVZ ij 
fDyd djsa +ubZ jks vk tk;sxh vkSj iqjkuh uhps lkexzh lfgr 
pyh tk;sxh +

fMyhV djus ds fy, +

dkWye gSfMax ij fDyd djsa tgka u;k dkWye ,sM djuk gSA

dkWye ds uke  C or F ij fDyd djasA

bulVZ ij fDyd djsa vkSj dkWye Nk¡VsA

orZeku dkWye nkbZ vksj pyk tk;sxk +

/;ku j[ksa dh fMyhV dkWye ;k jks okil ugha vk ldrh 
blfy, fMyhV caVu dks lko/kkuh ls fDyd djsaA

lSy ,oa jsUt %&

odZ'khV dk lcls NksVk vk;rkdkj ckWDl tks iafDr;ksa vkSj 
dkWyeksa ds chp esa gksrk gS] lSy dgykrk gS lSyksa esa MkVk 
Vkbi fd;k tkrk gS tks VSDLV] uacj vkSj Qkjewyk gksrs gSaA

,sfDVo lSy 

ftl lSy dh ykbV tyrh gks] gkbykbV gks jgh gks] og 
,sfDVo lSy dgykrk gSa-

jsUt 

lSy ;k dbZ lSyksa ds lewg dks jsUt dgrs gaS bls lsysDV 
djus ds fy, & 

lsy ;k jsUt lsysDV djsaA

uke ds ckWDl tks Qkjewyk ckj ds ckbZ vksj gksrk gS mls 
fDyd djsaA

jsUt dk uke Vkbi djsa ftlesa vfd/kdre 255 v{kj gks 
ldrs gSa- uke fdlh v{kj ls vkjaHk gksuk pkfg, 

daVhU;wvl vkSj ukWu & daVhU;wvl jsUt 

nks vkil esa tqM+s gq, lSyksa dks daVhU;wvl ;k daVhU;wvl @
yxkrkj lSy dgrs gS ckabZ Åij rFkk nka;h vksj  uhps ds 
lSyksa ds fy, ;g uke fn;k tkrk gS tks lSy vyx ;k  nwj 
gSa os ukWu &daVhU;wvl @daVhU;wvl lSy dgykrs gSa-

,sDlSy foUMks %&

,sDlSy foUMks ds nks Hkkx gSa ckgjh foUMks ,sIyhds'ku foUMks 

dgykrh gS vkSj vanj dh fOkUMks MkWD;wesaV fOkUMksa gS nksuksa ,d 

nwljs ls vyx gSa ysfdu nksuksa lkFk tqM+dj dke djrh gSaA 
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,Iyhds'ku fOkUMks VkbVy ckj] esU;wckj LVsaMMZ Vwyckj] QkjesV 

Vwyckj] QkWjewyk ckj] QaD'ku] MªkWi Mkmu fyLV ,asVj dSafLky] 

bulVZ QaD'ku] LVsVl ckj vkfn ls dk;Z djrh gSa- MkWD;wesaV 

foUMks esa VkbVy ckj] odZ'khV ,fj;k] VSc vkSj LØkWy ckj 

cVu gksrs gSaA

xq.kk] U;wure] iw.kZ vkSj oxZewy dk QkWewZyk %&

= PRODUCT ( 1,2,3 …)  ls lkjs vadks dk xq.kk gks tk,xkA

= MIN ( 178,198,127 ) djus ls mRrj vk,xk 127

= MAX (134,156,190,201) djus ls mRrj vk,xk 201

lsy jsQjsaflax %&

lSyksa ;k muds lewg dks jsQj djuk lSy jsQjasflax gksrk gS 

bldk ykHk ;g gS fd gesa dsoy ewy vkadMs+ Vkbi djus 

gksrs gSa ckdh dk;Z QkWewZyk vius vki djrk gSA

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.4.31 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.4.32 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आधारभूत क̱ɗूटर ǒान

क̱ɗूटर की सुरƗा 
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• क̱ɗूटर की सुरƗा
• क̱ɗूटर वायरस ।

dEI;wVj dh lqj{kk %&

dEI;wVj ,d fo/kqrh; e'khu gSA ;g e'khu rHkh gesa lgh lsok 

iznku djsxh tc fd bldk lgh j[k&j[kko fd;k tk,A

dEI;wVj dh lqj{kk ,oa lgh lapkyu ds fy, fuEu ckrksa dk 

/;ku j[kuk pkfg,

eqyk;e diM+s ls dEI;wVj dks gj jkst lkQ djsaA

1- dqathiVy ij dksbZ oLrq u j[ksa

2- dEI;wVj ds <Ddu vkfn dks cUn j[ksa rkfd og /kwy ls 

cpsa]

3- dEI;wVj ds dejs dh /kwy dks jkst iksaNdj lkQ  

j[ksaA

4- dEI;wVj Vsfcy ij ikuh ;k [kkusa dh phtksa dks u            

j[ksaA

bu lko/kkuh;ksa ls vkidk dEI;wVj vPNh lsok nsxkA

dEI;wVj ok;jl %&

dbZ O;fDr;ksa }kjk dEI;wVj dks [kjkc djus ds fy, x, izksxzke 

ok;jl dgykrs gSA dqN ok;jl ,sls gksrs gSa tks MkVk vkSj 

gkMZ fMLd dks Hkh u"V dj nsrs gSaA cgqr ls yksx dHkh&dHkh 

Hkwy ls ;k vutkus esa iSu Mªkbo }kjk ok;jl QSykrs gS tks 

nwljh ok;jl bQsDVsM Qkbyksa ;k bZ&esy izkIr djus ;k 

mlds lkFk vVSpesaV ls Hkh vkrs gSaA 

ok;jl ls dEI;wVj dk cpko %&

fuEu rjhds ls ge dEI;wVj dks ok;jl ls cpk ldrs gSaA 

1- vksjhtuy lh-Mh- ls gh lkW¶Vos;j yksM djuk pkfg,A

2- bZ&esy ds lc izksxzke yksM ugha djus pkfg, dsoy 

tkus&igpkus izksxzke gh yksM djus pkfg,A

3- dEI;wVj ds vi &yksMl vkSj flLVe fMokbl dks rqjUr 

yksM djuk pkfg,A 

4- ikloMZ ls dEI;wVj dks ges'kk can dj j[kuk pkfg,A

5- dEI;wVj ok;jl izksxzke tc dEI;wVj cwV dj jgk gks rHkh 

[kjhnuk ;k Mkyuk pkfg,A

,aVh ok;jl izksxzke@lkW¶Vos;j %&

dEI;wVj esa djIV ;k [kjkc Qkbyksa dks gVkus ds fy, ,aVh 

ok;jl izksxzke ;k lkW¶Vos;j baLVky fd;k tkrk gSA baVjusV 

vkSj bZ&esy ls ok;jl dEI;wVj esa vkrs jgrs gSa tks dEI;wVj 

ds fy, [krjukd gksrs gSa buls cpkus ds fy, dEI;wVj esa 

fuEu izdkj ds ,aVh ok;jl lkW¶Vos;j Mkys tkrs gSaA ftuds 

dqN uke bl izdkj gSA

1- AVG Anti-Virus/ ,-oh-th- ,sUVh ok;jl

2- Avast Anti - Viorus/ ,sokLV ,aVh ok;jl

3- Avira Anti Vir/ ,sohjk ,aVh ok;jl

4- Kaspersky Anti Virus/ dkLijLdkbZ ,aVh ok;jl

5- Norton Anti Virus/ ukWVZu ,aVh ok;jl

LdSfuax %& 

,aVh ok;jl lkW¶Vos;j }kjk ok;jl <wa<us vkSj mldh lQkbZ 

djus dh izfØ;k dks LdSfuax dgrs gSA lkjh LVksj fMokblst 

vFkkZr LVksj djus okyh phtksa dh yxkrkj LdSfuax djuk 

vko';d gSA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.4.33 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आधारभूत क̱ɗूटर ǒान

एम.एस. पावर ɚॉइंट

उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• ˠाइड बनाना ।

,e-,l- ikoj IokWbaV %&

n'kZdksa ds lkeus fdlh dk;Z dks vkadMks vkSj fp=ksa ls le>kuk 
iztsaVs'ku ;k izLrqrhdj.k dgykrk gS] blesa izLrqr viuh ckr 
dks vkd"kZd <ax ls Li"V djus ds fy, T;kferh; fp=ksa ;k 
jaxhu fp=ksa dk lgkjk ysrk gS ftUgsa izkstsDVj ;k LykbM 
izkstsDVj }kjk fn[kk;k tkrk gS blesa xzkQ] fiDpj] vkadMs] 
pkVZ] Vsfcy vkfn gksrs gSA ftuls iztsaVs'ku vkd"kZd gksrk 
gSA iztsaVs'ku dks dEI;wVj }kjk Hkh fn[kk;k tkrk gS ftlds 
fy, ekbØkslkW¶V dkjiksjs'ku us ,e-,l- ikoj IokbaV dk 
lkW¶Vos;j cuk;k gSA 

ih- ih- ih- %&

ih- ih- ih- dk vFkZ gS ikoj ikbaV iztsaVs'ku- blesa fdlh 
fo"k; dh fu;ksftr lwpuk dks /ouh vkSj izdk'k ds ek/;e 
ls LykbM ls cMs+ vkd"kZd <ax ls n'kZdks dks fn[kk;k tkrk 
gSA blesa Nis ipkasZ] fp=ksa vkSj pkVksZa dk iz;ksx fd;k tkrk gS 
ftlls bldk yksxksa ij vPNk izHkko iM+rk gSA

LykbM]LykbM uksV vkSj LykbM ys& vkmV %&  

1& LykbM & 

,d gh ist fd lkexzh ftlesa fiDpj] xzkfQd] best vkfn 
gksrh gS] LykbM dgykrh gS] tSlk nk;ha vksj fp= esa fn[kk;k 
x;k gS 

,e- ,l- ikoj Iok¡bV %&

,e- ,l- ikoj IokWbaV ,slk lkW¶Vos;j gS ftlds }kjk fp=ksa 
vkSj pkVksZa ds }kjk vkd"kZd iztsaVs'ku dks fp=ksa] ewoh] /ouh] 
fDyi vkSj ,suhesVsM thoUr oLrqvksa }kjk vkd"kZd cuk;k 
gS iztsaVs'ku dks izkstsDVjkas ;k dEI;qVjksa ;k Nih gqbZ ifpZ;ksa 
ls n'kZdksa dks fn[kk;k tkrk gS vkSj buesa fdlh Hkh le; 
lq/kkj fd;k tk ldrk gSA
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2& LykbM uksV & 

tks fooj.k] uksV ;k fVIi.kh fdlh LykbM ds fo"k; ds ckjs 
esa nh tkrh gS] mls LykbM uksV dgrs gSa] tSlk fd nk;ha 
vksj fp= esa fn[kk;k x;k gSA

3&LykbM ys&vkmV & 

fdlh LykbM dh cukoV ;k fMtkbu LykbM ys&vkmV 
dgykrh gS] ftlesa fiDpj] pkVZ] VSDLV gksrs gSa] tSls nksuks 
fp=ksa esa fn[kkbZ nsrk gS- 

,e- ,l- ikoj ikbaV ds Hkkx %& 

,e- ,l- ikoj ikbaV ds nks Hkkx gksrs gSa &,sIyhds'ku foUMks 
vkSj iztsUVs'ku foUMks] ikoj ikbaV ,sIyhds'ku foUMks esa [kqyrk 
gS vkSj ckdh dk;Z iztsUVs'ku  foUMks esa gksrs gSa ftlesa eWU;q 
ckj]Vqy ckj  VkbVy ckj] O;q CkVu] LVsVl ckj] LykbM] 
LØkWy ckj dke djrs gSaA 

ikoj ikbaV  LVkVZ djuk

daI;wVj ds cwV gksus ds ckn ekml dks LVkVZ cVu ij fDyd 
djs vkSj fQj 

**vkWy izksxzke** lsysDV djsaA

**,e-,l-vkfQl **lsysDV djsaA

**,e-,l- ikoj ikbaV**lsysDV djsaA

foUMks esa ikoj ikbaV yksM gks tk,xk ftl ij dk;Z djsaA

LykbM]LykbM uksV vkSj LykbM ys& vkmV %&  

1& LykbM & ,d gh ist fd lkexzh ftlesa fiDpj] xzkfQd] 

best vkfn gksrh gS] LykbM dgykrh gS] tSlk nk;ha vksj 

fp= esa fn[kk;k x;k gS 

2& LykbM uksV & tks fooj.k] uksV ;k fVIi.kh fdlh LykbM 

ds fo"k; ds ckjs esa nh tkrh gS] mls LykbM uksV dgrs gaS] 

tSlk fd nk;ha vksj fp= esa fn[kk;k x;k gS-

3& LykbM ys&vkmV & fdlh LykbM dh cukoV ;k fMtkbu 

LykbM ys&vkmV dgykrh gS] ftlesa fiDpj]pkVZ] VSDLV 

gksrs gSa] tSls nksuks fp=ksa esa fn[kkbZ nsrk gS- 

,e- ,l- ikoj ikbaV ds Hkkx %& 

,e- ,l- ikoj ikbaV ds nks Hkkx gksrs gSa &,sIyhds'ku foUMks 

vkSj iztsUVs'ku foUMks- ikoj ikbaV ,sIyhds'ku foUMks esa [kqyrk 

gS vkSj ckdh dk;Z iztsUVs'ku  foUMks esa gksrs gaS ftlesa eWU;q 

ckj]Vqy ckj ] VkbVy ckj] O;w CkVu] LVsVl ckj] LykbM] 

LØkWy ckj dke djrs gaSA 
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.4.34 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - आधारभूत क̱ɗूटर ǒान

इंटरनेट
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• इंटरनेट का पįरचय ।

baVjusV %& 

baVjusV dEI;wVjksa dk ,slk tky gS tks fo'o Hkj esa QSys 
gq, dEI;wVjksa dks tksM+rk gSA tks bl fo'oO;kih tky dh 
lgk;rk ls yksx ,d&nwljs ls okrkZYkki dj ldrs gSaA fo'o 
dk uohure baVjusV ;k oYMZ okbM osc dgykrk gSA ekml 
ls IokbaV vkSj fDyd djds ;g ljyrk ls [kqy tkrk gS 
yksxksa ds vkil esa laidZ dk ;g l'kDr ek/;e gS ftlesa 
js[kkfp= ;k xzkfQd] VSDlV] lkm.M vQSDV rFkk ,suhes'ku 
gksus ls yksx blds izfr vf/kd ls vf/kd vkdf"kZr gks jgs 
gSaA osclkbV ;k oSc fo'o dh leLr tkudkjh dk Hk.Mkj 
gS tks  Http, ¼ gkbij VSDlV Vkalfe'ku izksVksdkWy½ ds 
}kjk feyrk gS oYMZ okbM osc MkWD;wesaVl ls vknku&iznku 
dk leqnz gS ftls lkW¶Vos;j }kjk [kkstk tk ldrk gS blesa 
miyC/k MkWD;wesaV dks osc ist dgk tkrk gSA tks fyf[kr 
lkexzh] fp=] ,suhes'ku] lkm.M ;k gkbij fyad ls tqMs+ jgrs 
gSaA ;wtj ;k iz;ksxdrkZ ,d ist ls nwljs ist ij IokbaV 
vkSj fDyd djds mudks lQZ dj ldrk gSA ;k <wa< ldrk 
gSA vki ,d ist ;k lwpuk ls dwndj nwljh lwpuk ij 
lh/ks igqWp ldrs gSaA

baVjusV %&

baVjusV nqfu;k ds dEI;wVjksa dks tksM+us okyk fo'oO;kih 
tky ;k usVodZ gS ftlds }kjk lwpukvksa ,oa i=ksa dk 
vknku&iznku gksrk gSA blesa oSc dSejs }kjk ,d &nwljs ls 
dgha Hkh cSBs ckrphr dh tkrh gS vkSj Vsyh&dkaQjsaflax ;k 
ohfM;ks dkaQjsaflax dh tkrh gS baVjusV ds }kjk vkWuykbu 
VªsfMax iSlks dk VªkalQj ,oa O;kolkf;d [kjhn&fcØh vkfn 
ljyrk ls dh tk ldrh gSA 

dEI;wVj usVodZ vkSj baVjusV %&

tc nks ;k vf/kd dEI;wVj ,d LFkku ij vkil esa tqM+dj 
Qkbyksa] QksYMjksa vkSj lwpukvksa dk vknku&iznku djrs gaS rks 
og dEI;wVj usVodZ dgykrk gS bldk iz;ksx dk;kZy;ksa vkSj 
O;kolkf;d laLFkkuksa esa gksrk gS ;g lhfer {ks=ksa esa gksrk gSA 
nwjLFk 'kgjksa ;k fo'oO;kih ugha gksrkA 

ysfdu baVjusV nqfu;k ds dEI;wVjksa dk usVodZ ;k tky gS 
ftlds }kjk fo'o ds fdlh Hkh LFkku ij cSBs yksx vkil esa 
lwpukvksa dk vknku&iznku dj ldrs gSa vkSj ,d & nwljs 
ls ckr dj ldrs gSaA 

usVofdZax %&

tc nks ;k vf/kd dEI;wVjksa dks ,d &nwljs ds lkFk tksM+k 
tkrk gS rks og usVofdZax ;k usVodZ ;k tky dgykrk gSA 

usVofØax ds ykHk %& 

1- usVofdZax ls ,d Qkby dks dbZ yksx ,d lkFk [kksydj 
ml ij dk;Z dj ldrs gSaA
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2- ,d&nwljs ls lwpukvksa dk vknku&iznku dj ldrs gSaA

3- blesa MkVk ;k Qkbyksa ds VªkalQj dh ykxr U;wure gksrh 
gSA

4- blesa ,d VfeZuy gksrk gS tks loZj dEI;wVj ds lhih;w 
dh eSeksjh ls dke djrk gSA loZj esu dEI;wVj gksrk gS 
ftlesa a'kfDr'kkyh lhih;w vkSj eSeksjh gksrh gS tks lHkh 
VfeZuyksa dks daVªksy djrh gS vkSj rsth ls dk;Z djrh 
gSA 

eksMe %&

eksMe ,slh bysDVªkWfud e'khu gS tks baVjusV lqfo/kk ysus ds 
fy, dEI;wVjksa dks VsyhQksu ykbu ls tksM+rh gS blds dbZ 
ekWMy gksrs gSA 

vc Mh-,l-,y- eksMe ds }kjk czkWM cSaM baVjusV dusD'ku 
ls ykbu cgqr tYnh tqM+ tkrh gS vkSj vki rsth ls dke 
dj ldrs gks

baVjusV }kjk iznRr lqfo/kk %&

baVjussV fuEufyf[kr lsok,a iznku djrk gSA 

1- fdlh Hkh fo"k; ij okafNr tkudkjh izkIr djkukA

2- bZ&esy ls lwpuk] Qkbysa vkfn izkIr djuk vkSj HkstukA

3- xkusa] E;wftd ;k ewoh fn[kkuk ;k lqukukA

4- dEI;wVj ij xse [ksyukA

5- lkeku dk foKkiu] [kjhn o fcØh djuk

6- oSc dSejs ls nqfu;k esa cSBs yksxksa ls lh/kh ckr djukA

 rFkk ohfM;ks ;k Vsyh dkaQjsaflax djukA

oSclkbV %&

oYMZ okbM osc ;k oSc WWW ;k baVjusV dk cgqr cM+k fo'o 
O;kih tky gS tks HTTP Server  }kjk Qkbysa Hkstrk gS budk 
fyad MkWD;wesaVl ls gksrk gSA ftUgsa fjlkslZ dgk tkrk gS bu 
loZjksa esa cgqr lkjh lkexzh LVksj dh tkrh gS ftldks dksbZ 
Hkh O;fDr nqfu;k esa dgha ls Hkh baVjusV ds }kjk ns[k vkSj 
<wa< ldrk gS osc lwpuk dk leqnz gS ftls dksbZ Hkh baVjusV 
ls [kkst ldrk gSA okLro esa ;s lwpukvkas dk iqLrdky; gS 
tks osc istksa esa LVksj gksrk gSA 

,d fo"k; ds cgqr lkjs istksa essa QSyh tkudkjh dks osclkbV 
dgk tkrk gS osclkbV ij igqWpus ds fy, ,d ;wfud@ fo'ks"k 
uke dh vko';drk gksrh gSA ekbØkslkW¶V baVjusV ,DlIyksjj 
vFkok dksbZ czkstj tSls eksthyk Qk;jQkSDl] oSc ist [kksyus 
;k osclkbV ns[kus ds fy, vko';d gksrk gSA  
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.5.35 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - कायाŊलयीन वातावरण

कायाŊलय का पįरचय
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• कायाŊलय का अथŊ एवं पįरभाषाएँ  
• कायाŊलय के लƗण अथवा िवशेषतायŐ  
• कायाŊलय के लाभ  
• माइŢोसॉɝ ऐƛल
• एƛल िवǷो 
• इलेƃŌ ॉिनक ˚ेड शीट ।

fdlh Hkh laLFkk ds fuckZ/k lapkyu] fu;U=.k ,oa leUo; dh 
n`fʼ ls dk;kZy; dk fof’kʼ LFkku gSA dk;kZy; jDrokgh 
f’kjkvksa dh Hkk¡fr fdlh Hkh laLFkk ds vax&izR;ax esa vUrO;kZIr 
gSA og laLFkk dks शfDr] fn’kk ,oa xfr iznku djrk gSA 
dk;kZy; ,d vksj ,slh fuekZ.k’kkyk gS tgk¡ egRoiw.kZ lwpuk,a] 
izys[k rFkk vfHkys[k rS;kj fd, tkrs gSa] nwljh vksj og ,d 
,slk dksष vFkok Hk.Mkj x`g gaS tgk¡ mDr lwpuk,¡] izys[k 
rFkk vfHkys[k lqjf[kr j[ks tkrs gaS rFkk rhljh vksj og ,slk 
dYio`{k Hkh gS tks vko’;drk iM+us ij ek¡xus okys O;fDr 
¼inkf/kdkjh½ dks okafNr lwpuk] izys[k rFkk vfHkys[k iz;ksx 
gsrq miyC/k djkrk gSA dk;kZy; dh bu mi;ksfxrkvksa ds 
dkj.k gh vkt izR;sd laLFkk esa pkgs og O;kolkf;d gks 
vFkok xSj O;kolkf;d] lcls igys dk;kZy; dh LFkkiuk dh 
tkrh gSA

dk;kZy; dk vFkZ ,oa ifjHkkषk,¡ %& 

dk;kZy; dk vFkZ %& 

dk;kZy; शCn fuEu nks शCnksa ds ;ksx ls cuk gSA ¼1½ dk;Z] 
vkSj ¼2½ vky;A vr% bu nksuksa शCnksa dk vyx&vyx vFkZ 
le>us ls dk;kZy; dk vFkZ Lor% Liʼ gks tk,xkA dk;Z 
शCn dk vk’k; gS fdlh iz;kstu ¼vko’;drk½ dh iwfrZ ds 
fy, ,d lqfu;ksftr ;kstuk cukukA vky; शCn dk vFkZ gS 
LFkkuA bl izdkj dk;kZy; ls gekjk vk’k; ml LFkku fo’ksष 
ls gS tgka ls fdlh iz;kstu dh iwfrZ ds fy, lqfu;ksftr <ax 
ls fofo/k izdkj ds fØ;k&dyki fd, tkrs gaSA nwljs शCnksa 
esa] dk;kZy; ,d ,slk LFkku gS tgk¡ ls fdlh laLFkk fo’ksष 
ds lHkh nSfud dk;ksZa dk lqO;ofLFkr <ax ls vk;kstu] laxBu] 
lapkyu ,oa fu;U=.k fd;k tkrk gSA शCn&dksष ds vuqlkj 
dk;kZy; og LFkku gS tgk¡ O;olk; fd;k tkrk gSA dk;kZy; 
esa O;olk; laca/kh vko’;d lwpuk,a] izys[k rFkk vfHkys[k 
vkfn lqjf{kr j[ks tkrs gSaA ftudk mi;ksx Hkfoˈ esa 
vko’;drkuqlkj fd;k tkrk gSA 

,d lk/kkj.k O;fDr ds n`fʼdks.k ls dk;kZy; ls vk’k; ,d 
,sls LFkku ls gS tgka ij dqN fyfid ,oa inkf/kdkjh dqflZ;ksa 
ij cSBdj muds lkeus estksa ij j[kh Qkbyksa ds c.Myksa ds 
Åij >qddj dkxth dk;Zokgh djrs jgrs gaSA mDr LFkku 
deZpkfj;ksa ds fy, fufnZʼ gksrk gS] dk;Z dks lEikfnr djus 
ds fy, lqfo/kk,¡ miyC/k gksrh gS] laxBu gksrk gS vkSj O;olk;h 
;k iz’kkld gksrk gSA fdlh Hkh dk;kZy; esa tkdj voyksdu 
dj yhft,] pkgs og dksbZ ljdkjh dk;kZy; gks ;k fdlh 
O;kolkf;d laLFkk dk dk;kZy;] pkgs y?kq Lrjh; gks ;k 
fo’kkydk;] dqN ckrsa leku feysaxhA lHkh deZpkfj;ksa ds 
cSBus ds fy, dqflZ;ka vkSj dke djus ds fy, Vsfcy gksxhA 
bu Vsfcyksa ij vkSj vkl&ikl esa j[kh Qkby dsfcusVksa esa 
Qkbysa gksaxhA Vsfcyksa ij vU; ys[ku&lkexzh;k¡ Hkh feysxhaA 
Vad.k&;a= vkSj MqIyhdsVj rFkk vU; ;a= Hkh fn[kkbZ nsxsaA 
bl izdkj izR;sd dk;kZy; esa dqN deZpkjh vius&vius 
LFkku ij dk;Z djrs gq, gksaxsA ;g ,d dk;kZy; dk Lo:Ik 
gSA ,d cM+s dk;kZy; esa ;s lkjh oLrq,a dkQh cM+h ek=k esa 
vkSj cMs+ Hkou esa O;ofLFkr gksaxh vkSj NksVs dk;kZy; esa oLrq,a 
vkSj deZpkjh de gksaxs fdUrq izR;sd dk;kZy; dh lkt&lTtk 
esa dksbZ fo’ksष vUrj ugha gksrkA dk;kZy;ksa ds vkdkj esa vUrj 
gks ldrk gS] izd`fr esa ughaA izR;sd dk;kZy; esa dkxth 
dk;Zokgh egRoiw.kZ fØ;k gksrh gS dkxtksa ij fVIi.k gksrk gS] 
vfHkys[k gksrk gS] vkns’k gksrk gS] fØ;kUo;u dk izfrosnu 
gksrk gS] ys[kk&tks[kk j[kk tkrk gS vkSj izR;sd fØ;k&dyki 
dks fyfic) dj LFkk;h vfHkys[k :i esa lqjf{kr j[k fy;k 
tkrk gSA lqjf{kr j[kus ds fy, jftLVjksa rFkk Qkbyksa dk 
iz;ksx fd;k tkrk gSA  oLrqr% ;g dkxth dk;Zokgh gh fdlh 
dk;kZy; dk vk/kkj gS &&&& pkgs og dk;Zokgh fdlh iDds 
Hkou esa cSBdj dh tk;s pkgs isM+ dh Nk;k esaA dk;kZy; 
dgykus ds fy, iDdk Hkou vko’;d ugha gS fdUrq dkxth 
dk;Zokgh vo’; gksuh pkfg,A fdlh Hkh ,sls LFkku dks tgk¡ 
dk;kZy; dh fØ;kvksa ds fu;eu] funsZ’ku vkSj fu;U=.k ds 
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fy, dkxth vfHkys[k rS;kj fd, tk;sa vkSj budh ns[k&js[k 
dh tk;s] dk;kZy; dgk tk ldrk gSA gka] iDds vkSj 
lqfo/kktud Hkou ds gksus ls ;g dk;Z T;knk lqxerk ls 
lEiUu gks ldrk gSA 

dk;kZy; dh ifjHkkषk,a

1- izkphu vFkok ijEijkxr fopkj/kkjk ds vuqlkj dk;kZy; 
dh ifjHkkषk,W %& 

izkphu fopkj/kkjk ds vuqlkj fo}kuksa us dk;kZy; dk vk’k; 
fdlh LFkku fo’ksष ls yxk;k gS & tgk¡ deZpkjh dkxth 
dk;Z djrs gaS] ogkW lwpukvksa dk ladyu fd;k tkrk gS] 
vfHkys[k rS;kj fd, tkrs gSa] bldk fo’ysष.k fd;k tkrk gS 
rFkk Hkkoh lUnHkZ ds fy, mUgsa lqjf{kr j[kk tkrk gSA 
vko’;drk iM+us ij mPpLrjh; izcU/k ds le{k os lwpuk,W 
izLrqr dj nh tkrh gSA dk;kZy; og LFkku gS tgk¡ cSBdj 
deZpkjh ,oa vf/kdkjh leLr laLFkkxr fØ;kvksa dk funsZ’ku] 
fu;U=.k ,oa leUo; djrs gSaA bl fopkj/kkjk ds vuqlkj 
dqN izeq[k fo}kuksa }kjk nh xbZ ifjHkkषk,a fuEufyf[kr gSaA

,y- gky- ds vuqlkj dksbZ Hkh LFkku tks fyfidh; izd`fr ds 
dk;Z ds fy, fuf’pr gks dk;kZy; gSA 

2- vk/kqfud fopkj/kkjk ds vuqlkj dk;kZy; dh ifjHkkषk,a %&

शuS% शuS% O;olk; ds Lo:i esa ifjorZu ds lkFk&lkFk 
O;kolkf;d fØ;kvksa ds Lo:Ik esa Hkh ifjorZu gqvk O;kolkf;d 
fØ;k,a fdlh ,d fuf’pr LFkku esa fleVdj dsfUnz~r ugha 
jg ikbZ vkSj blfy, dk;kZy; dk vk’k; fdlh  LFkku fo’ksष 
dh ifjf/k ls ckgj Hkh le>k tkus yxkA vk/kqfud fo}kuksa 
ds vuqlkj vc dk;kZy; iz’kkldh; izcU/k dh ,d 
egRoiw.kZ bdkbZ gSA ;g iz’kkldh; izcU/k dh og egRoiw.kZ 
bdkbZ gksrh gS tgka miØe ds izcU/kdh; dk;ksZa&izcU/k] 
iz’kklu] fu;kstu ,oa fu;U=.k dks leqfpr :Ik esa lEikfnr 
djus ds fy, izcU/kdksa dks lgh vkSj Ik;kZIr lwpuk,a miyC/k 
djkbZ tkrh gSA blh bdkbZ ij lEizsष.k O;oLFkk dks lqxe 
vkSj izHkkoh cuk;s j[kus dk nkf;Ro gksrk gS rFkk ;gh bdkbZ 
O;olk; dh fof’kʼrk ds vk/kkj ij fofHkUu fØ;kvksa esa rky-
esy fcBkdj leUo; LFkkfir djrh gSA vr% dk;kZy; rks 
ltho ,oa lfØ; bdkbZ gksrh gSA ;g ek= fØ;k&LFky ugha 
gSA 

vk/kqfud fopkj/kkjk ds vuqlkj dk;kZy; dks ifjHkkfषr djus 
esa dk;kZy; ds LFkku dks fo’ksष egRo fn;k x;k gSA vfirq 
dk;kZy; ds dk;ksZa ij cy fn;k x;k gSA

fo}ku ys[kd ?kksष ,oa Hkwष.k us dk;kZy; ds dk;ksZa dh Hkwfedk 
ij cy nsrs gq, dk;kZy; dks bl izdkj ifjHkkfषr fd;k gSA 
dk;kZy; ,d laxBu dk og vax gS tks lapkj vkSj vfHkys[kksa 
ds ek/;e  ls O;kolkf;d fØ;kvksa ds fu;kstu] fu;U=.k 
vkSj leUo; esa lgk;rk djrk gSA

fuʺष Z :i esa dgk tk ldrk gS fd dk;kZy; fdlh 
O;kolkf;d vFkok xSj&O;kolkf;d laLFkk dk egRoiw.kZ vax 
gS tgka ls laLFkk ds dk;ksZa dk fu;kstu] funsZ’ku] leUo; ,oa 
fu;U=.k LFkkfir fd;k tkrk gSA ;g laLFkk rFkk ckgjh 
i{kdkjksa ds chp dh dM+h gSA  ;g laLFkk ds deZpkfj;ksa] 
xzkgdksa] iwfrZdrkZvksa] Lokfe;ksa] ljdkj rFkk lekt vkfn ls 
lEidZ j[krk gSA vko’;d lwpuk,¡] izys[k rFkk vfHkys[k 
rS;kj djrk gS] mUgsa lqjf{kr j[krk gS rFkk vko’;drk iM+us 
ij miyC/k djkrk gSA ,oa mudk mi;ksx djrk gSA 

dk;kZy; ds y{k.k vFkok fo’ksषrk;as %&

1- dk;kZy; ,d LFkku gS& 

izkphu fopkj/kkjk ds leFkZdksa us dk;kZy; dks izeq[kr% ,d 
LFky ;k LFkku ekuk gS tgk¡ fyfidh; ,oa izcU/kdh; dk;Z 
lEikfnr fd;s tkrs gSaA ,y- gkWyds शCnksa esa] ^^dksbZ Hkh 
LFkku tgk¡ fyfidh; izd`fr ds dk;Z fuf’pr gks] dk;kZy; 
dgykrk gSA^^ oscLVj शCn&dksष esa dk;kZy; dk vFkZ LFkku 
ls gh yxk;k x;k gS tgka fo’ksष izdkj dk dk;Z fd;k tkrk 
gS vkSj lsok;sa iznku dhtkrh gSa foyh rFkk czsv us Hkh Liʼ 
fd;k gS fd dk;kZy; Lo;a dksbZ O;olk; ugha gSA ;g rks 
og LFkku gS tgk¡ O;kolkf;d fØ;k;sa dh tkrh gSaA vr% bu 
ifjHkkषvksa ds vuqlkj ;g Liʼ gS fd dk;kZy; ,d LFky gS 
tgk¡ fØ;k;sa gksrh gSA dk;kZy; dk शkfCnd vFkZ Hkh dk;Z 
djus ds vk’k; vFkkZr~ LFkku ls gh gSA

2- dk;kZy; dksbZ LFkku fo’ksष ugha vfirq dgha Hkh gks ldrk 
gSS %&

;|fi ;g dguk lgh gs fd dk;kZy; dk dk;Z djus ds 
fy, LFkku dh vko’;drk gksrh gS] fdUrq og LFkku tgk¡ 
dk;kZy; fLFkr djus ij Hkh dk;Z ugha fd;k tkrk] okLrfod 
vFkksZa esa dk;kZy; ugha dgyk ldrkA oLrqr% dk;kZy; fdlh 
LFky dh ifjf/k esa lhfer u gksdj ,slh fdlh Hkh txg dks 
dgk tk ldrk gS tgk¡ O;kolkf;d fd;kvksa dk fu;kstu] 
funsZ’ku] fu;U=.k ,oa leUo; gksrk gSSA dk;kZy; fdlh 
LFkku ij tM+ :Ik fLFkr ugha gSA blh dkj.k tc Hkh dHkh 
fdlh ns’k dk jkT;k/;{k fons’k ;k=k ij tkrk gs rks mldk 
dk;kZy; Hkh mlds lkFk pyrk gS] ;|fi dk;kZy; Hkou 
vius ewy LFkku ij gh fLFkr jgrk gSaA blfy, rks fo}ku 
ys[kd ,M+oM+Z jks’k us Bhd gh fy[kk gS fd ^^fdlh LFkku 
fo’ksष dks gh dk;kZy; ekuuk Hkwy gSA dk;kZy; fdlh Hkh 
txg gks ldrk gSA tgk¡ fd gh fo’ksष izdkj ds dk;Z fd;s 
tkrs gksaA^^

3- dk;kZy; dk vk/kkjHkwr rRo dk;Z gS] LFkku ugha %&

izkphu fopkj/kkjk ds vuqlkj dk;kZy; dks izeq[kr% LFkku ds 
:Ik esa le>k tkrk Fkk fdUrq vk/kqfud fopkjd dk;kZy; dks 
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ifjHkkfषr djus esa LFkku ds ctk; dk;ksZa ij vf/kd cy nsrs 
gSaA izR;sd laLFkku vktdy vR;f/kd ek=k esa dkxth 
dk;Zokgh gh dk;kZy; dh egRoiw.kZ fØ;k gksrh gSaA 
dkxtksa ij fVIi.kh gksrh] vfHkys[k gksrk gS vkSj vkns’k fn;s 
tkrs gSSA lwpukvksa dk ladyu] fo’ysष.k vkSj vfHkys[kksa dk 
vk/kkj Hkh ;gh dkxth dk;Zokgh gksrh gSA fofHkUu fØ;kvksa 
ds chp izHkkoh fopkj&O;oLFkk dk fuekZ.k dj leUo; LFk-
kfir Hkh blh dkxth dk;Zokgh ds ek/;e ls gksrk gSA ;g 
lkjh dk;Zokgh dk;kZy; esa dh tkrh gSSA iz’kkldh; izcU/k 
laxBu dk;kZy; dh lgk;rk ls fu;U=.k ,oa funsZ’ku dk 
dk;Z lEié djrk gSA bl izdkj dk;kZy; dk izeq[k vk/kkj 
;s vusd vko’;d vkSj egRoiw.kZ dk;Z gS] u fd og LFkkuA 
fgDl ,oa Iysl ds शCnksa esa]^^ O;oLkk;&x`g esa izR;sd 
izcU/kd vkSj vf/kdkjh dk;kZy;h; dk;Z djrs gSaA v/;{k ls 
ysdj QksjeSu dh est rd ;gh dk;Z fd;k tkrk gSA ̂ ^dk;kZy; 
rks fdlh Hkh O;olk;&x`g dk ,d vR;Ur egRoiw.kZ ,oa 
vfHkUu vax gksrk gS tgk¡ fofHkUu fØ;kvksa ds lapkyu rFkk 
leUo; dk dk;Z gksrk gSA

4- dk;kZy; O;olk;&

x`g dk vko’;d ,oa egRoiw.k vax gSa &fdlh Hkh laLFkk esa 
dk;Zky; ,d vR;Ur egRoiw.kZ ,oa vko’;d vfHkUu vax 
gksrk gSA ;g izcU/k ds fy, lwpukvksa ds ladyu] fo’ysष.k] 
vfHkys[ku] laj{k.k rFkk iwfrZ dk egRoiw.kZ dk;Z djrk gSA 
dk;kZy; laLFkk dk ^Luk;w&dsUnz^ rFkk ^O;olk; dh vkRek^ 
dgykrk gSA fMDlh us ;gk¡ rd dgk gS fd ^^O;olk; esa 
dk;kZy; dk ogh egRo gS tks fdlh Hkh ?kM+h esa eq[; dekuh 
dkA^^ ge fdlh Hkh laLFkk esa fcuk dk;kZy; ds fØ;kfof/k 
dh dYiuk dj gh ugha ldrs] pkgs og dksbZ dkWyst gks 
;k dYc] Ldwy gks ;k ljdkj ;k fQj dksbZ O;olk; gh 
D;ksa u gksA dk;kZy; lHkh LkaLFkkxr fØ;kvksa dks lqfu;ksftr 
fof/k ls lEiUu djus dk vko’;d ek/;e gSSA

5- dk;kZy; dk izeq[k dk;Z lwpukvksa dk ladyu vkSj lEizsष.k 
djuk gS&

vk/kqfud ;qx esa vf/kdka’k dk;kZy;ksa esa fofHkUu L=ksrksa ls 
lwpukvksa dk ladyu fo’ysष.k vkSj bUgsa mi;qDr LFkkuksa ij 
lEizsष.k dk gh dk;Z gksrk gSSA dk;kZy; dk izeq[k dk;Z mPp 
izcU/k dks vius izcU/kdh; dk;ksZa ds lEiknu djus esa lgk;rk 
djuk gSA vi;kZIr ,oa viw.kZ lwpukvksa ds vk/kkj ij fy;s 
x;s fu.kZ; ?kkrd fl) gks ldrs gSa vr% dk;kZy; dk izeq[k 
dk;Z izcU/k dh lgk;rkFkZ lgh lwpukvksa dk ladyu vkSj 
lEizsष.k gSA tkWtZ vkj- VSjh us dk;kZy; ds dk;kZsaa dk fo’ysष.k 
djrs gq, fy[kk gS fd ^^lkj :Ik esa lwpuk,a ,d= djus] 
mUgsa mi;ksxh cukus] laxzfgr djus vkSj mUgsa  forfjr djus 
lEcU/kh fØ;k,a dk;kZy; dk;Z dgykrh gSaA^^

6- dk;kZy; lk/ku gS] lk/; ugha& 

O;olk; dk eq[; y{; Jsʿrk dq’kyrk ds fcUnq ij 
vf/kdre ykHkksiktZu djuk gksrk gSA dk;kZy; laxBu dks 
bl y{; dh izkfIr esa lgk;rk iznku djrk gS] vr% ;g ,d 
lk/ku ek= gSA dk;kZy; y{; ;k lk/; ugha gSaA tSlk fd 
foyh rFk czsV us crk;k gS] ^^dk;kZy; Lo;a dksbZ O;olk; 
ugha gSA dk;kZy; rks O;olk; dks lQy cukus dk ,d ek/;e 
gSA^^ vr% O;olk; dh lQyrk bl dk;kZy; dh dq’kyrk 
ij fuHkZj djrh gSA blhfy, vk/kqfud ;qx esa dk;kZy; dh 
dk;Zokgh dks mRiknu fØ;k lEk>k tkus yxk gSA

7- dk;kZy; laLFkk dk Le`fr dsUnz gskrk gS& 

dk;kZy; laLFkk dk og vax gksrk gS tks lHkh izdkj dh 
lwpuk,¡ ,df=r djrk gS vksj bls mi;qDr :Ik esa laxzfgr 
djrk gSA ;g lwpukvksa dk ladyu] uhfr&fu/kkZj.k vkSj 
fu;U=.k dk;Z ds fy, vR;Ur mi;ksxh gksrk gS tc Hkh dHkh 
laLFkk ds fdlh foHkkx ;k vf/kdkjh dks fdlh lwpuk dh 
vko’;drk gksrh gS rks ;gh dk;kZy; bls ;g lwpuk miYkC/k 
djkrk gSA bl lwpuk ds vk/kkj ij izxfr dh xfr vkSj fn’kk 
dk cks/k fd;k tk ldrk gSA vlUrksष izxfr gksus ij 
fu/kkZfjr LFkkuksa ds vuqlkj dk;Zokgh dh tk ldrh gSA vr% 
dk;kZy; laLFkk ds fy, Le`fr ,oa fu;U=.k dsUnz dk Hkh dk;Z 
djrk gSA

8- dk;kZy; esa dk;Z dh fujUrjrk jgrh gS& 

fdlh Hkh LFkku ;k O;olk; ds vax dks rHkh dk;kZy; dgk 
tkuk pkfg, tcfd ogk¡ O;olk; lEca/k fØ;k;sa fujUrj 
nh?kZdky rd pysaA ;fn fdlh LFkku ij dksbZ fØ;k vkdfLed 
:Ik ls LkEié dj nh tk;s rks blls og dk;kZy; ugha cu 
ikrkA dk;kZy; dgykus ds fy, ogk¡ dk;Z vfojy :Ik ls 
fujUrj pyrk jguk pkfg,A Msuk;j ds शCnksa esa] ^^ dk;kZy; 
og i{k gS tgk¡ ij vkoru fyfidh; dk;Z fd;k tkrk gSA^^ 
vr% ;g Liʼ gS fd dk;kZy; esa dk;Z dh fujUrjrk jguk 
vko’;d gSA

9- dk;Zky; esa vf/kdka’k dk;Z dkxth dk;Zokgh gksrk gS& 

fdlh Hkh dk;kZy; eas izR;{k :i ls oLrqvksa dk mRiknu ugha 
fd;k tkrk fdUrq fQj Hkh dk;kZy; dh dk;Zokgh mRiknd 
dk;Zokgh gksrh gSA ;g lgh gS fd dk;kZy; esa vf/kdka’k 
dk;Zokgh dkxth dk;Zokgh gksrh gS fdUrq ;g lHkh dk;Zokgh 
mRiknu rU= dks lfØ; j[kus ds fy, vko’;d gksrh gSA 
dk;kZy; eas lHkh rjg dh lwpukvksa dk ladyu] fo’ysष.k 
laxzg.k rFkk lEizsष.k] ;g lHkh dkxth dk;Zokgh gh gksrh gS] 
fdUrq ;g lc vifjgk;Z gSA vesfjdk dh QksMZ eksVj dEiuh 
ds dk;kZy; esa ,d Vu eky mRiknu djus ds fy, yxHkx 
bruk gh dkxt Hkh dke vk tkrk gSA ;g rF; dk;kZy;ksa 
esa dkxth dk;Zokgh ds ifj.kke dh vksj ladsr djrk gSA
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10- dk;Zky; esa fyfid ,oa vf/kdkjh dk;Z djrs gaS& 

dk;kZy; ,d ,slk LFkku gS tgk¡ ij Ik;kZIr la[;k esa fyfid 
vf/kdkfj;ksa ds funsZ’ku esa dk;Z djrs gSa] u fd Jfed ,oa 
QksjeSuA

11- dk;kZy; dq’kyrk dk vk/kkj gS& 

dk;kZy; fdlh Hkh laLFkk dh dq’kyrk dk vk/kkj gSA ;gha 
ls lEcfU/kr laLFkk dh leLr xfrfof/k;ksa dk funsZ’ku ,oa 
fu;U=.k gksrk gSA

dk;kZy; ds ykHk %&

vk/kqfud ;qx esa dk;kZy; ds egRo ;k ykHkksa dks fuEukafdr 
शhषZdksa ds vUrxZr le>k tk ldrk gSS %&

1- dk;kZy; O;olk; dk vfHkUu vax gS& 

vk/kqfud ;qx esa ge fdlh Hkh ,sls egRoiw.kZ O;kolkf;d 
laaxBu dh dYiuk ugha dj ldrs ftudk viuk dk;kZy; 
u gksA dk;kZy; ml laLFkk dk vfHkUu vax gksrk gS tks 
lEiw.kZ O;kolkf;d fØ;kvksa dks fuckZ/k xfr iznku djrh gSA 
ftl izdkj ge ,slh ?kM+h dh dYiuk ugha dj ldrs 
ftlesa eq[; dekuh u gks] mlh izdkj ge fdlh ,sls O;ollk; 
dh dYiuk ugha dj ldrs ftldk dk;kZy; u gksA blfy, 
rks fMDlh us Bhd gh dgk gS] O;olk; esa dk;kZy; dk ogh 
LFkku gS tks fd ,d ?kM+h esa eq[; dekuh dk gksrk gSA 
dk;kZy; O;kolkf;d fØ;kvksa dks lqxe vkSj xfr’khy cukrk 
gS vkSj mRiknu rU= dks lfØ; djrk gS pkYlZ bZ- foYlu 
us dk;kZy; ds egRo dks Liʼ djrs gq, fy[kk gS fd ̂ ^dk;kZy; 
ds vHkko esa u rks dkj[kkus ds ifg, ?kwers gSa vkSj u 
oLrqvksa vkSj lsokvksa dk foØ; gh lEHko gSA^^ oLrqr% mRiknu 
vkSj forj.k nksuksa gh ,slh egRoiww.kZ fØ;k gSa ftuds lwpk: 
:Ik ls lapkyu djus ds fy, lqfu;ksftr vkSj laxfBr 
dk;kZy; dh vko’;drk gsrh gSA mRiknu] forj.k vksj vU; 
O;kolkf;d fØ;kvksa dk ys[kk&tks[kk dk;kZy; esa gh j[kk 
tkrk gSA dk;kZy; esa lgh&lgh ys[kksa ds vHkko esa ix&ix 
ij ck/kk,¡ mRiUu gksuk LokHkkfod gSA fo}ku ys[kd cjuh us 
fy[kk gS fd ^^ ftl rjg vktdy O;olk; dk lapkyu 
fd;k tkrk gS] mlesa dk;kZy; O;olk; 

dk egRoiw.kZ vax gSA^^ vk/kqfud ;qx fo’kky Lrjh; mRiknu 
vkSj forj.k dk ;qx gS] vr% O;kolkf;d fØ;k,¡ vR;Ur 
foLr`r vkSj tfVy gks  xbZ gSA bUgsa ljy cukus dk dk;Z 
dk;kZy; gh djrk gSA vr% ;g Liʼ gS fd dk;kZy; vk/kqfud 
;qx esa O;olk; dk vfHkUu vax cu x;k gSA

2- fu.kZ;u esa lgk;d gS& 

ifjiDo fu.k Z;u ds fy, izcU/kdk s a dk s lgh&lgh 
lwpukvksa dh vko’;drk gksrh gSA dk;kZy; bu lwpukvksa 
dk ladyu djrk gS vkSj bUgsa vfHkys[k ds :Ik esa mi;ksxh 
izk:iksa eas lqjf{kr j[krk gSA ;s lwpuk,¡ u dsoy lgh gh 
gksuh pkfg;s vfirq vko’;drk iM+us ij vfoyEc miyC/k 
djkbZ tkuh pkfg,A O;olk; esa le; ij mfpr fu.kZ; ysuk 

gh lQyrk dh dqUth gS] vr% dk;kZy; dk bl lQyrk esa 
;g ijks{k ;ksxnku gksrk gS fd og izcU/kdksa dks le; ij 
lgh&lgh vkSj Ik;kZIr lwpuk,¡ miyC/k djkrk gS vksj bl 
izdkj fu.kZ;u esa lgk;rk djrk gSA tSlk fd igys Liʼ 
fd;k tk pqdk gS fd ,d lqO;ofLFkr vkSj lqlaxfBr dk;kZy; 
izcU/kdkas ds foosdiw.kZ rjhds ls ;kstuk;sa cukus] bUgsa fØ;kfUor 
djus] budh izxfr dks tkuus vkSj ifj.kkeksa ds ewY;kadu 
djus esa vR;f/kd lgk;d fl) gksrk gSA dk;kZy; ds lg;ksx 
ds vHkko esa le;&le; ij lgh&lgh fu.kZ; ysuk lEHko 
ugha gksrkA yhfQaxoSy ,oa jhfCkUlu dh fu.kZ;u izfØ;k esa 
dk;kZy; ds egRo dks Liʼ djrs gq, fy[kk gS fd ̂ ^;Fkkle; 
miyC/k fo’oluh; vfHkys[k fu.kZ;u dk vk/kkj izLrqr djrs 
gSa^ ;s fo’oluh; vfHkys[k ;Fkksfpr le; ij miyC/k djkus 
dk dk;Z dk;kZy; djrk gSA

3- fu;kstu esa lgk;d gS& 

fu;kstu fdlh Hkh laxBu dk ,d egRoiw.kZ dk;Z gSA ;fn 
;g dgk tk; fd vk/kqfud ;qx fu;kstu dk ;qx gS rks 
vfr’k;ksfDRk ugh gksxhA ,d O;kolkf;d laxBu esa 
O;kolkf;d Hkkouk ,oa la;U=ksa dh fLFkfr ls ysdj mRiknu] 
forj.k vkSj fofu;kstu rd lHkh fØ;k;sa iwoZ fu;ksftr gksrh 
gSaA fdl izdkj dh oLrq;sa fdl le; rFkk fdruh ek=k esa 
mRikfnr ;k miyC/k dh tk;s] dSlh forj.k uhfr viukbZ 
tk;s] ;s lc ckrsa iwoZ fu;ksftr gksrh gS vU;Fkk mRiknu vkSj 
forj.k esa vUrfoZjks/k vkSj xfrjks/k mRiUu gksus dk Hk; jgrk 
gSA lqfu;kstu esa Hkkoh tksf[keksa ds izfr lqj{kk izkIr dh tk 
ldrh gSA bl fu;kstu izfØ;k dk vk/kkj miyC/k lwpuk;sa 
vkSj iwoZ vuqHko gksrk gS tks vfHkys[kksa ds :Ik esa dk;kZy; 
}kjk rS;kj fd;k tkrk gS] vr% fu;kstu izfØ;k esa dk;kZy; 
dk lg;ksx vifjgk;Z gSA dk;kZy; fu;kstu ds fy;s lHkh 
vko’;d vk¡dM+s fofHkUu lk/kuksa ls ,d= dj izcU/k dks 
le;&le;] ij miyC/k djkrk jgrk gS ] ftuds 
v/;;u ds vk/kkj ij fuʺषZ fudkydj izcU/kd viuh Hkkoh 
;kstukvksa dk fuekZ.k djrs gaSA vr% Liʼ gS fd dk;kZy; 
O;kolkf;d laxBu dh fu;kstu fØ;kvks a es a vR;Ur 
egRoiw.kZ ;ksxnku iznku djrk gSA

4- fu;U=.k esa lgk;d gS& 

fu;U=.k o;kolkf;d laxBu dk ,d vksj vU; izeq[k dk;Z 
gSA O;olk; esa ek= fu;kstu ls gh i;kZIr lQyrk ugha 
feyrhA mRiknu]forj.k]lk[k O;oLFkk rFkk iz’kklu vkfn 
lHkh {ks=ksa esa izHkkoh fu;U=.k dh vko’;drk gksrh gSA ,d 
fOkLr`r ,oa izHkkoh fu;U=.k iz.kkyh esa laxBuh; lajpuk;sa] 
fo’oluh; lwpuk;sa] mPp&Lrjh; izHkkohdj.k vkSj izf’kf{kr 
O;fDr;ksa dh vko’;drk gksrh gSA mnkgj.kkFkZ mRiknu rFkk 
fu;a=.k ds fy, vko’;drk ,oa mRiknu {kerkvksa ds foष; 
esa lgh&lgh lwpuk,a miyC/k gksuh pkfg,] lkexzh;ksa dh ekax] 
miyC/k ek=k] lqiqnZxh esa yxus okyk le; vkfn dk Kku 
gksuk pkfg,A blh izdkj ls mRikfnr oLrqvksa] iz;qDr 
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midj.kksa] pquko vksj ikfjrksष.k izHkko ds foष; esa tkudkjh 
miyC/k gksuh pkfg,A bl izdkj dh lwpuk,a vU; {ks=ksa esa 
fu;a=.k dk;Z ds fy, vko’;d gksrh gSaA le; ij lgh 
lwpuk;sa miyC/k djkus dk dk;Z dk;kZy; dk gksrk gSA 
foyh us Bhd gh dgk gS fd ̂ ^dk;kZy; laLFkk ds vf/kdkfj;ksa 
dks laLFkk ij mfpr fu;U=.k LFkkfir djus esa lgk;rk iznku 
djrk gSA^^ dk;kZy; LFkkfir izHkkoksa ds lUnHkZ esa vk;] O;;] 
mRiknu] forj.k Je vkfn ckrksa ds lEcU/k esa lwpuk;sa mi;qDr 
izk:Ik esa rS;kj dj izcU/kdksa ds le{k izLrqr djrk gSA 
izcU/kd izek.kksa dks  /;ku esa j[krs gq, miyC/k lwpukvksa dk 
v/;;u djrk gS vkSj vko’;drkuqlkj mi;qDr funsZ’k tkjh 
djrk gSA

5- leUo; esa lgk;d gS %& 

fdlh O;kolkf;d laxBu dks ;fn lexz n`fʼ ls ns[kk tk;s 
rks ;g ,d vR;ar gh tfVy laLFkk fn[kkbZ nsrh gSA og ,d 
,sls la;a= ds leku gS ftlds vusd iqtsZ gaS vkSj ;s lHkh iqtsZ 
lgh dke djus okys gksus pkfg,A vkS/kksfxd ,oa O;kolkf;d 
laLFkk esa Hkou vkSj Hkwfe gksrh gS] Jfed gksrs gaS] la;U= gksrs 
gaS] midj.k rFkk fufeZr ,oa v}Z&fufeZr oLrq;sa gksrh gSaA bu 
lHkh dk mfpr :Ik esa vkSj lgh vuqikr esa lek;kstu gksuk 
vko’;d gSA ,d ;a= ds fofHkUu iqtkasZ dh rjg O;kolkf;d 
laxBu ds fofHkUu vaxksa dk lgh&lgh p;u dj mUgsa Bhd 
izdkj ls lek;ksftr djuk vko’;d gS ftlls fd muds 
e/; ijLij Liʼ Vdjko] la?kषZ ;k nqgjko u gks tk;sA ;gh 
vkUrfjd leUo; dh dyk gSA  blh rjg O;kolkf;d 
laLFkku dks ckg~; txr esa Bhd izdkj ls lek;ksftr djus 
dh dyk ckg~; leUo; dh dyk dgykrh gSA 

6- tu&lEidZ dk izHkkoh lk/ku gS %& 

vk/kqfud dky esa dksbZ Hkh O;kolkf;d laxBu ,dkUr esa 
jgdj viuk vfLrRo cuk;s ugha j[k ldrkA mls ckg~; 
txr esa lrr lEiØ j[kuk gksrk gSasaA ckg~; txr esa 
O;kolkf;d laxBu dk ,d LoLFk o lqUnj fp= izLrqr djuk 
dk;kZy; dk gh dk;Z gSA dk;kZy; ds ek/;e ls ckg~; txr 
bl laLFkku ds lEidZ esa vkrk gS] vr% Jsʿ dk;kZy; vius 
ln~O;ogkj vkSj dq’ky vkpj.k }kjk laLFkku dh [;kfr esa 
o`f} dj ldrk gSA blds foijhr ,d fu:Rlkgh] mnklhu 
vkSj lqLr dk;kZy; laLFkku dh bl lEifRr dks pkSiV dj 
ldrk gSA

7- dqN O;olk;ksa ds fy, vfuok;Z gS %& 

;}fi izR;sd O;olk; esa dqN u dqN dkxth dk;Zokgh vo’; 
gksrh gS ftlds fy, dk;kZy; dh vko’;drk gSa fdUrq dqN 
O;olk;ksa dh izd`fr bl izdkj dh gksrh gSA ftuesa lEiw.kZ 
dk;Zokgh dk vk/kkj gh ek= dkxth dk;Zokgh gSA ,sls 
O;olk;ksa esa oLrqvksa dk fuekZ.k ;k Ø;&foØ; ugha gksrk 
vfirq vewrZ oLrqvkas ¼lsokvksa½s dk foØ; fd;k tkrk gSA ,sls 
O;olk;ksa esa u dkj[kkus gksrs gSa vkSj u Jfed u xksnkeA 
cSad] chek ;k nykyh ds ,sls gh O;olk; gaSA 

8- dk;kZy; lsok dsUnz vFkok lsok foHkkx gS %& 

dk;kZy; dk ,d O;kolkf;d laxBu esa egRo bl ckr dk 
Hkh gS fd ;g Ø;] foØ;] mRiknu] ys[kk ,oa lsfooxhZ; vkfn 
leLr foHkkxksa dh lsok djrk gSA ;g lsok izk;% & bUgsa 
vko’;d lwpuk;sa miyC/k djkus ds :Ik esa fyfidh; lsok 
gksrh gSA blfy, dk;kZy; dks dHkh&dHkh lsok dsUnz vFkok 
lsok foHkkx Hkh dgrs gSaA 

9- izcU/k dh oSKkfud i}fr ykxw djus ds fy, vko’;d 
gS%& 

O;kolkf;d dq’kyrk dh leL;k vkt lHkh izxfr’khy 
izcU/kdksa ds le{k ,d fopkj.kh; iz’u gSA izcU/kd O;olk; 
dk laxBu vkSj izcU/k bl izdkj djuk pkgrs gaS fd ftlls 
izR;sd O;fDr rFkk ;U= vf/kdre {kerk ls dk;Z dj ldsA 
U;wure ykxr ij vf/kdre mRikndrk izkIr djuk mudk 
y{; gksrk gS] vr% izcU/k dh ijEijkxr i)fr dk ifjR;kx 
dj uohu oSKkfud i)fr dks viukuk izkjEHk dj fn;k gSA 
bl oSKkfud izcU/k dh i)fr esa izR;sd deZpkjh dks mlds 
;ksX; dk;Z lkSai fn;k tkrk gS vkSj mldh {kerk esa o`f} 
djus dk Hkh iz;kl fd;k tkrk gSA 

10- oS/kkfud vko’;drkvksa dh iwfrZ djrk gS %& 

vk/kqfud ;qx LorU= ,oa LoNUn O;kikj dk ;qx ugha gS 
O;kolkf;d txr esa ljdkj dk gLr{ksi fujUrj c<+rk tk 
jgk gSA ljdkj dks gLr{ksi djus dk vf/kdkj ns’k esa izpfyr 
vusd fo/kkuksa ds vUrxZr izkIr gSA ljdkj O;kolkf;d  
miØekas ls fo/kku dh voLFkkvkas ds v/khu le;&le; ij 
vusd izdkj ds fooj.k ek¡xrh jgrh gSA vkSj dqN vfHkys[k 
fu/kkZfjr izk:Ik esa cukus ds fy, dgrh gSA ;g dk;Zokgh 
fujUrj pyrh jgrh gS] ftlds fy, lrr dk;Z djus okys 
dk;kZy; dk gksuk vR;Ur vko’;d gSA 

11- dk;kZy; izcU/kdksa ds dku] vk¡[k] eq¡g rFkk efLrʺ ds 
:Ik esa gS %& 

dk;kZy; dh rqyuk izcU/k ds us=ksa rFkk dkuksa ls dh tk 
ldrh gS] D;ksafd bl :Ik esa budh vksj ls ;gh lwpuk;sa 
izkIr djrk gSA dk;kZy; dh rqyuk izcU/k dh ok.kh ls dh 
tk ldrh gS] D;ksafd mudh vksj ls ;g vU; foHkkxksa rFkk 
ckgjh txr ds lkFk lEizsष.k djrk gSA lEHkor% ;g ln`’;rk 
vfr’;ksfDr ugha ekuh tk;sxh fd dk;kZy; izcU/k ds efLrʺ 
dk ;g vax gS] D;ksafd ;g bl :Ik esa lwpukvksa dks O;ofLFkr 
<ax ls izLrqr djds ;g rdZ rFkk fu.kZ; esa lg;ksx nsrk gSA 

fuʺषZ %& 

mijksDr foospu ls ;g Liʼ gks tkrk gS fd dk;kZy; dk 
egRo loZ= O;kIr gS] pkgs O;olk; gks vFkok m/kksx] 
ljdkjh laLFkku gks vFkok futh laLFkku] Ldwy gks vFkok 
dkWyst] efLtn gks vFkok efUnj] euksjatu x`g gks vFkok 
gksVyA dk;kZy; dk egRo fnukas&fnu c<+rk pyk tk jgk 
gSA
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dk;kZy; ys&vkmV vFkok vfHkU;kl

dk;kZy; esa LFkku o ys&vkmV fu;kstu %&

dk;kZy; ds fy, mi;qDr LFky rFkk Hkou dk pquko gks tkus 
ds ckn dk;kZYk; izcU/kd blds bLrseky dh ,d ,slh 
O;ofLFkr ;kstuk cukrk gS] ftlls dk;kZy; esa fd;k tkus 
okyk dke] de&ls&de LFkku&mi;qDrrk dh n`fʼ ls] 
T;knk&ls&T;knk dq’kyrk ds lkFk fd;k tk lds] vkSj 
dk;kZy; Hkou esa miyC/k txg dk iwjk] lgh rFkk fdQk;rh 
mi;ksx gksA bl O;ofLFkr ;kstuk esa n¶rjh deZpkfj;ksa] 
t:jh est&dqflZ;ksa] vyekfj;ksa o vU; lktks&lkeku Hkh 
शkfey gS vkSj dqy txg dk fHkUu&fHkUu n¶rjh dkeksa dh 
txg dh t:jrksa ds vuq:Ik c¡Vokjk djuk HkhA

la{ksi esa] ys&vkmV dh leL;k dk lEcU/k lEc) txg esa 
dk;Z LFkyksa dh ,slh O;oLFkk djuk gS ftlls lEiw.kZ 
lktks&lkeku] lkexzh] dk;Z&iz.kkfy;ks a rFkk deZpkjh 
vf/kdre dq’kyrk ds lkFk dke dj ldsaA dk;kZy; dk 
xyr ys&vkmV n¶rjh dke ds lh/ks vkSj dq’ky izokg esa 
Hkh vM+pu Mkyrk gSA vkSj deZpkfj;ksa ds mRlkg rFkk 
eukscy dks uhps fxjkrk gSA QyLo:i] le; vkSj Je dh 
cckZnh gksrh gS] n¶rj dh ykxr c<+ tkrh gS] rFkk deZpkfj;ksa 
dh bl laLFkk ls ukSdjh NksM+dj nwljh laLFkk esa Hkkxus dh 
izo`fr esa o`f} gksrh gSA 

dk;kZy; vfHkU;kl ds y{k.k %&

dk;kZy; vfHkU;kl ds fuEu y{k.k gksrs gSaA

1- dk;kZy; vfHkU;kl miyC/k LFkku dks dk;kZy; dk;Z ds 
fy, lqfuf’pr djrk gSA 

2- dk;kZy; vfHkU;kl rS;kj djus ls iwoZ dk;kZy; dh 
vko’;drkvksa dk fu/kkZj.k djuk vko’;d gSaA

3- dk;kZy; vfHkU;kl dk mn~ns’; dk;kZy; esa vf/kdre 
dk;Z{kerk ,oa mRikfnrk izkIr djuk gSA
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4- dk;kZy; LFkku dk oSdfYid iz;ksx laHko gSA

5- dk;kZy; vfHkU;kl esa orZeku ,oa Hkkoh vko’;drkvksa 
nksuksa ij Ik;kZIr fopkj fd;k tkrk gSaA

6- dk;kZy; vfHkU;kl foHkkxksa] deZpkfj;ksa vkSj lkt&lTtk 
dks fu;ksftr djus dh ,d lqfopkfjr oSKkfud i)fr 
gSA

7- dk;kZy; vfHkU;kl xksiuh; ,oa Ik;Zos{k.k LFkkuksa ij Hkh 
fo’ksष cy nsrk gSA

oSKkfud i}fr ij vk/kkfjr dk;kZy; vfHkU;kl esa miyC/k 
LFkku esa fofHkUu foHkkxksa dks bl izdkj fu;ksftr fd;k tk,xk 
vkSj bu foHkkxksa esa dk;kZy; midj.k] QuhZpj ,oa lkt&lTtk 
dh bl izdkj lqfu;ksftr <ax ls O;oLFkk dh tk,xh fd 
U;wure ykxr ij vf/kdre mRifRr izkIr gks ldsxhA blls 
O;kikj dh n{krk vkSj ykHkkRedrk esa o`f} gksxhA 

futh ,oa [kqyk dk;kZy; %&

vFkZ %& 

dk;kZy; ys&vkmV dh ;kstuk cukrs le; dk;kZy; 
izcU/kd ds lkeus ,d egRoiw.kZ leL;k ;g iSnk gksrh gS fd 
dk;kZy; ds lHkh vf/kdkfj;ksa dks ,d lkekU; d{k esa cSBk, 
;k  fHkUu&fHkUu vf/kdkfj;ksa dks viuk dke djus ds fy, 
vyx&vyx djus ds fy, futh dejsa nsusa dh O;oLFkk 
djsaA;fn dk;kZy; dh bekjr esa dk;Z&vf/kdkfj;ksa dks 
viuk&viuk dke djus ds fy, vyx&vyx dejsa nsus dh 
O;oLFkk dh tkrh gS rks bls futh d{k dh O;oLFkk dgrs 
gSaA blds foijhr ;fn] n¶rj dk lkjk dke ,d [kqys gky 
esa bl izdkj djk;k tk;s fd lHkh vf/kdkjh rFkk deZpkjh 
ogha cSBsa vkSj lkoZtfud :Ik ls viuk&viuk dke djsa rks 
bls [kqys dk;kZy; dh O;oLFkk dgrs gSaA

vUrj %& 

[kqys dk;kZy; dh O;oLFkk rFkk futh dk;kZy; O;oLFkk esa 
fuEufyf[kr vUrj gSA
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1- dk;kZy; dh lajpuk %& 

[kqys dk;kZy; dh O;oLFkk esa n¶rj dh O;oLFkk ,d ,sls 
cM+s lkekU; d{k ;k gky dejsa esa dh tkrh gSA tks pkjksa 
vksj ls [kqyk gksrk gSA vFkkZr~ ftlds chp esa nhokjksa ds 
foHkktd ugha  gksrs vkSj tks ckgj ls izR;{k izdk’k rFkk gok 
izkIr dj ldrk gSA blds foijhr] futh dk;kZy; dh O;oLFkk 
esa n¶rj dh bekjr NksVs&NksVs vusd dejksa esa foHkkftr 
gksrh gSA vkSj fHkUu&fHkUu vf/kdkjh fHkUu&fHkUu dejksa esa 
Loar= :Ik ls dk;Z djrs gSaA 

2- foU;kl ;kstuk %& 

[kqys dk;kZy; dh O;oLFkk esa n¶rjh est rFkk dqflZ;ka ,d 
iafDrc} Øe esa bl izdkj la;ksftr dh tkrh gaS fd dke 
dk izokg lh/kk rFkk Lopkfyr cu tk,A ysfdu futh 
dk;kZy; dh O;oLFkk esa izR;sd vf/kdkjh dk;kZy; foU;kl 
dh n`fʼ ls ,d Lora= bdkbZ gksrk gS vkSj mldh est rFkk 
dqflZ;ka mldh vko’;drk ds vuqlkj yxkuh iM+rh gSA 
QyLo:i] dke dk izokg :d&:d dj pyrk gSA

3- dke dk okrkoj.k %& 

[kqys dk;kZy; dh O;oLFkk esa n¶rjh dk;Z lkoZtfudrk ds 
okrkoj.k esa fd;k tkrk gSA D;ksafd lHkh deZpkjh vkSj 
vf/kdkjh vkeus&lkeus cSBdj dke djrs gSa] mlesa u dksbZ 
Nqiko gksrk gSA vkSj u dksbZ nqjkoA blds foijhr] futh 
dk;kZy; O;oLFkk esa O;fDrxr rFkk ?kfuʿrk ds okrkoj.k esa 
dke fd;k tkrk gS vkSj xksiuh;rk rFkk nwjh dks lqjf{kr 
j[kk tk ldrk gSA

,d laLFkk esa [kqys dk;kZy; vkSj futh dk;kZy; O;oLFkk 
esa ls ,d O;oLFkk dk pquko djus ds fy, dk;kZy; 
izcU/kd dks bu nksuksa O;oLFkkvksa ds xq.k&nksषksa dk ijh{k.k 
dj ysuk pkfg,A

futh dk;kZy; ds ykHk %&

;fn dk;kZy; dk la;kstd futh dk;kZy; dh O;oLFkk LFk-
kfir dj fn;k tk;s rks blds fuEufyf[kr ykHk gSA

1- ,dkxzrk o rUe;rk esa enn %& 

futh dk;kZy; esa lacaf/kr vf/kdkjh dks viuk dke fcuk 
gLr{ksi] rUe;rk o ,dkxzrk ls djus esa enn feyrh gSA 
D;ksafd futh dejsa esa शkfUr o xEHkhjrk dk okrkoj.k jgrk 
gS

2- शksj] dksykgy o vkokxeu ls eqfDr %& 

lkekU; [kqys dk;kZy; esa izk;% ckrphr] ?kUVh ;k e’khuh 
Vd&Vd dk शksj Nk;k jgrk gSA deZpkfj;ksa] pijkfl;ksa o 
vfrfFk;ksa dk vkuk&tkuk vyx flj nnZ cuk jgrk gS vkSj 
lkjs okrkoj.k esa lkeku mBkus&j[kus] vyekjh ;k njkt 

[kksyus&cUn djusa dk lkekU; dksykgy O;kIr jgrk gSA 
QyLo:i] efLrʺ fLFkj ugha jg ikrkA blds foijhr] futh 
dk;kZy; esa u dksbZ शksj gksrk gSA vkSj u dksykgyA QyLo:i] 
vf/kd dq’kyrk ls dke fd;k tk ldrk gSA

3- izfrʿk o izHkko %& 

futh dk;kZy;] vf/kdkjh dh O;fDrxr izfrʿk dks c<+krk gS 
rFkk ckgj ls vkus okys yksxksa ij laLFkk dk vPNk izHkko 
tekrk gSA

4- Xkksiuh;rk o lqj{kk %& 

futh dk;kZy; esa vf/kdkjh egRoiw.kZ dk;kas Z esa vf/kd 
xksiuh;rk dk;e j[k ldrs gSaA lkFk gh] vusd egRoiw.kZ 
fjdkWMZ rFkk vU; lkexzh dks T;knk lqjf{kr cuk;k tk ldrk 
gSA 

futh dk;kZy; dh gkfu;kW %&

;|fi blesa lansg ugha gS fd mPp vf/kdkfj;ksa dh dq’kyrk 
rFkk  izfrʿk ds fy, futh dk;kZy; cukuk] ykHknk;d jgrk 
gS] ysfdu budh la[;k de ls de j[kh tkuh pkfg,A futh 
dk;kZy;ksa ds izk;% fuEu nksष gSaA

1- dk;kZy; LFky dk nq:Ik;ksx %& 

blds QyLo:Ik dk;kZy; esa miyC/k txg dk Jsʿ mi;ksx 
ugha gksrk] cgqr lkjh txg nhokjksa esa csdkj pyh tkrh gSA 
bu dejksa esa QuhZpj Hkh fHkUu&fHkUu fdLe dk yxkuk iM+rk 
gS ftlls ykxr c<+rh gSA

2- Ik;Zos{k.k esa dfBukbZ;k¡ %& 

D;ksa fd vf/kdkjh yksx vius&vius futh d{kksa esa dke djrs 
gSa os v/khuLFk deZpkfj;ksa ls nwj gks tkrs gSa vkSj mu ij lgh 
ns[kHkky ugha j[k ikrsA blls fu;U=.k <hyk iM+rk gSA 

3- izdk’k o izkd`frd gok ij jksd %& 

futh d{kksa dh J`a[kyk cukus ls lkjh bekjr esa izdk’k] 
izkd`frd gok vkfn dk izos’k :d tkrk gSA vkSj QyLo:Ik 
laLFkk dks bls d`f=e rjhds ls iSnk djuk iM+rk gSa ;g eg¡xk 
jgrk gSA rFkk LokLFk; dh n`fʼ ls gkfudkjd HkhA

4- dke ds lh/ks izokg esa ck/kk %& 

futh d{k cukus ij dke dh lh/kh pky esa ck/kk vkrh gS 
D;kasfd u rks ;g futh d{k izR;sd ml fCkUnq ij cuk;k tk 
ldrk gS] tgk¡ dke dh pky esa bldk LFkku vkrk gS vkSj 
u gh blds cuus ij dke dh og xfr dk;e j[kh tk ldrh 
gS]tks vU; fLFkfr esa gksrh gSA

5- Ykkxr esa o`f)& 

futh dk;kZy; cukus ij u dsoy vf/kd QuhZpj rFkk lktks 
lkeku dh vko’;drk iM+rh gS tSls vyx&vyx VsyhQksu 
yxkuk] i`Fkd] pijklh fu;qDr djuk vkfnA
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[kqys dk;kZy; ds ykHk %&   

vkt dy izk;% lHkh n¶rjksa esa vf/kdka’k dke [kqys dk;kZy;ksa 
esa djk;k tkrk gSA blds fuEu ykHk gS %&

1- dke dk lh/kk izokg& 

,sls dk;kZy; esa dk;Z dk izokg lcls vf/kd lgt] fufoZ?u] 
rFkk rst j[kk tk ldrk gSA

2- izHkkoiw.kZ fujh{k.k& 

deZpkfj;ksa ds fudV gksus ds dkj.k vyx&vyx foHkkxksa ds 
vf/kdkjh vius v/khuLFk deZpkfj;ksa ij vf/kd izHkkoiw.kZ 
fujh{k.k j[k ldrs gaSA lkFk gh ,d fujh{kd dgha T;knk 
deZpkfj;ksa ds dke ij fujh{k.k Hkh j[k ldrk gSA

3- Hkwfe&LFky dk dq’ky mi;ksx& 

blls dk;kZy; esa izkIr Hkwfe&LFky dk vf/kdre mi;ksx 
fd;k tk ldrk gS] D;ksafd chp dh nhokjksa esa txg cckZn 
ugha djuh iM+rhA

4- Ykkxr esa deh& 

,sls dk;kZy; esa n¶rj dk [kpkZ Hkh de gksrk gS D;ksafd 
izdk’k] gok] okrkuqdwyu] vkfn lqfo/kkvksa dk vf/kd Jsʿ vkSj 
oSKkfud mi;ksx fd;k tk ldrk gSA

5- Ykksp& 

bl izdkj ds dk;Zky; esa foU;kl&Øe dks vko’;drk ds 
vuqlkj tSls pkgs cny ldrs gSaA dkjksckj ds c<+us ij Hkh 
blesa vko’;d lq/kkj djuk T;knk vklku jgrk gSA

6- vkokxeu esas lqfo/kk& 

lkjs n¶rjh dk;Z ,d gh gky esa fd;s tkus ij Qkbyksa  vkSj 
dkxtksa dks ,d d{k ls nwljs d{k esa ykus ys&tkus dh 
dfBukbZ de gks tkrh gSA blls deZpkfj;ksa dks Hkh vius 
LFkku ls mBdj b/kj&m/kj vkuk tkuk ugha iM+rkA

[kqys dk;kZy; ds nksष %& 

ysfdu [kqys dk;kZy; ds fuEu nskष Hkh gS %&

1- शksj o dksykgy& 

,d gh d{k esa cgqr yksxksa }kjk dke djus ij ml {ks= esa 
,d lkekU; dksykgy lk Nk;k jgrk gSA QyLo:i] dke 
esa ,dkxzrk ugha vk ikrhA

2- HkhM+&HkkM+&/khjs&/khjs ,sls dk;kZy; esa bruh vf/kd 
HkhM+&HkkM+ gks tkrh gS fd dke djus dk okrkoj.k 
mRlkgo)Zd ugha jgrkA

3- LokLF; esa fxjkoV& 

deZpkfj;ksa ds LokLF; dh n`fʼ ls Hkh ;g cgqr Jsʿ ugha gS 
D;ksafd BaM] yq] vkfn chekfj;ka cM+h rsth ls lHkh deZpkfj;ksa 
dks ?ksj ysrh gSaA

4- dke esa fo?u& 

izk;% deZpkfj;ksa ls feyus ds fy,  vkus okys yksx lkjs n¶rj 
ds dke esa vM+pu iSnk dj nsrs gSaA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.5.37 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - कायाŊलयीन वातावरण

कायाŊलय Ůबɀक
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• कायाŊलय Ůबɀक 
• कायाŊलय Ůबɀक के कायŊ 
• कायाŊलय Ůबɀक की िवशेषताएँ / योƶताएँ 
• कां Őːट, डाटा, लेबल और वैʞू । 

dk;kZy; izcU/kd %&

fdlh Hkh O;kolkf;d laLFkk esa dk;kZy; izcU/kd dh lax-
BukRed fLFkfr ml laLFkk dh viuh t:jrksa] ijEijkvksa 
rFkk vkLFkkvksa ij fuHkZj djrh gSA tSlk fd igys gh Liʼ 
fd;k tk pqdk gS] dk;kZy; izcU/k ,d fof’kʼ] ysfdu lsok 
dk;Z gSA nwljs शCnksa esa] ;|fi bl dk;Z dh viuh fof’kʼrk,¡ 
rFkk foषerk,¡ gksrh gSA ftuds lQyrkiwoZd fuiVus ds fy, 
bl dk;Z esa fuiq.k rFkk vuqHkoh vf/kdkfj;ksa dh fu;qfDr 
djuh vfuok;Z gS] ysfdu bl dk;Z ds xkS.k egRo ds dkj.k 
,slk djuk lnSo okaNuh; ugha gSa ;fn O;olk; NksVk gS] 
mlesa dsoy uSR;d fdLe dk n¶rjh dkjksckj fd;k tkrk 
gS] rFkk cgqewY; e’khuksa tSls dEI;wVj vkfn dk bLrsrky ugha 
fd;k tkrk gS rks ogk¡ dk;kZy; dk izcU/k pykus ds fy, 
fo’ksष :Ik ls fuiq.k rFkk vuqHkoh dk;kZy; izcU/kdksa dks 
fu;qDr djuk vko’;d ugha gSA ,d vuqHkoh rFkk fo’oklik= 
ofjʿ DydZ Hkh dk;kZy; izcU/k ds nkf;Ro dks dq’kyrkiwoZd 
fuHkk ldrk gS ,d vis{kkd`r cM+h O;kolkf;d laLFkk esa Hkh] 
tgka n¶rjh dk;Z dk foØsUnzhdj.k dj fn;k tkrk gS vkSj 
izR;sd foHkkx dk izcU/kd vius&vius foHkkx ds dk;kZy; 
dk Lo;a laxBu rFkk fu;U=.k djrk gS] izk;% dk;kZy; 
izcU/kd ds fy, i`Fkd foHkkx ugha cuk;k tkrk gS bldk 
laxBu rFkk izcU/k] izk;% daiuh lfpo] foRrh; fu;U=d]
vFkok deZpkjh izcU/kd ds usr`Ro esa gh laxfBr dj fn;k 
tkrk gSA dqN laLFkkvksa esa dk;kZy;] laLFkk ds egk&izcU/kd 
ds foHkkx dk gh ,d vax gksrk gSA

dk;kZy; izcU/kd] pkgs og ,d ofjʿ DydZ dgyk;s ;k 
dEiuh lfpo] foRrh; fu;U=d dgyk;s ;k eq[; iz’kklu 
vf/kdkjh] mldk eq[; nkf;Ro n¶rjh dk;Z dk bl izdkj 
laxBu rFkk fu;U=.k djuk gS fd og dk;Z iw.kZ dq’kyrk 
rFkk fdQk;r ds lkFk fd;k tk ldsA

dk;kZy; izcU/kd dh laLFkk ds laxBu <k¡ps esa lgh fLFkfr 
dks le>us ds fy, ;g tkuuk vko’;d gS fd dk;kZy; 
laca/kh dk;Z dsoy lsok laca/kh dk;Z gksrk gS] dkjksckj laca/kh 
dk;Z ughaA QyLo:Ik dk;kZy; izcU/kd dh okLrfod fLFkfr 

,d lgk;d vf/kdkjh dh fLFkfr gS] ,d dk;Zdkjh vf/kdkjh 
dh fLFkfr ughaA ysfdu tgk¡ rd dk;kZy; dk iz’u gS] bldk 
lapkyu o izcU/k  pykus esa mls dk;Zdkjh vf/kdkjh ds lkjs 
vf/kdkj izkIr gksrs gSaA nwljs शCnksa esa] vius foHkkx esa dke 
djus okys deZpkfj;ksa rFkk vf/kdkjh;ksa ls og mlh izdkj 
dke ys ldrk gS ftl izdkj mRiknu foHkkx esa mRiknu 
izcU/kd dke ysrk gSA

dk;kZy; izcU/kd ds dk;Z %&

dk;kZy; izcU/kd dh mi;qZDr yphyh in&fLFkfr dks ns[krs 
gq, fHkUu&fHkUu laLFkkvksa esa bUgsa fHkUu&fHkUu dk;ksZa ds fy, 
ftEesnkj Bgjk;k tkrk gSA muds dk;kasZ dks O;kid :Ik ls 
fuEufyf[kr oxksZa esa ck¡Vk tk ldrk gSA

1- dk;kZy; Hkou o lktks&lkeku ls lEcfU/kr dk;Z %& 

bl dk;Z esa dbZ mi&dk;Z शkfey gSa tSls %&

d-  dk;kZy; ds fy, mi;qDr Hkou pquuk] mlesa dk;kZy; 
dk dke pykus ds fy, mi;qDr QuhZpj vkfn dk 
pquko djuk rFkk n¶rjh lktks lkeku tSls vyekfj;kW] 
e’khusa vkfn r; djuk] rFkk bUgsa

[k-  dk;kZy; ds Hkou esa ,d lqn`<+ ys&vkmV ;kstuk ds 
vuqlkj O;ofLFkr djuk] dk;kZy; esa dke djus dk 
mRlkgo)Zd okrkoj.k rS;kj djuk 

x-  dk;kZy; Hkou rFkk lktks lkeku dh ns[kHkky djuk] 
bldh ejEer] vkfn djkuk rFkk blesa vko’;drkuqlkj 
lq/kkj djuk vkfnA

2-  n¶rjh dk;Z dh ;kstuk cukuk rFkk bldk laxBu 
djuk%& bl dk;Z esa fuEufyf[kr mi&dk;Z शkfey gSaA

d-  n¶rjh lsokvksa dh t:jr dk vuqeku cukuk rFkk 
blds vk/kkj ij n¶rj esa fd, tkus okys dk;kasZ dh 
lwph rS;kj djuk

[k-  dke dk oxhZdj.k] fo’ys”.k rFkk v/;;u djuk] 
lqn`<+ dk;Z O;oLFkk,¡ rFkk dk;Z iz.kkfy;k¡ fuf’pr 
djuk] dk;Z dk izek.khdj.k djuk vkfnA
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x-  n¶rjh dk;ksZa ds oSKkfud v/;;u ds ckn bldh 
ekuo&iwfrZ;ka djus ds fy, dk;Z dks fHkUu&fHkUu 
foHkkxks a o mi foHkkxks a es a ck¡Vuk] fHkUu&fHkUu 
foHkkxksa esa inksa dh foospuk djuk] bu inksa ds dk;ksZa 
dk fo’ysष.k djds nkf;Ro rFkk vf/kdkj ifjHkkfषr 
djuk vkfnA

3- n¶rjh deZpkfj;ksa dk pquko] izf’k{k.k rFkk ,dhdj.k 
djuk%& n¶rjh dk;Z dh ;kstuk cukus ds ckn] dk;kZy; 
izcU/kd bldks ykxw djus ds fy, 

d-  mi;qDr rFkk ;ksX; deZpkfj;ksa dk pquko djrk gS

[k-  bUgsa viuk dk;Z dq’kyrkiwoZd djus ds fy, izf’kf{kr 
djrk gS

x-  mUgsa viuk dk;Z iw.kZ mRlkg rFkk yxu ds lkFk djus 
ds fy, mi;qDr osru rFkk vU; izsj.kk nsus dh O;oLFkk 
djrk gS rFkk

?k-  deZpkfj;ksa dks laLFkk ds izfr fuʿkoku cukus ds fy, 
muds dY;k.k] fodkl rFkk lq/kkj dh ;kstuk,¡ cukrk 
gS] mudh f’kdk;rksa o dfBukbZ;ksa dks viuh lgkuqHkwfr 
rFkk ltxrk ls nwj djrk gSA

4- dk;kZy; izxfr dk ekiu ,oa fu;U=.k %& dk;kZy; 
izcU/kd dk ;g vR;Ur egRoiw.kZ dk;Z gS ftlds }kjk 
og n¶rj esa fd, tkus okys dk;Z dh dq’kyrk rFkk 
ykxr ij fu;U=.k LFkkfir djrk gS blesa fuEufyf[kr 
mi&dk;Z शkfey ekus tkrs gSaA

d-  fHkUu&fHkUu foHkkxksa rFkk mi&foHkkxksa ds fy, dk;Z ds 
ekud rFkk y{; fcUnq fu/kkZfjr djuk

[k-  bu foHkkxksa rFkk mi&foHkkxksa ds dk;kasZ dh le;&le; 
ij leh{kk djuk

x-  leh{kk ds nkSjku ;fn dgha <hy] deh vFkok :dkoV 
fn[kykbZ nsrh gS rks bls nwj djus ds fy, mik; djuk 
rFkk bldh ftEesnkjh r; djukA

dk;kZy; izcU/kd dh fo’ksषrk,¡@;ksX;rk,¡ %&

,d dk;kZy; izcU/kd dks viuk dk;Z dq’kyrk rFkk lQyrk 
ds lkFk iwjk djus ds fy, dbZ izdkj dh ;ksX;rkvksa dh 
vko’;drk iM+rh gSA bu ;ksX;rkvksa dks O;kid :Ik ls rhu  
oxksZa esa ck¡Vk tk ldrk gSA 

1- O;fDrxr ;ksX;rk,¡ ;k xq.k

2- f’k{kk o izf’k{k.k rFkk

3- vuqHko

1- O;fDrxr ;ksX;rk,¡ ;k xq.k %& 

,d dk;kZy; izcU/kd dk eq[; dk;Z vius foHkkx esa dke 
djus okys deZpkfj;ksa ls n¶rj dk dke fu;ksftr o 

izsj.kkRed <ax ls bl izdkj djkuk gS fd n¶rj dh dq’kyrk 
c<+s ysfdu bldh ykxr ij vadq’k jgsA bl lUnHkZ esa dk;kZy; 
izcU/kd dh dbZ xq.kksa dh vko’;drk iM+rh gSA tSls &

d- usr`Ro dk xq.k

[k- mRlkg rFkk yxu

x-  O;ogkj&dq’kyrk rFkk fuʺiVrk

?k- fu;ekuqdwy rFkk ;kstukc) dk;Z djus dh vknr] ,oa

M- la;e rFkk fo’oklksRikndrkA

tgk¡ rd usr`Ro ds xq.k dk iz’u gS] ;g dk;kZy; izcU/kd 
dh dk;Z ysus dh {kerk dks izR;{k :Ik ls izHkkfor djrk gSA 
usr`Ro dk vFkZ gS] v/khuLFkksa dks mRlkfgr] izsfjr rFkk funsZf’kr 
djus dh ;ksX;rkA usr`Ro dk lkj gS yksxksa dh loksZre 
izfrHkk dks lkeus ykus] rFkk muls ,d O;fDr ds LFkku ij 
,d ny ds :Ik esa dke ysus dh ;ksX;rkA 

dk;kZy; ds dk;Z dh uhjlrk rFkk uSR;drk dks ns[krs gq, 
;g t:jh gS fd dk;kZy; izcU/kd esa] u dsoy vius dk;Z 
ds izfr vnE; mRlkg rFkk yxu gksuh pkfg,] cfYd 
mlesa vius v/khuLFk deZpkfj;ksa dks Hkh mRlkfgr rFkk izsfjr 
djus dh शfDr gksuh pkfg, ftlls os iw.kZ yxu rFkk mRlkg 
ds lkFk dke dj ldsaaA

vkt ds ;qx esa v/khuLFk deZpkfj;ksa ls dke djkuk vius 
vki esa Vs<+h [khj gSA vr% dk;kZy; izcU/kd dks vR;Ur 
O;ogkj&dq’ky rFkk fuʺiV gksuk pkfg,] ftlls og 
deZpkfj;ksa dk lgषZ rFkk iwjk lg;ksx izkIr dj ldsA lkFk 
gh] dk;kZy; esa fd,  tkus okys dk;Z dh O;kidrk rFkk 
egRrk dks /;ku esa j[krs gq, mls fu;eijk;.k rFkk ;kstuk-
dkj Hkh gksuk pkfg,A fu;eijk;.krk dk vFkZ gS lkjs fu;eksa 
dh iwjh tkudkjh rFkk lHkh dk;ksZa dks fu;ekuqlkj djus dh 
vknrA blds foijhr] ;kstuk c)rk dk vFkZ gS] lHkh dk;ksZa 
dks izkFkfedrk ds Øe esa ;kstuk cukdj शq: ls ysdj vUr 
rd bl izdkj djuk fd lHkh igywvksa ij iwjk fopkj fd;k 
tk lds rFkk le; o lk/kuksa dk iwjk /;ku j[kk tk,A vUr 
eas] ,d dk;kZy; izcU/kd ds vUnj la;e rFkk fo’oklksRikndrk 
dk Hkh xq.k gksuk pkfg,A

2- f’k{kk o izf’k{k.k %& 

n¶rj esa fd;k tkus okyk dk;Z fy[kus] i<+us o le>us ls 
laca/k j[krk gS vr% n¶rj esa i<+s&fy[ksa le>nkj O;fDr;ksa 
dh fu;qfDr dh tkrh gSA D;kasfd dk;kZy; izcU/kd dks bu 
i<s+&fy[ks o le>nkj O;fDr;ksa ds lkFk dke djuk gksrk gS] 
mls Lo;a Hkh dkQh i<+k&fy[kk gksuk pkfg, rFkk vius dke 
esa fo’ksष :Ik ls izf’kf{kr gksuk pkfg,A bl lEcU/k esa mldh 
vfuok;Z ;ksX;rkvksa dks pkj oxksZa esa ckaVk tk ldrk gSA 
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lkekU; f’k{kk

Hkkषk&iVqrk

lkekU; izcU/kdh; f’k{kk rFkk

dk;kZy; izcU/k laca/kh f’k{kkA

tgk¡ rd lkekU; f’k{kk dk laca/k gS] izk;% ;g vk’kk dh 
tkrh gS fd dk;kZy; izcU/kd dks de ls de fo’ofo/kky; 
dk Lukrd vo’; gksuk pkfg,A lkekU; f’k{kk ls gh tqM+h 
ysfdu fof’kʼ egRo okyh ,d vU; ;ksX;rk gS & lgh] Liʼ 
rFkk fuf’pr Hkkषk fy[kus dh iVqrkA izk;% dk;kZy; izcU/kd 
dks vusd izdkj dh fjiksVasZ] fVIif.k;k¡ rFkk Lej.k&i= vkfn 
fy[kus iM+rs gSa vkSj fHkUu&fHkUu vf/kdkfj;ksa }kjk fy[ks x, 
i=ksa vkfn dk ns[kuk gksrk gSA vr% ;ksX;rk egRoiw.kZ gSA 
blds vfrfjDr] dk;kZy; izcU/kd dks O;olk; izcU/k o 
lapkyu ds fl)kUrksa dks Kku Hkh gksuk pkfg,A ftlls og 
vius dke dk lgh <ax ls caVokjk dj ldsa] v/khuLFk 
deZpkfj;ksa dks lgh <ax ls dk;Z  lkSai ldsa rFkk muls dk;Z 
ys ldsA lkFk gh lkFk] ;fn dk;kZy; izcU/kd dks dk;kZy; 
ds lkekU; izcU/k ds vfrfjDr ys[kk foHkkx ;k deZpkjh 
foHkkx dk Hkh dk;Z ns[kuk iM+rk gks rks mls bl dk;Z rFkk 
blds fl)kUrksa dk Hkh Ik;kZIr Kku gksuk pkfg,A vUr esa 
dk;kZy; izcU/kd dks viuh fo’ksषK dh fLFkfr etcwr djus 

ds fy, dk;kZy; izcU/k laca/kh is’ksoj f’k{kk rFkk bldk 
izf’k{k.k Hkh vo’; izkIr djuk pkfg,A

3- vuqHko %&

dk;kZy; izcU/k vusd izdkj ds vuqHkoksa dh iz;ksx’kkyk gS 
vkSj fdlh Hkh nks laLFkk ds dk;kZy;ksa eas ,d leku dk;Z 
ugha fd;k tkrkA ;gha ugha] O;olk; dh cnyrh gqbZ 
ifjfLFkfr;ksa dk ftruk शh?kz rFkk O;kid izHkko dk;kZy; ij 
iM+rk gS] bruk dgha vkSj ugha iM+rkA QyLo:i] dk;kZy; 
izcU/kd dks u dsoy] dk;kZy; esa fd, tkus okys dk;ksZa dks 
fo’kq} rFkk O;kid vuqHko gksuk pkfg,] cfYd dk;kZy; 
laca/kh lsokvksa dh lEHkkoukvksa] mUgsa nsus dh fHkUu&fHkUu 
iz.kkfy;ksa dks iwjk O;kogkfjd Kku rFkk vuqHko Hkh gksuk 
pkfg,A ;fn og O;fDr mlh laLFkk esa inksUufr izkIr djds 
dk;kZy; izcU/kd curk gSA rks mls ml laLFkk ds laxBu] 
lapkyu rFkk mldh dk;Z iz.kkfy;ksa dk Kku rks gksxk ysfdu 
O;kolkf;d {ks= es a dk;kZy; izcU/k ds uofodflr
fl)kUrksa dk Kku ugha gksxkA vr% mls bu uofodflr fl)
kUrksa ls yxkrkj ifjfpr jgus ds fy, viuh is’ksoj laLFkk 
dk lnL; Hkh gksuk pkfg,A tgk¡ fHkUu&fHkUu laLFkkvksa ds 
dk;kZy; izcU/k laca/kh vuqHkoksa dks lkspk o le>k tk,A

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.5.37 से सɾंिधत िसȠांत



149

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.5.38 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - कायाŊलयीन वातावरण

कायाŊलय का ढाँचा
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• अथŊ एवं पįरभाषाएँ
• लƗण 
• कायाŊलय अिभɊास के उȞेʴ
• कायाŊलय अिभɊास के िसȠाȶ
• सुरƗा 
• वकŊ बुक और वकŊ शीट
• सैल एवं रे̢ज ।

vFkZ ,oa ifjHkkषk,a %&

vFkZ & 

fdlh dk;kZy; dh LFkkiuk ds fy, LFkku dk pquko gks tkus 
ds i’pkr mlds izcU/kdksa dks bl ckr dk fu’p; djuk 
iM+rk gS fd mldh fofHkUUk foHkkxksa dh O;oLFkk vkSj izR;sd 
foHkkxh; dk;kZy; esa fyfidksa rFkk lkt&lTTkk (Equipment) 
dh LFkkiuk bl izdkj dh tk; fd miyC/k LFkku dk Jsʿre 
mi;ksx fd;k tkuk lEHko gksA bl fØ;k dk uke *dk;kZy; 
vfHkU;kl* gSA bl izdkj ;g fØ;k fdlh fuf’pr LFkku ij 
fofHkUUk foHkkxksa rFkk mu foHkkxksaa ds dk;kZy; esa fyfidksa ds 
cSBus rFkk lkt&lTTkk dh O;oLFkk fd;ss tkus dh rduhd 
gSA ;|fi Je&foHkktu rFkk fof’kʼhdj.k ds ykHkksa dks izkIr 
djus gsrq dk;kZy; dks fofHkUUk foHkkxksa ds e/; ck¡V fn;k 
tkrk gS( fdUrq fQj Hkh bu fofHkUUk foHkkxksa }kjk fu˃ाnu 
fd;s tkus okys dk;Z ijLij lEcfU/kr ,ao vkfJr jgrs gSaA 
;gh ugh] izR;sd foHkkx esa Hkh ,dkdh fyfidksa ds dk;Z ijLij 
,d nwljs ls lEcfU/kr jgrs gSa] vr% fofHkUUk foHkkxksa }kjk ?ksjs 
tkus okys dejs vFkok LFkku bl izdkj ls fu;ksftr ,ao 
O;ofLFkr <ax ls Øekuqlkj LFkkfir fd;s tkus pkfg,a rkfd 
bu foHkkxksa dh fØ;kvksa ds e/; vklkuh ls lEkUo; LFkkfir 
fd;k tk ldsA blh izdkj] izR;sd foHkkx esa dk;Z djus okys 
fyfidksa ds fy, bl izdkj ls cSBus dh O;oLFkk dh tk; 
rkfd lHkh ds e/; vf/kd le; vFkok शfDRk dk viO;; u 
gksdj lEidZ LFkkfir djus esa lqfo/kk jgsA ;gh ugh] leku 
izdkj dk dk;Z djus okys fyfidksa dks tgk¡ rd lEHko gks] 
,d gh rjQ cSBk;k tkuk pkfg, rkfd muds e/; fujUrj 
lEidZ cuk, j[kuk lEHko gks ldsA

ifjHkkषk,a &  fyfVyQhYM vkfn ds  vuqlkj] *dk;kZy; 
vfHkU;kl (Offfice layout) ls rkRi;Z dk;kZy; Hkou esa 
miyC/k LFkku esa dk;kZy; miLdj vkSj lkt&lTTkk (Office 
Funiture and equipment) dh voLFkk djuk gSA “ LFkku 
O;oLFkk (Space Management) ls rkRi;Z dk;Zjr deZpkfj;ksa 

dks brus LFkku dh miyfC/k djkus ls gS ftlls fd U;wure 
ykxr ij vf/kd mRikfnr izkIr gks ldsA

tktZ vkjñ VSjh  (George R Terry) ds vuqlkj] “dk;kZy; 
vfHkU;kl LFkku dh vko’;drk dk fu/kkZj.k djus rFkk bl 
LFkku ds O;kid mi;ksx djus dks dgrs gSaA ftlesa fd 
U;wure O;; ij dk;kZy; ds dk;ksZa dks iwjk djus ds fy, 
HkkSfrd rRoksa dh O;kogkfjd O;oLFkk gks ldsA”
fgDl rFkk Iys’k (Hicks and Place) us “dk;kZy; vfHkU;kl 
dks bl izdkj ifjHkkfषr fd;k gS] dk;kZy; vfHkU;kl miyC/k 
LFkku esa dk;Z&LFkyksa dh bl izdkj O;oLFkk djus ls lEcaf/
kr gS ftlls fd leLr midj.k] lkefxz;k¡] izfof/k;k¡ ,ao 
deZpkjh vf/kdre n{krk ls dk;Z dj ldsaA”
y{k.k %&

mi;qDr ifjHkkषkvksa ds v/;;u ls dk;kZy; vfHkU;kl ds 
fuEu y{k.k Liʼ gksrs gSa& (1) dk;kZy; vfHkU;kl miyc/k 
LFkku dks dk;kZy; dk;Z ds fy, lqfuf’pr djrk gSA 
(2) dk;kZy; vfHkU;kl rS;kj djus ls iwoZ dk;kZy; dh 
vko’;drkvksa dk fu/kkZj.k djuk vko’;d gSA (3) dk;kZy; 
vfHkU;kl dk mís’; dk;kZy; esa vf/kdre dk;Z{kerk ,ao 
mRikfnr izkIr djuk gSA (4) dk;kZy; LFkku dk oSdfYid 
iz;ksx lEHko gSA (5) dk;kZy; vfHkU;kl esa orZeku ,ao Hkkoh 
vko’;drkvksa nksuksa ij Ik;kZIr fopkj fd;k tkrk gSA 
(6) dk;kZy; vfHkU;kl foHkkxkasa deZpkfj;ksa vkSj lkt&lTtk 
dks fu;ksftr djus dh ,d lqfopkfjr oSKkfud i)fr gSA 
(8) dk;kZy; vfHkU;kl xksiuh; ,ao Ik;Zos{kd LFkkuksa ij Hkh 
fo’ksष cy nsrk gSA

oSKkfud i)fr ij vk/kkfjr dk;kZy; vfHkU;kl esa miyC/k 
LFkku fofHkUu foHkkxksa dks bl izdkj fu;ksftr fd;k tk;sxk 
vkSj bu foHkkxkaa s esa dk;kZy; mi&dj.k] QuhZpj ,ao 
lkt&lTTkk dh bl izdkj lqfu;ksftr <ax ls O;oLFkk dh 
tk;sxh fd U;wUkre ykxr ij vf/kdre mRifr izkIr gks 
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ldsxhA blls O;kikj esa n{krk vkSj ykHkkRedrk esa òf) 
gksxhA U;wUkj ,oa gsal (Neuner and Haynes) ds शCnksa esa 
dk;kZy; fu;kstu ,ao vfHkU;kl dk ifj.kke de ykxr ij 
vf/kd dq’ky dk;Z gksrk gSA

dk;kZy; vfHkU;kl ds mís’; (Objectivesa of an Office 
Layout) %&

dk;kZy; vfHkU;kl dh ;kstuk rS;kj djus dk izeq[k mís’; 
U;wure ykxr ij vf/kdre dk;Zdq’kyrk dk izkIr fd;k 
tkuk  pkfg,A blds fy, ;g vko’;d gS fd dk;kZYk; 
izcU/kd dqN fuf’pr oS/kkfud fl)kUrksa ds vk/kkj ij igys 
ls gh dk;kZy; vfHkU;kl dh ,d ;kstuk rS;kj djsA blds 
fy;s igys ,d dkxt ij ,d vkn’kZ ;kstuk rS;kj dh tkuh 
pkfg, ftlesaa fofHkUUk jaxksa ls fofHkUu LFkkuksa ij fyfidksa] 
QuhZpj] lkt&lTtk vkfn dks iznf’kZr fd;k tkuk pkfg,A 
bl izdkj dh ;kstuk dks rS;kj djrs le; fuEufyf[kr 
mís’;ksa dks /;ku esa vo’; j[kk tkuk pkfg;s %&

1 dk;Zdq’kyrk esa o`f) (Increase in Efficiency) dk;kZy; 
vfHkU;kl LFkkiuk dk ewyHkwr mís’; dk;kZy; dh 
dk;Zdq’kyrk esa o`f) djuk gSA bl mís’; dks /;ku esa 
j[kdj gh dk;kZy; ds vfHkU;kl dh jpuk dh tkuh 
pkfg;sA dk;kZy; dk vfHkU;kl ,slk gks tgk¡ ij dk;Z 
dk izokg fujUrj cuk jgsA fyfidksa dks cSBus] ;U=ksa dks 
j[kus rFkk mu ij lqfo/kk ls dk;Z djus dh lqfo/kk gks 
,oa lkexzh dk j[k&j[kko lqfo/kktud gksA

2 yksp (Flexibility)- ,d vkn’kZ dk;kZy; vfHkU;kl esa i;kZIr 
yksp gksuk pkfg;s] vFkkZr~ mlesa Hkkoh foLrkj dh 
vko’;drk,W iwjh djus dh leqfpr O;oLFkk gksA

3 ferO;;rk (Economy )- dk;kZy; vfHkU;kl ,slk gks tks 
ferO;;rk esa lgk;d gks] lkexzh ds viO;; dh jksdFkke 
djrk gks] fujFkZd Je] le; ,oa gjdrksa dks lekIr djds 
ferO;;rk ykus esa leFkZZ gksA

4 fu;U=.k (Control)- dk;kZy; vfHkU;kl ,slk gks tks 
izcU/kd rFkk शhषZ izcU/k dks fu;U=.k LFkkfir djus esa 
lgk;d gksA

5 miyC/k /kjkry LFkku dk vf/kdre mi;ksx (Maximum 
Utilizations of the available Floor-space)- miyC/k /
kjkry LFkku dk vf/kdre mi;ksx fd;k tkuk pkfg;sA 
;g rHkh lEHko gS tcfd dk;kZy; dh LFkkiuk gsrq fu/
kkZfjr LFkku dk dksbZ Hkh fgLlk O;FkZ esa gh csdkj u iM+k 
fn[kkbZ nsA

6 fØ;kRed foHkkxhdj.k (Functional Departmentation)- 
fofHkUu foHkkxksa dh LFkkiuk djrs le; fØ;kRed 

foHkkxhdj.k ds mís’; dh iwfrZ dk iz;Ru fd;k tkuk 
pkfg;sA tgk¡ rd lEHko gks] Vadu djus ds ;U=ksa] 
fglkc&fdrkc ds ;U=ksa] udy djus rFkk izfrfyfidj.k 
ds ;U=ksa vkfn dks ,d gh lewg ds vUrxZr ;U=ksa okys 
d{k esa j[kk tkuk pkfg;sA pwWfd buesa ls vf/kdk’ka ;U= 
vkokt ,oa शksj okys gksrs gsa] vr% bUgsa dk;kZy; ds ihNs 
ds Hkkx esa j[kk tkuk pkfg;sA

7 dk;kZy; dk LorU= izokg (Free Movement of Work)-  
izR;sd fyfid dks cSBus ,oa शjhj ds vU; vaxks dks ?kqekus] 
QuhZpj dks yxkus rFkk lkt&lTtk dh LFkkiuk ds fy, 
i;kZIr LFkku dh O;oLFkk dh tkuh pkfg;s rkfd dk;kZy; 
ds dk;Z&izokg esa fdlh izdkj dh ck/kk,¡ mRiUu u gks 
ldsA bl izdkj dk;kZy; ds LorU= izokg dk gksuk 
furkUr vko’;d gSA

8 i;Zos{k.k dk {ks= (Scope for Supervision)-  dk;kZy; 
vfHkU;kl dk mís’; i;Zos{k.k ds {ks= dk foLrkj djuk 
gksrk gS] vr% izR;sd foHkkx esa ,dkdh fyfidksa ds cSBus 
dh O;oLFkk bl izdkj ls dh tkuh pkfg;s rkfd muds 
dk;Z dk i;Zos{k.k djus esa ljyrk gks rFkk mä dk;Z ds 
fy, U;wure i;Zos{kdksa dh vko’;drk izrhr gksA

9 fyfidks a ds dk;Z es a U;wure gLr{ksi (Minimum 
Interference in the Clerks Work)- dk;kZy; vfHkU;kl 
dh LFkkiuk djrs le; bl ckr dk /;ku j[kuk pkfg;s 
fd dk;Z djus okys fyfidksa ds dk;Z esa vkUrfjd vFkok 
ckgjh rRoksa ls( tSls& ckgjh O;fDr;ksa ds vkokxeu ls 
mRiUu gksus okyh ck/kk ;fn U;wure ck/kk,W vFkok gLr{ksi 
gksrk gks rks शksjxqy djus okys rRoksa dks gVk dj ,sls 
nwj LFkku ij LFkkfir dj nsuk pkfg;s ftlls fd dk;Z 
esa fdlh izdkj dh :dkoV mRiUu u gks ldsA

10 xksiuh;rk dk dk;e j[kk tkuk (Maintenance of 
Secrecy) - dk;kZy; dh xksiuh;rk dk dk;e jguk ije 
vko’;d gksrk gS] vr% xksiuh; dk;Z djus okys foHk-
kxksa vFkok O;fDr;ksa dks vko’;d ,dkUrrk feyuh pkfg;sA 
xksiuh; dk;Z djus okyksa ds fy, fof’kʼ ?ksjksa ¼special 
enclosures½dh O;oLFkk dh tkuh pkfg;sA 

11 loZJsʿ dk;Z dh n’kk,¡ ¼best possible working 
conditions½ vf/kdre dk;Zdq’kyrk dh izkfIr gsrq 
dk;kZy; esa dk;Z djus dh loZJsʿ lEHkkfor n’kkvksa dk 
gksuk vko’;d gSA vLoLFk dk;Z dh n’kk,¡ dk;Z ds 
fu˃ाnu ij foijhr izHkko  Mkyrh gSA 

12 lqj{kk ¼safety½&dk;kZy; vfHkU;kl dh ;kstuk esa fofHkUu 
dk;kZy;ksa dh lqj{kk dk Hkh /;ku j[kk tkuk pkfg;sA
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dk;kZy; vfHkU;kl ds fl}kUr ¼principles of office layout½%&

,d dq’ky dk;kZy; vfHkU;kl dh LFkkiuk ds fy, dk;kZy; 
vfHkU;kl ds fl)kUrksa dk Kku gksuk ije vko’;d gksrk gSA 
dk;kZy; vfHkU;kl lECkU/kh izeq[k fl)kUr fuEufyf[kr gSa%&

1 foHkkxh; lEcU/k ¼departmental relationships½ vfHkU;kl 
dk vFkZ ,d nh gqbZ txg esa dsoy dqN MSLdksa vkSj 
dqflZ;ks dks Øec) j[kuk ek= ugha gS]oju] ;g lEiw.kZ 
laxBu esa fofHkUu foHkkxksa vkSj buds ijLij lEcU/kksa dks 
Øec) djuk Hkh gSA fofHkUu foHkkxkssa dsa fy, LFkku dk 
forj.k djrs le; fuEu fl)kUrksa ls iFk izn’kZu izkIr 
gks ldrk gS A 

2 izeq[k foHkkxksa dks tks fd fuEu gSA dsUnz &fcUnq cukdj 
vfHkU;kl fuf’pr djuk pkfg,&iz’kklfud] fcØh] jlhn] 
fglkc] for dk;kZy; lsok ,oa deZpkjh foHkkx A 

3 izeq[k foHkkxksa ds foLrkj dks Hkh /;ku esa j[kuk pkfg;s 
fo’ksषr% fcØh foHkkx ds fy, D;ksafd u;s&u;s mRiknksa ds 
dkj.k blesa laxBukRed ifjorZu djuk izk;% vko’;d 
gks tkrk gSA 

4 lEcfU/kr foHkkxksa dks ,d&nwljs ds fudV j[kuk pkfg;sA 
;|fi lHkh foHkkx ijLij lEcfU/kr gksrs gSa ysfdu dqN 
foHkkx vU; foHkkxksa dh vis{kk vf/kd fudV gksrs gSa] 
tSls&Ø;] foØ;] lsfooxhZ; rFkk fglkc vkfnA 

5 turk ds vf/kd lEidZ esa vkus okys foHkkxksa dks izos’k 
LFkyksa] lh<+h+;ksa (thuksa) ;k fy¶Vksa ds fudV gksuk pkfg;sA 

6 शksjxqy vFkok xUns /kwy&xnZ okys foHkkxksa dks vyx j[kuk 
pkfg;sA 

7 fo’ksष izdkj dh fQfVax lko/kkuh ls djkuh pkfg;s] D;ksafd 
vfHkU;kl esa ifjorZu dh vko’;drk gksus ij bls ljyrk 
ls gVk;k ugha tk ldrkA 

8 xksiuh; foHkkx tks fd fuEu gSa] ifCyd ls nwj gksus 
pkfg;s& dkuwuh ijke’kZ foHkkx] vkWfMV foHkkxA 

9 izR;sd foHkkx dh fLFkfr ,slh gksuh pkfg;s fd og 
lEcfU/kr dk;kZsa ds fy, loksZre gks rFkk ftu foHkkxksa ls 
izk;% bldk dke iM+rk gS] os Hkh fudV gksaA

10 yksp ,oa foLrkj (Flexibility and Expansion)- dk;kZy; 
vfHkU;kl dk fu;kstu djrs le; dqN foHkkxks a( 
tSls&foØ; foHkkx] lsfooxhZ; foHkkx vkfn dh fØ;kvksa 
ds Hkkoh fodkl rFkk vfHkU;kl ds lek;kstu dh 
vko’;drk dks /;ku esa j[kk tkuk pkfg;sA vfHkU;kl 
,slk gks fd FkksM+k&lk gh lek;kstu djus ls vfrfjDr 
fyfidksa rFkk lkt&lTTkk ds fy, O;oLFkk fd;k tkuk 
lEHko gksA la{ksi esa izR;sd dk;kZy; vfHkU;kl esa fofHkUu 

dk;kZy;ksa dh fØ;kvksa ds foLrkj ds fy, i;kZIr O;oLFkk 
gksuh pkfg;sA

11 dk;Z&izokg (Flow of Work)- ,d dkj[kkus ds vfHkU;kl 
dh rjg dk;kZy; ds vfHkU;kl esa Hkh dk;Z&izokg dk 
fujUrj cuk jguk vko’;d gksrk gSA dk;Z ds izokg dh 
n’kk esa ifjorZu u gksdj mls fujUrj ,d gh fn’kk esa 
izokfgr gksrs jguk pkfg;s rFkk mlds izHkko ,oa laHkky 
esa U;wure le; yxuk pkfg;sA ,slk gksus ls dk;Z शh?kz 
gksrk gS] mlesa ck/kk,¡ de gksrh gSa] fdlh dk;Z dks NwV 
tkus vFkok dkxtkr ds xyr LFkku ij j[ks tkus dh 
lEHkkouk de gksrh gSA prqFkZ Js.kh ds deZpkfj;kssa( vFkkZr~ 
pijkfl;ksa dh de vko’;drk iM+rh gS rFkk ;kfU=d 
;qfDr;ksa dk iz;ksx fd;k tkuk lEHko gksrk gSA

12 dk;kZy; rjhds rFkk ifjikVh (Office Systems and 
Routines)- ,d dk;kZy; ds dk;Z dks lqpk: ,oa fu;fer 
<ax ls pykus ds fy, dk;kZy; rjhdksa rFkk ifjikVh dh 
LFkkiuk dh tkrh gS ftuds vuqlkj dk;kZy; ds dk;Z 
dk fu˃ाnu fd;k tkrk gSA bu nksuksa dk foLr`r o.kZu 
blh iqLrd ds xr v/;k; ds vUrxZr fd;k tk pqdk 
gSA vr% dk;kZy; vfHkU;kl dk fu;kstu djrs le; 
dk;kZy; ds rjhdksa rFkk ifjikVh dk xgu v/;;u dj 
fy;k tkuk pkfg;s vkSj mlh ds vuq:i mldh ;kstuk 
rS;kj dh tkuh pkfg;sA blds fy, vko’;d gS fd 
fyfidksa rFkk lkt&lTtk dks dk;kZy; esa izpfyr 
rjhdksa rFkk fu/kkZfjr ifjikVh ds vuq:i gh Øekuqlkj 
LFkkfir fd;k tk;sA

13 izkbosV dk;kZy;ksa dh LFkkiuk (Establishment of Private 
Office)-  izkbosV dk;kZy; i`Fkd dejksa ds :i esa gksrs 
gSa ftUgsa dk;kZy; ds vU; Hkkxksa ls vyx dj fn;k tkrk 
gSA ,sls dejksa dh O;oLFkk fof’kʼ O;fD;rksa ds fy, dh 
tkrh gS] tSls&foHkkxh; v/;{k] lfpo vFkok vU; mPp 
inkf/kdkjh  oxZ ds yksxA bldk dkj.k ;g gS fd ,sls 
yksxksa dks viuh fof’kʼ fLFkfr ds dkj.k v/khuLFk 
deZpkfj;ksa rFkk xzkgdksa vkfn ls dbZ ckj izkbosV 
okrkZyki djuk iM+rk gS ftls xksiuh; j[kk tkuk vko’;d 
gksrk gSA bu izkbosV dejksa dh la[;k tgka rd leHko 
gks de gksuh pkfg;s] D;ksafd ;s i;kZIr LFkku ?ksjrs gSa rFkk 
i;Zos{k.k ds dk;Z esa ck/kk,W mRiUu djrs gSaSSA

14 fof’kʼ dejs (Special Rooms) dk;kZy; vfHkU;kl esa dqN 
fof’kʼ dejksa dh O;oLFkk gksuh pkfg;sSA bu fof’kʼ de-
jksa dh la[;k fdruh gksuh pkfg;s] ;g igys ls fuf’pr 
ugha gksrkA fdUrq lkekU;r% Lokxr dejk (Reception 
Room), iwNrkN dk dejk rFkk ehfVax dk dejk vkfn 
rks izR;sd dk;kZy; esa fof’kʼ :i esa LFkkfir fd;s tkrs 
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gSaA ,sls dejksa dh O;oLFkk Hkh dk;kZy; vfHkU;kl esa 
gksuk ije vko’;d gksrk gaSA

15 lsok lqfo/kk,W (Service Rooms)- dk;kZy; vfHkU;kl dh 
;kstuk rS;kj djrs le; lsok&lqfo/kkvksa] tSls& ihus ds 
fy, B.Ms ikuh dk dejk] शkSpky;] ew=ky;] Luku&x`g] 
dS.Vhu] VsyhQksu] vkUrfjd lUns’kokgu] fyQ~V]lkeku 
j[kus dk dejk vkfn dh Hkh O;oLFkk djus dk vk;kstu 
gksuk pkfg,A buds gksus ls dk;kZy; ds dk;Z ds dq’ky 
fu˃ाnu esa i;kZIr lgk;rk feyrh gS rFkk deZpkfj;ksa ds 
fy, LoLFk okrkoj.k dk fuekZ.k gksrk gSA

16 deZpkfj;ksa ds cSBus rFkk lkt&lTTkk ds LFkkfir djus 
ds fy, i;kZIr LFkku (Adequate Space for Staff and 
Equipment)-  dk;kZy; vfHkU;kl dk;kZy; esa dk;Z djus 
okys deZpkfj;ksa dh la[;k rFkk mlesa iz;qDr lkt&lTtk 
ds vuq:i gksuk pkfg;sA izR;sd deZpkjh ds cSBus] शjhj 
dks fgykus&Mqykus rFkk lkt&lTTkk dks j[kus vkSj mldk 
mi;ksx djus ds fy, dk;kZy; esa leqfpr LFkku dh 
O;oLFkk gksuh pkfg;sA dk;kZy; lkt&lTTkk ls vk’k; 
dk;kZy; QuhZpj] Je cpkus okys ;U= rFkk dk;kZy; esa 
iz;qDr vU; lkexzh ls gSA blesa dk;kZy; dk;Z ds dq’ky 
fu˃ाnu esa i;kZIr lgk;rk feyrh gSA

17 mi;qDr izdk’k dh O;oLFkk& dk;kZy; esa vf/kdk’ka dkxth 
ys[ku&dk;Z gksrk gS ftlds fy, mi;qDr izdkj dh 
O;oLFkk vko’;d gSA vf/kd rhoz ;k de jks’kuh nksuks 
gh vk¡[kksa ij ncko Mkyrs gSa ftlls deZpkfj;ksa dh us= 
T;ksfr ij izfrdwy izHkko iM+rk gS vkSj mudh dk;Z{kerk 
Hkh de gks tkrh gSA ;fn i;kZIr ek=k esa izkd`frd izdk’k 
miyC/k u gks rks fctyh ds izdk’k dh O;oLFkk dh tkuh 
pkfg,A Hkou dh fuekZ.k fof/k vkSj dejksa rFkk f[kM+fd;ksa 

dh vfHkU;kl ;kstuk mi;qDr izdk’k O;oLFkk esa vR;Ur 
lgk;d gksrh gSA

18 /ofu&’keu ;U=ksa dh O;oLFkk& /ofu ds de gksus ls 
deZpkjh ,dkxzfpr gksdj dk;Z dj ldrs gSaA vesfjdk 
dh ,d chek dEiuh us bu mís’; ds fy, vius izeq[k 
dk;kZy; esa dqN ;U= yxk;s ftlls शksjxqy dh ek=k 
15 izfr’kr ?kV xbZA VkbZfiʼ de xyfr;k¡ djus yxs 
vkSj dk;Z{kerk esa o`f) gqbZA vr% deZpkjh&d{kksa esa iw.
kZ:is.k शkUr okrkoj.k cuk;s j[kus ds fy, शksj dks 
nckus okys lk/ku dke esa fy, tkus pkfg,A

19 mi;qDr gok rFkk jks’kunkuksa dh O;oLFkk& tc dk;kZy; 
Hkou vf/kd cM+k gks tkrk gS rks blesa okrkuqdwyu dh 
O;oLFkk vf/kd [kphZyh gks tkrh gS] vr% gok jks’kunkuksa 
dh lgk;rk ls dk;kZy; esa LoLFk okrkj.k cuk;s j[kk 
tkrk gSA blls deZpkfj;ksa s dh dk;Z{kerk eas vkSj 
mRikndrk esa Hkh o`f) gksrh gSA

20 vk¡xu dks foHkkftr djus okyh iDdh nhokjksa dk U;wure 
iz;ksx& bl izdkj dh nhokjsa gok vkSj izdk’k esa ck/kk cu 
tkrh gS rFkk buds dkj.k vfHkU;kl ;kstuk essa la’kks/ku 
djuk Hkh eqf’dy gks tkrk gS] vr% budk U;wure iz;ksx 
fd;k tkuk pkfg,A

lqj{kk %&

dk;kZy; vfHkU;kl rS;kj djrs le; dk;kZy; lqj{kk dks Hkh 
egrk nsuh pkfg,A Qkbfyax foHkkx dh fLFkfr lqj{kk dh n`fʼ 
ls vuqdwy gksuh pkfg,A vkx rFkk HkwdEi vkfn dh fLFkfr 
esa dk;kZy; ls rRdky ckgj fudkyus dh O;oLFkk gksuh 
pkfg,A pksjh vkfn ls lqj{kk dh O;oLFkk gksuh pkfg,A
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.6.39 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - कायाŊलय मŐ डायरी

फाइिलंग
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• फाइल एवं अनुŢमिणका
• फाइल िनमाŊण के िसȠाȶ 
• फाइलो ंकी ʩव̾था एवं उनका वगŎकरण 
• फाइलो ंकी केȾीकरण िविध 
• फाइल करने की िविध 
• फाइल पȠित ।

Qkby ,oa vuqØe.khdk %&

vk/kqfud le; eass tc ;g dks’kh’ksa dh tk jgh gSaA fd 
dk;kZy;ksa esa dkxth dk;Zokgh de ls de gksa rc Hkh dqN 
vko’;d mn~ns’;ksa dh iwrhZ gsrq vk/kqfud dk;kZy;ksa esa 
Qkbfyax dk egRo c<+rk tk jgk gSA vk/kqfud dk;kZy;ksa esa 
Qkbfyax ,d dk;Z lwpuk rF;  vkadM+s ,d= djuk gSA ;g 
lwpuk,a i=ksa] fcyksa ,oa fjiksVkasZ ds ek/;e ls ,d= dh tkrh 
gSA Hkfoˈ gsrq bUgsas lqjf{kr j[kus ds vusd rjhds viuk,a 
tkrs gSaA bUgha rjhdksa esa Qkby cukuk ,oa vfHkys[kksa dk izcU/k 
djuk ,d egRoiw.kZ dk;Z gSA vr% dk;kZy; dh fofHkUu 
lwpuka,] fjdkMZ vkfn lqjf{kr jgs ,oa lgh <ax ls j[kus dh 
fof/k Qkbfyax dgykrh gSA Qkbfyax ds vUrxZr ;g iz;kl 
fd;k tkrk gS fd mi;qZDr fjdkWMZ ,oa vfHkys[kksa dks mudh 
mi;ksfxrk ds vk/kkj ij lqjf{kr ,oa lgh <ax ls j[kk tk,A 
blls vko’;d tkudkjh fcuk le; O;FkZ fd, <wa<h tk 
ldrh gSA  ,oa dk;kZy; dh dk;Zokgh lqpk: :Ik ls 
pykbZ tk ldrh gSA 

dk;kZy; esa QkbZfyax dh c<+rh mi;ksfxrk ds dkj.k blds 
ykHk fuEu gaSA 

1- mi;qDr rjhds ls ;fn Qkbyksa dh O;oLFkk dh tk, rks 
le; dh cpr gksrh gSA ,oa dk;kZy; dh dk;Ziz.kkyh esa 
dksbZ :dkoV ugha vkrh D;ksafd QkbZfyax izfØ;k ds 
vUrxZr leLr nLrkost fcuk le; O;FkZ fd, ljyrk 
ls fey tkrs gaSA

2- lgh Qkby fuekZ.k lUnfHkZr fyfidksa ,oa lfpoksa dks <wa<usa 
esa vklkuh jgrh gSA tks fd ml i= ds mRrj nsus ds 
fy, mRrjnk;h gksrs gaSA 

3- Qkbyksa ds vUrxZr  vfHkys[kksa dks izkekf.kd tkudkjh ds 
:Ik esa j[kk tkrk gSA ftlls fu.kZ; ysus esa vklkuh gksrh 
gSA ,oa dHkh Hkh fookn ls cpk tk ldrk gSA

4- Qkbyksa ds vk/kkj ij uhfr laca/kh fu.kZ; Hkh fy;s tkrs 
gaSA ;g fu.kZ; vf/kdkjh lgh <ax ls fcuk foyEc ds ys 
ldrs gSaA

Qkby fuekZ.k ds fl)kUr %& 

Qkbfyax izfØ;k ds vf/kdre ykHk izkIr djus gsrq ;g 

vko’;d gS fd Qkby cukrs le; dqN fl)kUrksa dk ikyu 
fd;k tk,A ;s fl)kUr fuEu izdkj gSaA

1- dk;Z O;oLFkk ds vuq:Ik %& 

Qkby fuekZ.k dk vf/kdre ykHk izkIr djus gsrq ;g vko’;d 
gS fd Qkbyksa dk fuekZ.k dk;kZy;ksa dh dk;ZO;oLFkk] dk;ksZa 
dh izd`fr ds vuq:Ik fd;k tkuk pkfg,A

2- Lkjyhdj.k %& 

fdlh Hkh O;kolkf;d laxBu dks viuh vko’;drk vuqlkj 
Qkbysa cukuh pkfg,A ftlls vko’;drk iM+us ij mudksa 
vklkuh ls <wa<k tk lds ,ao Qkby cukus dk mn~ns’; lQy 
gks ldsA

3- Qkby fuekZ.k djrs le; dk;kZy; LFkku dh miyC/krk 
dks Hkh n`fʼ esa j[kuk pkfg, vizpfyr ,oa vuqRiknd 
Qkbyksa ,oa nLrkostksa dks izcU/kdh; fu.kZ;ksa ds Ik’pkr~ lekIr 
dj nsuk pkfg,

4- Qkbfyax ds Ik’pkr~ mi;qDr vuqØef.kdk fof/k dk pquko 
djuk pkfg,A ftlls fd Qkbyksa dks <wa<+uk ,oa mu rd 
igq¡puk vklku gksa ldsA

5- Qkbyksa dh lqj{kk ,d egRoiw.kZ rF; gSA Qkbyksa dks 
lqjf{kr j[kus gsrq mUgsa pksjh gksus ls ,oa vU; ek/;e ls uʼ 
gksus ls cpkus ds fy,A

Qkbyksa dh O;oLFkk ,oa mudk oxhZdj.k %&

Qkbyksa dks fcuk le; O;FkZ fd, <wa<k tk lds bl gsrq ;g 
vko’;d gS fd Qkbyksa dks lgh शhषZd ,oa foष; nsdj lgh 
<ax ls O;ofLFkr fd;k tk lds blds fy, fuEu fof/k;ka 
ukekadu gsrq viukbZ tkrh gSaA

¼1½ o.kZØe fo/kh%& 

bl O;oLFkk ds vUrxZr Qkbyksa dks muds o.kZØe ds vk/kkj 
ij vFkkZr v] vk] b] bZ ;k fQj d] [k] x] ?k ds vuqlkj 
uke fn;k tkrk gSA bl rjg dh ukeksa okyh Qkbysa ,sls 
lLFkkuksa esa cukbZ tkrh gSA tgka ij Qkbyksa dh la[;k de 
gks vFkkZr ;g la[;k  o.kZØe dh la[;k lhfer gksA



154

¼2½ ukekadu fo/kh%& 

bl fo/kh ds vUrxZr QkbZysa laLFkkvksa ds uke ds vk/kkj ij 
cukbZ tkrh gSaA izk;% os laLFkkus gksrh gSa ftuls yxkrkj i= 
O;ogkj gksrk jgrk gSA laLFkkuks esa dHkh &dHkh  vkus okys 
i=ksa gsrq ,d fofo/k uke ls Qkby cukbZ tkrh gSA ftlesa 
,sls i= & cukbZ ,ao j[kh tkrh gSA

¼3½ foष;ksa ds vuqlkj%& 

fdlh Hkh dk;kZy; esa i= O;ogkj vusd foष;ksa ls lEcfU/kr 
gks ldrs gSA ,sls esa QkbZyksa dks muds foष;ksa ds vk/kkj ij 
Hkh cuk;k tkrk gSA ,ao ml foष; ls lacaf/kr leLr i= 
ml Qkby esa j[ks tkrs gaSA dbZ ckj ,d eq[; foष; ls 
lacaf/kr leLr i= ml Qkby esa j[ks tkrs gSaA ,sls esa mu 
NksVs&NksVs foष;ksa ds QksYMlZ Hkh mlh eq[; Qkby esa j[ks 
tkrs gSaA

¼4½ la[;kad fo/kh%& 

bl i)fr ds vUrxZr Qkbyksa dks muds uke ,ao foष; 
bR;kfn ds vk/kkj ij xf.krh; la[;kad uEcj ns fn;k tkrk 
gSaA la[;akdksa ds vuqlkj Qkbysa cukuk lcls izpfyr ,ao 
ljy rjhdk gSA Qkbyksa dh la[;k vkoaVu djus Ik’pkr~ 
mudk fooj.k ,d vuqØef.kdk jftLVj ;k dEI;wVj esa j[kk 
tkrk gSA blls fdlh izzdkj dh Hkzkafr ugha jgrh gSA ;g 
izfØ;k izk;% cM+s O;olkf;d laLFkkuksa gsrq mi;qDr gSA

¼5½ HkkSxksfyd fo/kh %& 

bl fo/kh ds vUrxZr Qkbyksas dh vusd lEcfU/kr {ks=] jkT; 
शgj vFkok ns’k vk/kkj ij uke fn;k gSaA ;s Qkbysa o.kZØe 
ds vuqlkj Hkh O;ofLFkr dh tk ldrh gSA ;g fo/kh ,sls 
laLFkkuks gsrq mi;qDr gSA tgka O;kikj] jkʼªh;] jkT; ;k 
vUrjkZʼªh; Lrj ij fd;k tkrk gSA

Qkbyksa dh dsUnzhdj.k fo/kh %& 

Qkbyksa dks ,d gh LFkku ij j[kus dh fo/kh dks dsUnzh;dj.k 
fo/kh dgk tkrk gSA bleas Qkbyksa dh lqj{kk jgrh gSA ,ao 
vklkuh ls <wa<k tk ldrk gSSA bl fof/k ls aleLr fjdkWMZ 
,d gh LFkku ij miyC/k gks tkrs gSa ,oa Qkbfyax dh ykxr 
eas Hkh deh vkrh gS blds vfrfjDr Qkbyksa dk fu;a=.k Hkh 
vklkuh ls gks tkrk gS ijUrq ;g fof/k NksVs & NksVs laLFkku 
gsrq Hkh miyC/k gSA cM+s laLFkku esa ;fn ;g fof/k viukbZ 
tkrh gS tgka ij T;knk Qkbysa gksrh gSa rc ogka dk;Z dq’kyrk 
esa deh vkrh gSA ,oa dk;Z dk izokg ckf/kr gksrk gSA ,sls 
laLFkkuksa esa dsUnzh;dj.k dh fof/k ds vUrxZr Qkbysa <wa<usa esa 
dfBukbZ gksrh gS le; O;FkZ gksrk gS ,oa xksiuh;rk Hkax gksrh 
gSA vr% ,sls esa cM+s laLFkkuksa esa Qkbyksa dks foHkkxksa ds vuqlkj 
gh foHkDr fd;k tkuk pkfg,A

Qkby djus dh fof/k %& 

laLFkku esa tc i= izkIr gksrs gaSA rks ;fn mu i=ksa dks Qkby 
esa yxkuk gS rks ml i= ij Qkby शCn fy[kuk vko’;d 
gksrk gSA Qkby fd, tkus okys i=ksa dks Qkbyksa dks ukekadu 

ds vk/kkj ij oxhZd`r fd;k tkrk gSa ,oa mudh vuqØe.khdk 
cukbZ tkrh gS rRi’pkr~ ml ij lanHkZ fy[kdj vuqLEkj.k 
iphZ yxkbZ tkrh gSA fdlh Hkh vf/kdkjh }kjk Qkby ekaxus 
ij mls fu/kkZfjr izfoʼh djds fHktokbZ tkrh gS A bls Qkby 
Hkstuk dgrs gaSA ,d vf/kdkjh ls nwljs vf/kdkjh ds ikl 
Qkby tkus dh izfØ;k dks Qkby ewoesUV dgrs gaSA

Qkby i)fr %&

Qkby cukus dh iqjkuh i)fr;ka %&

¼1½ bl i)fr ds vUrxZr dkxt ,ao iUuksa dks jftLVj ds 
fofHkUUk iUuksa ij fpidk fn;k tkrk gSA ;s iUusa i`ʿ vad 
lfgr gksrs Fks ,ao fofHkUu iUuksa ij i= fpidkus ls jftLVj 
eksVs gks tkrs FksA ;g Qkby djus dh cgqr iqjkuh i)fr gSA 

¼2½ fDyi Qkby%& bl Qkby ds vUrxZr iUuksa dks iap 
djds ,d xRrs dh Qkby esa ftlesa ,d fDyi yxk gksrk 
gSA  yxk fn;s tkrs gSaA

1- Rkkj Qkby %& 

bl Qkby ds vUrxZr ,d eksVs xRrs ij ;k ydM+h ds iV~Vs 
ij eqM+k gqvk rkj yxk gksrk gSA ftlesa i=ksa dks fijks;k tkrk 
gSA izk;% ,sls rkj ?kjksa esa fofHkUu fcyksa dks laxzghr djus gsrq 
iz;ksx  esa yk, tkrs gSaA

2- Lknwadph Qkby %& 

bu Qkgyksa esa xRras dh ,d lnawd esa nks fDyi tqM+s gksrs gSa 
bu fDyiksa esa dkxtksa dks iap djds yxk fn;k tkrk gSA bl 
Qkby esa iqjkus i= vklkuh ls fudkys tk ldrs gSaA ,oa 
cgqr ls i=ksa dks ,d lkFk Qkby fd;k tk ldrk gSA

3- [kkusnkj Qkbysa %& 

bl Qkby ds varxZr ,d] [kqyh vFkok can [kkusnkj vkyekjh 
esa dkxtksa dks Øeokj j[kk tkrk gSA blds varxZr izR;sd 
[kkuksa dks lanfHkZr uke fn;k tkrk gSA ,oa ml [kkus esa bl 
lanHkZ ls lacaf/kr i=ksa dks Øeokj j[kk tkrk gSA izk;% ,slh 
vkYkekfj;ka Mkd[kkusa esa fofHkUu eksgYyksa ;k {ks=kas dh Mkd 
oxhZd`r djus gsrq iz;ksx esa ykbZ tkrh gSA bls dcwrj [kkuk 
Qkby i)fr Hkh dgrs gSaA  

Qkby cukus dh ubZ i)fr;ka %&

Qkby cukus dh vk/kqfud i)fr;ksa dks eq[;r% rhu Hkkxksa esa 
ckaVk tk ldrk gSA

1- lery Qkby
2- [kM+h ;k Å/oZeq[kh Qkby
3- yVdrh Qkgy

lery Qkby %& 
lery Qkby os Qkbysa gksrh gS ftuds vUrxZr i=ksa dks 
pkSjl ;k iMs+ :Ik esa fjdkWMZ fd;k tkrk gSA ;s Qkbysa Hkh 
nksa izdkj dh gksrh gaSA
iM+h ;k pkSjl Qkby %& 
;s Qkby xRrs ij Nsn okyh ;k xRrs ds vanj fDyi okyh gksrh 
gSA

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.6.39 से सɾंिधत िसȠांत
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.6.40 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - कायाŊलय मŐ डायरी

कायाŊलय सिचव
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• कायाŊलय एवं सिचवीय पȠित 
• सिचव का अथŊ एवं पįरभाषा । 

dk;kZy;

dk;kZy; tSlk fd blds uke ls gh fofnr gksrk gSa 
dk;Z$vky; vFkkZr~ dk;Z djus dk LFkku] tgka dksbZ dk;Z 
fd;k tkrk gSA ijUrq lfpoh; i)fr ds lanHkZ esa dk;kZy; 
dk vFkZ dsoy शkfCnd gh ugha gSA tgka fo’ksष fu;eksa dks 
/;ku esa j[krs gq, lqfu;ksftr rjhds ls fdlh fo’ksष mn~ns’; 
dh izkIrh gsrq dksbZ dk;Z fd;k tkrk gSa rks ml LFkku dks 
dk;kZy; dgrs gSaA 

Hkkjr esa fnu izfrfnu c<+ jgh vko’;drkvksa dh iwfrZ djus 
gsrq dbZ O;kolkf;d laLFkk,a lekt esa dk;Z dj jgh gaSA ;s 
laLFkk,a fof’kʼ mn~ns’;ksa dh izkIrh gsrq dk;Z djrh gSaA ;g 
mn~ns’; eq[;r% nks izdkj ds gksrs gSA igyk mn~ns’; ykHk 
gksrk gSA ykHk mn~ns’; dh izkIrh gsrq O;kolkf;d laLFkk,a 
oLrq bR;kfn dk mRiknu ,oa foØ; dj equkQk dekrh gSaA 
tcfd lsok mn~ns’; dh izkIrh gsrq laLFkk,a lekt dks lsok 
iznku dj ml ij mfpr ewY; izkIr djrh gSaA  vLirky] 
ifjogu] fuxe] Ldwy tu dY;k.k laLFkk,a bR;kfn blds 
mnkgj.k gSaA 

thou ds fofo/k {ks=ksa esa fofHkUu izdkj dh laLFkk,a] daifu;ka 
vFkok O;fDr fofHkUu izdkj ds dk;Z djrs gaSA dksbZ mRiknu 
djrk gSAdksbZ lekt lsok dk dk;Z djrk gSA tSls %& jsy] 
foKkiu ,stsafl;ka] cSad vkfnA dbZ laxBu lkekftd lsok 
ds dk;Z djrs gS tSls vLirky] LokLFk; foHkkx] tu& dY;k.k 
lfefr;ka] uxj&fuxe vkfnA ftu ij fd turk dk iSlk 
yxk gksrk gSA izR;sd laxBu dks lqpk: :i ls pykus ds 
fy, mldk ,d lapkyd ;k lapkyd eaMy gksrk gSa ftldk 
,d dk;kZy; gksrk gSA dk;kZy; esa fofHkUu dk;ksZ dks djus 
ds fy, vyx&vyx foHkkx cuk, tkrs gS aA ftuesa 
vyx&vyx rjg ds dk;Z fd, tkrs gaSA tSls iz’kklfud 
foHkkx] Ø;&foØ; foHkkx] ys[kk’kk[kk foHkkx] foRr foHkkx 
vkfnA ftuesa vyx foHkkx ds vyx vf/kdkjh Hkh gksrs gaSA 
rFkk dk;Z dh izd`fr ds vuqlkj muds lfpo@futh lfpo 
Hkh gksrs gSaA 

fdlh Hkh dk;kZy; esa tks dk;Z gksrs gaS mu dk;ksZ ds laiw.kZ 
v/;;u dks lfpo i)fr dgrs gaS ,oa dk;kZy; dk tks 
laxBu gksrk gSA mlesa dk;kZy; dk vfr izeq[k LFkku gksrk 

gSA D;ksafd laxBu ls lacaf/kr tks dk;Z gksrs gaSA mudks ewrZ 
:i dk;kZy; esa gh fn;k tkrk gSA D;ksafd fdlh vU; LFkku 
ij mudksa ewrZ :i iznku ugha fd;k tk ldrkA laxBu nks 
;k nks ls vf/kd O;fDr;ksa dk og lewg gS tks fdlh fuf’pr 
mn~ns’; dh izkIrh ds fy, fu;eksa dks /;ku esa j[krs gq, dk;Z 
djrk gS laxBu dgykrk gSA vkSj laxBu esa fofHkUu foHk-
kxksa esa vusd O;fDr dk;Z djrs gSaA laxBu esa dk;kZy; ,d 
/kqjh ds :i esa dk;Z djrk gSA 

iz’kklfud foHkkx] ys[kk’kk[kk foHkkx] foRr foHkkx %&

iz’kklfud foHkkx %& 

iz’kklu ls lacaf/kr dk;Z tSls  lk{kkRdkj] fu;qfDr] inksUurh] 
LFkkukUrj.k deZpkjh;ksa ,oa vf/kdkjh;ksa dh lsok&iqfLrdk 
vkfn ls lacaf/kr dk;Z fd;s tkrs gaSA  

Ø;&foØ; foHkkx %& 

dk;kZy; ls lacaf/kr ftruh Hkh e’kkhusa] midj.k] jkW eSVsfj;y] 
QuhZpj vkfn gksrs gSA mudk leLr ys[kk tks[kk blesa j[kk 
tkrk gSA 

ys[kk’kk[kk foHkkx %&

blesa lHkh izdkj ds QuhZpj] midj.k] jkW &eSVsfj;y vkfn 
ds Ø; foØ; dk ys[kk tks[kk j[kk tkrk gSA 

foRr foHkkx %& 

dk;kZy; ls lacaf/kr lHkh oLrqvksa dks Ø; djus dk izkslsl 
,oa ctV ;gha ls ikl gksrk gSA

lfpo dk;kZy; i)fr %&

lekt esa fnu&izfrfnu c<+ jgh vko’;drkvksa dh iwrhZ djus 
gsrq dbZ O;kolkf;d laLFkk,a lekt esa dk;Z dj jgh gSaA ;s 
laLFkk,a fof’kʼ mn~ns’;ksa dh izkIrh gsrq dk;Z djrh gSA ;g 
mn~ns’; eq[;r % nks izdkj ds gksrs gSa igyk mn~ns’; ykHk 
gksrk gSA ykHk mn~ns’; dh izkIrh gsrq O;kolkf;d laLFkk,a 
oLrq bR;kfn dk mRiknu ,oa foØ; dj equkQk dekrh gSa 
tcfd lsok mn~ns’; dh izkIrh gsrq laLFkk,a lekt dks lsok 
iznku dj ml ij mfpr ewY; izkIr djrh gSaA vLirky] 
ifjogu] fuxe] Ldwy] tu dY;k.k laLFkk,a bR;kfn blds 
eq[; mnkgj.k gSaA
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izR;sd O;kolkf;d laLFkk dh fu/kkZfjr ek=k esa iwath gksrh gS 
;g iwath NksVs NksVs va’kksa esa foHkDr gksrh gSA bu va’kksa ds 
Ø; drkZ dks va’k /kkjd dgrs gaSA ;g va’k /kkjd mu laLFk-
kvksa ds lnL; gksrs gSaA ftu va’k/kkjdksa ds ikl laLFkk ds 
va’kksa dk cM+k fgLlk gksrk gSA os lapkyd eaMy esa gksrs gSaA 
lapkyd eaMy dk dk;Z laLFkk ds mn~ns’;ksa dh iwrhZ gsrq 
fofHkUu furh fu;e] O;wg jpuk] ;kstuk] vuqns’k bR;kfn 
cukuk gksrk gSA gj lapkyd eaMy ds dk;Z djus dk ,d 
fuf’pr LFkku gksrk gSA tks fd dk;kZy; gksrk gSA dk;kZy; 
esa lapkyd eaMy ds dk;ksZa ds fu˃ाnu djus gsrq lgk;rk 
iznku dh tkrh gSA vr% dk;kZy; fdlh Hkh laLFkk dk ,d 
vfHkUu ,oa egRoiw.kZ vax gSA 

ikjEifjd fopkj/kkj ds vuqlkj dk;kZy; lss vk’k; dsoy 
dk;Z $ vky; ls gksrk FkkA ikjEifjd fopkj/kkjk ds vuqlkj 
dk;kZy; og LFkku gSA tgka ij leLr dkxth dk;Zokgh dh 
tkrh gSA ijUrq tSls tSls ;qx ,oa lkekftd ifjos’k esa 
ifjorZu gqvkA dk;kZy; dh ifjHkkषk Hkh iw.kZ :i ls cny 
xbZ orZeku esa dk;kZy; ls vk’k; laxBu ds ml Hkkx ls 
gSA tgka ij laxBu ls lacaf/kr lwpuk,a] fjdkWMZl] i= vkfn 
j[ks tkrs gSaA blds vfrfjDr dkjksckj dk ys[kk tks[kk j[kk 
tkrk gSA ,oa fofHkUu vkns’k&funsZ’k izsfषr fd, tkrs gSaA 

fdlh Hkh dk;kZy; esa tks dk;Z fd, tkrs gSaA mudk lexz 
v/;;u dk;kZy; i)fr dgykrk gSA ,d dk;kZy; esa dk;Z 
djus gsrq izca/kd oxZ gksrk gSA tks fd fofHkUu izca/kdh; dk;Z 
tSls fu;kstu] funsZ’ku] laxBu] leUo;] fu;a=.k bR;kfn 
dk;Z djrk gSA bl izca/kd oxZ dks lgk;rk iznku djus gsrq 
buds v/khu lfpo dh fu;qfDr dh tkrh gS ,d lpho 
izca/kd oxZ vFkok lapkyd eaMy ls lacaf/kr leLr dk;Z 
djrk gSA ,d lfpo }kjk ftu dk;ksZa dk fu˃ाnu fd;k 
tkrk gS mudk v/;;u lfpfo; i)fr dgykrk gSA

lfpo dk vFkZ ,oa ifjHkkषk %&

ijEijkxr fopkj/kkjk ds vuqlkj lfpo ls vk’k; ml O;fDr 
ls gksrk gSA tks dk;kZy; gsrq i=kpkj djrk FkkA ijUrq tSls 

O;kolkf;d {ks= c<+us yxs oSls&oSls lfpo dk Lo:Ik Hkh 
O;kid gksus yxk orZeku esa lfpo dh fu;qfDr izR;sd cM+s 
vf/kdkjh izcU/kd ,oa jktusrkvksa gsrq gksus yxh gSA lfpo 
ds }kjk fu˃ाfnr fd, tkus okys dk;kasZ ds vk/kkj ij gh  
lfpo gj dk;kZy; gsrq ,d egRoiw.kZ O;fDr cu x;k gSA 
bUgha dk;kasZ ds vk/kkj ij ge lfpo dks fuEu :Ik esa ifjHkkfषr 
dj ldrs gSaA

1- Lkfpo og O;fDr gksrk gSA tks vU; O;fDr] lekt] fuxe 
;k lkoZtfud laLFkk gsrq i=kpkj djrk gS] fjdkWMZ j[krk 
gSA rFkk vU; lgk;d dk;Z djrk gSA 

2- Lkfpo og fo’oluh; O;fDr gksrk gS tks fd xksiuh; 
dk;kasZ ds fu˃ाnu gsrq fu;qDr fd;k tkrk gSA

3- Lkfpo og O;fDr gksrk gSA tks fdlh laLFkk] fuxe] 
dEiuh }kjk fu;qDr vf/kdkjh oxZ gsrq i= O;ogkj djrk 
gSA] fjdkWMZ j[krk gSA ,oa vU; O;olk; laca/kh egRoiw.
kZ dk;Z djrk gSA

lfpo dk ,d nkf;Ro ;g Hkh  gksrk gS fd og izR;{k rFkk 
vizR;{k :i ls dk;kZy; dh lHkh d{kksa dk Hkze.k djrk 
jgsaA bls ge vaxzsth esa pSafdx dg ldrs gSA ftlls fd 
lfpo dk vU; deZpkfj;ksa rFkk vf/kdkjh;ksas ds lkFk ijLij 
okrkZyki rFkk fudVrk Hkh c<+rh gSA ,oa mldk fu;=a.k 
{kerk esa Hkh lq/kkj vkrk gSA ;g lfpo ds nkf;Roksa rFkk 
vf/kdkjksa nksuksa esa vkrk gS fd mls lHkh O;fDr;ksa ls fujUrj 
laizsष.k cuk, j[kuk gSA mldk O;ogkj ,slk gksuk pkfg, fd 
mPp ls mPp vf/kdkjh Hkh mlls viuh ckr fuladksp dg 
ldsa ,oa ;g mlds O;ogkj dq’kyrk dh gh igpku gksrh gSA 
D;ksa fd og dsoy vf/kdkjh dk gh futh lfpo ugha] cfYd 
lHkh deZpkfj;ksa dh ftEesnkjh Hkh mlh ij gksrh gS ;g mlds 
dk;Z dh igpku gSA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.6.41 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - कायाŊलय मŐ डायरी

सिचव के Ůकार
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• सिचव के पद / अव̾था एवं कायŊ  
• स̓व को कायŊ एवं कतŊʩ
• इंटरनेट ।

lfpo ds in@voLFkk ,oa dk;Z %&

fdlh Hkh O;kolkf;d laLFkk esa pkgs og ljdkjh gks vFkok 
xSj ljdkjh gks lfpo dk vFkZ ,oa dk;Z fHkUu izdkj dk 
gksrk gSA ,d laLFkk ftrus o`gr Lrj ij dk;Z dj jgh 
gSAlfpo dk dk;Z ,oa voLFkk Hkh mlh vuqlkj fu/kkZfjr dh 
tkrh gS ,d futh miØe esa dk;Zjr lfpo dk dk;Z ljd-
kjh miØe ds lfpo ls fHkUu gksrk gSA blh izdkj ,d y?kq 
Lrj dh O;kolkf;d laLFkk esa de gksrk gSA lkekU;r% fuEu 
inksa ,oa voLFkkvksa gsrq lfpo dh fu;qfDr dh tkrh gSA

1- ea=ky; ;k ljdkjh foHkkx dk lfpo %& 

fdlh Hkh ea=ky; ;k ljdkjh foHkkx esa dk;Zjr lfpo dk 
in loksZPp gksrk gSA ;g lfpo ea=ky; ,oa ljdkjh 
foHkkxksa  esa vfrfjDr lfpo] la;qDr lfpo] milfpo ,oa 
voj lfpo ds inksa ij ;g lfpo eaf=;ksa ,oa cM+s ljdkjh 
vf/kdkfj;ksa ds v/khu dk;Z djrs gaSA ,oa blds eq[; lyk-
gdkj ds :Ik esa gksrs gSaA

2- egklfpo %& 

yksdlHkk ;k jkT;lHkk ds izeq[k vf/kdkjh dks egklfpo ;k 
lsØsVjh tujy dgrs gSA egklfpo ds ftEesa laln dh 
dk;Zokgh lapkyu djuk] cSBdksa dk vk;kstu djuk] lalnh; 
lfefr dk xBu dj buds dk;kasZ dk lapkyu djuk gksrk 
gSA blh izdkj ls fo/kkulHkk ,oa fo/kku ifjषnksa esa 
fo/kkulfpo gksrk gSA tks fd fo/kkulHkk ls lacaf/kr leLr 
mijksDr dk;Zokgh dk lapkyu djrk gSA 

3- jktnwrkokl dk lfpo %& 

izR;sd ns’k esa nwljs ns’k dk jktnwrkokl gksrk gSA ;g jkt-
nwrkokl nwljs ns’k esa vius ns’k dk izfrfuf/kRo djrk gSA 
bl jktnwrkokl dk loksZPp vf/kdkjh jktnwr ;k mPpk;qDr 
dgykrk gS bl jktnwr ;k mPpk;qDr ds v/khu dk;Zjr 
lfpo jktnwrkokl ls lacaf/kr leLr dk;Z djrk gSA blds 
vfrfjDr jktnwr dh vuqifLFkrh esa og mldk dk;ZHkkj Hkh 
laHkkyrk gSA

4- LFkkuh; fudk; dk lfpo %& 

LFkkuh; Lrj ij uxjikfydk,a] egkuxj ifjषn] ftyk ifjषn 

bR;kfn gksrh gSA ,sls fudk;kas esa fudk; ds mPp vf/kdkjh 
gsrq fudk; lfpo dh fu;qfDr dh tkrh gSSA ;g lfpo fudk; 
ls lacaf/kr leLr dk;kasZ dk lapkyu djrk gSA ,oa bl gsrq 
iw.kZ :Ik ls ftEesnkj gksrk gSA

5- lgdkjh lfefr] Jfed laxBu ;k laLFkkiu lfpo %& 

dksbZ Hkh laLFkku vius mPp iz’kklfud dk;ksZa dk fuokZg djus 
gsrq lfpo dh fu;qfDr djrk gS lgdkjh lfefr ,oa Jfed 
laxBu ds lfpo ds dk;Z lHkk,a cqykuk] lapkyu djuk] 
fjiksVZ cukuk ,oa dY;k.kdkjh uhfr;ka cukuk ,oa mUgsa ykxw 
djuk gksrk gSA

6- dEiuh lfpo %& 

fdlh Hkh daiuh esa ,d daiuh lfpo va’k /kkjdksa o lapkyd 
eaMy ds e/; J`a[kyk dk dk;Z djrk gSA ;g lfpo dEiuh 
vf/kfu;e ds vUrxZr dEiuh ds leLr oS/kkfud dk;ksZa gsrq 
ftEesnkj gksrk gSA daiuh lfpo dk eq[; :Ik ls fuEu dk;Z 
gksrk gSA 

1- oS/kkfud dk;Z

2- lapkyd eaMy ds izfr drZO;

3- शs;j /kkjdksa ds izfr drZO;

4- _.k /kkjdksa ds izfr drZO;

5- Tkurk ds izfr drZO;

6- Lakfo/kku ds izfr drZO;

7- futh lfpo ;k oS;fDrd lfpo %& 

futh lfpo fdlh Hkh laLFkku esa mPp vf/kdkfj;ksa ds v/khu 
dk;Z djrs gaS fd os iw.kZr% xksiuh; ,oa fo’oluh; O;fDr 
gksrs gaSA futh lfpo vius vf/kdkjh ds vkns’k ,oa funsZ’k 
dk ikyu djrs gq, leLr dk;Z djrs gSaA ,d fuft lfpo 
vius vf/kdkjh gsrq lykgdkj ,oa ijke’kZnkrk dh Hkwfedk 
Hkh fuHkkrk gSA vius vf/kdkjh dh vkKk dk ikyu djrs gq, 
futh lfpo vf/kdkjh ds lkFk dk;kZy;hu ;k=kvksa ij Hkh 
tkrk gS ,d futh lfpo vius vf/kdkjh oxZ gsrq i= O;ogkj 
Hkh djrk gSA blds vfrfjDr og Vad.k ,oa vk’kqfyfi ls 
lacaf/kr Hkh leLr dk;Z djrk gSA 
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lfpo ds dk;Z ,oa drZO; %&

izR;sd dk;Z ,oa drZO; dh izd`fr fHkUu & fHkUu O;kolkf;d 
laLFkkvksa dh izd`fr ij fuHkZj djrh gSA izR;sd lfpo O;olk; 
dh izd`fr ds vuqlkj dqN fof’kʼ dk;kasZ dk fu˃ाnu djrk 
gSA ijUrq nSfud dk;Z iz.kkyh esa dqN uSfrd dk;Z Hkh gksrs gSa 
tks mls gj fnu djus gksrs gSaA fof’kʼ ifjfLFkfr;ksa esa ,d 
lfpo vius fof’kʼ Kku o dkS’ky dk iz;ksx dj fof’kʼ 
dk;ksZa dk fu˃ाnu djrk gSA blesa dk;ksZa dks fuEu Hkkxksa esa 
ckaVk x;k gSA 

1- lfpoh; dk;Z %&

izR;sd lfpo dks ,d dk;kZy; esa fuEu lfpoh; dk;Z djus 
gksrs gSaA

1- vk’kqfyfi esa fMDVs’ku izkIr djuk ,oa mls dEI;wVj ;k 
VkbijkbVj ij शq) :Ik esa Vkbi djukA

2- ekSf[kd vkns’kksa funsZ’kks dk vknku&iznku djukA

3- ewy izfr ¼ekLVj dkWih½ cukdj mldh izfrfyfi;ka rS;kj 
djukA

4- i=ksa dks [kksyuk ,oa lacaf/kr foHkkxksa esa ckaVukA

5- tkus okyh Mkd dks rS;kj djukA

6- xksiuh; i=ksa dks Qkby djus mUgsa Hkfoˈ gsrq lqjf{kr 
j[kukA

7- dk;kZy;h dk;ksZa gsrq e’khuksa dk lapkyu ,oa j[k&j[kko 
djukA

8- VsyhQksu lans’k izkIr djuk ,oa mUgsa lacaf/kr vf/kdjh 
rd igq¡pkukA

9- vf/kdkjh;ksa gsrq VsyhQksu feykuk 

10- vkxUrqdksa dk Loa; Lokxr djuk ,oa vf/kdkjh ls mudh 
ehfVax fuf’pr djukA

11- O;olk; laca/kh vko’;d tkudkjh turk dks iznku 
djukA

12- vf/kdkjh dh ;k=k dk izca/k djukA

13- vf/kdkjh ds ;k=k HkRrs ,oa fcy cukukA

14- vf/kdkjh dh rjQ ls vkSipkfjd lans’k tSls शksd lans’k] 
c/kkbZ lans’k izsfषr djukA

15- i= dk elkSnk rS;kj djukA

2- mPp lfpoh; dk;Z %& 

lfpo }kjk fu˃ाfnr mPp lfpoh; dk;Z fuEu izdkj gSaA

1- lHkkvksa] cSBdksa] dk;Z’kkykvksa ,oa lk{kkRdkj vkfn dk izcU/k 
djukA

2- cSBdksa dh dk;Zlwph] fopkj lkexzh] dk;Zokgh fu.kZ; ,oa 
fjiksVZ rS;kj djukA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.7.42 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - िविभɄ कायाŊलयीन उपकरण

कायाŊलय उपकरण
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• कायाŊलय यȸ से आशय
• कायाŊलय यȸो ंके उȞेʴ 
• कायाŊलय यȸो ंके Ůकार 
• कायाŊलय यांिũक िविधयो ंके लाभ एवं दोष ।

dk;kZy; ;a= ls vk’k; ¼Meaning½ %&

dk;kZy; ;U=ksa ls vk’k; dk;kZy;ksa esa iz;qDr mu NksVs&cM+s 
;U=kas ls gSaA ftuds mi;ksx }kjk dk;kZy; esa dke djus okys 
fyfidksa ds Je rFkk le; nksuksa esa cpr gksrh gSA rFkk 
dk;kZy; dh dk;Zdq’kyrk esa o`f) gksrh gSA dk;kZy; dk 
dk;Z rhoz xfr ls gksus yxrk gS rFkk Hkwy ,oa =qfV;ka gksus 
dh laHkkouka, yxHkx lekIr gks tkrh gS budk mi;ksx fd;s 
tkus ls dk;kZy; fyfid dk;Z fd Fkdku ,oa uhjLrk ls 
cgqr dqN cp tkrk gSA ;gh dkj.k gS fd vktdy lHkh 
vk/kqfud dk;kZy;ksa esa dk;kZy; ;U=kas dk izpyu fujUrj 
c<+rk tk jgk gSA 

dk;kZy; ;a=ksa ds mn~ns’;¼Objects½ %&

vk/kqfud dk;kZy; izcU/kdksa dks vU; egRoiw.kZ leL;kvksa ds 
lkFk&lkFk dk;kZy; ;U=ksa ds izpyu dh leL;kvksa dk Hkh 
lkeuk djuk iM+rk gSA bl lEcU/k esa mUgsa bl ckr dk  
fu.kZ; djuk iM+rk gS fd ,sls ;U= dks dc ,oa fdl lhek 
rd izpfyr fd;k tk; D;ksa izpfyr fd;k tk; rFkk fdu 
;a=ksa dk izpyu fd;k tk; vkSj fdu dk ughaA la{ksi esa ] 
dk;kZy; ;a=ksa dk izpyu fd;s tkus ds fuEufyf[kr mnn~s’; 
gks ldrs gSa %&

¼1½ Je dh cpr ds fy, ¼To Save labour½ & 

lkekU;r% dk;kZy; ;a=ksa ds mi;ksx fd;s tkus dk ewy 
mnn~s’; dk;kZy; esa dk;Z djus okys deZpkfj;ksa ds Je dh 
cpr djuk gksrk gS A fdUrq bl dk vk’k; dsoy ;g ugha 
gS fd ;a= dks deZpkjh dh rqyuk esa rhoz xfr ls dk;Z djuk 
pkfg,] D;ksafd ,slk rks vf/kdka’k ;a= djsaxs gh ] vfirq blls 
vk’k; Je & ykxr ¼Labour& cost½ dh cpr gksuk gS bl 
izdkj la{ksi esa dk;kZy; ;a=ksa ds mi;ksx fd;s tkus dk ewy 
mn~ns’; शkjhfjd Je rFkk Je &ykxr nksuksa dh cpr djuk 
gh gS A 

¼2½ le; dh cpr ds fy, ¼To Save Time½&

dk;kZy;ksa esa ;a=ksa ds iz;qDr fd;s tkus dk nwljk mn~ns’; 
dk;kZy; esa dk;Z djus okys fyfidksa ds le; esa cpr djuk 

gS A blesa lUnsg ugha fd ;U+= euqˈ dh rqyuk esa rhoz xfr 
ls dk;Z djrs gSa ftlds dkj.k ,d fu/kkZfjr le; esa vf/kd 
dk;Z gksrk gS rFkk le; dh cpr gksrh gS A mnkgj.k ds 
fy, ] dk;kZy; esa tksM+us okys ;a= dk mi;ksx fd, tkus 
ls ?k.Vksa esa yxus okys tksM+ dqN gh feuVksa  ¼ Minutesa ½ 
esa yx tkrs gaSA 

¼3½ शq)rk ds lao/kZu ds fy, ¼To Promote Accuracy½

Hkwy euqˈ ls gksrh gS ¼To eror is human½ ] vr% dk;kZy; 
ds fyfidksa }kjk dk;Z fd, tkus ij dqN Hkwyksa dk gksuk 
LokHkkfod Hkh gS A fdUrq dk;kZy; ;a=ksa dk mi;ksx fd;s 
tkus ls Hkwy jg tkus dh laHkkouk,a yxHkx lekIr gh gks 
tkrh gS A dk;kZy;ksa esa ;a=ksa dk mi;ksx fd;s tkus ij ,d 
mn~ns’; dk;kZy; ds dk;Z esa Hkwy jg tkus dh laaHkkoukvksa 
dk mUewyu djds dk;Z dh शq)rk  dk lao/kZu djuk gS A 
dk;kZy; ;a=  u dsoy dk;Z esa शq)rk dks iznku djrs gSa 
cfYd dHkh dHkh fyfidksa }kjk fd;s dk;Z dh tk¡p ,oa jg 
tkus okyh v’kqf);ksa ds lq/kkj esa Hkh lgk;d gksrs gaSA 

¼4½ Fkdku rFkk uhjlrk dks nwj djus ds fy, ¼To Relieve 
Fatigue and Monotony½& 

dk;kZy; dk dqN dk;Z uhjl izd`fr dk rFkk Fkdku nsus 
okyk gSA mnkgj.k ds fy,] tksM+us dk dk;Z] ?kVkus dk dk;Z] 
i=ksa dh udy djus ,oa ,d ls vf/kd izfr;k¡ djus dk dk;Z 
vkfn ,sls dk;ksZa dk fu˃ाnu ;U=ksa }kjk djk dj dk;Z dh 
uhjlrk rFkk Fkdku nksuksa dk vUr fd;k tk ldrk gSA 

dk;kZy; ;U=ksa ds izdkj %&

tSls&tSls dk;kZy;ksa ds dk;ksZa esa o`f) gksrh pyh tk jgh gS] 
dk;kZy;ksa esa iz;qDr ;U=ksa dh la[;k esa Hkh fujUrj òf) gksrh 
pyh tk jgh gSA ,d vk/kqfud ,oa cM+s vkdkj okys O;kikfjd 
dk;kZy; esa fuEufyf[kr ;U=ksa dk mi;ksx fd;k tk ldrk 
gS%&

1- VkbijkbVj& 

izR;sd O;kikjh pkgs og NksVk gks vFkok cM+k] vius dk;kZy; 
esa de ls de ,d VkbijkbVj dh e’khu vo’; j[krk gSA 
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;g vaxszth] fgUnh ,oa vU; Hkkषkvksa dh o.kZekyk esa feyrk 
gSAbldh lgk;rk ls ckgj Hksts tkus okys i= शh?kzrk rFkk 
lqUnjre Vkbi fd;s tk ldrs gSaA blds fy, fo’ksष ;ksX;rk 
dh vko’;drk gksrh gSA ;gh dkj.k gS fd izR;sd dk;kZy; 
esa vyx ls Vkbi djus okys fyfid dh fu;qfDr dh tkrh 
gSA VkbijkbVj dh lgk;rk ls Hksts tkus okys i= dh ,d 
yk[k 7&8 izfr;ka Hkh fudkyh tk ldrh gaSA VkbijkbVj dh 
c<+rh gqbz ek¡x dks ns[kdj dbZ Hkkjrh; dEifu;k¡ vius ;gk¡ 
budk fuekZ.k djus yxh gSaA

dk;kZy;ksa esa iz;qDr VkbijkbVjksa dk oxhZdj.k fuEu Hkkxksa esa 
fd;k tk ldrk gS%&

1- izekfir vkdkj okyk izekfir VkbijkbVjaA
2- NksVs vkdkj okyk VkbijkbVjA
3- fo|qr VkbijkbVj& pw¡fd bldk izpyu fctyh }kjk 
gksrk gS] vr% bls fo|qr VkbijkbVj dgdj iqdkjrs gaSA 
bldk izpyu m¡xyh ls v{kjksa dks dsoy Nwus ek= ls gh gks 
tkrk gSA blds ek/;e ls dkcZu dkxt }kjk 30 izfrfyfi;k¡ 
rd fudkyh tk ldrh gSA bldh xfr Hkh lk/kkj.k Vkbi-
jkbVj dh rqyuk esa vf/kd gksrh gSA

4- Lopkfyr VkbijkbVj& 

Lopkfyr VkbijkbVj] tSlk fd uke gS] Lo;a gh pyrk gS] 
vr%blds pykus ds fy, v{kjksa dks Nwus dh vko’;drk ugha 
jgrh gSA bldh xfr lcls vf/kd rst gksrh gSa blesa v’kqf);k¡ 
jg tkus dh lEHkkouk ugha jgrh gSA tSlh vkidh foष; 
&lkexzh gksxh] mlh ds vuqlkj Vkbi dk dk;Z gksxk budk 
fuekZ.k Hkkjr esa ugha gksrk gSA

2- VsyhQksu&

vk/kqfud O;kikj ds fy, VsyhQksu vR;Ur vko’;d ;U= gSA 
blds }kjk dksbZ Hkh O;kikjh vius dk;kZy; ls nwljs LFkku 
ij jgus okys fdlh Hkh O;kikjh ls ckrphr dj ldrk gSA 
VsyhQksu nks izdkj dk gksrk gS&1-fofues; dk;kZy; }kjk 
lapkfyr VsyhQksu] rFkk 2- Lor% lapkfyr VsyhQksuA 
NksVs&NskVs शgjksa esa fofue; dk;kZy; }kjk lapkfyr 
VsyhQksu dk mi;ksx gksrk gSA blds vUrxZr ftl fdlh 
uEcj ls vki ckrphr djuk pkgrs gSa mlh uEcj dks vki 
fofue; dk;kZy; dh enn ls izkIr djsaxs vkSj fQj Ckkrphr 
djsaxsA blds foijhr Lor% lapkfyr VsyhQksu ij Mk;y 
?kqekdj Lor% uEcj feykrs gw, ckrphr dh tk ldrh gSA

3- rkjh[k Mkyus dks e’khu& 

bl e’khu dk mi;ksx izfrfnu vkus okys i=ksa vkfn ij 
rkjh[k Mkyus ds fy, gksrk gSA bl e’khu esa ?kweus okys 
jcM+ dh tathj gksrh gS] ftl ij frfFk] ekl vkSj oषZ ds 
uke [kqns jgrs gaSA bl tathj dks ?kqekus ls vko’;d 
frfFk] ekl vkSj oषZ i= ij vk tkrk gSA bls i= ij 

yxkus ls iwoZ bl ij L;kgh iSM ls L;kgh yxk nh tkrh 
gSA bldk mi;ksx izk;% lHkh NksVs cM+s O;kikfjd dk;kZy;ksa 
esa gksrk gSA

5- Ikrk fy[kus dh e’khu %& 

bl e’khu dh lgk;rk ls fyQkQksa] ysfcyksa ,oa vU; 
dkxtksa ij शh?kzrk ls irs Nkis tk ldrs gSA bl e’khu dk 
iz;ksx mu O;kikfj;ksa }kjk gksrk gSA ftuds ;gk¡ ls ,d gh 
O;kikjh dks oषZ esa lSdM+ksa fpfV~B;k¡ tkrh gSA bl e’khu esa 
LVsfUly ;k IysV yxh gksrh gS ftl ij irs [kqns jgrs gaSA 
e’khu esa ,d r’rjh yxh jgrh gS vkSj r’rjh esa ;s IysVsa 
o.kkZRed <ax ij pquh jgrh gSA 

6- fVdV Nkius dh e’khu %&

bl e’khu dh lgk;rk ls ckgj tkus okys fyQkQs] iksLVd-
kMksZa vkfn ij fVdV Nkis tk ldrs gSaA bl e’khu esa ,d 
vU; ;a= Hkh yxk jgrk gS tks ;g ladsr djrk gS fd vc 
rd fdrus ewY; ds fVdV Nkis tk pqds gaSA izLrqr e’khu 
dk iz;ksx Mkd?kj esa vuqefr izkIr gksus ij gh fd;k tk 
ldrk gSA bl e’khu esa ,d vU; izdkj dk ;a= Hkh yxk 
jgrk gS ftls ykWfdax vi flLVe dgrs gSA bldh lgk;rk 
ls e’khu fuf’pr /kujkf’k ds fVdV ¼ftrus dk ewY; Mkd?kj 
esa tek fd;k tk pqdk gS½ NksM+dj Lor% cUn gks tkrh gSA 
ckn esa vkSj /kujkf’k Mkd?kj esa tek dj bl e’khu dks iqu% 
pkyw djk;k tk ldrk gSA ;g e’khu mu O;kikfjd dk;kZy;ksa 
¼tSls & cSad] chek dEiuh] fctyh?kj ;k vU; cMs+ O;kikfjd 
dk;kZy;½ ds fy, cgqr mi;ksxh gS tgk¡ ls ,d gh fnu esa 
lgL=ksa i= ckgj Hksts tkrs gaSA 

7- eqgj yxkus dh e’khu %& 

bl e’khu dk iz;ksx fyQkQksa] iklZyksa] chek&i=ksa vkfn ij 
piM+h yxkus ds fy, djrs gSaA bl e’khu }kjk piM+h yxkus 
dk dk;Z शh?kzrk] lqUnjrk ,oa lqxerk ds lkFk fd;k tk 
ldrk gSA blds iz;ksx ls piM+h csdkj ugha tkrh gSA

8- x.kuk djus dh e’khu %& 

bl e’khu dk iz;ksx tksM+ yxkus] ?kVkus] xq.kk djus rFkk 
Hkkx nsus ds fy, djrs gaSA e’khu ij dk;Z djus okys dks 
dsoy pkfc;k¡ nckuh iM+rh gSA blesa xyrh jgus dh laHkkouk 
ugha jgrhA bl e’khu dk iz;ksx cMs+&cMs+ O;kikfjd dk;kZy;ksa] 
cSdksa] chek dEifu;ksa vkfn esa gksrk gSA bldk iz;ksx djus 
ls dk;Z शh?kzrk] lqUnjrk rFkk lqxerk ls gksrk gSA bl e’khu 
dk iz;ksx djus okys dks igys fo’ksष izf’k{k.k ysuk iM+rk gSA 

9- fMDVkQksu %& 

bldk iz;ksx i= dk mRrj cksyus rFkk ckn esa mls bl ;U= 
dh lgk;rk ls lquus ds fy, gksrk gSA cM+s&cM+s O;kikfjd 
dk;kZy;ksa esa izfrfnu lgL=ksa i= vkrs gSA mudk lUrksषtud 
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mRrj Hkh xzkgdksa ds ikl Hkstuk vko’;d gksrk gSA ;g e’khu 
xzkeksQksu ds fl)kUr ij dk;Z djrh gSA O;kikj dk Lokeh 
vFkok eq[; O;oLFkkid tc pkgs bl e’khu ij i=ksa ds 
mRrj cksy nsrk gSA fy[kus vFkok Vkbi djus okyk fyfid 
mls ckn esa lqudj fy[kus vFkok Vkbi dk dke dj ysrk 
gSA bl e’khu dk iz;ksx gksus ls cksyus okys rFkk fy[kus 
okys nksuksa dh ,d lkFk mifLFkfr vko’;d ugha gSA

iz;ksx fof/k %& 

;g e’khu xzkeksQksu ds fjdkWMZ ds fl)kUr ij vk/kkfjr gSA 
cksyus okyk ,d O;fDr ,d dkWp ds eq[k [k.M esa ls cksyrk 
gSA ;g e’khu ls ,d yEcs pedhys V~;wc }kjk tqM+k jgrk 
gSA e’khu esa ?kweus okyk flys.Mj gksrk gS ftl ij Hkkष.k 
vafdr gksrk gSA tc fy[kus ;k Vkbi djus okyk fyfid 
flys.Mj dk cksyus okyk ;U= ij j[krk gSA vkSj bZ;jQksu 
ij dku yxkrk gSA rks mls Hkkष.k lqukbZ nsus yxrk gSA bl 
Hkkष.k dh xfr bPNkuqlkj fu;fU=r dh tk ldrh gSA lquus 
okyk mls fy[krk vFkok Vkbi Hkh djrk jgrk gSA dqN 
fMDVkQksuksa esa ,d VkbijkbVj Hkh yxk fn;k tkrk gSA blls 
Hkkष.k Lo;a Vkbi Hkh gksrk pyk tkrk gSA

ykHk %& 

1-  i= fy[kus okys dks Vkbi dk Kku gksuk vko’;d ugha gSA

2-  cksyus okyk pkgs tc cksy ldrk gSA

4- fy[kus okyk viuh lqfo/kkuqlkj fy[k ldrk gSA

5- Hkkष.k dh xfr bPNkuqlkj fu;fU=r dh tk ldrh gSA

6- fMDVkQksu esa VkbijkbVj yxk gksus ij Hkkष.k Lo;a Vkbi 
gks tkrk gSA

10- QksVksLVsV %& 

;g ,d fo’ksष izdkj dk dSejk gksrk gSA ftlls egRoiw.kZ 
i=] nLrkost vkfn ds fp= fy, tk ldrs gSaA bldk mYVk 
fp= dkxt ij gh cu tkrk gSA ckn esa mldk QksVks ysus 
ij lgh fp= rS;kj gks tkrk gSA cMs+&cMs+ O;kikfjd dk;kZy;ksa 
esa bl e’khu dk iz;ksx gksrk gSA

11- bysDVªksfud dEI;wVlZ %& 

bysDVªksfud dEI;wVj dk;kZy; ;U=ksa dh lwph esa lcls 
vk/kqfudre ;U= gSA ;g ,d lkekU; mn~ns’;ksa okyk ;U= 
gSA tks fd vR;f/kd tfVy fyfidh; izfØ;kvksa dk rhoz xfr 
ls fu˃ाnu djrk gSA bls fo’kkydk; efLrʺ dh laKk nh 
tkrh gS tks fd vR;Ur tfVy xf.kr lEcU/kh leL;kvksa dks 
rqjUr lek/kku djus esa leFkZ gksrk gSA blls fyfidh; 
fØ;kvksa dk Lopkyu gksus dks izksRlkgu feyrk gSA 

dk;kZy; ;U=kas dh ekax ,oa izpyu fnuksa&fnu fujUrj c<+rh 
pyh tk jgh gSA Jh tksu ,l- fofyV~lh ¼john s-wiltse½ ds 
vuqlkj] izR;sd dk;kZy; vf/k’kklh ;g vuqHko djrk gS fd 
dk;kZy; esa i;kZIr lkt&lTtk ds gksus ls mlds dk;Z Hkkj 
esa i;kZIr deh gks tkrh gSA

dk;kZy; ;kfU=d fof/k;ksa ds ykHk ,oa nksष %&

¼Advantagesa and Disadvantagesa of office Mechanical 
Devices½

dk;kZy; ;kfU=d fof/k;ksa ds ykHk ¼Advantage of Office 
Mechanical Devices½ &

dk;kZy; esa ;kfU=d fof/k;ksa ds ykxw fd;s tkus ls vk’k; 
dk;kZy; ds dk;Z&fu˃ाnu esa ;U=ksa dk mi;ksx fd;s tkus 
ls gSaA nwljs शCnksa esa] bls dk;kZy; dk ;U=hdj.k Hkh dg 
ldrs gSaA dk;kZy; esa ;kfU=d fof/k;ksa dk mi;ksx fd;s tkus 
ls vusd ykHk gksrs gSaA buesa ls izeq[k ykHk fuEufyf[kr gaS%&

¼1½ Je dh cpr ¼Labour is saved½& 

dk;kZy; ;U=ksa dks Je cpkus okys ;U=ksa ds uke ls Hkh 
iqdkjrs gSaA dk;kZy; ds dk;Z esa budk mi;ksx gksus ls u 
dsoy dk;kZy; esa dk;Z djus okys fyfidksa ds Je dh cpr 
gksrh gS vfirq Je&ykxr dh Hkh cpr gksrh gSA mnkgj.k 
ds fy, ] dk;kZy; esa i=ksa dks gkFk ls fy[kus ds LFkku ij 
;fn VkbijkbVj dk mi;ksx fd;k tk; rks blls Je dh 
cpr gksxh A fdUrq ;fn lkekU; VkbijkbVjksa ds LFkku ij 
Lopkfyr VkbijkbVjksa ¼Automatic Typewriters½ dk mi;ksx 
fd;k tk;] rks Je dh cpr gksus ds lkFk &lkFk Je ykxr 
esa Hkh i;kZIr cpr gksxh A ,d VkbfiLV yxHkx N% Lopkfyr 
VkbijkbVjksa ds izpyu ds dk;Z dh ns[kHkky ljyrk ls dj 
ldrk gS A ,slh fLFkfr esa u dsoy Je dh cpr gksxh vfirq 
ik¡p VkbfiLV dks fn;s tkus okys ikfjJfed dh Hkh cpr 
gksxh A 

¼2½ le; dh cpr  ¼Time is saved½ & 

dk;kZy; ds dk;Z &fu˃ाnu esa ;kfU=d fof/k;ksa dk mi;ksx 
fd, tkus ls dk;Z dh xfr esa o`f) gksrh gS] ftlds ifj.
kkeLo:i le; dh cpr gksrh gSA mnkgj.k ds fy, ] ftl 
dk;Z dks iwjk djus esa dbZ ?k.Vs yxrs Fks mlh dk;Z dks vkt 
fo|qr dEI;wVlZ ¼Electronic Computers½ dh lgk;rk ls 
dsoy dqN lsd.M~l ¼Seconds½ esa fd;k tk ldrk gSA 

¼3½ dk;Z dh शq)rk ¼Accuracy of Work½ & 

dk;kZy; esa ;kfU=d fof/k;ksa dk mi;ksx fd, tkus ls dk;Z 
dh शq)rk dks cy feyrk gS rFkk v’kqf);ksa vFkok Hkwy jg 
tkus dh lEHkkoukvksa dk mUewyu gksrk gSA ;gh ugha] ;kafU=d 
fof/k;ksa ls fu˃ाfnr dk;Z dh tk¡p vFkok iqu% tk¡p fd, 
tkus dh vko’;drk izrhr ugha gksrh ftlds ifj.kkeLo:i 
i;Zos{kd deZpkfj;ksa dh la[;k esa Hkh i;kZIr deh dh tk 
ldrh gSA mnkgj.k ds fy,] tksM+us] ?kVkus] x.kuk djus rFkk 
lkaf[;dh; x.kuk djus dk dk;Z ,d ,slk dk;Z gS ftlesa 
xyrh vFkok Hkwy jg tkus dh vf/kd lEHkkouk jgrh gSA 
;fn bl dk;Z dks ;U=ksa dh lgk;rk ls fd;k tk; rks blls 
u dsoy dk;Z dh शq)rk dks cy feysxk vfirq mldh tk¡p 
djus ds fy, i;Zos{kdksa dh Hkh vko’;drk ugha jgsxh A 
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¼4½ dk;Z dh uhjlrk ls NqVdkjk¼Monotony of Work is 
Relieved½& 

tSlk igys cryk;k tk pqdk gS] dk;kZy; dk vf/kdka’k dk;Z 
nqgjk;s tkus okyh izd`fr dk gksrk gSA ;g bruk uhjl gksrk 
gS fd bldks djus ls deZpkjh dks Lor% Fkdku dk vuqHko 
gksus yxrk gSA dk;kZy; esa iz;qDr ;kfU=d fof/k;ksa dh lgk;rk 
ls lEcaf/kr deZpkjh dks dk;Z dh uhjlrk rFkk Fkdku nk-
suksa ls NqVdkjk fey ldrk gSA

¼5½ dk;Zdq’kyrk esa o`f) ¼Increase in Efficiency½& 

dk;kZy; esa ;kfU=d fof/k;ksa dk mi;ksx fd;s tkus ls Je]
le; rFkk Je&ykxr dh cpr gksrh gSA lkFk gh dk;Z dh 
शq)rk dk lao)Zu gksrk gSA rFkk deZpkfj;ksa dh dk;Z &uhjlrk 
dk vUr gksrk gSA bu lcds ifj.kkeLo:i deZpkfj;ksa dh 
dq’kyrk esa o`f) gksrh gSA vkSj bl izdkj vUrr% dk;kZy; 
dh dq’kyrk esaa Hkh o`f) gksrh gSA

¼6½ vUr fofo/k ykHk ¼Miscellaneous Advantage½& 

dk;kZy; ds dk;Z esa ;kfU=d fof/k;ksa dk mi;ksx fd;s tkus 
ds ifj.kkeLo:i mi;qZDr ykHkksa ds vfrfjDr fuEu ykHk Hkh 
gksrs gaS&¼i½ dk;kZy; ds dk;Z dk शh?kzrk ls fu˃ाnu gksus 
yxrk gSA ftllsa ykyQhrk’kkgh dk mUewyu gksus esa lgk;rk 
feyrh gSA ¼ii½ dk;kZy; esa vk/kqfud ;U=ksa dk mi;ksx fd;k 
tkuk ,d izdkj ls dk;kZy; dk vk/kqfudhdj.k fd;k tkuk 
gS A ¼iii½ blls fof’kʼhdj.k dks izksRlkgu feyrk gS A 
¼iv½dk;Z esa lqfo/kk ,oa ljyrk gksrh gS A ¼v½ dk;kZy; dh 
mRikndrk esa o`f) gksrh gS A ¼vi½ laLFkk dh [;kfr esa o`f) 
gksrh gSA ¼vii½ lUns’k okgu dk fodkl gksrk gS rFkk HkzkfUr;ksa 
dk mUewyu gksrk gSA ¼viii½ dk;kZy; dh xfr ¼Speed½ esa 
o`f) gksrh gS] tSls &dEI;wVj dk mi;ksx ¼ix½ dk;Z lkQ 
lqFkjk ¼neat and clean½ gksrk gS ¼x½ deZpkjh vf/kd yxu 
,oa fuʿk ls dk;Z djrs gSaA ¼xi½ izcU/kdh; fu.kZ; vis{kkd`r 
vf/kd Bksl ,oa izHkkoh gksrs gSaA 

dk;kZy; ;kfU=d fof/k;ksa ls gkfu;kaW ¼disadvantage of 
office Mechanical Devices½&

dk;kZy; ds dk;Z essa ;kfU=d fof/k;ksa dk mi;ksx fd;s tkus 
ls fdafpr gkfu;ksa dk Hkh lkeuk djuk iM+rk gS A buesa ls 
izeq[k gkfu;ka fuEufyf[kr gS %&

¼1½ deZpkfj;ksa dk fojks/k ¼Opposition by Workers½&

 dk;kZy; esa ;kfU=d fof/k;ksa dk mi;ksx fd;s tkus dk lcls 
izcy fojks/k dk;kZy; esa dk;Z djus okys fyfidksa ,oa vU; 
deZpkfj;ksa dh vksj ls gh gksrk gS ] D;ksafd ,slk gksus ls 
muesa csdkjh QSyus dk Hk; mRiUu gks tkrk gS A vr ;U= 
euqˈ dk dk;Z djus yxrs gSaA rks fu;ksDrkx.k blds ykHkksa 
ls izHkkfor gksdj fo|eku deZpkfj;ksa dh gh N¡Vuh djuk 
izkjEHk dj nsrs gSaA mnkgj.k ds fy,] vHkh gky esa gh Hkkjr 

esa ljdkjh deZpkfj;ksa }kjk dk;kZy;ksa esa yxk;s tkus okys 
fo|qr dEI;wVlZ ds fojks/k esa gM+rkyksa vkfn dk vk;kstu 
fd;k x;k Fkk A 

¼2½ NksVs dk;kZy;ksa ds fy, vuqi;qDr ¼Unsuitable for small 
officers½ & 

dk;Z dh ek=k rFkk bl ij gksus okys Hkkjh O;; dks ns[krs 
gq, vf/kdka’k  ;kfU=d fof/k;ksa dk izpyu dsoy cM+s dk;kZy;ksa 
rd lhfer jgrk gSA NksVs dk;kZy;ksa ds ikl lhfer dk;Z 
gksrk gS ftldks iwjk djus ds fy, ;kfU=d fof/k;ksa dk mi;ksx 
fd;k tkuk loZFkk vukfFkZd ,oa vuqi;qDr jgrk gSA ;gh 
dkj.k gS fd Hkkjr ds vf/kdka’k dk;kZy;ksa esaa dsoy NksVs rFkk 
lLrs ;U=ksa dk gh mi;ksx fd;k tkrk gS A 

¼3½ iwath dk viO;; ¼ Mis-use of capital½& 

fo’ksषr% cM+s dk;kZy; ;U=ksa ¼tSls & fo|qr dEI;wVlZ½ dks 
[kjhnus ds fy, vR;f/kd iwWth dh vko’;drk gksrh gSA ;fn 
bUgsa [kjhn Hkh fy;k tk; rks budh vko’;drk dsoy dqN 
fof’kʼ n’kkvksa esa gh iM+rh gSA vf/kdka’k le; rks ;s dk;kZy; 
dk vf/kdka’k LFkku ?ksjs gq, csdkj gh iM+s jgrs gSA ;gh ugha] 
pw¡fd budk izpyu djuk izR;sd O;fDRk ds fy, lEHko ugha 
gks ikrk ] vr% buds fy, vPNk ikfjJfed ikus okys fo’ksष 
izf’kf{kr O;fDr dh vko’;drk iM+rh gS A mDr ;U= ds 
csdkj iM+s jgus ls ;g O;fDr Hkh vf/kdka’k le; O;FkZ esa gh 
uʼ djrk gSA lkFk gh bu ;U=ksa dk le; ds O;rhr gksus 
ls rhoz xfr ls g`kl gksus yxrk gSA ifj.kkeLo:Ik buesa 
fofu;ksftr fo’kky iw¡th dk viO;; gksuk LokHkkfod gh gSA 
D;k bls ykHkdkjh fofu;ksx dgk tk ldrk gS \ 

¼4½ izpyu dk lhfer {ks= ¼Limited Area of Operation½ 
dk;kZy; dk izR;sd dk;Z ;kfU=d fof/k;ksa }kjk fu˃ाfnr 
fd;k tkuk u rks lEHko gh gS vkSj u O;kogkfjd gh] vr% 
budk mi;ksx dsoy lhfer dk;kasZ ds fy, gh fd;k tk 
ldrk gSA tks dk;Z ekuo शfDr }kjk lqfo/kktud ugha fd;s 
tk lds gaSA ogha ij gh ;kfU=d lk/kuksa dk mi;ksx fd;k 
tkuk fgrdj jgrk gSA ;gh ugha] bu ;U=ksa dks fu;fU=r ,oa 
izpfyr djus ds fy, Hkh deZpkfj;ksa dh vko’;drk IkM+rh 
gSA 

¼5½ vU; fofo/k gkfu;k¡ ¼Miscellaneous Disadvantages½& 
¼i½ cM+s &cMs+ dk;kZy; ;U= dk;kZy; dk vf/kdka’k LFkku ?ksj 
ysrs gSa ftlds dkj.k dk;kZy; ds dk;Z &fu˃ाnu esa ck/kk 
iM+rh gSA ¼ii½ dk;kZy; esa bu ;U=ksa dh lqj{kk dk Hkh iz’u 
jgrk gSA ¼iii½ cMs+s ;U=ksa dks pykus rFkk [kjkc gks tkus ij 
Bhd djus ds fy, dq’ky O;fDr;ksa ds feyus esa dfBukbZ 
jgrh gS ¼tSls &fo|qr dEI;wVj½ A ¼iv½ ;U=ksa ds vizpyu gks 
tkus dk Hk; cuk jgrk gS A ¼v½ ;U=ksa ds yksp dk vHkko 
jgrk gS A ¼vi½ Hkkjh izkjfEHkd ykxr yxrh gS A 
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 dk;kZy; midj.k
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vfHkys[k %& 

laxzg.k dh tkus okyh LVs’kujh dk O;ofLFkr vfHkys[k j[kk 
tkuk pkfg,A izk;% blds fy, ,d jftLVj dk iz;ksx fd;k 
tkrk gSA tSls gh ubZ LVs’kujh vkrh gS jftLVj esa mldh 
izfofʼ djds mls miyC/k LVkWd esa tksM+ fn;k tkrk gS blh 
izdkj fuxZeu fd;s tkus ij Hkh bldh izfofʼ dh tkrh gSA 
,d vPNs LVkWd vfHkys[k ls fuEu tkudkjh izkIr gksrh gS&

1- izR;sd LVs’kujh en dh LVkWd la[;k ,oa LVksj d{k esa 
muds j[ks tkus dk LFkkuA

2- lHkh enksa ds LVkWd dh fLFkfrA dkSulh lkexzh dk LVkWd 
vf/kd gS o fdldk iqu% vkns’k nsuk gSA

3- dkSulh LVs’kujh enksa dk vkns’k fn;k gqvk gS] fdls fn;k 
gqvk gS vkSj mudh lqiqnZxh dc feyus dh laHkkouk gSA

4- orZeku LVkWd fdrus le; rd ds fy, Ik;kZIr gSA

;s vfHkys[k LVs’kujh o vkiwfrZ jftLVj esa ;k LVs’kujh vfHkys[k 
jftLVj esa ;k LVs’kujh LVksj ystj esa j[ks tkrs gSaA

LVs’kujh miHkksx dk fu;U=.k ,oa fu;eu %&

dk;kZy; ykxrksa dks de djus gsrq vko’;d gS fd LVs’kujh 
miHkksx ij mfpr fu;U=.k ,oa fu;eu ykxw fd;k tk;sA 
D;kasfd LVs’kujh ij dk;kZy; ykxrksa dk ,d cMk Hkkx O;; 
fd;k tkrk gSA izk;% ns[kk tkrk gS fd cM+s dk;kZy;ksa esa 
LVs’kujh dk nq:I;ksx fd;k tkrk gS vusd LVs’kujh enksa dks 
iw.kZ iz;ksx fd, fcuk gh Qasd fn;k tkrk gSA ;gka rd fd 
dk;kZy; ds deZpkjh futh iz;ksx gsrq Hkh dk;kZy; dh LVs’kujh 
dks vius ?kjksa ij ys tkrs gSA vr% LVs’kujh miHkksx dk 
fu;U=.k ,oa fu;eu fd;k tkuk pkfg,A bl vk’k; gsrq 
fuEufyf[kr fØ;k fof/k dk iz;ksx fd;k tk ldrk gS

1- mRrjnkf;Ro fuf’pr djuk %& 

LVs’kujh dh ek¡x djus dk vf/kdkj j[kus okys foHkkxk/;{kksa 
ij gh LVs’kujh ds miHkksx dk nkf;Ro fuf’pr fd;k tk 
ldrk gSA ,slh voLFkk esa os vius nkf;Ro dks eglwl djrs 
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अिभलेख
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• अिभलेख
• ːेशनरी उपभोग का िनयȸण एवं िनयमन
• एम एस पावर पाइंट
• ˠाइड ŮजŐͤͤटेशन को आकषŊक बनाना । 

gq, vko’;drkuqlkj gh LVs’kujh gsrq ekax i= ;k izkFkZuki= 
nasxsA

2- ewY; olwy djuk %& 

LVs’kujh dh ekax djus okys foHkkxksa ls muds ekax i= ds 
vuqlkj LVs’kujh dk fuxZeu djrs gq, LVs’kujh dk ewY; 
olwy fd;k  tk ldrk gSA blds vfrfjDr lHkh foHkkxksa dk 
i`Fkd fglkc j[kk tkrk gSA blls ;g Kkr gks tkrk gS fd 
foHkkxksa dh LVs’kujh miHkksx dh fLFkfr D;k gS vkSj lkFk gh 
LVs’kujh miHkksx ij Hkh fu;U=.k LFkkfir gks tkrk gSA

3- LVs’kujh enksa dks iSd djuk %& 

jcj cS.M] fiu] fDyi vkfn dks NksVs iSdsVksa esa nsus ls budh 
cckZnh dks de fd;k tk ldrk gSA 

4- LVs’kujh enksa dk lko/kkuh ls p;u %& 

LVs’kujh enksa dk lko/kkuh ls pquko djds Hkh LVs’kujh ds 
miHkksx esa ferO;;rk izkIr dh tk ldrh gSA izekfir LVs’kujh 
ds iz;ksx ls cckZnh de gksrh gS dkxt] dkcZu] VkbijkbVj 
fjcu] MqIyhdsfVax isij vkfn dk pquko muds mi;ksx dh 
izd`fr o dk;Z dh fdLe dks /;ku esa j[kdj fd;k tkuk 
pkfg,A

,e-,l- ikoj IokWbaV %&

n’kZdksa ds lkeus fdlh dk;Z dks vkadMks vkSj fp=ksa ls le>kuk 
iztsaVs’ku ;k izLrqrhdj.k dgykrk gS] blesa izLrqr viuh ckr 
dks vkdषZd <ax ls Liʼ djus ds fy, T;kferh; fp=ksa ;k 
jaxhu fp=ksa dk lgkjk ysrk gS ftUgsa izkstsDVj ;k LykbM 
izkstsDVj }kjk fn[kk;k tkrk gS blesa xzkQ] fiDpj] vkadMs] 
pkVZ] Vsfcy vkfn gksrs gSA ftuls iztsaVs’ku vkdषZd gksrk 
gSA iztsaVs’ku dks dEI;wVj }kjk Hkh fn[kk;k tkrk gS ftlds 
fy, ekbØkslkW¶V dkjiksjs’ku us ,e-,l- ikoj IokbaV dk 
lkW¶Vos;j cuk;k gSA 
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,e- ,l- ikoj Iok¡bV %&

,e- ,l- ikoj IokWbaV ,slk lkW¶Vos;j gS ftlds }kjk fp=ksa 
vkSj pkVksZa ds }kjk vkdषZd iztsaVs’ku dks fp=ksa] ewoh] /ouh] 
fDyi vkSj ,suhesVsM thoUr oLrqvksa }kjk vkdषZd cuk;k gS 
iztsaVs’ku dks izkstsDVjkas ;k dEI;qVjksa ;k Nih gqbZ ifpZ;ksa ls 
n’kZdksa dks  fn[kk;k tkrk gS vkSj buesa fdlh Hkh le; 
lq/kkj fd;k tk ldrk gSA

ih- ih- ih- %&

ih- ih- ih- dk vFkZ gS ikoj ikbaV iztsaVs’ku- blesa fdlh 
foष; dh fu;ksftr lwpuk dks /ouh vkSj izdk’k ds ek/;e 
ls LykbM ls cMs+ vkdषZd <ax ls n’kZdks dks fn[kk;k tkrk 
gSA blesa Nis ipkasZ] fp=ksa vkSj pkVksZa dk iz;ksx fd;k tkrk 
gS ftlls bldk yksxksa ij vPNk izHkko iM+rk gSA
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डाक ʩव̾था
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• डाक ʩव̾था 
• आवक डाक का Ůबɀ 
• गिणतीय फॉमूŊला
• सेल रेफरेिसंग
• जावक डाक का Ůबंध । 

,d O;kolkf;d dk;kZy; dk lcls egRoiw.kZ foHkkx i=kpkj 
foHkkx gksrk gSA blh foHkkx ds dq’ky funsZ’ku ij O;olk; 
dh dq’kyrk fuHkZj djrh gSA ;g foHkkx fdlh ;ksX;] vuqHkoh 
,oa fo’oklik= vf/kdkjh ds v/khu gksrk gS] D;ksafd dk;kZy; 
esa lHkh izdkj ds i= gksrs gaS ftuds lkFk pSd] Mªk¶V] gq.Mh] 
iksLVy&vkMZj] xksiuh;&i=] f’kdk;rh i= vkfn Hkh gks ldrs 
gSaA budk lk/kkj.k O;fDr nq:I;ksx dj ldrk gSA vr% 
O;kolkf;d dk;kZy; esa bl foHkkx ds izeq[k dk fo’oklik= 
gksuk vko’;d gSA i=ksa vFkok Mkd dks nks foHkkxksa esa ckaVk 
tk ldrk gSA 

Mkd&O;oLFkk

Ekkuo thou esa Mkd dk fo’ksष egRo gSA pkgs gekjs fj’rsnkj 
gksa] nksLr gksa ;k fudV ifjfpr] pkgs os fdruh gh nwjh ij 
jgrs gksa] mudk laca/k Mkd ls Hksts tkus okys i=ksa ls tqM+k 
jgrk gsSA xjhc gks ;k vehj lHkh ds ?kj iksLVeSu bl 
izdkj ds i=ksa dks cakVrk gSA lans’k izsष.k dh ;g fof/k lans’k 
okgd }kjk lapkfyr gksrh gsSA ftlds fy, izR;sd शgj] dLcs 
;k xako esa Mkd?kj ;k iksLV vkfQl gksrk gSA lans’k Hkstus 
ds vkSj Hkh dbZ rjhds gsSa tks Mkd O;oLFkk ds varxZr vkrs 
gSaA izR;sd O;fDr dk Mkd?kj ls fu;fer O;ogkj gksrk gSA 

fdlh Hkh dk;kZy; ;k laxBu dh ,d fo’ksष izdkj dh 
dk;Zfof/k gksrh gS ftlds vuqlkj ml dk dk;Z pyrk gsSA 
bl esa vU; foHkkxksa ds lkFk gh Mkd&foHkkx ;k Mkd&O;oLFkk 
dk;kZy; dk egRow.kZ vax gksrh gSA laxBu ds vanj rFkk 
laxBu ds ckgj Hkh vPNs laca/k rFkk laidZ cuk, j[kus esa 
Mkd foHkkx dk egRoiw.kZ ;ksx nku gksrk gsSA vr% Mkd 
O;OkLFkk dh dk;Z iz.kkyh dks le>uk gj O;fDr ,oa dk;kZy; 
lfpo ds fy, vko’;d gsSA

izR;sd laLFkk ds dk;kZy; esa cM+h la[;k esa Mkd ls i=] 
ifji=] vkns’k] fyf[kr ,oa eqfnzr lkexzh] lwpuk,W ,ao rkj 
izkIr gksrs gSaA bu fyf[kr lwpukvksa dks tks Mkd ls ;k 
O;fDrxr :i ls i=okgd }kjk izkIr gksrs gSa ;k Hksth tkrh 
gS] mUgsa Mkd dgk tkrk gsSA 

Mkd ds eq[; :i ls nks oxZ gsSa& vkod Mkd vFkkZRk vkus 
okyh Mkd ftlesa dk;kZy; esa vkus okys i=] rkj] ifji= 
;k vU; fyf[kr lwpuk,¡ gksrh gSaA nwljs izdkj dh Mkd dks 
tkod Mkd ;k fuxkZeh vFkkZr tkus okyh Mkd dgk tkrk 
gSA bl esaS i=] rkj] ifji=] lwpuk,¡ ,oa fyf[kr lkexzh 
gksrh gS tks dk;kZy; ls ckgj Hksth tkrh gSA

buds vfrfjDr rhljs izdkj dh Hkh Mkd ekuh tkrh gS tks 
,d foHkkx ls nwljs foHkkx dks Hksth tkrh gs fdlh ,d 
laxBu ds vanj] ftls varfoZHkkxh; Mkd dgk tkrk gsSA bls 
dk;kZy; ds lans’kokgd ;k futh lfpo ;k vU; deZpkjh 
laxBu ds ,d ls nwljs foHkkx esa Hkstrs gSaA 

ftl izdkj dh Hkh Mkd gks] ml dk fdlh dk;kZy; ;k 
laxBu ds fy, fo’ksष egRo gSSA vr% Mkd O;oLFkk dks lgh 
<ax ls fu;ksftr djuk fdlh laxBu ;k dk;kZy; ds fy, 
cgqr egRoiw.kZ gSA 

ftu laxBuksa esa cgqr cM+h la[;k esa Mkd izkIr gksrh gsSA ;k 
mldk laizsष.k gksrk gsS] ogka ,d vyx foHkkx blds fy, 
LFkkfir fd;k tkrk gssS ftls dsUnzh; Mkd foHkkx ;k Mkd 
vuqHkkx dgk tkrk gSA bl foHkkx ;k vuqHkkx dks Mkd izkIRk 
djus] mls foHkkxksa esa igq¡pkus ,oa ckgj tkus okyh Mkd dks 
lgh <ax ls Hkstus dh ftEesnkjh lkSaih tkrh gSA varfoZHkkxh; 
Mkd O;oLFkk dk dk;ZHkkj Hkh cM+s laxBuksa esa blh foHkkx ;k 
vuqHkkx dks lkSaik tkrk gS ysfdu ;g fufoZokn gS fd Mkd 
O;oLFkk ,d erRoiw.kZ lsok gS ftlesa fuEufyf[kr ckrksa dk 
/;ku j[kuk vko’;d gS&

1 Mkd dks lgh <ax ls izkIr djus] mls [kksyus vkSj lac) 
foHkkx dks forfjr djus ds fy, rqjUr dk;Zokgh gksuh 
pkfg,A 

2 dksbZ Hkh Mkd ;k lwpuk fcuk /;ku fn, u jg tk, ;k 
NwV tk, A 

3 fofHkUu vuqHkkxksa@foHkkxksa ls ckgj tkus okyh Mkd dks 
Hkstus esa nsjh u gkssA
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4 Mkd fVdVksa ds O;; ij lgh fu;a=.k gks vkSj mldk 
mfpr fglkc&fdrkc jftLVj esa j[kk tk,A lgh uki 
rksy ls fVdV yxk, tk,a vkSj Mkd fVdVksa dh iwjh 
lqj{kk gksA

5 Ik= [kksyus dh e’khu] mls eksM+us o eqgjcan djus] fVdV 
yxkus vkfn e’khuksa dh O;oLFkk gksA

6 Mkd?kj ls vkus okyh Mkd dk mfpr izca/k gks A ;fn 
iksLV ckDl ;k iksLV&cSx dk izca/k gS rks vius deZpkjh 
ls mls le; ij eaxkus dh O;oLFkk gks A

7 vkod vkSj tkod Mkd dks izFkd jftLVj esa vafdr 
fd;k tk, rkfd mUgsa <wa<us esa ljyrk gksa A

vkod Mkd dk izca/k %&

cM+s शgjksa esa Mkd?kjksa ls iksLVeSu }kjk vkod Mkd lkekU;r% 
nks ckj fnu esa ckaVh tkrh gSa vodk’k ds fnuksa dks NksM+djA 
;fn laxBu us Mkd?kj esa iksLV&cSx uacj fy;k gS rks mldh 
Mkd mlh cSx ;k ckWDl esa Mky nh tkrh gSA bls laxBu 
ds deZpkjh }kjk Mkd ds le; ds vuqlkj ogk¡ ls yk;k 
tkrk gSA ;fn ,slh O;oLFkk u gks rks Mkfd;k vkids dk;kZy; 
esa fu/kkZfjr le; ij Mkd igqapk nsxkA vr% ;g lqfuf’pr 
djuk laxBu ;k dk;kZy; lfpo dk dke gS fd og Mkd 
dh leqfpr O;oLFkk fdl izdkj ls djsa rkfd vkod Mkd 
le; ij izkIr dj lacaf/kr foHkkxksa esa ckaVh tk lds vkSj ml 
ij dk;Zokgh dh tk ldsA gks ldrk gS bl esa vfr 
egRoiw.kZ i= ;k lwpuk gks ftls nsj ls izkIr djus esa laxBu 
dks Hkkjh gkfu mBkuh iM+ ldrh gSA

Mkd dh izkfIr ds dk;Z dks lqfuf’pr djuk vko’;d gS 
rkfd Mkd [kksyus] mls oxhZd`r dj] mls vafdr dj lac) 
foHkkxksa esa ckaVus esa le; uʼ u gks vkSj dk;kZy; ds 
deZpkjh [kkyh u cSBs jgsaA Mkfd;s ls izkIr gksus okyh Mkd 
;k i=okgd }kjk ykbZ xbZ vkod Mkd izkfIr ds le; dks 
rkjh[k] le; vkfn ds lkFk uksV dhft, rkfd nsjh dh 
ftEesnkjh vki ij u iM+sA mfpr ;gh gksxk fd Mkd dks 
Mkd?kj ls lh/ks izkIr djsa rkfd le; ij mldk fu˃ाnu 
gks lds vkSj vki Mkfd;s ds Hkjksls ij u cSBs jgsaA

Mkd dk oxhZdj.k %&

Mkd esa fofHkUu izdkj ds i= gksrs gaS tSls futh] xksiuh;] 
O;fDrxr ;k vf/kdkjh ds uke ls fy[ks x, i=A budks igys 
gh NkaVdj vyx j[k nsuk pkfg, rkfd vki ,sls i=ksa dks 
u [kksysa ftUgsa vkidks ugha [kksyuk pkfg,A iathd~r i=ksa dks 
rFkk ,sls fo’ksष i=ksa dks lac) vf/kdkjh dks lkSai nsuk pkfg,A 
blh dks oxhZdj.k dgk tkrk gSaA

blds vfrfjDr lwpuk,a] lwphi=] mRiknu lkexzh laca/kh 
tkudkjh okys i=] iqfLrdk,a vkfn Hkh Mkd esa vkrh gS 
ftUgsa NkaVdj vyx j[k ysuk pkfg,A

Mkd [kksyuk %&

lHkh fyQkQksa dks /;ku ls [kksysaA fyQkQs [kksyus ds fy, 
i= [kksyus dh e’khu Hkh iz;ksx dh tk ldrh gS ;fn  Mkd 
vf/kd gksA

i= [kksyus ds ckn ;g ns[k yhft, fd fyQkQs ds vanj 
dksbZ vU; i= vkfn rks ugha jg x, gSaA

i= O;ogkj ;ksX; lHkh i=ksa] mlds lkFk layXudks dks fyQkQs 
ds lkFk uRFkh dj nsuk pkfg, ftlls fd vko’;drk iM+us 
ij Mkd eqgj] rkjh[k]LFkku vkfn dh tkudkjh izkIr dh tk 
ldsA lkekU;r;k ;s fyQkQs rc rd lqjf{kr j[ks tkrs gaS 
tc rd i= dk fu˃ाnu u gks tk,A

i=ksa dh Nkuchu vkSj mudk oxhZdj.k %& 

i=ksa dks [kksyus ds ckn ;g ns[k ysuk vko’;d gksrk gS fd 
mlds lkFk layXud ;fn dksbZ vafdr gks rks og izkIr gq, 
;k ughaA ;fn dksbZ layXud i= ;k vU; lkexzh NwV xbZ 
gks rks bldk fooj.k ewy i= ij fy[k nsuk pkfg, vkSj ml 
ij gLrk{kj dj nsus pkfg,A

dbZ ckj i= ds lkFk pSd] Mªk¶V] /kukns’k vkfn Hkh layXu 
fd, tkrs gSa ftudks vkod jftLVj esa vafdr djds 
v/kh{kd ;k laca/k jksdM+ foHkkx dks nsdj muds gLRkk{kj ysus 
pkfg,A vko’;d lans’k] VsysDl ;k rkjksa dks rqjUr lacaf/kr 
foHkkxksa dks Hkst nhft, ;fn vko’;d gks rks budk fooj.k 
j[kdj izkIrdrkZ ds gLrk{kj djk yhft,A

Mkd izkIrh dk ,d egRoiw.kZ dk;Z ml i= ij vius dk;kZy; 
dh eqgj yxkdj ml ij Mk;jh la[;k fy[kdj gLrk{kj 
djuk gS rkfd Mkd ds izkIr gksus dh lgh fLFkfr vkSj mlds 
fuiVku ds ckjs esa iwjh tkudkjh jgs Mkd izkIrh dh eqgj esa 
fuEukafdr ckrsa gksuh pkfg,A 

1- Mkd dh Øe la[;k

2- dk;kZy; laLFkk dk uke vkfn 

3- izkIrh dk le; rFkk frfFk

4- izkIrdrkZ ds gLRkk{kjA 

tkod Mkd dk izca/k %&

vkod Mkd dh rjg gh ckgj tkus okyh Mkd ds fy, 
lqfuf’pr O;oLFkk viukbZ tkuh fdlh laxBu ds dk;Z dj.k 
ds fy, egRoiw.kZ gS tkod Mkd dk vf/kdka’k Hkkx i=ksa dk 
mRrj gksrk gS tks vkidks vius xzkgdksa ;k fe=ksa ls izkIr 
gksrs gSa izR;sd dk;kZy; esa i=ksa dk rRdky mRrj nsuk mldh 
dk;Ziz.kkyh dk egRoiw.kZ vax gSa ftl izdkj vki fdlh dks 
fy[ks x, i= ds mRrj dh vis{kk j[krs gSa vkSj cslczh ls 
mldk bartkj djrs gS]mlh izdkj vkids xzkgd Hkh vki ls 
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vius i= ds शh?kz mRrj dh vis{kk j[krs gSaA lkekU; :Ik ls 
i= dk mRrj ,d lIrkg ds Hkhrj pyk tkuk pkfg,A bl 
ds fy, ewy :Ik ls dsUnzh; Mkd vuqHkkx dks gh ftEesnkjh 
lkSaih tkrh gSA ;fn dk;kZy; NksVk gS rks mlds fy, ,d 
vyx vuqqHkkx vkod vkSj tkod Mkd ds fy, j[kk tkrk 
gSA lHkh foHkkx bl vuqHkkx dks vius i= Hkst nsrs gsa tks 
mUgsa ckgj Hkstus dk izca/k djrk gSA 

tkod Mkd ds izca/k esa fuEufyf[kr ckrsa vkrh gS%&

Mkd dks bdV~Bk djuk%&

izR;sd foHkkx ;k vuqHkkx viuh tkus okyh Mkd dks rS;kj 
djrk gsA i=okgd ds }kjk bl Mkd dks bdV~Bk fd;k tkrk 
gSA vkSj fnu esa nks ;k rhu ckj Hkh ,slh Mkd dks bdV~~Vk 
djds ,d= fd;k tkrk gS rkfd mls fofHkUu izdkj ls Hkstk 
tk ldsa blds fy, lacaf/kr foHkkxksa dks lwpuk nh tkrh gSA 
fd veqd le; rd mudh Mkd rS;kj jguh pkfg, rkfd 
mls शh?kz Hkstk tk lds ;fn foHkkx viuh Mkd le; ij 
rS;kj ugha djrk rks Mkd foHkkx dh ftEesnkjh ugha gksrh 
gj foHkkx ;k vuqHkkx esa ,d Vsª gksrh gS ftl ij fuxkZeh 
Mkd fy[kk gksrk gS blesa j[kh Mkd dks i=okgd ys tkdj 
Mkd foHkkx dks nsrk gSA vfrvko’;d gksus ij lacaf/kr 
foHkkx Hkh vius i= okgd ;k lans’kokgd ls Mkd Hkst ldrk 
gSA

tkod Mkd dh NaVkbZ%&

fofHkUu vuqHkkxksa ls tks tkod Mkd ,df=r dh tkrh gS 
mls eq[; :Ik ls nks Hkkxksa esa ckaVk tkrk gSA i= okgd 
}kjk Hkstus okyh Mkd vkSj Mkd ?kj ls Hksth tkus okyh Mkd 

i=okgd lkekU;r% LFkkuh; Mkd ;k vUrZfoHkkxh; Mkd dks 
ys tkrk gSA Mkd ?kj ls Hksth tkus okyh Mkd esa Hkh vusd 
izdkj dh Mkd gksrh gSA tSls vUrnsZ’kh; i= fons’kh Mkd 
iqLrdksa dk jftLVªh iSdV] ;k oh-ih-ih- iSdsV] iathd``r Mkd] 
izekihd``r] chekd``r ;k lk/kkj.k MkdA buesa ls Hkh dqN Mkd 
,slh gksrh gSa ftl ij rRdky fy[kk gksrk gSA ,sls i=ksa dks 
lcls igys Hkstk tkuk pkfg,A 

fyQkQkssa ij irs fy[kuk %& 

lkekU;r% tkod Mkd esa i=ksa ds lkFk lgh vkdkj ds fyQkQs 
vkSj ml ij lgh irk fy[kuk laca) vuqHkkx dk dke gksrk 
gSA blls i= Hkstus esa irk vkfn fy[kus esa xyrh ugha gksrh 
gSA ysfdu vxj i= ds lkFk&lkFk fyQkQk ugha gS rks lgh 
vkdkj dk fyQkQk pqudj ml ij lkQ&lkQ vkSj lgh 
irk fy[kuk ;k Vafdr djuk vko’;d gksrk gS le; cpkus 
ds fy, bl dke ds fy, irkys[kh e’khuksa dk Hkh iz;ksx 
fd;k tkrk gSA 

;fn fyQkQs f[kM+dhnkj gaS rks muds Åij irk fy[kus dh 
vko’;drk ugha gksrhA i= dks bl rjg ls eksM+k tkrk gS 
fd ml ij fy[kk irk ckgj f[kM+dh ls lkQ fn[kkbZ ns bl 
f[kM+dh ij ,d ikjn’khZ dkxt yxk gksrk gS ftlls irk 
Hkh fn[kkbZ nsrk gS vkSj i= ;k vU; lkexzh fyQkQs ls ckgj 
ugha fudyrhA ;fn lkns fyQkQksa ij irk fy[kuk gks rks 
ml ij lkQ&lkQ irk] fiu dksM vkfn fy[ksaA blds lkFk 
gh fyQkQs ds ckbZa vksj uhps viuh laLFkk dh eqgj yxk,aA 
rkfd ;fn og i= ykSV dj vk, rks vki dks fey lds vkSj 
vki dks ;g irk yx lds fd ml ij fy[kk x;k irk lgh 
gSa ;k ugha vFkok  lacaf/kr O;fDr us mls ysus ls badkj dj 
fn;k gS  lkekU;r% jftLVªh vkfn i=] dksVZ] uksfVl tks Hksts 
tkrs gS mUgsa yksx okil ykSVk nsrs gaS ljdkjh fyQkQksa ij 
ÞHkkjr ljdkj dh lsok ds fy,Þ fy[kk gksrk gS fdlh i= 
ij cqd iksLV ;k Mkd izekihd`r Hkh fy[kk tkrk gSA

izkIrdrkZ dk irk fy[krs le; ml dk lgh uke] lgh irk] 
dLcs dk uke] Mkd[kkus dk uke] jkT; dk uke rFkk fiud-
ksM vo’; fy[ksaA fyQkQk vkdषZd yxs blds fy, ml ij 
lqanj <ax ls Vkbi dhft, ;k irk gkFk ls fy[kuk gks rks 
frjNs ys[k dk iz;ksx dhft, ;k baMsV i)fr viukb;sA 

tkod Mkd dk vadu %&

tkus okyh Mkd ds fy, ,d fuxkZeh Mkd jftLVj j[kk 
tkrk gSA izfofʼ dh tkrh gS blesa i= dh Øe la[;k nh 
tkrh gS ftls lanHkZ la[;k Hkh dgk tk ldrk gS blls izsष.k 
la[;k ds vk/kkj ij i= dks igpkuus esa lgk;rk feyrh gSA 
fuxkZeh Mkd jftLVj rS;kj djus ls i=&izsष.k dh frfFk] 
i= dh lanHkZ la[;k [kkstus vkSj Mkd fVdVks a dk 
fglkc&fdrkc j[kus esa lgk;rk feyrh gS bl jftLVj esa 
izR;sd i= ij yxs Mkd fVdVksa dk ewY; Hkh vafdr fd;k 
tkrk gSA 

tks Mkd LFkkuh; dk;kZy; ;k varfoZHkkxh; gksrh gS mls 
i=okgd iqfLrdk esa vafdr fd;k tkrk gS vkSj i=okgd }
kjk lacaf/kr foHkkx dks Hkstdj mudh izkIrh ds gLrk{kj djk, 
tkrs gSaA

i=ksa dks can djuk %& 

i=ksa ds lkFk mlesa layXu lkexzh dks ns[krs gq, gh fyQkQk 
cuk;k tkrk gSA fyQkQs ds vkdkj ds vuqlkj i= dks bl 
rjg ls eksM+k tkrk gS fd og lgh <ax ls fyQkQs esa lek 
ldsA vf/kdre eksM+us esa i= dh lqanjrk uʼ gksrh gSA vkSj 
layXud vkfn [kjkc gksrs gSSaA
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Mkd foHkkx dh vko’;drk %&

izkphu dky esa O;kikj dk {ks= lhfer FkkA ml le; O;kikj 
dsoy vkl&ikl jgus okys O;fDr;ksa ds e/; gh gksrk FkkA 
bl izdkj O;kikj dk {ks= dsoy LFkkuh; lhekvksa rd gh 
FkkA fdUrq vk/kqfud O;kikj dsoy LFkkuh; gh u jgdj jkʼªh; 
o vUrjkZʼªh; :Ik /kkj.k dj pqdk gSA mnkgj.k ds fy,] vkxjs 
dk isBk] chdkusj dh Hkqft;k HkkjroषZ ds dksus&dksus esa izfl} 
gSA vkt dk O;kikjh vius O;kikfjd dk;kZy; esa cSBs&cSBs 
gh ns’k o fons’k ds O;kikfj;ksa ls laca/k LFkkfir djds eky 
dk Ø;&foØ; dj ldrk gS] :I;k o ewY;oku oLrq,a izkIr 
dj ldrk gSA  ;s lHkh lsok;sa Mkd&foHkkx }kjk miyC/k 
gksrh gSA ;fn vkidks i=&O;ogkj djuk gS] iklZy] iSdsV 
vkfn Hkstus ;k eaxokus gS] शh?kz lekpkj Hkstus gS] VsyhQksu 
ij ckrphr djuh gS :I;k Hkstuk ;k eaxokuk gS rks 
Mkd&foHkkx dk lgkjk ysuk gksxkA  bruk gh ugha 
Mkd&foHkkx turk dks ferO;;h cukus dh Hkh ps̓ k djrk gSA 
;g gesa cpr [kkrk] jkʼªh; cpr izek.ki= vkfn dh lqfo/kk;sa 
Hkh iznku djrk gSA ;gh dkj.k gS fd izR;sd ns’k dh 
ljdkj Mkd&foHkkx dks vius fu;U=.k esa j[krh gSA Hkkjr 
esa Hkh Mkd&foHkkx dsUnzh; ljdkj ds v/khu gSA 

Mkd & lsok;sa %& 

Mkd&?kj O;kikj] okf.kT; vkSj m/kksx ds {ks= esa O;kikfj;ksa 
rFkk m/kksxifr;ksa ds izfr vewY; lsok;sa iznku djrk gSA 
Mkd&?kj dh izeq[k lsok,¡ fuEufyf[kr gSaA

1- lekpkjksa dk ykuk o ys tkuk %& 

Mkd ?kj dk izeq[k dk;Z fpV~Bh&i=h vkfn dks ,d LFkku 
ls nwljs LFkku rd ykuk o ys tkuk gS O;kikfj;ksa ,oa 
m|ksxifr;ksa dks eky Ø; o foØ; djus rFkk vU; O;kikfjd 
dk;kZas ls lacaf/kr fuR; izfr vusd i= Hkstus o izkIr djus 
gksrs gSaA i=ksa dk ;g vknku&iznku Mkd ?kj dh lsokvksa  ds 
dkj.k gh laHko gks ldk gSA 

2- oLrqvksa dk Hkstuk o eaxkuk %& 

Mkd ?kj ds ek/;e ls NksVh] gYdh o ewY;oku oLrqvksa dks 
,d LFkku ls nwljs LFkku rd yk;k o ys tk;k tkrk gSA 

dk;Z ds fy, Mkd&?kj cqd iSfdV] oh-ih-ih- rFkk iklZy vkfn 
dh lqfo/kk,a iznku djrk gSA 

3- /ku&izsष.k dh lqfo/kk %& 

/kukns’k ¼euhvkMZj½ iksLVy vkMZj rFkk chek }kjk /ku ,d 
LFkku ls nwljs LFkku ij Hkstus dh lqfo/kk Hkh Mkd&?kj }
kjk iznku dh tkrh gSA bl lqfo/kk ds dkj.k O;kikfj;ksa dks 
/ku&izsष.k djuk o vius lkeku ds ewY; dk Hkqxrku ikuk 
vfr ljy gks x;k gSA

4- शh?kz lUns’kokgu dh lqfo/kk %& 

Mkd&?kj O;kikfj;ksa dks शh?kz lUns’k okgu dh lqfo/kk,¡ 
¼tSls rkj] VsyhQksu] शh?kz leiZ.k½ iznku djds O;olk; 
m|ksx ds fodkl esa vewY; lg;ksx iznku djrk gSA mnkgj.k 
ds fy, VsfyQksu dh lqfo/kkvksa ds dkj.k lgL=ksa fdyksehVj 
ij cSBs gq, O;kikfj;ksa ds e/; lksns feuVksa esa r; gks tkrs 
gaSA शh?kz lans’kokgu dh lqfo/kkvksa dk foLr`r o.kZu vkxs ,d 
i`Fkd v/;k; ds vUrxZr fd;k x;k gSA 

5- /ku&lap; ,oa fu;kstu dh lqfo/kk,Wa%& 

Mkd&?kj cpr&[kkrk [kksyus dh lqfo/kk iznku djds u 
dsoy vYi cpr djus ds fy, turk dsk izksRlkfgr djrk 
gS vfirq /ku fofu;kstu ds fy, Hkh fofHkUu izdkj dh lqfo/
kk,¡ tSls %& ljdkjh izfrHkwfr;ksa dk Ø;&foØ;] lap;h le; 
tek ;kstuk] vo/kh tek ;kstuk,¡ vkfn iznku djrk gS blls 
tu lk/kkj.k esa feRo;rk fd Hkkouk tkxzr gksrh gSA bu 
lsokvkssa dk foLr`r o.kZu vkxs py dj i`Fkd v/;k; ds 
vUrxZr fd;k x;k gSA 

6- lqj{kk laca/kh lsok,¡ %& 

mi;qDr egRoiw.kZ lsokvksa ds vfrfjDr Mkd ?kj] vius 
O;kikfj;ksa ds izfr lqj{kk laca/kh lasok,¡ Hkh iznku djrk gSA 
bu lsokvksa esa iath;u dh lqfo/kk,¡] chek djus dh lqfo/kk,¡ 
rFkk oh-ih-ih- dh lqfo/kk,¡ egRoiw.kZ gSaA 

Mkd foHkkx ds dk;Z %&

v/;;u esa lqfo/kk dh n`fʼ ls Mkd foHkkx ds dk;ksZa dks 
fuEufyf[kr pkj Hkkxksa esa foHkkftr fd;k tk ldrk gSA 
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1- Mkd ykuk o ys tkuk ¼i=] iksLVdkMZ]lekpkj i=] ikLkZy 
vkfn½

2- /ku Hkstus dk lk/ku ¼euhvkMZj o iksLVy vkMZj½ 

3- शh?kz lans’k Hkstus dk lk/ku ¼rkj o VsyhQksu½

4- /ku lap; o fofu;kstu dh lqfo/kk,¡ ¼cpr [kkrk]  
jkʼªh; cpr lVhZfQdsV vkfn½

Mkd ykuk o ys tkuk

Mkd[kkus dk lcls egRoiw.kZ dk;Z Mkd ykuk o ys tkus dk 
gSa A Mkd[kkus }kjk i= ] iksLV dkMZ] lekpkj i=] iklZy 
vkfn ykus o ys tkus dk dk;Z gksrk gSaA

iksLVdkMZ %& 

de O;; esa lekpkj Hkstus dk lcls vf/kd lqyHk lk/ku 
iksLVdkMZ gSA bl ij 15 iSls dk fVdV yxk jgrk gS vr% 
bl ij vyx ls fVdV yxkus dh vko’;drk ugha jgrh 
;g 14 9 ls-eh- dh uki dk gksrk gS ;g eksVs eVeSys jax ds 
dkxt dk cuk gksrk gS bldh ihB nks Hkkxksa esa foHkkftr gqbZ 
gksrhs gSA irs dh rjQ lekpkj ugh fy[kuk pkfg,A ;g 
fuEu rhu izdkj dk gksrk gSa A

¼v½ lk/kkj.k iksLVdkMZ &

bldk ewy; 15 iSlk gksrk gS A ;g ns’k ds fdlh Hkh Hkkx 
esa Hkstk tk ldrk gSa futh Nis gq, iksLV dkMksZa ij 40 iSls 
dk fVdV yxsxkA

¼c½ tokch iksLVdkMZ %& 

bldk ewY; 30 iSlk gksrk gSA ;g ns’k ds fdlh Hkh Hkkx esa 
Hkstk tk ldrk gSa blesa nks tqMok¡ iksLVdkMZ gksrs gSa ,d 
lekpkj Hkstus dk gksrk gSa lekpkj Hkstus okyksa lekpkj 
fy[krk gS vkSj irs dh rjQ ikus okys dk uke o iwjk irk 
fy[k nsrk gSaA nwljs dkMZ esa] fy[k nsrk gSA bUgsa vyx fd;s 
fcuk i= dh isVh esa NksM+ fn;k tkrk gSA ikus okys O;fDr 
ml fcuk fy[ks iksLVdkMZ ij lekpkj dk mRrj fy[kdj 
i= dh isVh okys dks iksLVdkMZ Ø; djus esa dfBukbZ gks 
vFkok mlls शh?kz izR;qRrj ikus dh bPNk gksA 

¼l½ O;kikfjd tokch dkMZ %& 

bldk mi;ksx izR;sd O;kikfj;ksa }kjk fd;k tkrk gSA bud-
ks Hkstrs le; bu ij fVdV yxkuk vko’;d ugha gksrk rFkk 
ikus okys dks nqxquk ewY; u nsdj dsoy okLrfod Mkd O;; 
nsuk iM+rk gsA bl lqfo/kk ds fy, O;kikjh Mkd foHkkx dsk 
10 : okfषZd शqYd ds :Ik esa nsrk gSA शqYd dh izkfIr ij 
Mkd foHkkx O;kikjh dks vyx ls vuqefr la[;k nsdj blds 
iz;ksx dh vuqefr nsrk gSA ;g la[;k] O;kikjh dk uke o 
irk vkfn ckrsa bl ij Nih jgrh gSA bldk uewuk uhps 
fn;k x;k gSA 

cqd iSfdV %& 

blds }kjk lekpkj&i=] Nik gqvk lkfgR; o uD’ks] 
x’rh&i=] iqjkus i= tks ,d ckj Mkd }kjk Hksts tk pqds 
gksa]iqLrdsa] QksVksa] oS/kkfud dkxtkr vkfn Hksts tk ldrs gSA 
cqd iSfdV dk ,d vksj ls eq[k bl izdkj ls [kqyk gksuk 
pkfg, fd Mkd foHkkx ds vf/kdkjh blesa j[kh gqbZ oLrq,W 
fcuk fdlh dfBukbZ ds ns[k ldsaA cqd iSfdV fdlh Hkh 
izdkj dk gks ldrk gSA mldh yEckbZ] pkSM+kbZ rFkk ÅapkbZ 
Øe’k% 60 ls-eh- xq.kk 30 ls-eh- xq.kk 30 ls-eh- ls vf/kd ugha 
gksuh pkfg,A ;fn iSfdV xksy gS rks yEckbZ 80 ls-eh- rFkk 
O;kl 100 ls-eh- ls vf/kd ugha gksuk pkfg,A 

n- vU/kksa ds fy, lkfgR; ds iSdsV %& 

vU/kksa ds i<+us ds fy, lkfgR; ds iSdsVksa dks vU/kk lkfgR; 
iSdsV dgrs gSaA bl lkfgR; ds v{kj ,d dMs+ o fpdus 
/kjkry ij mHkjs jgrs gSa ftlls fd vU/ks yksx mHkjs gq, 
v{kjksa ij m¡xyh Qsjdj i<+ ldrs gaSA ;g lkfgR; otu esa 
Hkkjh gksrk gSA tc ,sls iSdsV Hksts tkrs gS rks mu ij vU/kksa 
dk lkfgR; fy[k fn;k tkrk gSA 

jftLVMZ i=&if=dk,a %& 

jftLVMZ i=] lekpkj i=&if=dkvksa ls vk’k; ,sls lHkh 
i=&if=dkvksa ls gS ftudk izdk’ku fu;fer :Ik ls eghus 
esa de ls de ,d ckj vo’; gks tkrk gS rFkk tks 
lEcfU/kr {ks= ds Mkd&rkj foHkkx ds lapkyd }kjk Lohd`r 
gS ,slh i=&if=dkvksa dh leLr izfr;ksa ij Mkd&foHkkx dh 
iath;u la[;k dk Nik jguk vko’;d gSA 

Nih iqLrdsa %& 

Mkd }kjk eqfnz~r iqLrdsa Hksth tk ldrh gS ftu ij fj;k;rh 
nj Mkd O;; yxrk gSA

iklZy %& 

cUn oLrqvksa dks iklZy }kjk ,d LFkku ls nwljs LFkku ij 
Hkstk tkrk gSA Hksth tkus okyh oLrqvksa dks gYds dkxt ;k 
irys r[rs okyh ydM+h ds isVh esa cUn djds Hkstk tkrk 
gSA fQj ml ij diMk ¼;k VkV½ p<+kdj vPNh rjg ls 
c.My ds :Ik esa cUn dj fn;k tkrk gS ckn esa mlds 
lkeus ds fu’kkuksa ij lkQ&lkQ eksgj yxk nh tkrh gS fQj 
bl ij ikus okys dk iwjk uke o irk fy[k fn;k tkrk gSSA 
nk;sa mlds ,d dksus esa uhps dh vksj Hkstus okys dk uke 
Hkh fy[k fn;k tkrk gSA

jftLVMZ ;k vujftLVMZ iklZy %& 

iklZy dks jftLVMZ djk dj vFkok fcuk jftLVMZ djk, 
Hkstk tk ldrk gSA lqj{kk dh n`fʼ ls iklZy dh jftLVªh 
djkuk ykHknk;d jgrk gSA ;fn iklZy dk otu 4 
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fdyksxzke ls vf/kd gks rks mldh jftLVªh djkuk vfuok;Z 
gksrk gSA jftLVMZ iklZy ds otu dh vf/kdre lhek 20 
fdyksxzke gSA

iath;u ;k jftLVsª’ku %& 

fdlh oLrq dk iath;u djus dk izeq[k mn~ns’; mldh lqj{kk 
gksrk gS ;fn fdlh i= ;k oLrq dks lk/kkj.k Mkd ls Hkstk 
tk, rks mlds ekxZ esa [kks tkus dk Hk; jgrk gSA blds 
foijhr ;fn mldk iath;u djkds Hkstk tk, rks mlds [kks 
tkus dk Hk; rks ugha jgrk ;k de gks tkrk gS] D;ksafd 
Mkd&foHkkx blds laca/k esa fo’ksष lko/kkuh ls dke ysrk gSA 
iathd`r oLrqvksa ds [kks tkus ij vFkok uʼ gks tkus ij ;|fi 
Mkd foHkkx dks mRrjnk;h ugha cuk;k tk ldrk fdUrq fQj 
Hkh fo’ksष ifjfLFkfr;ksa esa dqN vfrfjDr शqYd fo’ksष :Ik, 
{kfriwrhZ ds :Ik esa olwy fd, tk ldrs gaSA

Lohd`fr i= %& 

Hkstus okyk pkgs fd ikus okys ds gLrk{kj Hkh mlds ikl 
igq¡p tk, rks bl dk;Z gsrq ,d fof’kʼ izdkj ds QkeZ dks 
Hkjuk gksxkA bls Lohd`fr&i= dgrs gSA blds fy, iathd`r 
श qYd ds vfrfjDr श qYd nsuk iM+rk gSA bl QkeZ dks 
iaathd`r&i= ;k oLrq ds lkFk uRFkh dj fn;k tkrk gSA ;g 
QkeZ Mkd?kj ls fu%’kqYd izkIr fd;k tk ldrk gSA

Iakth;u djkus dh fof/k %& 

ftl i= ;k oLrq dk iath;u djkuk gks mls Mkd?kj dh 
f[kM+dh ij izLrqr djuk iM+rk gSA mlds irs dh rjQ yky 
L;kgh ;k eksVs v{kjksa esa iathd`r शCn fy[kuk iM+rk gSA 
mlds ck;sa dksus esa uhps dh rjQ izsषd dk iwjk uke o irk 
fy[kuk iM+rk gSA blds I’pkr~ ml ij lk/kkj.k Mkd O;; 
ds vfrfjDr शqYd ds iath;u ds gsrq fVdV yxkus iM+rs gaSA 
;fn ikus okys dh jlhn Hkh e¡xokuh gks] rks ,d vyx QkeZ 
Hkjuk iM+rk gS] ftls Lohd`fr i= dgrs gaSA ;g QkeZ Mkd?kj 
ls fu%’kqYd feyrk gSA blds fy, vyx ls fu/kkZfjr शqYd 
fVdV yxkus iM+rs gSaA bl dk;Z dks Hkh iathd`r&i= ;k 
oLrq ds lkFk uRFkh dj nsrs gSaA Mkd?kj mldk otu djrk 
gS vkSj ;g ns[krk gS fd vko’;d /kujkf’k ds fVdV yxk;s 
x;s gSa ;k ughaA ;fn og mls Lohdkj djrk gS] tks mldh 
jlhn ns nsrk gSA bl jlhn ij fVdV dh jkf’k] ikus okys 
dk iwjk uke o irk] Mkd?kj dh eksgj o vf/kdkjh ds gLrk{kj 
gksrs gSaA bl jlhn dks lko/kkuh ls lEHkky dj j[kuk pkfg,A

chek %&

mn~ns’; %& chek djkus dk ,dek= mn~ns’; ;gh gS fd ftl 
oLrq dks Mkd }kjk Hkstk tk jgk gS ;fn og ekxZ esa [kks tk,] 
uʼ gks tk, ;k {kfrxzLr gks tk;s rks Mkd&foHkkx dks mldh 
{kfriwfrZ ds fy, mRrjnk;h Bgjk;k tk;A bl izdkj chfer 

oLrq dh tksf[ke Hkstus okys ij ugha] vfirq Mkd&foHkkx ij 
vk tkrh gSA

chfer oLrq,a %& 

iath;u i=] oh-ih-ih-] iathd`r iklZy dk chek fd;k tk 
ldrk gSA bl izdkj dsoy iathd`r oLrqvksa dk gh chek 
djk;k tk ldrk gSA 

gkfu dh {kfriwfrZ %& 

;fn chfer oLrq ekxZ esa [kks tk;] uʼ gks tk; vFkok 
{kfrxzLr gks tk;] rks Mkd&foHkkx mldh {kfriwfrZ djrk gSA 
fdUrq ;g {kfriwfrZ okLrfod gkfu vFkok chfer jkf’k] bu 
nksuksa esa ls tks Hkh de gks] dh gks ldrh gSA fuf’pr fo’ksष 
jkf’k rks ikus okys dks Mkfd;k }kjk ?kj ;k mlds dk;kZy; 
ij gh fey tkrh gSAblls vf/kd dh jkf’k ds fy, ikus okys 
dks Mkd?kj tkuk iM+rk gSA ogka mls nks QkWekasZ ij gLrk{kj 
djus iM+rs gSa &,d rks Mkd?kj ds fy, vkSj nwljk Hkstus 
okys ds fy,A ;fn {kfriwfrZ djus ds Ik’pkr~ [kksbZ gqbZ oLrq 
Mkd foHkkx dks fey tk,] rks ml ij Mkd&foHkkx dk vf/
kdkj gksxkA

;fn ikus okys dks chfer oLrq dh lhy VwVh gqbZ feys rks 
og mldh [kqyh lqiqnZxh ys ldrk gSA ,d ckj lqiqnZxh ys 
ysus ds Ik’pkr~ fQj mlds laca/k esa Mkd foHkkx dk dksbZ Hkh 
mRrjnkf;Ro ugha jgrkA vr ,o ikus okys dks mldh lhy 
vkfn vPNh rjg ls ns[kus ds Ik’pkr~ gh lqiqnZxh ysuh pkfg,A

oh-ih-ih- %& 

blds vUrxZr oLrq,a Mkd foHkkx }kjk Hksth tkrh gaS rFkk 
mlds ewY; dh olwyh Hkh Mkd  }kjk gksrh gSA blls ikus 
okyk rFkk Hkstus okyk nksuksa dks gh ykHk gksrk gS bldk dkj.k 
;g gS fd oLrq,W ikus okys dks rHkh nh tkrh gS tc og 
fyf[kr jkf’k dk Hkqxrku dj nsrk gSA bl izdkj ikus okys 
dks rks ?kj cSBs gh oLrq,W fey tkrh gS rFkk Hkstus okys dks 
?kj cSBs mldk :Ik;k fey tkrk gS bu nksuksa ds chp esa 
Mkd&foHkkx e/;LFk dk dk;Z djrk gSA 

oh-ih-ih- }kjk Hksth tkus okyh oLrq,¡ %& 

blds }kjk ,slh fdlh Hkh oLrq ;k i= dks Hkstk tk ldrk 
gS ftldks iathd`r djk;k tk ldrk gSA vr ,o blds }
kjk iathd̀r i=&if=dk,¡ iklZy] jftLVMZ lekpkj i=] iSdsV 
Hksts tk ldrs gaSA jsyos vFkok eksVj dh fcYVh Hkh oh-ih-ih- 
ds }kjk Hksth tkrh gSA 

oh-ih-ih djkus dh fof/k %& 

ftl oLrq dks oh-ih-ih ds }kjk Hkstuk gksrk gS mldh lcls 
igys jftLVz~h djkuh pkfg,A ckn esa oh-ih-ih- dk fuf’pr 
QkeZ tks Mkd?kj esa fu%’kqYd feyrk gS] Hkjuk iM+rk gS blls 
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Hkstus okys o ikus okys dk  iwjk uke o irk Hkjuk iM+rk gS 
rFkk lkFk esa jkf’k dks Hkh Hkjuk iM+rk gS ftldh oh-ih-ih 
dh tk jgh gSA bl QkeZ ij Hkstus okys dks vius gLrk{kj 
djus iM+rs gSaA mls bl ckr dh Hkh ?kksष.kk djuh iM+rh gS 
fd oLrq okLrfod vkns’k ds vk/kkj ij rFkk Mkd foHkkx ds 
fu;ekuqlkj Hksth tk jgh gSA ;g QkeZ iathd`r oLrq ds lkFk 
uRFkh dj fn;k tkrk gS rFkk Mkd?kj dh f[kM+dh ij ns fn;k 
tkrk gSA Mkd vf/kdkjh mldh iSfdax] yxk;s x;s fVdV] 
jkf’k otu vkfn dh tk¡p djds mldh ,d jlhn Hkstus 
okys dks Hkh ns nsrk gSA 

oh-ih-ih dh lqiqnZxh %& 

100 :- rd oh-ih-ih- dks rks Mkfd;k ikus okys ds ?kj rd 
igq¡pk nsrk gSA blls vf/kd gksus ij Mkfd;k ikus okys dks 
fyf[kr lwpuk ns nsrk gSA lwpuk nsrs le; Mkfd;k ikus okys 
ds fyf[kr :Ik esa gLrk{kj ys ysrk gSA bl lwpuk ds vk/kkj 
ij ikus okyk Mkd?kj esa tkdj fuf’pr jkf’k nsdj oLrq 
izkIr dj ldrk gSA ikus okys dks pkfg, fd og lwpuk dh 
frfFk ls lkr fnuksa ds vUnj oh-ih-ih- dks Mkd?kj ls NqM+k 
ys blds ckn Hkh ikus okys }kjk izkFkZuk&i= fn;s tkus ij 
Mkd?kj ,d lIrkg ds fy, oh-ih-ih- dks vius ikl jksd 
ldrk gSA blds fy, ikus okys dks foyEc शqYd nsuk 
gksxkA foyEc शqYd izkFkZuk&i= ds lkFk gh nsuk gksxkA 

oh-ih-ih- ls ykHk %&

1- Xkzkgd dks oLrq,W vius ?kj ij izkIr gks tkrh gSA

2- Hkstus okys dks mlds ?kj ij oLrqvksa dk ewY; fey tkrk 
gSA

3- :Ik;s ds Mwcus dk Hk; ugha jgrk D;ksafd oLrqvksa dks 
mudk ewY; pqdkus ds Ik’pkr~ gh lkSaik tkrk gSA

4- blds }kjk nwj ds LFkkuksa ij jgus okys O;fDr;ksa esa 
ikjLifjd O;kikfjd lEcU/k LFkkfir gks tkrs gaSA

5- ;g otu  esa gYdh vkSj ewY;oku oLrqvksa dks eaxokusa dk 
Jsʿ lk/ku gSA

6- oh-ih-ih- dks izkFkZuk&i= nsdj Mkd?kj esa ,d lIrkg rd 
dh NwV ds vfrfjDr ,d lIrkg rd ds fy, vkSj jksdk 
tk ldrk gSA blh chp ikus okyk /ku dh O;oLFkk dj 
ldrk gSA

7- ;fn ijh{k.k vkns’k nsuk gks] rks Hkh ;g iz.kkyh cgqr 
mi;qDr gSA 

gokbZ Mkd शqYd %&

Hkkjr esa cM+s&cM+s uxjksa esa Mkd ok;q;ku }kjk Hksts tkus dh 
O;oLFkk gSA blds fy, vyx ls gokbZ Mkd शqYd nsuk iM+rk 
gSA 

1-Mkd esa Mkyus dk izek.k&i= 

dHkh&dHkh O;kikjh vius deZpkjh dks i= Mkd esa Mkyus ds 
fy, ns nsrs gS rFkk ;s i= Hkwy ls Mkd esa Mkyus dh ctk; 
dbZ fnuksa rd mudh tscksa esa iMsa+ jg tkrs gaSA dHkh&dHkh 
,slk Hkh gksrk gS fd i= o ml ij yxus okys fVdV dk 
ewY; deZpkfj;ksa dks Mkd esa Mkyus ds fy, ns fn;k tkrk 
gSA os i= rks Mkd esa Mky nsrs gSa fdUrq fVdV dk iSlk 
cpkdj tsc eas j[k ysrs gSA ifj.kkeLo:Ik i= cSjax gks tkrk 
gS vkSj izkIrdrkZ dks fu;r fVdV dk nwuk ewY; nsuk iM+rk 
gSA bu dfBukbZ;ksa ls cpus ds fy, Mkd foHkkx us mi;qZDr 
O;oLFkk dh gSA blds vUrxZr Mkd[kkus ls ,d izek.k&i= 
bl vk’k; dk izkIr gks tkrk gS fd veqd i= ;k vU;  oLrq 
;k oLrq,¡ Mkd }kjk Hksth xbZ gSA blds fy, Mkd[kkus ls 
,d QkWeZ fu%’kqYd feyrk gSA ,d QkeZ ij vf/kd ls vf/
kd rhu i=] oLrq,¡ Hksth tk ldrh gaSA bl QkeZ esa ,d 
vksj izkIrdrkZ dk uke o irk fy[kus ds fy, 3 LFkku jgrs 
gaSA blh vksj Mkd[kkus dh eksgj rFkk fVdV yxkus dk 
LFkku jgrk gSA izR;sd QkWeZ ij fVdV yxkuk iM+rk gS] pkgs 
og ,d lkFk Hksts tkus okys i=ksa dh l¡[;k rhu gks ;k blls 
deA mlds uhps Hksts tkus okys i=ksa dh la[;k fy[k nh 
tkrh gSA bl QkWeZ dks Hksts tkus okys i=ksa ds lfgr Mkd[kkus 
ds ckcw dks ns fn;k tkrk gSA og i=ksa dks fxudj vius ikl 
j[k ysrk gS rFkk QkeZ ij yxs fVdV ij eksgj yxkdj mls 
ykSVk nsrk gSA ;g bl ckr dk iDdk izek.k gS fd veqd 
i= dks Mkd[kkus dks }kjk Hkst fn;k x;k gSA fdUrq bl 
lEcU/k esa ;g /;ku j[kuk pkfg, fd ;fn i= ;k vU; oLrq 
ekxZ esa [kks tk; rks Mkd foHkkx mlds fy, mRrjnk;h ugha 
gksxkA 

iksLV vkWfQl vFkok Mkd isVh rFkk Mkd FkSys %& 

cM+s&cMs+ शgjksa esa Mkfd;k izk;% nsj ls i=ksa dks ysdj igq¡prk 
gSA blds vfrfjDr i=ksa ds [kks tkus vFkok nwljs O;kikfj;ksa 
ds ikl igq¡p tkus dk Hkh Hk; jgrk gSA bu dfBukbZ;ksa ls 
cpus ds fy, O;kikjh vFkok vU; dksbZ Hkh O;fDr Mkd[kkus 
ls ,d ckWDl fdjk;s ij ys ldrk gSA bl ckWDl ij ,d 
uEcj Hkh iM+k gqvk gksrk gS] tks i=ksa ij irs ds :Ik esa Hkh 
fy[kus ds dke vk ldrk gSA blds fy, vyx ls fu;r 
शqYd nsuk iM+rk gSA Mkd ls vkus okyh os lc oLrq,¡ ftu 
ij iwjk&iwjk Mkd O;; fn;k tk pqdk gSA rFkk ftuds nsus 
ij Mkd[kkuk muds ikus okys ls izkfIr ds gLrk{kj ugha 
djkrk] bl ckWDl esa Mky nh tkrh gSA O;fDr Mkd[kkus ds 
dk;Z ds le; ds vUnj fdlh Hkh le; Lo;a vkdj vFkok 
vius fdlh fo’oklik= deZpkjh dks Hkstdj viuh Mkd 
izkIr dj ldrk gSA
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i=kfn dks vkSj vf/kd lqjf{kr ,oa xksiuh; j[kus ds fy, 
iksLV ckWDl ds lkFk Mkd FkSyk Hkh Mkd[kkus ls fdjk, ij 
fy;k tk ldrk gSA bu nksuksa dk uEcj ,d Hkh gks ldrk 
gS vkSj vyx&vyx HkhA nksuksa dk uEcj ,d gksus ij fdjk;k 
de yxrk gSA rFkk vyx&vyx gksus ij fdjk;k yxHkx 
nwuk gks tkrk gSA iksLV ckWDl rks Mkd[kkus esa jgrk gS rFkk 
FkSyk ml O;fDr dks ns fn;k tkrk gS ftlus mls fdjk, ij 
fy;k gSA iksLV&ckWDl rFkk Mkd FkSyk nksuksa dh pkch 
Mkd&vf/kdkjh ds ikl jgrh gSA tc dksbZ O;fDr ¼pijklh½ 
ml FkSys dks nsdj Mkd[kkus esa Mkd ysus ds fy;s vkrk gS 
rks Mkd[kkus dk vf/kdkjh pkch ls iksLV ckWDl [kksydj 
leLr  Mkd FkSys esa Mky nsrk gS rFkk ml FkSys dh pkch 
ls cUn dj nsrk gSA og O;fDr ¼pijklh½ mDr FkSys dks vius 
ekfyd dks lkSai nsrk gS tks viuh pkch ls [kksy ysrk gS 
rFkk mlesa j[kh xbZ Mkd dks fudky ysrk gSA

iksLV ckWDl rFkk Mkd&FkSys ls ykHk %&

1- Mkd शh?kz izkIr gks tkrh gSA

2- Mkd ds forj.k esa [kks tkus vFkok fdlh vU; O;fDr ds 
ikl igqWp tkus dk Hk; ugha jgrkA

3- Mkd iw.kZr;k xksiuh; jgrh gSA

4- iksLV ckWDl uEcj dks irs ds :Ik esa iz;ksx fd;k tk 
ldrk gSA blls [;kfr esa o`f) gksrh gSA

Mkd ifjp; i= %&

Mkd foHkkx dh vksj ls ifjp;&i= tkjh djus dh Hkh O;oLFkk 
gSA mls izkIr djus ds fy, dqN fuf’pr jkf’k dk शqYd nsuk 
iM+rk gSA bldh vof/k 5 oषZ ds fy, gksrh gSA ifjp; i= 
ij ysus okys O;fDr dk QksVks yxk gksrk gS rFkk mlds 
lkeus dh vksj viuk uke o irk fy[kuk iM+rk gSA mlds 
uhps vius gLrk{kj Hkh djus iM+rs gSA QksVks ij iksLV ekLVj 
vius gLrk{kj djrk gS rFkk eksgj yxkdj nsus dh frfFk dk 

mYys[k djrk gSA blls ;g izekf.kr gks tkrk gS fd ml 
ij yxh QksVks mlh O;fDr dh gS ftldk uke o irk mlds 
lkeus fy[kk gqvk gS vkSj ftlus bl ij gLrk{kj fd, gSA 
bldh lgk;rk ls og vius i= vkfn vklkuh ls izkIr dj 
ldrk gSA bldk iz;ksx izk;% ?kweus okys ;k=h izfrfuf/k;ksa 
}kjk fd;k tkrk gSA os Mkd[kkusa esa tkdj ifjp;&i= 
fn[kkdj vius uke dh leLr Mkd izkIr dj ldrs gSaA 

शh?kz Mkd&lsok %&

bl lsok dk izkjEHk 15 vizsy] 1975 ls fd;k x;k gSA bl 
lsok ds vUrxZr egRoiw.kZ i= ,oa cMs+ uxjksa ¼tSls fnYyh] 
dydRrk] o cEcbZ vkfn½ dks Mkd Hksth tkrh gSA mls vU; 
Mkd ls i`Fkd dj fn;k tkrk gS rkfd mls शh?kzrk ls fufnZʼ 
LFkku ij igq¡pk;k tk ldsaA izkjEHk esa bl lsok }kjk dsoy 
fuEu rhu uxjksa &fnYyh] eqEcbZ o enz~kl dks gh tksM+k x;k 
FkkA ijUrq orZeku esa bl lsok ifjf/k esa yxHkx lHkh cM+s 
uxj vk x, gSaA bl lsok ds v/khu dsoy fiu dksM fy[ks 
fudkydj mUgsa ys tkus rFkk mudh शh?kz lqiqnZxh dks gh 
izkFkfedrk nh tkrh gSA bl gsrq izeq[k LFkkuksa ij fiu dksM 
}kjk vafdr Mkd ds fMCcksa dks vyx ls j[kk tkrk gS 
ftlesa ogh i= vkfn Mkys tk ldrs gSaA ftu ij fd fiu 
dksM uEcj vafdr gksaA ,slk djus ls fiu dksM uEcj vafdr 
i=ksa dks Nk¡Vus esa dfBukbZ ugha gksrh gSA blesa iz;Ru ;g 
fd;k tkrk gS fd vxys fnu gh Mkd fufnZʼ LFkku ij igq¡p 
tk;sA 

fiu dksM %& 

bldk iz;ksx 15 vxLr] 1972 ls शq: fd;k x;k gSA blds 
v/khu ns’k ds 15]000 foHkkxh; lqiqnZxh Mkd?kjksa dks 6 
vadksa ds uEcj fn;s x;sA budh lgk;rk ls lqiqnZxh Mkd?kjksa 
o mudh fLFkfr dh tkudkjh ljyrk ls gks tkrh gSA Mkd 
Nk¡Vus esa Hkh lqfo/kk jgrh gSA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन अɷास 1.9.46 से सɾंिधत िसȠांत
आशुिलिपक सिचवीय सहायक (िहȽी) - सभी Ůकार के पũाचार

सामाɊ पũाचार
उȞेʴ : इस पाठ के अȶ मŐ आप िनɻिलİखत कायŊ करने योƶ होगें :
• पũलेखन का महȇ
• आवेदन पũ
• िशकायती पũ
• सामािजक पũ । 

i=ys[ku dk egRo %&

yksxksa ds chp lwpukvksa ds vknku&iznku ds fy, i=&ys[ku 
dk fo’ksष egRo gSA i= ds }kjk yksx vius Hkko ;k laosnuk 
izdV dj ldrs gSaA blfy, i=&ys[ku esa Hkkषk शSyh dk 
fo’ksष LFkku gSA i= ds eq[; 5 Hkkx gksrs gSa ftuesa fy[kus 
okys dk uke o irk gksuk vko’;d gSA nwljs ftls i= fy[kk 
tkrk gSA mldk uke o irk Hkh vko’;d gS rhljs] i= dk 
lanHkZ ;k frfFk vko’;d gS] pkSFks Hkkx esa foष;] i= dk 
elkSnk ;k fooj.k gksrk gS ikapos Hkkx esa vfHkoknu ;k /kU;okn 
Kkiu ds lkFk Hkstus okys ds gLrk{kj gksrs gSa fcuk gLrk{kj 
ds i= ij dk;Zokgh ugha dh tkrh gS vkSj bldh lR;rk ij 
lansg fd;k tkrk gSA 

vkosnu i= %&

lsok esa]

izcU/kd egksn;]

;w-ch-vkbZ- cSad]

ekyoh; uxj] t;iqjA

foष; %& cSad esa [kkrk [kksyus ds laca/k esaA

egksn;]

      uez fuosnu gS fd mijksDr foष;kUrxZr esa vkids cSad 
esa viuk [kkrk [kksyuk pkgrh gw¡ ftlds vUrxZr esa vius 
igpku i= ds :Ik esa ernkrk igpku i= vkids le{k 
izLrqr dj jgh gw¡A

/kU;oknA

Hkonh;k

oषkZ शekZ

lsok esa]

iz/kkukpk;Z]

jktdh; vkS/kksfxd izf’k{k.k laLFkku]

cuhikdZ] t;iqjA

foष; %& vuqcaf/kr izoDrk in ds fy, vkosnu djus  
     gsrqA

egksn;]

      uez fuosnu gS fd mijksDr foष;kUrxZr vkids }kjk 
fudkyh xbZ foKIrh fnukad 6-01-2015 nSfud HkkLdj lek-
pkj i= ds vk/kkj ij fu/kkZfjr ;ksX;rk,a ,oa vuqHko iw.kZ 
djrs gq, eSa viuk vkosnu i= vkids le{k izLrqr dj jgh 
gw¡A vkils fuosnu gS fd ,d ckj lsok dk ekSdk iznku 
djusa dh d`ik djsaA

eSa vkidh lnk vHkkjh jgw¡xhA

Hkonh;k

usgk tSu
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layXud %& 1- ck;ksMkVk leLr श S{kf.kd ;ksX;rk ,oa 

vuqHko izek.k i=ksa lfgrA

fnukad  09-01-2015

lsok esa]

 iz/kkukpk;Z]

 jktdh; vkS/kksfxd izf’k{k.k laLFkku]

 vyojA ¼jktLFkku½

 foष; %& vodk’k izkIr djus gsrq izkFkZuk i=A

egksn;]

    uez fuosnu gS fd esjh cgu dk fookg fnukad 15-02-
2015 dks gksus ds dkj.k eq>s fnukad 20-01-2015 ls 
17-02-2015 rd vftZr vodk’k dh vko’;drk gSA vftZr 
vodk’k eSa fu/kkZfjr izk:Ik esa Hkjdj vkids le{k izLrqr dj 
jgh gw¡A vkils fuosnu gS fd esjk vftZr vodk’k Lohd`r 
djus dh d`ik djsaA 

vkidh vfr d`ik gksxhA

eSa vkidk lnk vkHkkjh jgw¡xkA

Hkonh;]

¼fnus’k tSu½

O;kolkf;d vuqns’kd

vk’kqfyfi fgUnh

f’kdk;rh i= %& 

fnukad -------------------------------------

izsषd]

 iz/kkukpk;Z]

 jktdh; b.Vj dkWyst]

 esjBA

lsok esa]

 LokLFk; vf/kdkjh]

 uxj egkikfydk]

 esjBA

i=kad----------------- dk- jk- b- dk- &lQkbZ O;oLFkk                           

fnukad 9 tuojh 2015

egksn;]

 uez fuosnu gS fd fo/kky; ds vklikl dkQh xanxh 
QSyh gqbZ gSA LFkku&LFkku ij dwMs+ ds <sj yx x, gSa rFkk 
ukfy;k¡ eSys ls vVh gqbZ gSaA teknkjksa ls dgus ij Hkh 

lQkbZ ugha gks ldhA bl xanxh ds dkj.k fo/kky; esa nqxZU/k 
QSy jgh gS rFkk dkQh ePNj iSnk gks x, gSa ftlds dkj.k 
chekjh QSyus dk Hk; gSA

 d``i;k vki lQkbZ deZpkfj;ksa dks vkns’k nsa fd os 
fu;fer :Ik ls lQkbZ djrs jgsa] ftlls chekjh QSyus ls 
jksdk tk ldsA

 eSa vk’kk djrk gwa fd vki bl vksj fo’ksष /;ku 
nsdj शh?kz dk;Zokgh djus dk dʼ djsaxsA

Hkonh;]

iz/kkukpk;Z]

jktdh; b.Vj dkWyst]

esjBA

fnukad --------------------------------

izsषd]

 fo/kk/kj uxj lsDVj 8 ds leLr fuoklh]

 fo/kk/kj uxj] t;iqj& 302013

lsok es]

 LokLFk; vf/kdkjh]

 t;iqj uxj fuxe]

 t;iqjA

egksn;]

       fuosnu ;g gS fd fo/kk/kj uxj lsDVj 8 ds lsUVªy 
xkMZu ds vkl&ikl dkQh xanxh QSyh gqbZ gS txg&txg 
ij dwM+s ds <sj yxs gS ftlls cPpksa rFkk cM+ksa lHkh dk ikdZ 
esa ?kweuk] cSBuk dqN Hkh laHko ugha gSA rFkk vR;f/kd ePNj 
iSnk gks x, gSA ogka ds lQkbZ deZpkfj;ksa ls dgus ij Hkh 
lQkbZ ugha gks ldh gS 

     bl lanHkZ esa vki ls fuosnu gS fd vki शh?kzrk’kh?kz 
lQkbZ djokusa dh d`ik djsaA 

vkidh vfr d``ik gksxh A

ge vkids lnSo vkHkkjh jgsaxsA

Hkonh;] 

fo/kk/kj uxj lsDVj 8 ds leLr fuoklh

t;iqj
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lkekftd i= %&

fnukad -----------------

vtesj]

fiz; fe= v’kksd]

 ;gka lc dq’ky eaxy gS vkSj vk’kk djrk gw¡ fd 
rqe Hkh lifjokj dq’ky&eaxy gksaxsA ;g crkrs gq, gषZ dk 
vuqHko gks jgk gS fd eaSus viuh iq=h dk fookg fu’fpr dj 
fn;k gS tks fd 08 Qjojh 2015 dks gksus tk jgk gS vkSj 
bl volj ij rqedks lifjokj lknj vkeaf=r dj jgk gw¡ 
vkSj gk¡ rqe lHkh yksx fnukad 5 Qjojh rd t:j igq¡p 
tkukA 

 ?kj esa ekrk&firk dks esjk iz.kke dguk rFkk nksuksa 
cPpkssa dks I;kj ,oa शqHkk’khokZn ds lkFk i= dks lekIr djrk 
gw¡A

rqEgkjk fe= 
jes’k शekZ
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